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Overview
Document images can be retrieved through several methods. Depending upon your needs, you can access
the Last Transfer and Finance document, order documents by document number, or through reports.

Last Transfer & Last Finance:
After locating the subject property and selecting a customer, if

Document Images

necessary, open the Document Images section of the Available
Reports panel. Make your selection and click Order.

Last Transfer Document

Last Finance Document
Documents will be opened in a tab to the right of the Subject Assessor Map
Property Tab. Assessor Index Map

< QUL gyiaaia @ LAST TRANSFER  LAST FINANCE

Last Transfer: This is the last conveyance document recorded on the property. It may be a full-value,
arms-length transaction or a quit claim deed. It is simply the last conveyance.

Last Finance: This is the most recent finance document and may be a purchase or junior mortgage.
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Document Search:
If you have the document number, the document can be
retrieved through the Document Search feature in the Address

search bar. Address
Street Addny

APN

Cwner

Assessor Map - Book Page Select the State, county and document type. Document
types will change as they are unique to the county.

Document - Book_Page
Document - Year DoclD
Plat Map - Case.Page

Record of Survey - Book.Page

1938.18168 to 2019.3838884

The Search Panel will open. Enter the document number
and click Order at the bottom.

Year - Length: 4

DoclD - Length: 9

Search by Document #
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Through Reports:

Documents can be ordered through reports as well. The functionality for all reports is the same.

Click on the link.

Recent Sale  %$695,000

Order PACE Lien Report

A PACE Lien:

19848 166645
Order Document

Sale Doc #:

Select the checkbox next to the

. Date Position / Type Verified Amount
document and click Order Selected.
03/27/2007 1st f Trust DeedMortgage $300,000
« | 0BD%2007 2nd / Trust Deed/Mortzage $25,000

ORDER

Through the Abstractor Service (click on the Courthouse Icon).

1st Mtg Doc #:
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Abstractor Services:

Abstractor Services allow you to request a manual search

of county records in the event that the document is
unavailable. This service can be used independently of
reports. Click on the Abstractor button and complete the
information. If the document is found, it will be returned
to you in the Order Portal.

The Abstractor Services form that will appear. Red
highlighted fields are mandatory.

Document Images

Last Transfer Document
Last Finance Document
Assessor Map
Assessor Index Map

Abstractor Services

Based upon your document type, the fields on the right will change.

I ABSTRACTOR SERVICES

A Single Solution For All of Your Document Retrieval Needs

releases, transfers, deeds, foreclosures and more

In addition to offering the most extensive data and image repository in the nation, we provide you with a nationwide network of document abstractors. This
cost-effective, comprehensive solution enables you to request the retrieval of any property record across the nation, including mortgages, assignments,

MY CEMA Full Chain
Mortgage & All Assignments
Reverse Mortgage
Options
®) Full Documents
Certified Copy Reguest

Select Documents Instrument Recording 1D County
Mortgage Grant/Warranty Deed
Latest Mortgage Last Vesting Deed
Modification Quit Claim Deed Street Address
Specific Assignment ucc | |
Release UCC & Downstream Filings .
Cit ZIP
Motice Of Default Power Of Attorney y State
Motice Of Trustee Sale Other Document | | | CLICK/TYPE v | |
Y CEMA Document Reference

0 /500

Mote To Abstractor

MNote: If The Mortzage Amount And Date Are Mot An Exact Match, We Will Provide & Copy Of The Appl
Days Prior And 180 Days After The Recording Date And Within $5,000 Of The Mortgage Amount

cable Document That Is Within 30

Cancel
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The form is divided into four sections:

Select Document (1):

SELECT DOCUMENTS

MORTGAGE GRANT/AWARRANTY DEED
LATEST MORTGAGE LAST WESTING DEED
MODIFICATION QUIT CLAIM DEED
ASSIGMMENT CC

RELEASE UCC & DOWNSTREAM FILINGS
MOTICE OF DERALULT POWER OF ATTORMNEY

MOTICE OF TRUSTEE SALE

MY CEMA DOCUMENT

MY CEMA FULL CHAIM

MORTGAGE & ALL RELATED DOCUMENTS

Document Options (2 and 3):
Pertinent Pages is only available for Mortgages and CEMAs.

OPTIONS
o FULL DOCUMENTS PERTIMENT PAGES OMLY

CERTIFIED COPY REQUEST

Address, Owner, and Document Information(4):

DOCUMENT ID COUNTY
As shown, this is the

default view where a
STREET ADDRESS

document type has yet to
be selected. This section

CITY STAT ZIP will change and include

additional form fields
once the document type
has been chosen.

