ePrepare

User Guide

FOR ALL USERS

An introduction to ePrepare,

our web-based eRecording solution
for recording real estate documents!

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.

We're ready to talk.
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Welcome to ePrepare’s User Guide! This guide provides helpful
tips for navigating our secure, web-based eRecording solution for
real estate documents.

Qur platform streamlines the process of preparing and submitting documents to the county. With ease you can
upload your documents, index them with the required information, and submit them electronically for review
and recording.

This overview offers a basic introduction to ePrepare, and we highly recommend registering for a complimentary
training session. Each week, our Support Team hosts live webinars where we walk you through the eRecord-
ing process and address any questions you may have. Sign up for a session today and learn how ePrepare can
simplify and enhance your document recording experience!

Questions? Contact or Support Team. Ready to start? The guide begins on the next page!
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'DISCLAIMER — You are solely responsible for the image content of your uploaded document,
and CSC shall not be liable for any loss caused by your manipulation of any document image.

Our editing toolbar offers limited options for some counties in Ohio and New Hampshire,
and all counties in California and Missouri. For more information, see page 9 of this guide.

For questions about possible legal ramifications resulting from manipulation of document
images, consult with your in-house legal counsel or a qualified real estate attorney.

OOOEO®E®

DOCUMENT SCANNING — BEST PRACTICES

Prefer letter-quality (300 dpi) to retain detail with text and graphics.
Use letter 8.5x11or legal 8.5x11 document presets.

Scan in black and white for the smallest file sizes.

Text must be legible — typically 8-12 points in size.

Install TWAIN drivers for your printers and scanners, as they are specifically
designed for document scanning. Other scanning methods may allow
you to adjust document resolution (pixels per inch, or ppi), but this can
result in abnormally large page sizes, potentially leading to rejections.

ePrepare displays the size of each page, and the document toolbar
includes a Page Size button that allows you to easily resize selected
pages to letter or legal size. However, please avoid resizing documents
with large dimensions, such as maps or plats, as doing so may cause text
and other content to become too small to be legible.

Avoid presets that automatically detect page sizes, as they are best
suited for scanning photographs. When used with documents, this kind
of preset often creates non-standard page sizes (e.g., 8.14 x10.56 in),
a leading cause of document rejections.

CONTINUED


https://attendee.gototraining.com/3x508/catalog/5624268445244858880
mailto:csc-help%40cscglobal.com?subject=
https://www.cscglobal.com/service/erecording/

Login to ePrepare

ePrepare is our web-based, electronic document recording solution that
allows document submitters (including title companies, banks, and
law firms) to electronically record real estate documents with county

We offer support for Chrome and Edge, but our website works with
other modern browsers using Chromium at their core. If you prefer
using another browser, feel free to try your favorite!

offices across the U.S.

FIGURE 1 | https://ep.erecording.com/

ePrepare

SECURE SIGN IN

2

®

SIGN IN

Can’t access your account?

Call eRecording Support at: (855) 200-1150

Not using ePrepare yet?

4 Follow us on Twitter

You Can Self-Manage Password Resets e

M You can initiate a password reset by clicking this link
found on the login page: Can't access your account?
Your administrator can prohibit access to this link by
enabling a global security setting in ePrepare.

™ You are prompted to provide your username and email.
As long as the information matches what is found in
your ePrepare user profile, you'll receive an email with
a password reset token, valid for 24 hours.

M Only one self-initated password reset is allowed within
24 hours. Contact our Support Team for exceptions.

FIGURE 2

Contact eRecording Support at: csc-help@cscglobal.com

Call (435) 755-9837, toll free at (855) 200-1150, or email
Corporation Service Company® at eRecording@cscglobal.com
to learn more about the nation’s largest e-recording network.

Password
Requirements

¢ Minimum of 9 characters

¢ At least 3 of the following:
* lowercase letters
* uppercase letters
* numbers
« special characters

* Not similar to your name
* Not similar to your username
* Not a recently-used password

¢ Not found in online searches

BROWSERS ‘ SUPPORTED? ‘

c Chrome © Yes
é Edge © Yes

| ePrepare Internet Browser Compatibility

LINKS
Google

Microsoft

For the safest and most optimal experience, we recommend
using the latest version of Chrome or Edge. However, other
modern browsers using Chromium at their core should also work.

General Browser Requirements:
() JavaScriptTM and cookies enabled

() Capable of 128-bit or better TLS encryption

) Popup blocker disabled

How to Choose a
Good Passphrase

* Be creative
Olympic2028PaperMedals!
Replace spaces
Stop!Hammer$Time!

.

Use random words
Dolphin3Giraffe5Whale7
Use mixed metaphors
Golf-Interception!
Robust!Confusion!
#LowAnxietyModerateFear#
FamilyWarMongering!!

Cautions About @
Common Practices

Avoid famous quotes
FourScoreAnd7Years

Avoid personal facts
EagleBoyScout1986

Avoid keyboard patterns
Qwerty 12345678

Avoid oversimplification
MyPassword1sPassword

Avoid social media details
MyDogsName 1sFluffy
#SeeMeOnOneSpace
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Worklist View

Below is an example of a typical worklist, or your document library.
Documents are sent to counties in virtual envelopes called packages,
which are created and managed here. Sort your worklist by package
status, package details, or by clicking on a column header.

