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Processing Menu
Where you can add, edit, delete recordings, as well as perform book printing processes.
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TCS™
Instrument Indexing and Land Recording System®©
ILRS ™

Recordings
Where you can add or edit recordings while having the application automatically assign
the page numbers based on the next available page and the number of pages for the
recording. To access this form you will need to click on the “Processing” menu and then
select “Recordings”.
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To add a new recording you will need to click on the “Add New” button and then insert
the number of pages for this particular recording. After entering the number of pages you
will need to hit the “Tab” key to gain access to the rest of the form. Now you will need
to select an instrument from the drop down box that will appear after you hit the “Tab”
key. Once you have selected the appropriate instrument you will need to hit the “Tab”
key again to gain access to the remaining portions of this form. Next you will want to
enter the appropriate “Recording Date” and “Recording Time”, as well as descriptions
and remarks in the text fields below the instrument drop down box. In the middle of the
form you will see the “Instrument Fee Schedule” which will illustrate the fee structure for
the instrument on the recording you are entering. To the right of the “Instrument Fee
Schedule” you will see the “Conveyance” section of the form, which will enable the user
to enter the appropriate information (if applicable) so that this recording will display
items such as “Signed Deed Date”, “Transfer Value”, “Conveyance Tax %” and “Tax $”.
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TCS™
Instrument Indexing and Land Recording System®©
ILRS ™

Once you have entered the appropriate “Conveyance” information you are now ready to
move onto the “Property” portion of this form. To do this you will need to click on the
“Property” tab located on the bottom of this form, directly underneath the “Total
Recording Fees” text box. There will be tabs for the following items:
“Fees/Conveyance”, “Property”, “Grantors”, “Grantees”, “Returned To” and “Trx Info”.
Once you have selected the “Property” tab you will be able to enter all of the appropriate
information (Street, City/Town, State, Zip etc.). Keep in mind that each instrument is
setup in the instrument maintenance form to display certain tabs and make certain
tabs required. Not every instrument will allow you to access all of the tabs.
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Next you will want to move onto the “Returned To” section of the form (skipping over
the Grantors and Grantees tabs), by clicking on the “Returned To” tab. You will want to
skip the “Grantors” and “Grantees” tabs, because you can’t access those tabs until all of
the recording information has been entered and saved (after which you can go back into
the recording and enter the grantors and grantees). In the “Returned To” section of the
form you can enter all of the appropriate information such as the “Returned To’s” “Firm
Name” or “Individual Name” (depending on what the “Returned To” is), as well as the
address of the “Returned To”. When you have finished entering the appropriate
information, you can click on the “Save” button to save the recording.
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After you have saved the recording you will now see that the “Grantors” and “Grantees”
tabs are now active (not grayed out anymore) and the application will allow you to click
on them to enter the appropriate information.
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First, click on the “Grantors” tab and then click on the “Add New” button (looks like a
filing cabinet) to add a new grantor.
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Now you can select a grantor from the drop down box and hit the “Tab” key to have the
application insert all of the appropriate grantor information into the “Grantors” form.
You can repeat this process as many times as you need to, so that all of the grantors
appear on the recording. After doing this you will want to click on the “Save” button
within the “Grantors” form to save the grantor.
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Now that you have finished entering the grantors you will want to click on the “Grantees”
tab and follow the same steps that you did for entering the grantors.
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After you have entered all of your grantees and saved them, you can either move onto the

next recording you have to enter (because you’ve successfully entered this one) or you

can click on the “Trx Info” tab to view the transaction information that was logged during

the entry of your recording. This “Trx Info” tab will keep track of when the recording
was created, maintained and it will keep track of who created and maintained the

recording (based on the name of the person logged into the application at the time of the
addition or edit of a recording).
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Instrument Indexing and Land Recording System®©

To edit a recording you will need to open up the recording maintenance form and click on
the “Search” button without entering anything to search for, which will display all of the
recordings that have been entered in the current book that you’re working on. Next you
will want to find the recording that you wish to edit by using the arrows in the grid below
to navigate up and down in the grid until you can view the recording you want to edit.
Once you have found the appropriate recording you can click on it in the grid, which will

open the recording for editing.

