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Discover how to preview the ACRIS cover sheets
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You can preview the official ACRIS cover pages prior
to submitting instruments to the New York boroughs.
This invaluable feature can help you avoid unnecessary
rejections and prevent costly errors.

ACRIS! cover pages offer a unique perspective on each docu-
ment, making it easy to spot certain kinds of problems, such as BRONX

COUNTY
missing party names or breaks in the chain of title. prazoend

Borough

In addition, the City Register’s fee breakdown makes it easy to
verify that the charges align perfectly with your expectations.

. . QUEENS COUNTY
If you see a problem, reject the cover sheet and the package is Queens Borough
returned to you for correction! What could be simpler?

. . . P KINGS COUNTY
Check with your inhouse eRecording administrator to ensure Brooklyn Borough

the associated ePrepare setting is activated. For more about this
important ePrepare setting, see page 3.

Questions? Please contact us. Ready to start? The guide begins on the next page.

CONTENTS
Enabling ACRIS Cover Sheet Preview

Enabling Email Notifications
Previewing ACRIS Cover Sheets.

Resources

We're ready to talk.

D 1 855 200 1150 h erecording.com @ csc-help@cscglobal.com

NYC DEPARTMENT OF FINANCE

OFFICE OF THE CITY REGISTER
This page is part of the instrument. The City
Register will rely on the information provided
by you on this page for purposes of indexing
this instrument. The information on this page
will control for indexing purposes in the event
202290001110001110000002GGG1G

of any conflict with the rest of the document.

RECORDING AND ENDORSEMENT COVER PAGE PAGE 1 OF 6

Document ID: 2022900011100001 Document Date: 07-13-2022 Preparation Date: 07-15-2022
Document Type: MORTGAGE
Document Page Count: 5

PRESENTER: RETURN TO:

YOUR TITLE COMPANY YOUR TITLE COMPANY
00000 ANY STREET 00000 ANY STREET
FAIRLAWN, NY 11111 FAIRLAWN, NY 11111

PROPERTY DATA
Borough Block Lot Unit Address
BRONX 12345 00 Entire Lot 11789 BOGE STREET
Property Type: DWELLING ONLY - 1 FAMILY

CROSS REFERENCE DATA
CRFN or DocumentID or Year Reel Page or File Number

MORTGAGOR/BORROWER: MORTGAGEE/LENDER:

REBEKKA DONNELLY MORTGAGE VENDOR BANK OF NASSAU
11789 BOGE STREET 00001 AVENUE PARK
BRONX, NY 10404 PERCUSSION, NY 11112

TAXES: County (Basic): $ A
City (Additional): $ 1,295.00
Spec (Additional): $ 0 NYC Real Estate Transfer Tax

TASF $ 0.00

TACRIS (Automated City Register Information System)
https://www1.nyc.gov/site/finance/taxes/acris.page

©2022 Corporation Service Company. All Rights Reserved.
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Enabling ACRIS Cover Sheet Preview ACRIS Cover Sheets 3

The cover sheet preview feature is an optional global setting within ePrepare. This setting affects all users on your eRecording account,
and it is disabled by default. Your local ePrepare account administrator activates this feature by following the steps outlined below:

1. Hover the mouse cursor over your name (upper-right corner) ... ATTENTION ePREPARE ADMINISTRATORS

Once enabled, do not disable this setting without advising your
document preparers.

2. Click £ Settings from the pop-up menu ...
3. Click Signatures — Coversheets — Stamps to open that section ...

4. Ensure that Enable ACRIS Cover Sheet Preview is ¥4 checked ...

If this setting is disabled, submissions to New York Boroughs will
be sent to the respective county(s) automatically without the user
5. If you made any changes, click . being prompted whether or not they wish to view the associated
ACRIS cover sheets.

FIGURE 1 | Administrator Settings o

CsC ePrepare > Admin > Settings A Notifications Send Us Feedba# L Jennifer Morales +

B woRrkLisT il ReporTs )
& Settings | Logout
| Change Worklist

m COUNTY KNOWLEDGE Q PROPERTY SEARCH

Ey Admin - Settings

| Flags | Prefilled Data
| Utilities | Offices
SRl [eBll OFFICES USERS  JURISDICTIONS  FLAGS SIGNATURE  PREFILLED DATA  CUSTOMER REFERENCE FIELDS U
| Users | Jurisdictions
Processing | Signature
Other O Help

Printing and Downloading

Security
Notifications

Signatures—Coversheets-Stamps

Auto-Advance L3 Coversheet Creation | [ | If enabled, L3 coversheet creation steps will automatically advance, whenever possible.
Auto-Apply Stamps If enabled, our Imaging Utility (if installed) will automatically apply stamps to documents requiring them.

