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Reporting Menu 
Under this menu option you have two choices for obtaining information regarding your 

data.  Option one: Listings, which will present the user with a complete list of the data.  

Option two: Reports, which will enable the user to use a filter to return more specific 

data.    
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Listings 

Listings allow the user to obtain a full and complete list of the following items:  

Grantors/Grantees, Instrument Types, Instruments and Returned To(s).   

To run a listing for Grantors/Grantees (or any of the above mentioned options) you will 

need to click on the “Reporting” menu option, then select “Listings (Complete)” and then 

select “Grantors/Grantees” (or any of the options under this menu depending on what 

kind of listing you are attempting to generate).   
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Once you have generated the listing you can either print the listing by clicking on the 

“Print” icon located in the top left hand corner of the screen or you can export (save) the 

listing by clicking on the “Export” button located to the right of the “Print” button.  To 

navigate through the different pages on these listings you can arrows next to the page 

number located at the bottom left hand corner of the screen.  The inner arrows will go to 

the previous page and the next page.  The outer arrows will go to the first page and the 

last page.  At the end of every listing you will find a summary indicating how many 

entries were on the listing. 

Printing 

Exporting 
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Reporting 

Reports allow the user to filter their data and return only the entries that fall within the 

parameters entered by the user.  
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Daily Register Report 

The “Daily Register” report will display all recordings that fall within the inserted date 

range by either the recording date or the date prepared (depending on what sort sequence 

is chosen).  To run the “Daily Register” report you will need to click on the “Reporting” 

menu option, and then select “Reports (Selected Criteria)” followed by “Recordings – 

Daily Register”.  This will generate the following form.  

Next you will need to determine what date range you want to run the report for.  In the 

date range drop down box you will find these 12 automatic date range options:  “All”, 

“Today”, “This Week”, “This Month”, “This Quarter”, “This Year”, “Yesterday”, “Last 

Week”, “Last Month”, “Last Quarter”, “Last Year” and “Custom”.  By selecting one of 

these options the application will automatically insert the appropriate dates that match 

your selection.  At any point after you have made your selection you can alter the 

generated dates by clicking in the fields containing the dates and keying in whatever date 

is appropriate.  The user can also select the “Custom” option to insert two blank dates, 

which will enable the user to enter whatever dates are appropriate.   
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Now that you have inserted the appropriate dates to run the report for the last thing that 

needs to be done is to select to run the report by the “Recording Date” or the “Date 

Prepared”.  To do this you will need to select the appropriate option by clicking on the 

option button located below the dates.  Once you have done this you can click on the 

“Print Report” button to generate the report.  After the report has generated you can view 

this report on the screen, print the report by clicking on the “Print” icon located in the top 

left hand corner of the screen or export the report by clicking on the “Export” icon 

located to the right of the “Print” icon.  For more details refer to the “Listing” section of 

this manual.    
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Grantor Indices Report 

The “Grantor Indices” report will display all recordings that fall within the selected date 

range while sorting the results by a user selected option such as “Grantor” or “Property 

Location”.  To run the “Grantor Indices” report you will need to click on the “Reporting” 

menu, then the “Reports (Selected Criteria) option followed by “Recordings – Grantor 

Indices”.  By doing this the following form will generate.  

Next you will need to enter a date range and select one of the two date options 

(Recording or Prepared).  This can be done the same way that was described in the 

“Daily Register” report.  Once you have made the above mentioned selections you will 

now need to select a sorting sequence.  For this report you have the following options to 

choose from:  “By Grantor”, “By Property Location”, “By Property Location 

Complex/Condo” and “By Plat/Plot and Map/Lot”.  Once you have made you selection 

you can click on the “Print Report” button to generate the report.  Once the report has 

been generated you can print or export the report (refer to the “Listing” section).                                  
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Grantor/Grantees Alpha Criteria Report 

The “Grantor/Grantees Alpha Criteria” report allows the user to display the recordings 

that fall within the inserted date range (recording date or date prepared, depending on 

what was selected).  Also this report will enable the user to filter the results by entering 

either the beginning or part of a name for a Grantor, Grantee or both.  To run this report 

you will need to click on the “Reporting” button, then “Reports (Selected Criteria) 

followed by “Recordings – Grantors/Grantees Alpha Criteria”.   

Next you will need to select or enter the appropriate date range and then select one of the 

two options for the date range (recording date or date prepared).  To view more details on 

this step refer to the “Daily Register” report.  The next step would be to select the “Type 

of Report and Title”, by clicking in the drop down box located at the bottom of the form 

and selecting one of the following three options:  “Grantor Report”, “Grantee Report” 

and “Grantor/Grantee Report”.  Selecting one of these options will determine how the 

report will be sorted (by Grantor, by Grantee or by both).  The last step would be to 

decide whether or not to enter either the beginning or part of a name for a grantor, grantee 

or both to filter the returned results.  If you choose not to enter anything for this last step 

then the report will return all entries that fall within the date range entered.  If you do 

choose to enter something for the last step then the report will only return those entries 

that fall within the date range and contain either the beginning or part of a name that 

matches what you entered. Once you have made your decision you can click on the “Print 

Report” button to print the report.   