TCS™

ILRS ™
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Now you can make the appropriate changes to the recording. Remember there are
multiple tabs that display different information, so make sure that you click on all of the
tabs until you find the information that you want to change. Once you have made a
change to the recording you will see that the “Save” button is active (in color) again and
you can click on it to save the changes to the recording.
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TCS™
Instrument Indexing and Land Recording System®©
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Recordings Maintenance
Where you can add, edit or delete a recording while manually entering the page numbers.
Also this form will allow you to “Scan, Print or View” your recordings (if you have SPV
installed. For details on “SPV” options refer to the SPV manual). To access this
form you will need to click on the “Processing” menu and then select “Recordings
Maintenance”. The first thing you will need to do once the form has loaded is to enter
the “Default Year”, “Book#” and “Max#Pgs” of the book that you wish to add, edit or
delete a recording.
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To add a new recording you will need to click on the “Add New” button to open the entry
form. Before you begin entering the appropriate information onto the form, this method
of recording maintenance allows you to automatically insert the time of day (AM or PM)
for the “Recording Time”. If you have recordings to enter that were recorded during the
morning (AM), but you are entering them during the afternoon (PM) you will want to
check off the “AM” option button in the far right hand corner of the screen, because this
will automatically default the “Recording Time” to the actual time with the “AM”
inserted after it (example= 2:00PM will become 2:00AM if “AM” button is checked off).
Next you will need to insert the next available page number, then make sure the
maximum number of pages is properly inserted into the “Of” field (located to the right of
the “Page#” text box), and then enter the number of pages for this particular recording.
After entering the number of pages you will need to hit the “Tab” key to gain access to
the rest of the form. Now you will need to select an instrument from the drop down box
that will appear after you hit the “Tab” key. Once you have selected the appropriate
instrument you will need to hit the “Tab” key again to gain access to the remaining
portions of this form. Next you will want to enter the appropriate “Recording Date” and
“Recording Time”, as well as descriptions and remarks in the text fields below the
instrument drop down box. In the middle of the form you will see the “Instrument Fee
Schedule” which will illustrate the fee structure for the instrument on the recording you
are entering. To the right of the “Instrument Fee Schedule” you will see the
“Conveyance” section of the form, which will enable the user to enter the appropriate
information (if applicable) so that this recording will display items such as “Signed Deed
Date”, “Transfer Value”, “Conveyance Tax % and “Tax $”.
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Once you have entered the appropriate “Conveyance” information you are ‘now ready to
move onto the “Property” portion of this form. To do this you will need to click on the
“Property” tab located on the bottom of this form, directly underneath the “Total
Recording Fees” text box. There will be tabs for the following items:
“Fees/Conveyance”, “Property”, “Grantors”, “Grantees”, “Returned To” and “Trx Info”.
Once you have selected the “Property” tab you will be able to enter all of the appropriate
information (Street, City/Town, State, Zip etc.). Keep in mind that each instrument is
setup in the instrument maintenance form to display certain tabs and make certain
tabs required. Not every instrument will allow you to access all of the tabs.

" ILRS TCS™ * The Town of Hartland * Town Clerk’s Office * SysDirector
File Maintenance Processing Reporting Inquiry System Director \Window Help

Manually-Paginate - Recording Transactions Entry and Maintenance |

Specify the Default Year [ 2005 Book# [ 78 and Max#Pgs | 1100 @ AM r PM
T

B g
i ™ TN
SddNew| Save Delete | Cancel Relresh Seaich Qult

Find those Trxs with Instruments that " Start With & Contains
 Define Recording

Year[2005 | Book#t]72 Pagett{653 of[1100 #0f Pages |1 S icnal Fages | ’
~Select Instrument————————— 1
[EXECUTORS DEED = L r*ﬁ.'eha_ Seleot Stizet .
Recording Date Recording Time Stleetﬂh I Anderson Foad : _'_'
11/30/2005 | 2:41:37 AM Uit
Becording Deseription Stieet Name]&nderson Aoad I