Auto-Load ING Signature | [ | If enabled, ePrepare will automatically load your ING signature file each time you login.

o (cl2°’F]) Enable ACRIS Cover Sheet Preview If enabled, ACRIS cover sheets will be returned for review and approval when attempting to send packages to the New York Boroughs.

SAVE CHANGES e

Need Help Identifying Your eRecording Administrator?

Contact your local inhouse supervisor or manager for assistance. If they are not sure who your organization’s eRecording administrator is,
call us at 1-855-200-1150 option 2 or email csc-help@cscglobal.com. We will contact your administrator on your behalf.

CONTINUED
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Enabling Email Notifications
When a package is sent to one of the New York Boroughs, it can take a few minutes for ACRIS to generate the applicable cover sheets
and return them to us. ePrepare can notify you via email when the cover sheets are available for review and approval.

To enable email notifications for ACRIS cover sheets, each ePrepare user should follow the steps below:

1. Hover the mouse cursor over your name (upper-right corner) ...
2. Click £ Settings from the pop-up menu ...

3. Click Notifications to open that section ...

4. Ensure that Notify me when ACRIS cover sheets is ¥4 checked ...
5. If you made any changes, click .

User Settings o

FIGURE 2

A Notifications Send Us Feedba# L Jennifer Morales +

Settings

CSC ePrepare ) Admin

B workusT bl Reports M COUNTY KNOWLEDGE Q PROPERTY SEARCH o .
Settings | Logout
| Change Worklist

[:) Admin - Settings | Flags | Prefilled Data
Processing | Utilities | Offices
Other | Users | Jurisdictions
Printing and Downloading | Signature

© Help

Security

v

Notifications

Specifies whether notification emails are sent to you when packages are returned from the county.

‘ Recorded & Rejected ¥ ‘ Controls what kind of packages you get notification emails for.

[ ] Notify for All Offices.
[ | Notify me when a package | scheduled is sent to the jurisdiction.

\l
Q Notify me when ACRIS cover sheets are returned and awaiting my approval.

| Include Document Image as Attachment

SAVE CHANGES e

Email Notifications

ACRIS Cover Sheets 4

CONTINUED



Previewing ACRIS Cover Sheets

ACRIS Cover Sheets 5

First, confirm with your local eRecording administrator that the ACRIS Cover Sheet Preview feature is enabled on your
ePrepare Account. For details on enabling this feature, see page 3 of this guide. Then follow the steps outlined below:

To preview official ACRIS cover pages, first
ensure the associated ePrepare setting is

activated (see page 3). Then send a ready
package to one of the New York Boroughs.

Sending from the Worklist

1. Find your Boroughs package on the
worklist and click the Send @ icon ...

Sending from Package View

1. Open your Boroughs package on the

worklist and click [0SR -

FIGURE 3 | Sending from the Worklist

CSC ePrepare > Upload Worklist

M COUNTY KNOWLEDGE

B WORKLIST NI

Enter package name

Default Office

‘ Notifications ’ Send Us Feedback & Wanda Daley

Q PROPERTY SEARCH

v Enter state or county

© ADD PACKAGE

Search Q

C & N SELECT OFFICES | ~ ANY STATE ANY COUNTY | +
' M O m PACKAGE DOCS JURISDICTION OFFICE MODIFIED STATUS om
A
175 NOC - APPLEBY 1 Lake County, FL :2+ Default Office 7/15/2022 917 AM e ‘ s *
~
I MTG - DONNELLY 1 Bronx, NY :2 Default Office 7/15/20229:12AM  © Ready © I
MARKLE 1 Nassau County, NY :& Default Office 7/15/2022 8:57 AM © Ready (M ->) )
o
Page | 1 | of7 > 25| a Showing 1 -25 of 175 items
FIGURE 4 | Sending from Package View
CsC ePrepare Package A Notifications ’ Send Us Feedback & Wanda Daley =

lml ReporRTs M COUNTY KNOWLEDGE

B WORKLIST

Q PROPERTY SEARCH

MTG - DONNELLY
[j Office:

edit name | setas draft | email notifications | move to reject

Default Office v

Send me an email notification when: [l Rejected M Recorded

| me

NAME/NUMBER | DOCUMENT TYPE |

Document 1 Mortgage

v DELETE PACKAGE

Flag

Bronx, NY

Ready
Average Turnaround Time: 6 Business Days

Total Estimated Fees: $2,686.75

change

o SEND PACKAGE = ADD A DOC

Send me an email when this package is sent.