Shortcuts to popular features.

FIGURE 3 | ePrepare Worklist

There are other customization options — and shortcuts to additional
pages — to help you manage your eRecording experience. Below are
some key points for navigating the worklist, so take a moment and see

what Worklist View offers you!

View application announcements using a variety

of categories. See Announcement Preferences. Menu of all features.

CSC ePrepare Upload Worklist A Announcements Er Send Us Feedback & Jennifer Morales V_‘
CRITS A il RepORTS M countvkwowseoee @ & 0¢
AT Pfckage Name Office : Jurisdiction
175 Enter package name Default Office v Enter state or county
c - N s ALLOFFICES |~ ALLSTATES  ~
a > MTG - V3989 1 Mecklenburg County, NC 4/09/2025 8:27 AM
> DEED - R22931 1 Nassau County, NY 4/09/2025 8:25 AM © Ready ©Q B @ Mm
> HENDERSON 2 Harris County, TX 4/08/2025 3:59 PM © Ready © B @ ™
> Fisher 009-998 1 Ocean County, NJ 4/08/2025 3:12 PM ©  Pending-County Processing 1))
> Proxima Holdings 1 Suffolk County, NY 4/08/2025 2:32 PM ©  Pending-County Processing 1)
> Breckenridge 1 Westchester County, NY 4/08/2025 2:07 PM @ Pending-County Processing 1]
> DEED - Branson 1 Nassau County, NY 4/08/2025 1:03 PM A Rejected o O ™
> DOT - STRANTON 1 Harris County, TX 4/08/2025 12:47 PM Recorded a M, L
> NOC - SARGENT 1 Collier County, FL 4/08/2025 11:46 AM Recorded = ., L
> Pacific Title Holdings 1 Marin County, CA 4/08/2025 11:31 AM Recorded a . L
Page El of 7 H i
opyright © Corporation Service Company. A ts
Sort by package status. Page navigation. Sort by package details. [tems per page.

Unable to Find a Package?

There is a setting called Days to Wait Before Archiving Documents
(page 14) which determines how many days recorded or rejected’ pack-
ages appear on your worklist. The default is 30 days and it improves
the responsiveness of very large worklists. If you can’t find a package,

it may lie outside of this visibility window. Try increasing the value
of the setting, or search for the package name directly. If someone
inadvertently deletes a package, contact us — we can restore it for you.

ePrepare Guide 4

& Jennifer Morales

£ Settings | Logout
| Flags | Prefilled Data | Change Worklist
| Utilities | Offices | Settings
| Users | Jurisdictions
| Signature
@ Help

Shortcuts to € Settings and @ Help.

See Q Search for Packages.

Helpful Document Tips e

M A package should only contain related
documents. If you have a reason to
send them individually, send the first
and wait for it to return as recorded
before sending the next document in
the series. Repeat with each document,
one-at-a-time. Otherwise, there’s a risk
that documents may record out of order.

M Non-related documents should be sent
to the county in separate packages.
If sent together and one document is
rejected, all documents are rejected,
delaying their recording.

M Documents in a package record in order
of their appearance, not by how they are
named or numbered. If recording order
is important, verify their arrangement
before sending the package.

Related Setting

" Archive Rejected Packages? is a global
setting that determines whether rejected
packages also adhere to the archive setting.
Only administrators can manage global
settings, since they affect all users.

CONTINUED
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Below is an example of a typical worklist, or your document library. There are other customization options — and shortcuts to additional
Documents are sent to counties in virtual envelopes called packages, pages — to help you manage your eRecording experience. Below are
which are created and managed here. Sort your worklist by package some key points for navigating the worklist, so take a moment and see
status or details, and click on a column header to use it as a sort filter. what Worklist View offers youl!

FIGURE 4 | Typical Scan/Upload Worklist

M G m PACKAGE | DOCS | JURISDICTION | MODIFIEDDATE = |  STATUS | ACTIONS Column headers can be used as sort ¥ 7 filters.
I"i > MTG - V3989 1 Mecklenburg County, NC 4/09/2025 8:27 AM W
> DEED - R22931 1 Nassau County, NY 4/09/2025 8:25 AM © Ready © W PACKAGE ACTION ICONS
> HENDERSON 2 Harris County, TX 4/08/2025 3:59 PM © Ready O @ @ m Below are some common package actions:

© Send Package or Prepare for Resubmission
il Delete Package

Schedule Package

®) GetHelp from CSC

Package lock status Click to open package Click to open County Knowledge See our guide: Package Statuses
How Does a Package Become Locked?

Packages lock when a user opens a document in the package. To see who
locked it, hover your mouse cursor over the lock icon:

Unlocked Locked by:
Locked by you Alan Moore M Locked by You

Locked by another user ‘r:\‘ pd

B>

In addition, if a user closes their browser while the document is open, this
is known as a "forced lockout" and the package remains locked until one
of the following occurs:

How To Unlock a Package Locked By Me? How To Unlock a Package Locked By Someone Else?