Yarrid ;l Address2 [Complex / Condo Name|

= Addressa|

Fiecording Remarks City|E ast Hartland
o =] stelCT | zplosozr oz

—"] Fees / Conveyance  Property | Grantors | Granleee] Retumed To |_Tix Info |_
r-Click to Select Trx.. 1
‘Year |Book |Page | Pages|Additiof InstrumentD escription WiRecordinaDate RecordingDescrip 4 |
2005 |78 636 |15 0 MORTGAGE 11/02/2005 01:11:00 PM =
2005 |78 634 |2 0 WARRANTY DEED 11/02/2005 01:10:00 PM
2005 |78 632 |2 0 POWER OF ATTORNEY 11/02/2005 01:03:00 PM

24

Webtownhll.com



TCS™
Instrument Indexing and Land Recording System®©
ILRS ™

Next you will want to move onto the “Returned To” section of the form (skipping over
the Grantors and Grantees tabs), by clicking on the “Returned To” tab. You will want to
skip the “Grantors” and “Grantees” tabs, because you can’t access those tabs until all of
the recording information has been entered and saved (after which you can go back into
the recording and enter the grantors and grantees). In the “Returned To” section of the
form you can enter all of the appropriate information such as the “Returned To’s” “Firm
Name” or “Individual Name” (depending on what the “Returned To” is), as well as the
address of the “Returned To”. When you have finished entering the appropriate
information, you can click on the “Save” button to save the recording.
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Manually-Paginate - Recording Transactions Entry and Maintenance

Add New

Specify the Default Year | 2005 Book:# | 78 and Max#Pgs | 1100

| a5

("AM r‘PM

Heflesh Search Quit

Find thase Trxs with Instruments that 7 Start With & Conkains

Save Delste | Cancel

" Define Recording

vearone  Bookit]7a Page#[653 01100 | #0iPages |1 | Addiional Pages |0 |
~Select Instument——————————— gy ed T
[ ExecuTaRs DEED =l | [sm =
Recording D ate Recarding Time Firm Mam:
| 11/30/2005 [ 24137 &M ’7“5,," ‘
Recording D escription
00 =] Mailing Addr
Srestl Street Name [or PO Box Uit P01 B oot
290 290 BILMAR DRIVE
LI Address2 Addressd
Recording Remarks [ [ETITTLE DRISION
s =l Ciy State  Zip Zips
[PITTSBURGH [Pa [15205 |
;I Fees / Convevance | Property | Grantors | Grantees Retuned To [ Tre o |
—Llick to Select Trx
Year |Book |Page | Pages|Additio) InstrumentD escription RecordingD ate FiecordingD escrip » |
2005 |78 B3 |16 0 MORTGAGE 1140242005 07:11:00 PM —
2005 |78 B34 |2 0 WARRANTY DEED 114022005 071:10:00 P

After you have saved the recording you will now see that the “Grantors and “Grantees”
tabs are now active (not grayed out anymore) and the application will allow you to click
on them to enter the appropriate information.

“ ILRS TCS™ * The Town of Hartland * Town Clerk’s Office * SysDirector
File Maintenance Processing Reporting Inquiry System Director \Window Help

Manually-Paginate - Recording Transactions Entry and Maintenance _uns

Specify the Default Year [ 2005 Book# [ 78 and Max#Pgs | 1100 o AM r PM

H<|% |
A | K|
AddNew| Save Delete lgn,e\ Relresh Search Qult

Find those Trxs with Instruments that " Start With & Contains

 Define Recording
Year[2005 | Book#t]72 Pagett[653 OF[1100  #0f Pages [1 Addiional Pages [0 ’
aelectinstivment rInstrument Fee Schedule— - Conveyance—————— Tranisfer? [~
| EXECUTORS DEED | T I
s Instrument $43.00 Plat/Plot

Recording Date
11/30/2005 I 02:41:37 AM Recording $33.00 LoVMapI
Recording Description ;l Cormmunity Signed Deed Date
State Trust 2.00 TaxBasisl X
j Add| Page $5.00 Transfer Value 0.00

Fecording Remarks ~Total Recording Fees Conveyance Tax% 0.0000
3 - $43.00 Tang 0.00