REFERENCE
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DOCUMENT ID COUNTY

STREET ADDRESS

As example, these are the

Cl STATE ZIP . .
fields for the Assignment
document option:
REFEREMCE
DOCUMENT DATE DOCUMENT RECORDING DATE

ORIGINAL MORTGAGE DATE ORIG. MORTGAGE RECORDING DATE

BORROWER MAME (FIRST & LAST OR COMPANY/TRUST

ORIGINAL MORTGAGE AMOUNT ORIGIMAL LENDER NAME

TRAMNSFER DATE GRANTOR GRAMTEE

DataTrace 7 How To Guide
If you plan to use TitleFlex’s products or services for marketing or related purposes, ensure that any such use complies with applicable laws and regulations relating
to consumer privacy and solicitation.



If you have selected the Abstractor Service via a report, as shown here, the abstractor service form will
have the added benefit of pre-populating the address fields.

1zt Mtg Doc #: MIA
i

2ale Doc #: 1989.166645
Order Document

CONTRA COSTA

1300 CORTE DE LOS VECINOS

WALNUT CREEK CA 94598

All other functionality remains the same.
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Order Portal:

Documents ordered through the Abstractor Service are returned in the Order Portal.

HOME SAVED SEARCHES CUSTOMER CENTER ORDER PORTAL @ FLEXSEARCH ADMIN

s

Users can check the status of their order and download retrieved documents in Order Portal.

ORDER PORTAL

NEW ORDER NEW BATCH ORDER 1 VIEW ALL ORDERS

1 1 0 0 0

Search  Find By: | Address v

Q Advanced Sear [ Expor
Status Status Date ¢ Ref # / Batch Name Order # Order Date Product APN Address City State  Cycle
Processing 11/02/2016 910164 11/02/2016 Mortgage 1300 Certe De Los Vecinos Walnut Creek CA 0.25h
Per Page: 5 25 50 1 of 1 Pages Prev Next

Documents returned via the Abstractor service will be retained for 12 months before being purged.

Jobs in Process:

Clicking the Details (1) link at the far right hand side of the record list in the
Dashboard will open the processing details (2) for that order.

|
|

Status Status Date = Ref # / Batch Name Qrder # Order Date Product APN Address City State  Cycle
Processing 11/02/2016 210164 11/02/2016 Mortgage 1300 Corte De Los Vecinos Walnut Creek CA 025h
11/02/2016 08:27 AM Processing Successfully placed order with vendor. Transaction Number : 396891086 2
Per Page: 5 25 50 1 of 1 Pages Prev Next
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Completed Job:

When the job (1) has been completed and the document retrieved, the dashboard will update with a
“Completed” (2) status.

o,

s s
Status Status Date &
& C 2 22016
Completed 11/02/2016
Processing 11/02/2016

Per Page: 5 n 25 50

Ref # / Batch Name

Upload File

Upload File

T P ¥ M S i SV

Order #

Order Date
11/02/2016
11/02/2016

11/02/2016

Product APN
Mortzage
Totalview Report

Property Detai

e LT I

Status

Click the checkbox next to the completed job and a download

link (3) will appear.

Click Download to save the zip file containing your document

image.

Processing

X Download

Address

1300 Corte De Los Veci. 1

Status Date

11/02/2016

11/02/2016

11/02/2016
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Workflow Tips:

There might be times when you need to order documents for multiple properties at a time. DataTree

supports this ability for up to 20 properties at a time.

For example, after you've
generated your list of properties,
open the Document Images

Street Address and City/
Advanced Search

section on the report panel, Company Packages

select Last Tranfser Document, Property Data Reports

and click Order.

Document Images

Last Transfer Document
Last Finance Document
Assessor Map

Assessor Index Map

9 results found (9 selected)

£* Edit Advanced Search Criteria B S

v/ ADDRESS =

# 31 La Vista Ct,
¥ 40 La Vista Ct,
¥ 400 La Vista Rd,
v 410 La Vista Rd
¥ 420 La Vista Rd,

@ 430 La Vista Rd,
PR

el ot

W s S

You will be presented with a
dialog box indicating that you can

WHICH PROPERTY OR PROPERTIES SHOULD THIS ORDER APPLY TO?

order the document (or report)
for all selected properties. Click
Order.

This order is for ALL 9 SELECTED properties:

2 to order a report for a single property,

your results.
Order All

Cance

Now you can use the arrow keys or click on
a property to view the Last Transfer
Document on each property.
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