Schedule Delivery Mon Jul 18, 2022 E|

Scheduled time is approximate; actual transmission may be delayed up to an hour.

Created: Wanda Daley 7/15/2022 8:45 AM | Last Modified: Wanda Daley 7/15/2022 9:12 AM

ESTIMATED FEES | DELETE

@

STATUS

LAST MODIFIED | PAGES | RECORDATION ORDER

$2,686.75

7/15/2022 9:12 AM Ready to Send 5

EShowAudn History Report

CONTINUED




Previewing ACRIS Cover Sheets | conminued ACRIS Cover Sheets 6

Send Package(s) X

A confirmation dialog appears, giving you @ Acris package(s) detected
the option to send without reviewing, or to
preview and review the ACRIS cover sheets. Would you like to review the generated ACRIS coversheet(s) for the documents in this
package before sending?

See the ACRIS user guide for more information.

c g ACRIS WARNING: If you choose to send without reviewing, you accept the coversheet(s)
Preview and Review Coversheet(s)
as generated by ACRIS and you agree to pay all ACRIS charges for the document(s).

2. Click the dialog button
PREVIEW AND REVIEW COVERSHEETS ...

SEND WITHOUT REVIEWING PREVIEW AND REVIEW COVERSHEET(S) o
L,

Preview and Review Coversheet(s) Packages Sent X

3. Click the dialog button OK ... B Success

The following packages have been submitted.

Your document package is sent to ACRIS
for processing. However, because you
asked to preview the cover pages, ACRIS
will return the package — along with their
official cover pages — for your review and oK o
approval. -

MTG - DONNELLY

This process may take a few minutes.

CONTINUED
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Previewing ACRIS Cover Sheets | conminued ACRIS Cover Sheets 7

FIGURE 5 | ACRIS Package Sent for Processing

The package moves to the top of the worklist and
- PACKAGE DOCS JURISDICTION OFFICE MODIFIED STATUS
the status changes to @ Pending ...
. M MTG-DONNELLY 1  Bronx, NY :2: Default Office 7/15/20229:18 AM | © Pending )
ACRIS automatically generates cover pages for =
incoming documents based on the information you M NOC- APPLEBY 1 Lake County, FL & Default Office 7/15/2022 9:17 AM & Preparing W
have indexed. M MARKLE 1 Nassau County, NY & Default Office 7/15/20228:57AM  © Ready Worm

If our cover page preview feature is enabled and .
you ask to preview cover pages, ACRIS returns your FIGURE 6 | ACRIS Package Returned for Review
package and the document cover pages for review.

PACKAGE DOCS JURISDICTION OFFICE MODIFIED STATUS
When your package is returned, the status changes MTG - DONNELLY
to @ Pending - Approve Coversheets ...

@ Pending - Approve Coversheets [}

1 Bronx, NY :2 Default Office 7/15/2022 9:18 AM

NOC - APPLEBY 1 Lake County, FL :& Default Office 7/15/2022 9:177 AM @ Preparing W
" MARKLE 1 Nassau County, NY & Default Office  7/15/2022 857 AM  © Ready WO n m
To Review Coversheet(s)
4. Click the package name to openit ...
FIGURE 7 | Package View If ACRIS email notifications are
enabled (see page 4 of this guide),
IMPORTANT TO KNOW ~ MTG - DONNELLY Brome, Y you will receive an email from
i Office: ‘DefauItOffice v Pending - Approve Coversheets NOReply@CSCglObal.COm When your

On the following pages, if you reject any of the

Average Turnaround Time: 6 Business Days acka eis returned from ACR'S Wlth
included ACRIS cover pages, the entire package Total Estimated Fees: $2,686.75 P 9 ,
each document'’s cover sheet.

will be rejected by ACRIS and returned to you for County Batch ID: 2022011000111
correction.

edit name | email notifications

Send me an email notification when: [l Rejected [l Recorded

Created: Wanda Daley 7/15/2022 8:45 AM | Last Modified: Acris User 7/15/2022 9:22 AM

NAME/NUMBER

DOCUMENT TYPE LAST MODIFIED STATUS ESTIMATED FEES

5. Click the first document name to open it ...

Document 1 Mortgage 7/15/2022 9:18 AM Needs Review 5 $2,686.75

& Show Audit History Report

If there are multiple documents in the package, you

must open each one for review. To send the pack-
age, you must accept all cover pages.