Transaction Stamp#

| fonsitmepes | Propeity]_Grantors | Grantees| Retumed To | Trxlnfo |
r-Click to Select Trx.. N
Year |Book |Pa Pages| Additio] InstrumentDescription Recordindlste RecordingDescrip 4 |
2005 |78 [653 |1 0 EXECUTORS DEED 11/30/2005 02:41:37 M [X0<X =
2005 (78 |B52 |1 0 DECL OF RESTRY COVENANTS 11/30/2005 02:33:03 AM
2005 (78 |B51 |1 0 QUITCLAIM DEED $ 11/30/2005 01:43:54 PM_|XXX
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First, click on the “Grantors” tab and then click on the “Add New” button (looks like a
filing cabinet) to add a new grantor.

[ ILRS TCS™ * The Town of Hartland * Town Clerk’s Office * SysDirector
File Maintenance Processing Reporting Inquiry System Director Window Help

Manually-Paginate - Recording Transactions Entry and Maintenance

Specify the Default Year | 2005 Book# [ 78 and Max#Pgs | 1100

@AM PM

T - C\’
H| €| % £o| | @
AddNew| Save Delete | Cancel Fefresh | Search Quit

Find those Trxs with Instruments that € Start With & Contains

i~ Define Recording

Yearoots  Bookt[73 Pagetf553  OFf1100 | #OfPages[T | AddtionaiPages[0 ’
—Select Inst nt———— = &

SBlccllaisome Grantors for this Recording

IEXECUTDHS DEED EI Double Click to Select...

Recording Date Recording Time Grantors [City

11/30/2005 [0z41378M [

Becording Deseription

o0 =]

Fiecording Remarks

Yaoaeed -

[ | >
'ﬂ Fees / Conveyance | Property | Grantors || Grantees] Retumed To | T Info L

r-Click to Select Trx...

Year |Book |Page | Pages|Additiof InstrumentD escription RecordingDate RecordingDescrip 4 |

2005 |78 653 |1 0 EXECUTORS DEED 11/30/2005 02:41:37 &M [304X =

2005 |78 652 |1 0 DECL OF RESTRY COVENANTS 11/30/2005 02:33:03 AM

2005 |78 651 |1 0 QUITCLAIM DEED $ 11/30/2005 01:43:54 PM |33

Now you can select a grantor from the drop down box and hit the “Tab” key to have the
application insert all of the appropriate grantor information into the “Grantors” form.
You can repeat this process as many times as you need to, so that all of the grantors
appear on the recording. After doing this you will want to click on the “Save” button
within the “Grantors” form to save the grantor.

“ ILRS TCS™ * The Town of Hartland * Town Clerk’s Office * SysDirector
File Maintenance Processing Reporting Inquiry System Director \Window Help

Manually-Paginate - Recording Transactions Entry and Maintenance |

Find those Trxs with Instruments that " Start With & Contains

Page# {653 off1100 #0Of Pages |1 Additional Pages [o ’

=Selectinstiument—————1 | ~Select Grantor... =

| EXECUTORS DEED || | [aaMES capiaL corp =~ g eg %I
Recording Date Recording Time Firrn Name :

[ 1072005 [ozararem “AAMES CAPITAL CORP @ ‘
Recording Description 3

00X =

Fees /‘Canvevaru:el F'vaperwl Grantors I Glanleeel Retumed Tc] Tizlnfo
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Now that you have finished entering the grantors you will want to click on the “Grantees”
tab and follow the same steps that you did for entering the grantors.

Manually-Paginate - Recording Transactions Entry and Maintenance ==

Specify the Default Year [ 2p05

and Max#PgsI 1100 @AM C PM

- Define Hecording

Y- |
g H | sl
AddNew | Save Delete | Cancel Refresh | Search Quit
Find those Trxs with Instruments that € Start With  Contains
~ Define Recording
Year[2005 | Book#t[7E Pagett{653 0i[1100 #0fPages [1 Additional Pages [0 J
~Select Inst t = =
bt Grantees for this Recording
I EXECUTORS DEED i Double Click to Select...
Recording Date Recording Time Grant [City
[ 1173072005 02:41:37 AM |
Recording Description
X = %
Recording Remarks
% =
ol | >
:"l Fees / Conveyance | Property] Grantors | Granteesi| Retumed To | Tr Info L

Find those Trxs with Instruments that ¢ Start With (¢ Contains

Yeav! 2

Book”[?ﬁ‘

Pagett{653

off1100

#0f Pages |1

Additional Pages |D ‘

ectinstiment——

- Select Grantee..