OR -
Only administrators can unlock packages locked by someone else.

o [fthe package is open, close all open documents, or — . .
|o e 2 i Contact your administrator or ask the person who locked it for help.

e From the worklist, click the green lock & icon and then click UNLOCK
from the dialog box:

Unlock package X

© Unlock this package?

Please confirm that you wish to unlock this package

CANCEL ‘ UNLOCK

CONTINUED
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Package View

To open a package from your worklist, click on the package’s name.
Package View appears (below) and displays the package contents.
The fees shown here are our estimates, based on the document

type, number of pages in each document, and completed indexing. send the package. Below are some highlights of this view:
If the package has not yet been sent, you can If all documents are Ready to Send,
change its destination county by clicking here. click this icon to send the package.

FIGURE 5 | Package View

If the estimate is significantly different than your expectations, first
double-check the documents and your indexing. If you are unable to
resolve the discrepancy, call or chat with our Support Team before you

CcsC ePrepare Package ‘ Announcements ’ Send Us Feedback & Jennifer Morales

Package name.

Specify who is notified when
the package returns.

- D500-0001 Franklin County, NC change
0] ofice: | Default Office v Ready SEND PACKAGE -
Average Turnaround Time: Same Day
edit name | setas draft | email notifications Total Estimated Fees: $874.00

Schedule Delivery Mon Apr 14,2025 [ 11:00AM ®

Send me an email when this package is sent.

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

Created: Jennifer Morales 4/09/2025 1:50 PM | Last Modified: Jennifer Morales 4/09/2025 2:03 PM

RECORDATION
ORDER

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

O

DOCUMENT TYPE LAST MODIFIED STATUS ESTIMATED FEES DELETE

= NAME/NUMBER

Document 1 Deed Has Attorney Statement  4/09/2025 2:03 PM  Ready to Send 2 $64.00 m}

Document 2 Deed of Trust 4/09/2025 2:03 PM Ready to Send 16 $810.00 ||
: ER—

DOCUMENT ACTION DETAILS TIME USER 4
198

Document 2 Document Uploaded Image Upload Successful 4/09/2025 2:03 PM jmorales559
Document 2 Document Type Changed Document Type has been changed to DeedofTrust 4/09/2025 2:03 PM jmorales559198
Document 2 Indexing Changed Document indexing was changed 4/09/2025 2:03 PM jmorales559198
Document 1 Document Uploaded Image Upload Successful 4/09/2025 1:50 PM jmorales559198
Document 1 Indexing Changed Document indexing was changed 4/09/2025 1:50 PM jmorales559198
Document 1 Document Type Changed Document Type was changed to DeedHasAttorneyStatement 4/09/2025 1:50 PM jmorales559198
Document 2 Document Added Document Created 4/09/2025 1:50 PM jmorales559198 v
Document 1 Document Added Document Created 4/09/2025 1:50 PM jmorales559198
Binder Added 4/09/2025 1:50 PM jmorales559198
Click a document name to Delete the package. Documents record in the order they appear. To change recordation

open it and make changes.

ePrepare can notify you when a package returns and you can automate this
feature using the Notifications options found on your € Settings page.

order, click + drag a document's order [&] icon up or down in the list.

ePrepare Guide 6

Add a document to the package.

See our Scheduled Send guide.

Delete a document.

Audit History Report.

The Audit History Report shows a
timeline for each document and
any rejections previously received.

CONTINUED
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Drag and drop a document (or a folder of related documents) onto
your worklist. This is the preferred method, and offers the fastest

results when using ePrepare’s ability to predict document-types: —— “o
.
L > This PC > Desktop > Docs > Marquez v = O O Search Marquez
FIGURE 6 | Creating a package using drag and drop v Mruer .

Noel

QA
Method #1 — Drag and Drop a Document or Document Folder CSC ePrepare Upload Worklist & Announc Novas Hemdat! @ "w
B woRkLIST [l reports MM counTy KNOWLEDGE Oscars. * Marquez

Seron

Drop files here

e

All documents must be in .PDF or .TIF format.

=

. From File Explorer, drag and drop a single document or
a folder of related documents ...

2. ... onto your main worklist area ...

3. From the Create Package dialog, enter the package name, il NEL v Bl o

choose an optional office, and enter a valid county ...

. Create Package X
4. Click [SBBFAGAEEN]. {

Package Name Office Jurisdiction

DEED-BR998 e Default Office v HARRIS COUNTY, TX _\9/

See our Drag and Drop guide.

— OR—

METHOD #2 — Manually Enter Package Name and Destination

All documents must be in .PDF or .TIF format.

FIGURE 7 | Creating a package entering the package name and county

Preparing ||C B & W™ @&

CSC ePrepare Upload Worklist A Announcements Send Us Feedback ~ & Jennifer Morales +
You may also enter the package name and destination directly onto ICCC i rerorrs M county knowieoce & O
i i i i i B | PackageName o Office P~ Jurisdiction P~ -
the worklist, l.out this method f.o.r creating packages is a little slower ol ‘: =Ge e @ T @ 1 e counr. o @ ‘
when used with ePrepare’s ability to predict document-types: “a =

1. Enter a package name ...

. Scheduled
2. Enter an optional office ... o

LGBV |

3. Enter an valid county ... Pending

4. Click IR

CONTINUED
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Document View is where documents are prepared for submission. This

is where you upload, edit, or replace document images. And it is where

helper documents are added and indexing is done. It appears when

you click on a document name to open it. Below are some highlights:

Main Document
The primary document tab.