CONTINUED



Previewing ACRIS Cover Sheets | conminued ACRIS Cover Sheets 8

FIGURE 8 | Reviewing a Document’'s ACRIS Cover Page

IMPORTANT TO KNOW MTG - DONNELLY MainImage | % ACRIS Coversheet
.
CSC cannot offer to modify cover pages for you Breauient | aQ &
because we did not create them. If you find errors Mortgage Zoom Pt
with any cover page, reject them and ACRIS will e 07 Sanbionedos e
return the package to you for correction.
OHFICE OF THE CITY REGISTER
‘This page is part of the instrument. The City
. Register will rely on the information provided
6. Review the document’s cover page carefully. b o s
Aj Rej will control for indexing purposes in the event
It reflects the exact amount to be charged. e oyt e 20220000110001000000ZGGG1G
RECORDING AND ENDORSEMENT COVER PAGE PAGE 1 OF 6
7. If you find no errors and the charges match your £= Indexing : BocImen e WORTGAGE o e P s
Jocument Page Count:
. - . :
expectations, click [ - Mortgagor T T
PR AN Tt PR AWN N Tt
8. For this example, assume we found errors with Breme N 1404 11767 Boge Srect ' '
. : Mortgagor First Name: Rebekka SROPERTV OATA
the property data, chain of title, or the amount to Nergrger Wi eme: o ook Lot L
. . . lortgagor Last Name: Donnel i
be charged. We will therefore click . %Wwam
11789 Boge Street D
Mortgagor City: Bronx —l CROSS REFERENCE DATA
Mortgagor State: NY CRFN or Documentl. _or Year ____Reel ___ Pap ____ orFile Number
Mortgagor Zip: 10404
County: UNITED STATES ‘
[ IMPORTANT TO KNOW
Mortgagee l
This is the official ACRIS cover page and it reflects the exact amount you will be charged
‘ Go Back by the county. ACRIS creates cover pages based on the indexing. If you find any errors,

reject any cover page and the package will be returned to you for correction.

FOUND ERRORS?

FIGURE 9 | Package View

Reject any document'’s cover page and ACRIS can

return the package to you fOI’ correction. MTG - DONNELLY
o Bronx, NY
i Office: ‘ Default Office v Pending - Approve Coversheets
Average Turnaround Time: é Business Days o
YO ReJccr coversHeETs | editname | emai nofifications Total Estimated Fees: $2,686.75 \
REJECT COVERSHEETS o X S
9. Click and ACRIS returns the County Batch ID: 2022011000111

package to you for correction.

Created: Wanda Daley 7/15/2022 8:45 AM | Last Modified: Acris User 7/15/2022 9:22 AM

Send me an email notification when: [l Rejected M Recorded

ESTIMATED FEES

LAST MODIFIED STATUS

DOCUMENT TYPE

NAME/NUMBER

FOUND NO ERRORS?

O m~ Document 1 Mortgage 7/15/2022 9:18 AM Rejected 5 $2,686.75

Once all cover pages have been approved, you can
send the package by clicking arrove coversheets

& Show Audit History Report

CONTINUED



Previewing ACRIS Cover Sheets | conminued ACRIS Cover Sheets 9

FIGURE 10 | Your Package is Rejected

STATUS

OFFICE MODIFIED

PACKAGE DOCS JURISDICTION

REJECTED PACKAGES

! ! . ] o m| MTG-DONNELLY Bronx, NY ;2 Default Office 7/15/2022 918 AM | A\ Rejected )
Click on any rejected package name to open it —
and prepare it fOI’ reSmeiSSion. Once you have O a m~ NOC - APPLEBY 1 Lake County, FL :& Default Office 7/15/2022 9:17 AM & Preparing W
corrected the indexing, go ahead and resubmit it. [] O M MARKLE 1 Nassau County, NY & Default Office 7/15/2022 857 AM  © Ready WO m

Congratulations!
This concludes our guide. If you have any questions, please contact us:

@ csc-help@cscglobal.com D 1 855 200 1150 option 2
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CSC® provides a secure electronic document recording (eRecording) solution that allows document submitters,
including title companies, banks, and law firms, to electronically record real estate documents with county
offices throughout the U.S. Our system bridges the gap between submitters and county offices, and
enables easier document creation on the submitter side and faster recordation, indexing, and acknowledgment on the
recorder side. CSC was first to market with an eRecording solution, and our services remain the benchmark for speed,
efficiency, and security. For more on how CSC can improve the way you work, visit erecording.com.
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