Recording Remarks
latasisd -

After you have entered all of your grantees and saved them, you can either move onto the

| EXECUTORS DEED ~|| | [#ENAMROMOTGAGE GROUFING 7] '—9;; %I
Recording Date Recording Time i Mame —fr— o
11/30/2005 E
: ] 0241:37 AM [ABN AMRO MOTGAGE GROUP INC
Becording Description
‘W I

Fees / Conveyance |_Propeny], Grantors | Grantees] Relumed To . TixInfo

(N

next recording you have to enter (because you’ve successfully entered this one) or you
can click on the “Trx Info” tab to view the transaction information that was logged during
the entry of your recording. This “Trx Info” tab will keep track of when the recording
was created, maintained and it will keep track of who created and maintained the
recording (based on the name of the person logged into the application at the time of the
addition or edit of a recording).

&)

Add New

=

Save

|

Delete

L
e
)

Canicel

Find those Trxs with Instruments that ¢ Start With @ Contains

_Jﬁ
Refresh | Search Quit
[.—_

~ Define Recording

Year|2005  Book[7e Page#|653 OF[1100  #0fPages |1 Addtional Pages [0 ‘
—Select Instument——————
| EXECUTORS DEED 54|
Recording Date Recording Time
11/30/2005 02:41:37 AM
Recording Description
500X =
Fecording Remarks Created J 11/
00X -
"'J Maintained [11/
= Fees / Conveyance | _Property] Grantors |_Grantees | Retumed To | Trg Info §
r-Click to Select Trx. I T
‘Year |Book |Page |Pages|Additiof InstrumentD escription RecordingD ate RecordingDescri
2005 |78 [653 |1 0 |EXECUTORS DEED 11/30/2005 02:41:37 AM XX
2005 (78 |52 |1 0 | DECL OF RESTRY COVENANTS 11/30/2005 02:33:03 &M
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To edit a recording you will need to open up the recoding maintenance form and enter the
year, book # and maximum page limit of the book that you wish to search in. Then you
will need to click on the “Search” button without entering anything to search for, which
will display all of the recordings that have been entered in the current book that you’re
working on. Next you will want to find the recording that you wish to edit by using the
arrows in the grid below to navigate up and down in the grid until you can view the
recording you want to edit. Once you have found the appropriate recording you can click
on it in the grid, which will open the recording for editing.

File Maintenance Processing Reporting  Inquiry  System Director  Window  Help

Manually-Paginate - Recording Transactions Entry and Maintenance

Specify the Defaulk Year | 2005 Eiookat | 78 and Max#Pgs | 1100 CoaM O PM

d | H « # | G
e

AddNew | Save Delete Cancel F\efresh Search llu\t

Find those Trxs with Instruments that € Stark with ' Conkains

HOF Pages I'I Additional Pages IU ‘

[refine Recording

[Year|2005 Buock[72

Pagett[e52 of 1100

- Select Instrument

—Click to Select Trd...

i~ Instrument Fee Schedule—— - Conveyance Transfer? [~
| DECL OF RESTRY COVENANTS x| e EE—
Recording Date Recording Time st st 5 Flat/Flot
I 11./30/2005 02:23:03 At Hecnrdingl 439.001 Lotf’MapI
Recording Description _| Cammurity £2.00 Signed Deed Date I—
State Trustl $2.00 TEXEESISI hd
LI Add| Pagel $5.00 Transfer \f'aluel 0.00
Flecording Remarks Tatal Fecording Fees— Conveyance Tas% 0.0000
B $43.00 Tess nn
Tranzaction Stampi
LI Fees / Conveyance [ Fropeity ] Grantors | Grantees | Retumed To | Tlnfo |