Indexing Panel Page Thumbnails

Attachments (optional) Document Toolbar
Upload documents, index data. Click a thumbnail to preview.

Helper docs appear in tabs. Tools for document preparation.

FIGURE 8 | Doc View

Harris County, TX County l owledge »
[Document 1 Ijp|la & @8 O|5|l/F®m 8 OB #lz 2 X @ 6 |6

Fie || Zoom Rotate Delete Undo || Selection] Auto  Auto Despeckle Shift Contrast Eraser | Erase  Add  Auboft Togge Toggle | page [ T
@e Page Correct  Deskew Image Margins Margins Margins Margins Endorsement | Size

—o —

Mainlmage @ N Affidait @& @ @

S > |
ata
——

g

A ERECORDING CUT-OFF TIME IS 2:00 p.m. CT

A PACKAGE LIMIT: 20 MB OR LESS

DY Prepare Image

[ @ openrie o 07 Scan

o AFTER RECORDING RETURN TO:
Affidavit

[ @ openrie or B2 Scan

R Document Type - Jurisdiction Type

[ Warranty Deed ~ E-REAL PRO

NOTICE OF CONFIDENTIALITY RIGHTS: If YOU ARE A NATURAL PERSON. YOU MAY REMOVE OR STRIKE.
ANY OR AL OF THE FOLI ¥ INSTRUMENT THAT
INREAL PROPERTY NUMBER BEFORE IT I FILED FOR RECORD N THE PUBLIC RECORDS; YOUR SOCIAL

= Indexing

GENERAL WARRANTY DEED
@ No indexing is required
mEsTaTEoFTEGAS 8
cousty oF aris 5
eminin ornevierfor : ARSand

Lot Thirty n Block y Northridy

County,
Map of Records of Harris Cou

ogether " here ghis of vy,
Grantor
par e
GENERAL WARRANTY DEED. P

(@ Send a Note to the County. \

@ Estimated Fees: $4600 =

Done & Add Doc @ Cancel

Document Preparation Includes Several Steps

(V) Optimization — removal of scanning artifacts and image enhancement. A few counties do not permit this
and insist that uploaded images match their paper counterparts exactly. In these situations, the document
toolbar may offer limited functionality.

() Managing Helper Documents — required attachments like tax forms, cover pages, etc.

@ Indexing — Some counties require indexing of party names, consideration or loan amounts, document

references, etc. This data may be used to calculate recording fees and to facilitate public searches for land

records on county websites. Recording fees are often calculated on indexed information, so be accurate!
CONTINUED



Document Editing Toolbar

Our document editing toolbar is automatically available in any internet
browser, and it appears during document preparation. Some buttons
expand to display additional options, and a widget
at the bottom of the document preparation window offers several color

FIGURE 9 | The default document editing toolbar

variations, including icon- and text-only versions. A small number of
counties do not permit changes to uploaded documents, including image
enhancements — so in these situations, the toolbar may offer limited
functionality. We offer additional information below:

Show/Hide
endorsement area

Lighten or darken
document image

{Upload,sc_an, pnnt,} {Rotate image} { Undo } {
or save image

Auto correct the
selected page(s)

from selected page(s)

on selected page(s)

image to margins

} { Remove stray marks } {Remove margin contents} {Auto fit document}

|

|

|

|

|

|

Add text to
document image

viewed image size

{ Increase or decrease} {

Delete selected
page(s)

J

Modify selected area
on a document image

Vertically align
selected page(s)

v A s 5 7 | .

BDla C @8 O | # 2z B X © @ BB

File Zoom Rotate Delete Undo Selection Auto Deskew Despeckle ~ Shift — Contrast Eraser Erase Add Autofit Show Show Page Text
Page Correct Margins Margins Margins Margins Endorsement Size

v v v v v v ~ v v

Manually adjust document
to margins

Increase or decrease margins
on selected page(s)

FIGURE 10 | Some toolbar buttons expand to offer additional options

VY ra et = 7 I

BblQ C @8 D|LN|ly m B8 0O 2 26 X @ @ BB
X Zoom Rotate  Delete Undo Selection Auto Deskew Despeckle ~ Shift  Contrast Eraser Erase Add Autofit Show Show Page Text
File Page Correct Image Margins Margins Margins Margins Endorsement | ~ Size

v v v v - v
~
{ €  UPLOADFILE H B scanivace M [=1  PRINTIMAGE M B  saEmce }

Important Notice About Manipulating Scanned Document Images Affected Counties

Some counties have expressed concerns about the potential use of editing tools to modify scanned documents
improperly. They emphasize that eRecording submissions should exactly match the paper originals in every detail.

As an eRecording vendor, CSC understands that county recorders are the final authority in determining what is
acceptable for recording. In response to these concerns, we have proactively disabled certain editing toolbar
functionalities for some counties in Ohio and New Hampshire, as well as for all counties in California and Missouri.

When submitting documents to these counties, CSC kindly requests that our customers refrain from using their
own tools to alter scanned document images. Counties reserve the right to temporarily or permanently suspend
your organization’s ability to submit documents if they suspect any violations.

