CcSC

ePrepare

Master Accounts

FOR ADMINISTRATOS AND DESIGNATED USERS
If your organization has multiple ePrepare accounts, this guide shows how
a master account facilitates access to any or all of them from a single login!

CSC offers electronic recording (eRecording) services for real estate documents, enabling clients to securely and
efficiently record documents nationwide. As a pioneer in this space, we deliver both speed and reliability to support

smooth real estate transactions. Our intuitive, web-based platform reduces the time between closing and recordation,
minimizes errors that lead to rejections, and enhances document tracking for greater operational efficiency. To learn
more about our comprehensive paper and electronic recording services with coast-to-coast coverage, please visit

https://www.cscglobal.com/service/erecording.
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Our Master Accounts feature offers the ultimate flexibility for your team.

If your organization uses multiple ePrepare accounts, you can specify What is a Master Account? e
which users have the ability to effortlessly switch between them at will. All of our customers login through the same website, and each user-
. . . . . . name is unique and linked to a single eRecording account. But what

And an additional benefit with this paradigm is enhanced security — RS e e s mece b e i sl cesai?

only one username and password is required for each applicable user. One option is to create a separate username and password for each
account. However, this can quickly become cumbersome for both

If you are the local account administrator, email our Support Team at csc-help@cscglobal.com and request the user and your organization.

we activate this feature on your account. Provide us with the usernames requiring master account access and A better solution is a Master Account. The user can log in as usual

specify which accounts should be linked to each user. with a single username and password, and then use a convenient
drop-down menu to switch between any authorized accounts—no

Should you need assistance at any point, our Support Team is here to help you. extra logins required!

This makes managing multiple accounts simple and efficient.
Ready to begin? Your guide starts on the next page.

CONTENTS Example of a Master Account list

3 Overview of Master Accounts

:&% PACIFIC TITLE - COSTA MESA +
4 Master Account Primer Pacific Title - Irvine
5 Resources Pacific Title — Long Beach
Pacific Title - Pico Rivera

Let's talk 18552001150 | csc-help@cscglobal.com CONTINUED


mailto:csc-help%40cscglobal.com?subject=
mailto:csc-help%40cscglobal.com?subject=

Overview of Master Accounts Master Accounts 3
For Master Account users, a drop-down appears on the shortcuts bar

listing available accounts for your organization. Users with this list can

switch between any available accounts at will. Below is a brief overview

of this feature:

FIGURE 1 | Using a Master Account list to switch accounts
. CSC ePrepare Upload Worklist " A Announcements B Send Us Feedback & Elena Mauer
1. On your ePrepare shortcuts bar, hover or click your mouse -
oeh S CRLUGN i REPORTS M COUNTYKNOWLEDGE PODGEIETMGroww=ye & @]
cursor on your master organization list ... R Pacific Title - Irvine 2 e
. . acific Title - Long Beach

2. From the drop-down list, click on the account you want to s LlW| (@ | Ao  FaciicTile-FicoRvers B N

make active. You will be switched to that account and your

user profile will temporarily follow you. ; '

o
ol®

Reminder When Adding New Users

If your profile includes the Organization Admin or Account Manager
role, you have the ability to create user profiles for your organization.

How Do Master Accounts Work?
For organizations with multiple ePrepare accounts, specified users can gt ©¢ : ompany. AllRig
easily switch between accounts by using the Master Account feature.

These users maintain a single home user profile in their default account,

which temporarily follows them as they move between accounts.

Packages: 175

Example: Elena Mauer is an administrator with master account access
to all four of her organization's ePrepare accounts:

:&% PACIFIC TITLE - COSTA MESA +
Pacific Title — Irvine -
Pacific Title — Long Beach

Pacific Title — Pico Rivera

Adding a Login Account to Long Beach

If Elena wants to add a user to the Long Beach account, she must first
switch to that account using her master account drop-down list before
creating the new profile. Always double-check that you are in the cor-
rect account before creating a new user.

Requesting Master Account Access

If someone requires master account access, please contact us directly.
We can only process such requests from account administrators or
company executives.

CONTINUED



Master Account Primer

Users with Master Account access should have only one user profile,
which resides within their "home" account. When these users login to
ePrepare, they are automatically logged into their home account.

