title LOOK"

User Guide Version 1.1

The Leader in Digital Title

www.titleLOOK.com

Copyright© 2023 Mainspring Services
www.MainSpringServices.com



http://www.titleLOOK.com
http://www.MainSpringServices.com

TABLE OF CONTENTS

g titte LOOK®

v o A W W

6-13

10
11
12
12
13

Interface Map

Quick Start Guide
Login

New Orders

Order Review
Publishing

New Order Panel
Groups

Order ID

Documents
Document Notes
Report (Unlinked)
Submitting your Order
Resetting the Panel
Duplicate Order IDs

14-17 Order List
14 Sorting & Searching

15 Search
16 Order Status
17 Actions

18 Order Details Interface Map
19 Order Details Navigation

20 Order Summary
21 Order Links
22 Order Documents

23-26 Editing an Order
24 Unpublished Orders
25 Editing Links

26 Editing Documents

Contact: support@titleLOOK.com

Software by Mainspring Services®


mailto:support@titlelook.com

USING titleLOOK® & title LOOK"

- ®
g title LOOK o ? + Orders @Q Search eDemo User ¥
7D v All Order: v
New Order ? Recent Orders [ Date Range  Past 7 Days ‘B [ Show Orders
Group Order ID 5
. Submitted Unlinked  Unlinked .
DEMO v o Order ID Version = Customer Group Status @ Created - 8y Phifases DoCUments @ Action G —-@
Mainsprin, Mike -
Documents 20220525-1 1 e Review Mode @ Complete 5522816PM 0 0 B
Matt's Title
Drag Files 2022-05-25-mc2 29 e Consumer Group LinkReview  5/25/221:48PM M3 M3 2 3 Review Publish
D e or Browse -
Matt's Title M hi tts / Matt » \
e 2022-05-25-attle1 1 o e e @ Complete ssizzizoem G 10 1 g =
231
rostiand Or; Matt's Title o Matt
Water Valley, MS 1 i Consumer Group ¥ Linking s25221007AM G0
38967
233 Frastiand Dr, Matt's Title = Matt
Water Valley, MS 1 o Consumer Group [ Cancelled sszoa0m G 10 0
38966 :
o__ 231F
fostand Dy Matt's Title P Matt
Water Valley, MS 1 by Consumer Group [ Cancelled S25/22939AM o 10 0
38965 :
Matt's Titl Matt n -
2022:05-25-mc1 1 i Consumer Group  (ll Complete sosi2saTaM O 2 3 B &
i 1l 9 p—
202205242 1 g':::z”"g Review Mode @ complete 5124122 8:42 PM z::nm 0 0 B &
i =
test 5.24.22 1 Z:"::s”"g Al B Complete 5/24122 7:51 AM C;‘E‘L':: 3 4 B E
p .-
test 5.24.22 1 Stewart Title g:u?‘;‘;"ge B Complete 5/24/22 7:34 AM C\f‘:l::: 0 3 g =
i il 1y =T
20220524-1 1 g:r‘:::”"g Review Mode @ complete 5/24/227:13 AM zﬂr::egncn 0 0 g =
Report (Unlinked) E Mainspring 3 Mike T =
) 202205233 1 Review Mode Complete 5/23/227:43 PM 0 0 =8 =
This list populates as you upload documents v Demos e P! Chagnon = b
™. Mik
202205232 1 Mainspring Review Mode £ LOOK Prep 5/23/22 7:40 PM Mike Vie
Reset @ 0 f ) y .
show| 50 ¥ [enties previous [RI) Next

Copyright © 2022 Mainspring Services Privacy Policy | Terms of Use Fig 1

© titleLOOK logo - Links to homepage @ New Order ID field - Entry field to @® Filter buttons - Buttons to set display

© Username - Access to user create a new distinct order - p.8 filters to the Order List - p.14

settings and privileges © Document Selector - Drag and drop or ® Order Status - Shows the status of

© Order List - List of all orders you browse to documents to upload and link - p.9 each order in the Order List - p.16

have access to - p.14-17 © Starter Document Picker - Selector ® Order Actions - Quick links to actions that
to set your starting document that can be performed on an order - p.17

O New Order Panel - Entry form that allows documents will be linked to - p.9-10

you to create a new order - p.6-13

© New Order Help - Starts
information layer overview

® Actions Help - Displays information
® Reset New Order Panel - Clears form and layer for common actions

deletes uploaded documents - p.12 ® Search - Use to find specific orders

® Submit New Order button - Submits and by any parameter - p.14

O Group Selector - Picker for which begins processing new order - p.12

group to use for the order - p.7

Contact: support@titleLOOK.com

Software by Mainspring Services®



mailto:support@titlelook.com

QUICKSTART GUIDE & titeLOOK'

Logging In “
To log in, navigate in a web browser to titleLOOK.com and
click ‘Log In’ (@) or go directly to app.titlelook.com/

Enter your assigned titleLOOK login and password into these fields to
sign in (@). If you do not know your login information, try using your
company email address or contacting your titleLOOK administrator.