For guidance on the legal implications of modifying scanned images, please consult with your in-house legal team
or a qualified real estate attorney.

* California
All Counties
* Missouri
All Counties
* New Hampshire
Rockingham County
* Ohio
Defiance County Henry County
Fulton County Williams County

AS OF DECEMBER 6, 2024 — SUBJECT TO CHANGE

ePrepare Guide 9
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Indexing Documents
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Indexing requirements are determined by the county or their software The contents of the indexing panel may change, depending on the
provider. The data may be posted on the county’s website to facilitate selected document-type and how you respond to some questions, and

online searches for recorded documents.

You can accept default document names
or change them for your convenience,
but counties do not see this information.

Upload a document image saved to your
computer or scan one directly. If you are
replacing an existing image, options are:

® Overwrite exisiting image
e Insert at beginning

® Insert at current page

e Addtoend

Additional options may appear if you or
your organization has added optional
Customer Reference Fields.

Enter one name at a time or choose one
from the drop-down list, then click C¥ .

This name has been added to indexing.
To remove it, click the x icon.

Counties may use your document type
and indexing when calculating recording
fees and taxes for this document.

a general example is shown below:

FIGURE 11 | Indexing

Robertson Mortgage ) I
Miami-Dade County, FL Covmiy kel Cl'Ck'ng County Knowlgdgg oper‘ls anew
) page with details for this jurisdiction.
Document 1 ‘

Notifications for this county appear here
A FL STATUTE 695.26 (click here) with helpful information. Click to open it.

E Prepare Image

e Openie & B3 s ] Based on a quick analysis of your
document image, we are highly
confident your document is a Mortgage.
¥ Document Type - Jurisdiction Type (i) @ Document Type - Jurisdiction Type (i)
[ Mortgage - MOR -] P> | Mortgage - MOR k2 ePrepare can suggest a document-type
Accept Suggestion Accept Suggestion based on content, but your administrator

can disable this feature if desired.

= Indexing

Borrower ® O

= I
O Person O Company
Add Lender ® 0

@ & Robertson, Belle x ‘ ‘ ',‘

O Person O Company

Add . .
Lender ® 0 Click on a name to expand its component
\ [V P @ E PalmGrove Bank x name fields. Any changes will be updated
O Person O Company Grantor First Name ® | y \ when the document is saved.
Add Grantor Middle Name/Initial ® | |
© = Palm Grove Bank  x Grantor Last Name/Company ® | Palm Grove Bank |
Grantor Suffix ® ‘ ‘
® Loan Amount ® @ $ 295,000.00 | Grantor Title ® | |
Do you want a Borrower ® ‘ No ‘

Notification Letter?

Click the [&) icon and a pop-up appears

(&) Collected Fee Reporting

v_

(&) Estimated Fees: $1,723.58

(0 Estimated Foss showing a fee breakdown. If our estimates
Jurisdiction Fees: . a2 . )
significantly differ from your expectations,

=
2
Documentary Stamp Fee @ $1,032.50
‘ Cancel ‘ Intangible Tox © $570.00 first verify your indexing for errors. If none
First Page Fee @ $1000

Additional Page Fee © $51.00 are found, contact us before sending the
Indexing Fee @ $0.00
Estimated Total:  §1,683.50 package to the county.
Service Fees:
B d . Sales Tax @ $0.08
- CSC Servi $40.00 - ..
uttons are context-aware and options ervicefec © ok 81008 Service Fees apply but your administrator

may change depending on the status of

controls whether you see them.
the document.

Estimated Fees Total: $1,723.58

CONTINUED


https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Customer%20Reference%20Fields.pdf

Handling Rejection

Rejections occur for a variety of reasons. Typically, an explanation is
included when the package is returned to you. Once you understand
the reason for the rejection, prepare the package for resubmission,
make needed corrections, and then successfully resubmit it.

1. Locate the rejected package on your worklist and click
the status Rejected to view the rejection message ...

2. Click the @ Prepare for Resubmission icon. The package
opens, allowing you an opportunity to make corrections
before resubmitting the package ...

3. Or click the # Chat icon to ask us for assistance.

Choose from one of the three options illustrated below.

Requesting Help From CSC

If you want our assistance with the rejection, there are three options:

Chat with a member of our Support Team. Your administrator can disable
this option if your organization does not allow chat communications.

For urgent matters, please call us.

Email your question and we'll reply as soon as possible ...
(during business hours, typically within 1060 minutes).

1. If you choose the email option for assistance, please let us
know what you need help with ...

2. If you are sending the package to CSC for paper fulfillment
be sure to check the appropriate box ...

3. To send us your email request, click SEND.

(1)l ]

ePrepare Guide 1

The Rejection Notice shows the reason
and the county contact information.

Rejection Notice

Jurisdiction Rejection Message:

Please provide a legible addendum page.
If you have questions, call Sarah at (919) 555-3507.

