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8.  What happens when my hard copy is returned?

Expect to get it in the same state that it was delivered to the office (minus the check of course). There will be no recording information on it. If   
the document needs to be resubmitted for any reason, then you will receive it back with a copy of the Rejection Notice that was emailed to you 
as well as the document and check. 

9.  What happens when my document is rejected?
Expect to immediately receive an email letting you know the document needs to be resubmitted and the reason(s) why. Plan to get the    
document and money back and resubmit it with the new amount as well as the full document (including the Cover Page) and copy of the   
rejection notice.  You must start a new transaction.

10.  What happens when my document is recorded?
Expect to immediately receive an email that tells you the document has been recorder with a PDF attachment that contains the receipt of    
recording as well as the FINAL Cover Page that becomes permanently part of the document.

1.  How is a 'Transaction' defined?
We recommend that a 'transaction' should include related documents that should be recorded together (e.g. Deed, Mortgage), or documents that you would like to   
use one check for such as a package of Satisfactions. It is important to remember that if one document in the transaction/package is rejected, the entire package  
will come back. If you want to make sure documents get recorded in a particular order, then they should be in a transaction together as well. 

2.  Is there a maximum number of documents per tran saction?
There is no set limit, but we recommend using the above suggestions in determining size. Also since we will be returning documents via email, consider the size of  
the package as well if you have email limitations. 

3.  Can I have multiple email addresses on the retu rn to sender page?
Yes. In the 'Return To:' information that is completed when beginning the transactions, you can add multiple e-mail addresses by separating them with a comma,     
i.e. janesmith@yourcompany.com, joesmith@your company.com.

4.  What is the Reference Info?
There is a Reference Info field when you start the transaction that can be used to help you find your transaction. This will soon be printing on the cover page as  

well. There is also a Reference Info at the document level that you can enter information to help identify a particular document. This will print on the Cover Page.

5.  What do I do when a person leaves my company an d has a password? Do I need to call the County?
If you require them to give you their password, you can change it through 'Preferences' so the departed employee would not be able to use the account any longer.   
If the departed employee does not give you their password, then the County can be contacted to reset the password for you.

6. Where can I find instructions online?
On the Home Page of the site (after you are logged in) there is a section called 'How Do I?'. You will find instructions for Creating a Cover Page and for Searching     
Public Records. 

7. What is the best method for returning rejected do cuments?
It is best to return the entire fixed document(s) to ensure accurate processing.