If you have a secured Microsoft account, you can sign in with your
credentials using the ‘Sign In With Your Microsoft Account’ button (©)

If you do not have a username / password combination,
please contact your titleLOOK administrator.

After you log in you will be taken to the main page. The titleLOOK
interface is divided into two main sections. The first is the ‘New
Order’ panel, and the second is the ‘Existing Orders’ panel.

Fig. 2

Welcome Back

Sign In With Your TitleLOOK Account

E user@clientservices.com J

Forgot your password?

Or

9 Sign In With Your Microsoft Account

Fig. 3
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QUICKSTART GUIDE & iteLOOK'

1. Select your Group (@).

Group Order ID

2. Enter the unique Order ID (®). This should follow the DEMO v Test

organizational conventions of your company. o
Documents

;tf ., Drag Files Here or

3. Upload your Documents (©). See page 9.
4. Choose the Starting Document from the list (@).

5. Click the Submit button to begin the linking process (@). 19RAR WS RG AL 1 1 Dalipeh = 4TMRD
1985-858328 REC ALL.pdf_1_14_2021.pdf Tt 45MB O
1989-1246437 REC ALL.pdf_1_14_2021 pdf 7: 92MB O
1989-2012193 REC ALL.pdf_1_14_2021.pdf 7t 04MBO
1990-1914327 REC ALL.pdf_1_14_2021 pdf T AMBO
For help with making a new order, refer to 19L91AS28REC ALL LT B0zlpcl % GEMBS
. . . 1991-1252707 REC ALL.pdf_1_14_2021 pdf < 87MBO
pages 7-13 in this user gwde. 1997-954822 REC ALL.pdf 1_14_2021.pdf 7 03MBO
1997-954823 REC ALL.pdf_1_14_2021.pdf < 09MB O
CALOSA_1985 00858327.pdf_1_14_2021.pdf 7: 46MBO
source-original-linked.pdf T 04MBO
TAXES.pdf_1_14_2021 pdf “r 522KB O
VESTING DEED.pdf_1_14_2021.pdf “: 973KB O
[ ]

Uploading 13 documents - 15%

Report (Unlinked) o
This list populates as you upload documents S

Reset e

Fig. 4
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QUICKSTART GUIDE

g titte LOOK®

Your Order will now transfer to the Order List (seen on page 14). To
review, edit and publish your order, click on the Review action (seen
on page 17) to get to the Order Review Panel (Fig.5, at right). Here,
you will be able to view the Order Summary, Linked Phrases and
Documents and make any necessary revisions before publishing.

Review

If your new order contains any Unmatched Documents
and Phrases, you can manually link them by selecting the
document which corresponds to the phrases in the table
using the ‘Document to Link’ drop-down menu (@).

If additional documents need to be added to complete the
order, you can do so using the ‘Add / Update Documents’
button (@), or by navigating to the ‘Documents’ tab (@).

Publish

When your documents have been linked and your new order
contains all of the relevant material, you can update the Order
(@) and then publish it by clicking on the ‘Publish’ button (@).

Each of these steps are explained in further detail in the
following pages.

Review Order

< | (I unmatched

Showing 1 to 18 of 18 entries.

“ Phrase

APN; 8678.065.006

BOOK 1116, PAGES 1

Book 41544, Page 189

Instrument No. 20140184112

I
Instrument No. 892012193
i

t No. 90-1914327

Source

Demo User ¥

©

“ Match Type

Unmatched @
Unmatched @
Unmatched @
Unmatched @
Unmatched @

Unmatched @

0 2

Search:
Document to Link
No Link
- NoLink -
No Link
~NoLink -
No Link
No Link
No Link
1985-503075 REC ALL.pdf_1_14_2021 pdf
CALOSA_1985 00858327.pdf_1_14_2021 pdf
1985858328 REC ALLpdf_1_14_2021.pdf
19891246437 REC AL pdf_1_14_2021.pdlf
19892012193 REC ALL pdf_1_14_2021palf
1990-1914327 REC ALLpdf_1_14_2021palf
1990-1914328 REC ALLpdf_1_14_2021 pdlf
19911252707 REC ALLpdf_1_14_2021 pdlf

1997-954822 REC ALLpdf_1_14.2021 pdf

Bz
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NEW ORDER PANEL & titeLOOK'

This section is used to create all new orders.