FIGURE 2 | Pacific Title's eRecording accounts

Pacific Title — Costa Mesa Pacific Title — Irvine

* Elena Mauer (master account)
¢ Billy Ogden

e Sandra Yen

¢ Glenna Obemeyer

* Sebastian Fox (master account)

FIGURE 3 | How Elena navigates Master Accounts

Pacific Title — Costa Mesa Pacific Title — Irvine

* Elena Mauer (master account)
e Billy Ogden

e Sandra Yen

¢ Glenna Obemeyer

* Sebastian Fox (master account)

Master Accounts 4
However, their login profile "follows" them when they switch to another
account. They do not need a login profile in other accounts to use this
feature. The illustrations below provide a visual explanation:

Pacific Title — Pico Rivera

Pacific Title — Long Beach

® Gabriela Maddox

o Jennifer Smith

* |sabella Suarez

® Mateo Austin

Pacific Title — Pico Rivera

Pacific Title — Long Beach Elena Mauer's Master Account

® Gabriela Maddox

o Jennifer Smith

* |sabella Suarez

* Mateo Austin

At login, Elena’s home account is Costa Mesa.

She has access to all four accounts and her user

profile follows her as she switches between them:
18% PACIFIC TITLE - COSTA MESA

Pacific Title - Irvine

FIGURE 4 | How Sebastidn navigates Master Accounts

Pacific Title — Costa Mesa Pacific Title — Irvine

* Elena Mauer (master account) ¢ Glenna Obemeyer

e Billy Ogden

e Sandra Yen

* Sebastian Fox (master account)

Pacific Title — Long Beach

Pacific Title - Pico Rivera

Pacific Title — Pico Rivera

Pacific Title — Long Beach Sebastian Fox's Master Account

At login, Sebastian’s home account is Irvine. He
has access to three of the accounts and his user
profile follows him as he switches between them.

¢ Gabriela Maddox

e Jennifer Smith

* |sabella Suarez

® Mateo Austin

:&¢% PACIFIC TITLE - IRVINE
Pacific Title - Long Beach

Congratulations—This concludes our guide!

If you have any questions, please contact our CSC eRecording Support Team!

E] 1 855 200 1150 @ csc-help@cscglobal.com

Pacific Title - Pico Rivera
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B Feature Guides

Drag and Drop OCR(OpticalCharacterRecognition)

Advanced Worklist Dynamic Worklist Office Management @
Announcement Preferences eChecks ® Onboarding ®
Borrower Notification Letters Fill Ins Payments Feature ®
Calculator ® Flags Prefilled Data

Certified Copies ® Hawaii Fill Ins Premium Features and Enhance-
Changing Jurisdictions Indexing Names Property Search 6]
Chat Feature Jurisdiction Document Names Report Subscriptions @
Correction Requests Managing Jurisdictions ® Reporting Hub ®
Custom Email Notifications 6] Master Accounts ® Resizable Indexing Panel

Customer Reference Fields Multi-Factor Authentication Scanning Photo IDs

Data Extraction ® Multi-Titled Documents Scheduled Send
Design Custom Reports ® North Carolina Judgment Search ~ ® Search for Packages
Doc Type Recognition Notes Voided Packages

@ Supplemental Guides

ﬁ Document Editing Guides

Excel files are saved to your Downloads folder.

Add Margins Tool Modifying Pages Selection Tool Active County List County Authorization Guide @

Auto Correct Tool

Auto Deskew Tool

Eraser Tool

Troubleshooting Guides

Adding CSC as a Trusted Website

Page Size Tool
PDF Conversion Threshold

Scanning Documents to ePrepare

ePrepare Package Statuses

Shift Image Tool
Stamp Tool

Text Tool

Troubleshooting Page Sizes

Active County List (Excel format) £
CeRTNA SECURE®E) Doc Queues

ePrepare User Guide for Contractors

Website Resources

Regjister for ePrepare Training

ePrepare Administrative User Guide ®
ePrepare User Guide

Important Information for New Users

U.S. State Holidays

Clearing Cache and Cookies Quickstart Toolbar Guide Troubleshooting Tips for ePrepare Remote Online Notarization Californie SECURE @ Portal

Counties Prohibiting Document Removing Headers and Footers Reset ePrepare password

® This feature is available to administrators or users with the appropriate roles. Please note that some features CSC provides electronic recording (eRecording) services for real estate documents, enabling clients to securely
may require an activation fee or involve recurring charges. For more information, refer to the applicable feature and efficiently record documents across the country. As a pioneer in the industry, we're committed to deliver
guide or contact our CSC Sales Team at (866) 652-0111 or via email at erecording@cscglobal.com. the speed and reliability needed to support seamless real estate transactions. To support your success, we
offer a comprehensive library of user guides for self-paced learning, along with interactive webinars hosted
by our knowledgeable Support Team to answer your questions in real time. To learn more about our services,

please visit https://www.cscglobal.com/service/erecording.
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