TTCCSS™™  

IInnssttrruummeenntt  IInnddeexxiinngg  aanndd  LLaanndd  RReeccoorrddiinngg  SSyysstteemm©©      

IILLRRSS™™  
 

(C2011 IMAS,L.L.C                                  Property of IMAS, L.L.C             webtownhall.com   41 

Once the report has generated you will have the option to print the report or export the 

report, to retain a copy of this report.  For more details refer to the “Listing” section of 

this manual.    
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Grantor/Grantees Selections Report 

The “Grantor/Grantees Selections” report allows the user to display the recordings that 

fall within the inserted date range (recording date or date prepared, depending on what 

was selected).  This report will enable the user to filter the results by entering either the 

beginning or part of one of the following:  “Grantors”, “Grantees”, “Address 1”, 

“Address 2”, “Plat/Plots and Map/Lots”.  You will also be able to make this report refer 

to only “Grantors”, “Grantees” or both.  This report can be sorted up to five different 

ways, allowing you to customize this report to meet your needs.  To run this report you 

will need to click on the “Reporting” button, then “Reports (Selected Criteria) followed 

by “Recordings – Grantors/Grantees Selections”.   

 

 

 

 
 

 

 

 

 

 

 

 



TTCCSS™™  

IInnssttrruummeenntt  IInnddeexxiinngg  aanndd  LLaanndd  RReeccoorrddiinngg  SSyysstteemm©©      

IILLRRSS™™  
 

(C2011 IMAS,L.L.C                                  Property of IMAS, L.L.C             webtownhall.com   43 

Once you have selected the appropriate date range and chosen a date type (recording date 

or date prepared) you will have the option to enter an additional filter that will reduce the 

number of results.  To do this you will need to select the filter by clicking in the “Find” 

drop down box and selecting one of the following options:  “Grantors”, “Grantees”, 

“Address 1”, “Address 2”, “Plat/Plots and Map/Lots”.  Next you will want to enter either 

the beginning or part of the option you selected in the “Find” drop down box.  The next 

step would be to select the “Type of Report and Title”, but clicking in the drop down box 

and choosing one of the following options:  “Grantor Report”, “Grantee Report”, and 

“Grantor/Grantee Report”.  The last step would be to choose a sorting sequence from one 

of the following options:  “By Grantor”, “By Grantee”, “By Property Location”, “By 

Property Location Complex/Condo” and “By Plat/Plot and Map/Lot”.  Now you can print 

the report by clicking on the “Print Report” button. 

Once the report has generated you can either print this report by clicking on the “Print” 

icon located at the top left hand corner of the screen or you can export this report by 

clicking on the “Export” button located to the right of the “Print” button.  For more 

details refer to the “Listing” section of this manual.    
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Instrument Type Report 

This report will allow the user to display the recordings that fall within the date range 

entered.  This report allows the user to enter the beginning or part of an instrument to be 

used as a filter for the results.  This report can be run to return only those recordings that 

use a specific instrument as well as by all instruments.  To run this report you will need to 

click on the “Reporting” menu option, and then select “Reports (Selected Criteria)” 

followed by “Recordings – Instrument Type”.   

Next you will need to enter the appropriate date range and select a date type (recording 

date or date prepared).  If you want to create a filter to narrow the search results you can 

enter either the beginning or part of an instrument in the text box below the date type 

option buttons.  The last filter that can be inserted is the instrument type drop down box.  

To return only those recordings that used a specific instrument type you will need to de-

select the “All?” check box and then choose the appropriate instrument type from the 

drop down box.  Once you have entered all of your reporting criteria you can click on the 

“Print Report” button to print the report.  

 



TTCCSS™™  

IInnssttrruummeenntt  IInnddeexxiinngg  aanndd  LLaanndd  RReeccoorrddiinngg  SSyysstteemm©©      

IILLRRSS™™  
 

(C2011 IMAS,L.L.C                                  Property of IMAS, L.L.C             webtownhall.com   45 

Once the report has been generated you can view it on the screen, print the report by 

clicking on the “Print” button or export the report by clicking on the “Export” button.  

For more details refer to the “Listing” section of this manual.    
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Proof List Report 

This report allows the user to review/proof all of the information that was recorded within 

an entered date range (either by date recorded or date prepared).  To run this report you 

will need to click on the “Reporting” menu, then select “Reports (Selected Criteria)” and 

then select “Recordings – Proof List”.   

Next you will need to enter a date range for the recordings that you want to proof.  Once 

you have inserted the date ranges you will need to select the date range type (recording 

date or prepared date).  Once you are satisfied with what you have entered you can click 

on the “Print Report” button to print the report.  
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Now that the report has generated you can view it on the screen, print it out by clicking 

on the “Print” icon located at the top left hand corner of the screen or export it by clicking 

on the “Export” button located to the right of the “Print” icon.  For more details refer to 

the “Listing” section of this manual.    
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Transfer List Report 
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This report allows the user to view all of the recordings that had the “Transfer?” check 

box checked off on them and that fall within the entered date range.  This report also 

enables you to run the report with the “Conveyance Tax” being shown.  To run this report 

you will need to click on the “Reporting” menu option, then select “Reports (Selected 

Criteria)” and then select “Recordings – Transfer List”.   

Next you will need to enter the date range and the date range type (date recorded or date 

prepared).  Once you have done this you will need to decide whether or not you want to 

include the conveyance tax on this report.  If you choose to include this then you will 

need to click on the “Include Conveyance Tax $” check box to select it.  If you don’t 

want to include conveyance tax in this report then you can go ahead and click on the 

“Print Report” button to generate the report.  
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 Once the report has generated you can view the report on the screen, print the report by 

clicking on the “Print” icon or export the report by clicking on the “Export” icon.  For 

more details refer to the “Listing” section of this manual.    

 

 

 