Jurisdiction Contact Information:

113 S. Main St. Louisburg, NC 27549
(919) 555-3500

Need help ) o

FIGURE 12 | Viewing Rejection Notices County Batch ID: 23092-98029

(
R R B B e U
1 Franklin County, NC ;& Default Office 4/09/2025 2:23 PM Rejected @

© MW
(1) (2)(3)

FIGURE 13 | Getting Help with Rejections

Get Help With “M500-0001" X

W Fill out and submit this form to receive help with ePrepare

For Common Questions, please see the submitter guides Here

Three Options:

Chat with someone now:

Q Live Chat

Or talk with someone now:

ePrepare Support: 855-200-1150 Option 2

Or email our support team:

What do you need help with? (be specific with at least 25 characters)

Which doc(s) are you experiencing trouble with?
Document 1 (Deed of Trust)
[ My package is being sent to CSC for paper fulfillment

Email Address

[ jennifermorales@companydomain.com

CANCEL seno (@)

CONTINUED


https://ep.erecording.com/Secure/Help/Overview.aspx

County Knowledge

ePrepare offers a county knowledge page offering information about
each available county in our eRecording network. You may search by
county or by state, as illustrated below:

SEARCHING BY COUNTY NAME

1. From the shortcuts bar, click M COUNTY KNOWLEDGE ...

2. Begin typing a county name. For this example, we’ll type
“wak” ...

3. Select a county from the matching pop-up list.

or

SEARCHING BY STATE NAME

1. From the shortcuts bar, click M COUNTY KNOWLEDGE ...

2. Type a comma, a space, and a valid state abbreviation.
For this example, we’ll type “, NC” and then wait for a
moment for the search matches to appear ...

3. Select a county from the matching pop-up list.

SEARCH RESULT e

An example appears on the next page.

FIGURE 14

ePrepare Guide

| Searching County Knowledge by County

CSC ePrepare

County Knowledge

‘ Announcements ” Send Us Feedback & Jennifer Morales w

e[ wak I Q
EEEN O M. 7
Wakulla County, FL \FL
ise the search box above to look up county informatio
FIGURE 15 | Searching County Knowledge by State

CSC ePrepare

B WORKLIST

lml REPORTS

County Knowledge

MM COUNTY KNOWLEDGE
\

A& Announcements Send Us Feedback & Jennifer Morales

e] ., NC

| a

Alamance County, NC =

Alleghany County, NC <4 NC

Avery County, NC
Beaufort County, NC
Bladen County, NC

g NC
g NC
. A
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County Knowledge | conTinuED

A SEARCH RESULT

Here is an example of a search result.

View county contact information and if pre-
authorization is required for submissions.

See the pending packages for your organi-
zation and the average recording time.

View your organization’s pending packages
for this specific county, if any.

View notes created by your organization. -

FIGURE 16

| Wake County NC example

CSC ePrepare ) County Knowledge

WORKLIST REPORTS

Announcements Send Us Feedback

M COUNTY KNOWLEDGE

‘ Wake County, NC ‘ Q

g Wake County, NC

Submitter Authorization Required: Yes.
Status: Unverified

View Authorization

D Recording Queue (0]

documents in queue

Q Jurisdiction Notes

B total notes 0
© view all notes
@ Compliance Time: 30 days

JUDGMENT SEARCH

@ Average Recording Time < 1

Same day based on county operating hours and time of submission

ADDANOTE ©

ﬁ Document Types 188

available documents

Jennifer Morales v

View Details [>] View Details [>] View Details ©
& Recording Queue
[ Package Name | Docs | County Status DateCreated |  Date Modified Estimated Date

@ The queue is clear of documents at this time

£2 Organization Notes on Jurisdiction

[ Subject | Last Updated

| Author Category

Estimated Date

A No notes for this jurisdiction

& Accepted Documents

Document Name

Type

Addendum

Scan/Upload

Affidavit

Scan/Upload

Affidavit of Adverse Possess

Scan/Upload

Affidavit of Affixation

Scan/Upload

Affidavit of Corr Transfer Tax

Scan/Upload

Affidavit of Heirship

Scan/Upload

Affidavit of Merger

Scan/Upload

Copyright © Corporation Service Company. All Rights Reserved.
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See if your organization created any notes
for this county and view compliance time.

View the number of document-types
available for this county.

View notes for this county or add a new one.

View a list of available document-types.

CONTINUED



User Settings

Users customize ePrepare through the application’s Settings page.
The settings shown here are considered local policies and only affect
the individual user.

1. Login to ePrepare and click the £ Settings icon in the
upper-right corner ...

2. To view additional settings, use the scrollbar or the
wheel on your mouse, if available ...

3. If a section is collapsed and the contents are not visible,
click the - divider bar to expand its contents.

4. To confirm any updates, click R .

USER SETTINGS

These are considered local policies and are managed by each user.

SETTINGS ARE SUBJECT TO CHANGE

While we make every effort to keep this guide up-to-date, available settings
are subject to change. Settings may also vary, depending on the specific
configurations and requested features applied to your account.

THERE ARE ALSO GLOBAL SETTINGS

While account administrators also have their own individual user settings,
they also control Global settings which affect all users on the account.
For details, see ePrepare Administrator Guide.