All sections must be completed before you can hit the
‘Submit’ button. New Order

Group Order ID
DEMO

Documents

o Drag Files Here

Report (Unlinked)
This list populates as you upload documents above v

Fig. 6
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MAKING A NEW ORDER & tteLOOK'

. Group
titleLOOK customers can use ‘Groups’ to distinguish different

offices or teams under the umbrella of their accounts. Customers Group Order ID
can have, but do not necessarily need, multiple groups. G v Test
Documents
When creating a new ‘Order’, select the correct Group you want (), DragFiles Here or

to submit the order for. Features that may differentiate between
Groups include colors/branding, verbiage in coversheets,

or even coding that will automatically identify phrases your
specific group uses to auto-hyperlink your commitment.

Report (Unlinked)
This list populates as you upload documents v

Reset

Fig. 7
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MAKING A NEW ORDER & tteLOOK'

This is a free-form field that allows you to keep track of
your specific order. As with any free-form field, it is best Group Order ID
to create a pattern for your ‘Order ID. There is a character A v Test
limit of 50 characters so be cognizant of the string you
use. Once selected, you cannot change the Order ID.

Documents

You may want to use the following structures for your Order ID: @ OregFlestiere - or
* Address of Property (e.g., 335 Fifth Ave, 123 Main St, etc.)
* Policy Number (e.g., 95-1246563, 36331532, etc.)
* Loan Number (e.g., CTB 123456, etc.)

Any string that you type can be used to find your order
with the search filter so make sure to use text that is
unique to your order. Be careful if using words that can

be abbreviated or spelled differently (e.g., 333 Fifth Ave vs.
333 5th Avenue). This will help your team properly lookup
orders. Only the specific string (or subset of the string) will
be searched - any variations will not be searched for.

Any special characters will be converted to an underscore (_).

Report (Unlinked)
This list populates as you upload documents v

Reset

Fig. 8
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MAKING A NEW ORDER

g titte LOOK®

3. Documents

Upload your Report (prelim or commitment) and all supporting
documents to be linked using one of the following methods:

Drag and Drop
Select your files in File Explorer (Windows) or Finder
(macOS) and drag them into the ‘Drag Files Here’ section.

If a users documents are organized in sub-folders,
the file structure of the top-level folder will be
maintained when a user drops it into this section.

Browse Your Computer
Select the “Browse” button to open your File Explorer
or Finder window. Locate and select the files.

New Order ®

Group Order ID
DEMO v Test
Documents

or

1985-503075 REC ALL.pdf_1_14_2021.pdf "t 47MBO
1985-858328 REC ALL.pdf_1_14_2021.pdf Tt 45MBO
1989-1246437 REC ALL.pdf_1_14_2021.pdf "t 92MBO
1989-2012193 REC ALL.pdf_1_14_2021.pdf 3 04MBO
1990-1914327 REC ALL.pdf_1_14_2021.pdf Tt 1MBO
1990-1914328 REC ALL.pdf_1_14_2021.pdf i 08MBO
1991-1252707 REC ALL.pdf_1_14_2021.pdf : 87TMBO
1997-954822 REC ALL.pdf_1_14_2021.pdf 3 03MBO
1997-954823 REC ALL.pdf_1_14_2021.pdf T 09MBO
CALOSA_1985 00858327.pdf_1_14_2021.pdf "t 46MBO
source-original-linked.pdf t 04MBO
TAXES.pdf_1_14_2021.pdf Tt 522KB O
VESTING DEED.pdf_1_14_2021.pdf “: 973KB O
[

Uploading 13 documents - 15%

Report (Unlinked)
This list populates as you upload documents >

Reset

Fig. 9
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MAKING A NEW ORDER

g titte LOOK®

Document Notes

Report (Unlinked) file types

This is the document that titleLOOK adds hyperlinks to
(prelim, commitment, pro-forma, etc.). This document
can be a Microsoft Word (DOC, DOCX) or a PDF file.

The system needs to be able to read and hyperlink
text in the PDF or Word file. Refrain from using
“locked” PDF files or scans of paper files.