[RecordingDate

[vear [Book [Pane [Pages|Addbio]Instumentiescription
g 1 0

ExECUTORS

[ FecordinaDescrip + |
o

DECL OF RES

|11;n2f2nn5 011100 PM |

\znns \75

\535 \15 \D \MEHTEAGE

Now you can make the appropriate changes to the recording. Remember there are
multiple tabs that display different information, so make sure that you click on all of the
tabs until you find the information that you want to change. Once you have made a

change to the recording you will see that the “Save” button is active (in color) again and
you can click on it to save the changes to the recording.

=12 A]

File Maintenance Processing Reporting Inquiry System Director WWindow Help

Manually-Paginate - Recording Transactions Entry and Maintenance S

Specify the Default Year I 2005
g ;

Delete

Find those Trxs with Instruments that " Start With & Contains

Book# l 78 and Maxngs | 1100

CAM O PM

Save Cancel

1~ Define Recording

[Yearfonos " Bokt[7s Pagett[652 0i[1100 #ofPages[T | AddtionalPages[0 ‘
ELEE e ~Instrument Fee Schedule—— 1~ Conveyance Transter? [~ =
| DECL OF RESTRY COVENANTS ¥| r——
Recording Time e Plat/Plot
[(02:33:034M Recarding 0 Lot/Map
fecordng Description _I Community $2.00 Signed Deed Date
State Trustm TaaBasst &
_'_] Add1 Page $5.00 Transter Value 0.00
RBecording Remarks — Total Recording Fees—— Conveyance Tax% 0.0000
=l $43.00 Tt 0.00
Transaction StarpH
"J Fees / Conveyance [ Fropery] Grantors |_Grantee: ] Retumed To | TrxInfo l_
r—LClick to Select Trx.
ge [RecordinaDescrip 4|
MK j—
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To delete a recording you will need to open up the recoding maintenance form and enter
the year, book # and maximum page limit of the book that you wish to search in. Then
you will need to click on the “Search” button without entering anything to search for,
which will display all of the recordings that have been entered in the current book that
you’re working on. Next you will want to find the recording that you wish to delete by
using the arrows in the grid below to navigate up and down in the grid until you can view
the recording you want to delete. Once you have found the appropriate recording you can
left-click on the recording to select it, then right-click on the recording and finally left-
click on the “Delete Recording” option that will appear.

|7 ILRS TCS™ * The Town of Hartland * Town Clerk’s Office * SysDirector =& x|
File Maintenance Processing Reporting Inquiry System Director Window Help

Manually-Paginate - Recording Transactions Entry and Maintenance
Specify the Default Year [ 2005 Books# 8 and Max#Pgs I 1100 CAM CPM

05 BER =% e

Save Delete Refresh £l

Find those Trxs with Instruments that ¢ Start With & Contains

Define Recarding

(Year’:\]sjﬁ Book#[7 Paget[651 01100 #oipages[l | AddtionalPages0 ‘
- Select Instument—————————1 | o ent Fee Schedue— Conveyance————— Transfer? [
| QUITCLAIM DEED § | T [ —

Recording Date Recording Time (et o Rlat/Elot

| 11/30/2005 01:43:54 PM Recording] $41.00 LotiMap]

F:oe&ording Description __I Communi\y‘ $2.00 Signed Deed Date 11/30/2005

State Trus!l $2.00 TaxBasisI Transfer Value .
L] Add' Page' $5.00 Transter Valuel 10000.00
Recording Remaiks Total Recording Fees—— Conveyance Tax% 0.2500
g | $45.00 Tl =00
Transaction StarpH

Fees / Conveyance | F’logevtg] Grartors |_Grantees |_Retumed Tol Trx Inio]
i g ingD ip

r—LClick to Select Trs..
ook =

o \MDHTGAGE
|2005 |78 [534 2 [u [WARRANTY DEED [11/02/3@5011000Pw

2R T70 Teay [DMAWICD NC ATTADKMEY 49473 AnNE N -Na-nn Ok |

This will bring up another form asking you to enter a username and password Only
someone with an “Authority” level of “System Administrator” can enter their username
and password to delete a recording. If you have the appropriate “Authority” level, then
enter your username and password and click on the “Check” button. You will now see
the recording has been removed from the grid. If you don’t have a high enough
“Authority” level then you will need to chck on the “Nevermind” button to exit the form.