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

EI 1855200 1150 @ csc-help@cscglobal.com

ePrepare Guide

FIGURE 17 | ePrepare Settings

CSC ePrepare Admin ) Settings A& Announcements 7 Send Us Feedback & Jennifer Morales ¥

B WORKLIST |l REPORTS I COUNTYKNOWLEDGE ~ Q PROPERTY SEARCH

LY Admin - Settings
FARI(IY OFFICES USERS JURISDICTIONS FLAGS SIGNATURE PREFILLED DATA  CUSTOMER REFERENCE FIELDS ~ UTILITIES ~ REPORT SUBSCRIPTIONS ~ CUSTOM EMAIL

Proces

g

Days to Wait Before Archiving Documents Controls when to move a recorded document out of the active document worklist. Archived docs are still available via archive search.

Refresh Worklist Every Controls how frequently the worklist will automatically refresh.
Default name when you quick add docs to a package.

For document images uploaded via File Upload or Drag and Drop in the document view

Default Document Name | @ Use the default document name as the ePrepare document name.
Use the filename instead of the default document name in ePrepare.

@ Documents scanned in using the scanning utility will always use the default document name.
Check for Blank Pages? | [ ] If enabled, ePrepare checks for blank pages during the upload process. Disable this option to expedite the upload process.
Return to Worklist on Send? If enabled, you will automatically return to the worklist after sending a package.

[ If enabled, the selected state and county are the default options when creating new packages.

Defaul
efault County and State [Fae v] [Comy 5

Stage Document Images Ahead of Save | [] If enabled, documents are uploaded incrementally during preparation, instead of waiting for the user to click Save.

This setting controls how light or dark a PDF will be once uploaded to ePrepare.

IFelF @zt e et NOTE: THE RANGE IS 1 (LIGHTEST) to 255 (DARKEST). THE DEFAULT SETTING IS 160.

When enabled, our drop-down displays both ePrepare’s name and the jurisdiction document name (or code) for each document type,

Allow Jurisdiction Document Name §
whenever possible

Show Top Party in Dropdown Enabling this setting will enable party dropdown options to populate your top prefilled data value as default.

Worklist History (Days) Specify the number of days to display in the worklist. Increasing this value may slow down loading times.
Other
Predicted Party Names If enabled, the party names on the uploaded image will be predicted and displayed in the party drop downs.
Printing and Downloading v

Print Document Setting | [PrintFirstPage v |When printing packages, specifies what pages print by default.
Zip Package Images If enabled, document images in the package are zipped into a single file.

Merge Package Images | [ | If enabled, document images in the package are merged into one file.

Notifications v

[When Packages | Create or Send Return ¥ Specifies whether notification emails are sent to you when packages are returned from the county.

[Recorded & Rejected v] Controls what kind of packages you get notifications for.

Notify for All Offices.
Notify me when a package | scheduled is sent to the jurisdiction.
Notify me when ACRIS cover sheets are returned and awaiting my approval.
Include Document Image as Attachment.
Email Notifications | want to be notified by email when a package in my organization enters “Pending - Issue Found” status.
Signing Notifications
As a notary, send me an email when | need to notarize a document.
As a signer, send me an email when | need to sign a document.
As a witness, send me an email when | need to witness a document.
Voided Documents
| want to be notified by email of all recorded documents that have been voided by the jurisdiction.
New Release Announcements If enabled, an announcement ticker appears on the user toolbar, indicating the number of unread New Release Announcements.
County Update Announcements If enabled, an announcement ticker appears on the user toolbar, indicating the number of unread County Update Announcements.
New County Announcements If enabled, an announcement ticker appears on the user toolbar, indicating the number of unread New County Announcements

General Info Announcements If enabled, an announcement ticker appears on the user toolbar, indicating the number of unread General Info Announcements.

gnatures — Coversheet

Stamps
Auto-Advance L3 Coversheet Creation | [] If enabled, L3 coversheet creation steps will automatically advance, whenever possible.

If enabled, our Imaging Utility (if installed) will automatically apply stamps to documents requiring them.
Disable if your documents already have the required stamps.

Auto-Apply Stamps

Auto-Load ING Signature | [ ] If enabled, document images in the package are zipped into a single file.

SAVE CHANGES o
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https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Administrative%20Guide.pdf
mailto:csc-help%40cscglobal.com?subject=
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/PDF%20Conversion%20Threshold.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/ACRIS%20Cover%20Sheets.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Stamp%20Tool.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Digitized%20Signature%20Form.pdf

/) CSC

RESOURCES

Feature Guides Dynamic Worklist Onboarding o®
Announcement Preferences eChecks ® Prefilled Data
Borrower Notification Letters Fill Ins Property Search ®
Calculator ® Flags Report Subscriptions ®
Certified Copies ® Hawaii Fill Ins Reporting Hub ®

Changing Jurisdictions Indexing Names Resizable Indexing Panel

Correction Requests Jurisdiction Document Names Scanning Photo IDs

Custom Email Notifications 6} Managing Jurisdictions 6} Scheduled Send

Customer Reference Fields Master Accounts ® Search for Packages

Data Extraction ® Multi-Titled Documents Self-Manage ACH Information ®
Design Custom Reports 6} North Carolina Judgment Search @ Voided Packages

Doc Type Recognition Notes @ See the guide for details. The feature may apply to admin-

istrators or users assigned applicable roles, or activation
may be required by our Sales Team.