2

15SCTIONS EICCY ond (ol e

and Max#Pgs | 1100 A COPM

Mﬁ@

Searct Quit
Find those Trxs with Instruments that ¢ Start With & Contains

Speclfy the Default Year | 2005 Book# |

i~ Define Recarding
Year[2005  Book#[7e Pagett[g51 OF[1100  #ofpages |1 Additional Pages [0 ‘

Add New

Foelect Insttment ~ Instrument Fee Schedule- —Conveyance—————— Transfer? [
| QuITCLAIM DEED § =l - [ —
Recording Date Recording Time ftime e 8ot

11/30/2005 l 01:43:54 PM Recording $41.00 Lat/Map!
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State Trust x| fer Value x
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;I Eed Page[_ You need to be a System Admin —
Recording Remarks ~ Total Beco to delete a record. % 0.2500
X ;l Username. lJohnSmith
—— Password [t
—I Fees / Conve: Check | Mevermind l
I

r-Click to Select Tr...
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Recording Re-Pagination
Where you can “Re-Paginate” a selected book (either the current book number or an
inserted book number) so that all of your pages are in sequence. To access this form you
will need to click on the “Processing” menu, then select “Recording Re-Pagination”.

f [ ILRS TCS™ * The Town of Hartland * Town Clerk’s Office * SysDirector

File Maintenance | Processing Reporting Inquiry System Director Window Help
Recordings
Recordings Maintenance
Recording Re-Pagination
Book Printing

s Book Re-Pagination

~ Book# Selection

rear Baok @
IV Use Current Baok? l 2005 78 ‘ M

Search Quit

Cancet

Caution: BEFORE Repaainating a book, please ensure that everyone is out of the RecordingTrx Entiy/Maintenance
applications, Configuration and that no one else is using this RePagination application. As a iule, | would suggest getting
everyone out of ILRS completely (this application CHANGES the Page#ts of the Selected Book, o as not to confuse
anyone viewing data as you RePaginatel).

If you are attempting to re-paginate the current book you are using in the current fiscal
year, then you will see that this year and book number are already automatically inserted
into the “Book # Selection” section of the form, located at the top. If this is not the book
number and fiscal year for the book that you wish to re-paginate, then you will need to
deselect the “Use Current Book?” check box, located to the left of the ““Year” and “Book™
text fields. Once you have the appropriate year and book number entered you will need
to click on the “Search” button to display all of the recordings and associated page
numbers.

[T ILRS TCS™ * The Town of Hartland * Town Clerk's Office * SysDirector
File Maintenance Processing Reporting Inquiry System Director Window Help

Recordings Book Re-Pagination

i~ Book# Selection

~Year Book ——

2005 |55

Caution: BEFORE Repaginating a book, please ensure that everyone is out of the RecordingTrs EmvylMainlenSnce
applications, Configuration and that no one else is using this RePagination application. As a le, | would suggest getting
everyone out of ILRS completely (this application CHANGES the Page#fs of the Selected Baok, so as not ta confuse
anyone viewing data as you RePaginate!).

Year |Book [Page [Pages|Additio]

2005 [55 200 |1

I Use Current Book?