Drag and Drop Office Management (6]

Supplemental Guides

* Excel files are saved to your Downloads folder

@

Document Edltlng Guides County Authorization Guide @

Add Margins Tool
Auto Correct Tool
Auto Deskew Tool

Eraser Tool

El]

Troubleshooting Guides
Adding CSC as a Trusted Website
Clearing Cache and Cookies

Counties Prohibiting Document Editing

Modifying Pages
Page Size Tool
PDF Conversion Threshold

Scanning Documents to ePrepare

ePrepare Package Statuses
Quickstart Toolbar Guide

Removing Headers and Footers

Selection Tool
Shift Image Tool
Stamp Tool

Text Tool

Troubleshooting Page Sizes

Troubleshooting Tips for ePrepare

Active County List
Active County List (Excel format)*
CeRTNA | SECURE Document Queues

ePrepare User Guide for Contractors

& Website Resources

Beginner's eRecording Guide
Regjister for ePrepare Training

Remote Online Notarization

ePrepare Administrative User Guide ®
ePrepare User Guide
Important Information (New Users)

User Request Form ®

Reset ePrepare password
U.S. State Holidays

SEC' RE California Portal Holidays

CSC provides electronic recording (eRecording) Real Estate services, allowing clients to quickly and
securely record documents across the U.S. First to the market with this solution, we provide speed and
security for real estate transactions. Our web-based application shortens time between closing and
recordation, eliminates errors that cause rejections, and improves document tracking for more efficiency.
To learn more about our paper and electronic county recording for seamless coast-to-coast coverage,

We're ready to talk.

Izl 18552001150 @ csc-help@cscglobal.com % cscglobal.com ©2025 Corporation Service Company. All Rights Reserved.


https://www.cscglobal.com/service/erecording/
https://www.cscglobal.com/service/erecording/
mailto:csc-help%40cscglobal.com?subject=
https://www.cscglobal.com/service/erecording/
https://www.cscglobal.com/service/erecording/
mailto:csc-help%40cscglobal.com?subject=
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Add%20Margins%20Tool.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Auto%20Correct%20Tool.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Auto%20Deskew%20Tool.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Eraser%20Tool.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Modifying%20Pages.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Page%20Size%20Tool.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/PDF%20Conversion%20Threshold.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Scanning%20Documents%20Directly%20to%20ePrepare.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Selection%20Tool.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Shift%20Image%20Tool.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Stamp%20Tool.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Text%20Tool.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Adding%20ePrepare%20as%20a%20Trusted%20Website.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Internet%20Browsers%20-%20clearing%20cache%20and%20cookies.pdf
https://apps.erecording.com/Quickstart/StateRequirements/Counties%20Prohibiting%20Document%20Editing.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/ePrepare%20Package%20Statuses.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Quickstart%20Toolbar%20Guide.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Internet%20Browsers%20-%20headers%20and%20footers.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Troubleshooting%20Tips%20for%20ePrepare.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Troubleshooting%20Page%20Sizes.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Announcement%20Preferences.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Borrower%20Notification%20Letters.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Calculator.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Changing%20Jurisdictions.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Certified%20Copies.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Correction%20Requests.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Custom%20Email%20Notifications.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Customer%20Reference%20Fields.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Doc%20Type%20Recognition.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Data%20Extraction.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Drag%20and%20Drop.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Dynamic%20Worklist.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/eChecks.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Fill%20Ins.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Flags.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Hawaii%20Fill%20Ins.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Indexing%20Names.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Jurisdiction%20Document%20Names.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Managing%20Jurisdictions.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Multi-Titled%20Documents.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Master%20Accounts.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/North%20Carolina%20Judgment%20Search.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Notes.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Office%20Management.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Onboarding.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Prefilled%20Data.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Property%20Search.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Report%20Subscriptions.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Reporting%20Hub.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Reporting%20Hub.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Resizable%20Indexing%20Panel.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Scanning%20Photo%20IDs.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Scheduled%20Send.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Search%20for%20Packages.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Self-Manage%20ACH%20Information.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Voided%20Packages.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/Active%20County%20List/CSC%20Active%20County%20List.pdf
https://apps.erecording.com/Quickstart/StateRequirements/CA%20(SECURE%20and%20CeRTNA%20Document%20Queues).pdf
https://apps.erecording.com/Quickstart/Contractor%20User%20Guide.pdf
https://apps.erecording.com/Quickstart/CSC%20County%20Authorization%20Guide.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/ePrepare%20User%20Guide.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Important%20Information.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/User%20Request%20Form.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/ePrepareGuides/Administrative%20Guide.pdf
https://apps.erecording.com/Quickstart/SubmitterGuides/Active%20County%20List/CSC%20Active%20County%20List.xlsx
https://apps.erecording.com/Quickstart/SubmitterGuides/Active%20County%20List/CSC%20Active%20County%20List.xlsx
https://attendee.gototraining.com/3x508/catalog/5624268445244858880
https://ep.erecording.com/LoginHelp
https://www.cscglobal.com/blog/state-holiday-closings/
https://submitters.secure-recording.com/holidays
https://pria.us/resources/enotarization/
https://www.erecording.com/blog/erecording-resources/erecording-beginners-guide
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