RePage

Description RecordingDate

RELEASE TOWN TAX LIEN 09/06/2005 10:00:00 PM

2005

55

200 |1

RELEASE TOWN TAX LIEN

11/01/2005 11:42:00 AM

2005

55

200 |1

RELEASE TOWN TAX LIEN

11/01/2005 11:42:00 AM

2005

55

201

RELEASE TOWN TAX LIEN

09/06/2005 10:00:00 AM

2005

55

201

RELEASE TOWN TAX LIEN

10/04/2005 10:00:00 AM

2005

55

202

RELEASE TOWN TAX LIEN

09/06/2005 10:00:00 AM

2005

55

202

RELEASE TOWN TAX LIEN

11/01/2005 11:42:00 AM

2005

55

203

RELEASE TOWN TAX LIEN

09/06/2005 10:00:00 AM

2005

55

203

RELEASE TOWN TAX LIEN

1140172005 11:42:00 AM

2005

55

203

RELEASE TOWN TAX LIEN

1170172005 11:42:00 AM

Webtownhll.com




TCS™
Instrument Indexing and Land Recording System®©
ILRS ™

After the recordings and the associated page numbers have been generated and displayed
in the grid below you are now ready to click on the “RePage” button. After you click on
this button you will notice that the recordings will be “Re-Paginated” from 1 to X
(depending on how many pages are in the book you are re-paginating). If you are
satisfied with the results, then you can go ahead and click on the “Save” button to save
the changes. If you realize that this isn’t what you wanted to do you can click on the
“Cancel” button, located to the right of the “Save” button to cancel the changes you’ve
made. Please note that it is strongly advised that all other users are out of the
“Recording Maintenance” form, “Configuration” form and that no one else is
attempting to “Re-Paginate” a book from another computer. As a practice itis a
good idea to have everyone sign-out of the ILRS application while using this feature,
but it isn’t mandatory to do so.

|7 ILRS TC5™ * The Town of Hartland * Town Clerk’s Office * SysDirector
File Maintenance Processing Reporting Inquiry System Director MWindow Help

Recordings Book Re-Pagination

| 5 @

Save Cancel Quit

Ca EFORE Repé&lating a book, please ensure that everyone is out of the RecordingT rx Entry/Maintenance
applications, Configuration and that no one else is using this RePagination application. As a rule, | would suggest getting
everyone out of ILRS completely (this application CHANGES the Pageffs of the Selected Boak, so as not to confuse

— Book# Selection o Book M
™ Use Current Book? | |2005 [55

Search

anyone viewing data as you RePaginatel).

Year |Book |Page |Pages|Additiof InstrumentDescription RecordingDate

2005 |55 1 1 1 RELEASE TOWN TAX LIEN 03/06/2005 10:00:00 PM
2005 |55 2 1 3 RELEASE TOWN TAX LIEN 1170172005 11:42:00 AM
2005 |55 3 1 2 RELEASE TOWN TAX LIEN 1170172005 11:42:00 AM
2005 |55 4 1 0 RELEASE TOWN TAX LIEN 09/06/2005 10:00:00 AM
2005 |55 5 1 1 RELEASE TOWN TAX LIEN 10/04/2005 10:00:00 AM
2005 |55 |6 1 0 RELEASE TOWN TAX LIEN 09/06/2005 10:00:00 AM
2005 |55 |7 1 1 RELEASE TOWN TAX LIEN 11/01/2005 11:42:00 AM
2005 |55 |8 1 0 RELEASE TOWN TAX LIEN 09/06/2005 10:00:00 AM
2005 |55 |8 1 2 RELEASE TOWN TAX LIEN 1140172005 11:42:00 AM
2005 (55 |1 1 1 RELEASE TOWN TAX LIEN 11/01/2005 11:42:00 AM
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Book Printing
This feature is exclusively for ILRS users who have had the “Scan, Print, View” (“SPV”)
add-on installed. To access this form you will need to click on the “Processing” menu,
then select “Book Printing”. For details on how to use the “Book Printing” form,
please refer to the “SPV” manual.

|7 ILRS TCS™ * The Town of Hartlan * Town Clerk’s Office * SysDirector
File Maintenance | Processing Reporting Inquiry System Director Window Help

Recordings

Recordings Maintenance
Recording Re-Pagination
Boc ng

If you don’t have the “SPV” add-on installed you will see this error message indicating
that you can contact the IMAS office for a demonstration.

{“"ILRS TCS™ * The Town of Hartlan * Town Clerk's Office * SysDirector
File

Maintenance: Processing Reporting  Inguiry System Director  Window Help

You currently do not have the Scan-Print-View module, If you would like to have a demonstration,
on how this revenue generating, money saving add-on can help your office,
please contact John at IMAS at 800.775,3107
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