Supporting document file types
Compatible file types are: PDF, DOC, DOCX, TIFF, JPG

File size limits

You may only upload 250 files at one time. If you have more than
250 files, load the first 250 (or less) files, Submit the order, and then
add the remaining documents in the next step (Review). Please
ensure that your Report is included in the first batch of files.

There is a file size limit of 100 MB for any individual file.

Document file names
Ensure your supporting files are named consistently following
the file naming format of your company or division.

Make sure the title of your ‘Vesting Document’
includes “Vested,” “Vesting,” or “Vest".

Remember that typos in your starting document
or file name could cause auto linking to fail.

Staying Organized

Upload only files that are relevant to your order. Uploading
additional files that are not referenced can cause extra
processing time in the initial order and any updates.

Contact: support@titleLOOK.com
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MAKING A NEW ORDER & tteLOOK'

Choose the Report (Unlinked) from the list. The unlinked
report may be a commitment, prelim, pro-forma, or Group Order ID
other document that you want to add hyperlinks to. i v HHA-98761210

Documents

By clicking the down arrow in the selector (@), the full
uploaded file list will be displayed, and you can select
the appropriate document (highlighted in blue).

oL

You can also type a part of the document name into 1985-503075 REC ALL.pdf_1_14_2021.pdf 47VBE
the search field (@) (e.g., prelim) to return matching 1985-853328 REC ALL.pdf_1.14.2021.pdf 45V W
.. . . . 1989-1246437 REC ALL.pdf_1_14_2021.pdf 92VMB W

documents. This is a major time-saver, especially 1989-2012193 REC ALL pdf 114 2021.pdf 04VB §
for orders with many supporting documents. 1980:1574327 RECALL pAfZt. TALI021 it 1MEN
1990-1914328 REC ALL.pdf_1_14_2021.pdf 08VB W

1991-1252707 REC ALL.pdf_1_14_2021.pdf 87VMBW

1997-954822 REC ALL.pdf_1_14_2021.pdf 03VBW

1997-954823 REC ALL.pdf_1_14_2021.pdf 09VB W

CALOSA_1985 00858327.pdf_1_14_2021.pdf 46 MB W

source-original-linked.pdf 0.4VMB W

2]

1997-954822 REC ALL.pdf_1_14_2021.pdf

1997-954823 REC ALL.pdf_1_14_2021.pdf

CALOSA_1985 00858327.pdf_1_14_2021.pdf

source-original-linked.pdf

TAXES.pdf_1_14_2021.pdf

VESTING DEED.pdf_1_14_2021.pdf
KeFUI Luriinkeu)

Select a starting document o

Reset

Fig. 10
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MAKING A NEW ORDER & tteLOOK'

Your order is now ready to submit after you have: — N
1. Selected Submit As (if applicable) ew Order

2. Selected your Group

3. Entered your unique Order ID gl A [ Aesg761210
4. Uploaded your documents
5. Selected your Report (your prelim or commitment) Documents

’
5. Submit

. . . . 1985-503075 REC ALL.pdf_1_14_2021.pdf 4.7 MB 'i'
Clicking the Submit button starts the processing of 1985-858328 REC ALL.pdf_1_14 2021.pdf 45MB B
your order. You will get a message that your order has 1985.2012195 REC ALL o 1 14 s001 o an
been successfully submitted and is processing. 19901914327 REC ALL.pdf_1_14_2021.pdf V8§

1990-1914328 REC ALL.pdf_1_14_2021.pdf 0.8MB W

1991-1252707 REC ALL.pdf_1_14_2021.pdf 8.7 MB 'i

1997-954822 REC ALL.pdf_1_14_2021.pdf 03MBW

1997-954823 REC ALL.pdf_‘I_‘I4_202‘I Apdf 0.9 MB 'i

6 . Reset CALOSA_1985 00858327.pdf_1_14_2021.pdf 46MB W
source-original-linked.pdf 0.4MB W

Selecting ‘Reset’ (bottom left) will completely reset the New TAXES.pdf_114.2021.pdf 5228 @
VESTING DEED.pdf_1_14_2021.pdf 97.3KB'E

Order section, clearing the Order ID and Documents.

Report (Unlinked)

source-original-linked.pdf v ‘
Fig. 11

Contact: support@titleLOOK.com
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DUPLICATE ORDER IDs

g titte LOOK®

Once you click the Submit button, you may get the message that an
order has already be created with the same Order ID you used.

You will be given three options to go forward:

Cancel
Allows you to edit your newly created order
- so you can change your Order ID.

Go To Existing Order

Allows you to pull up the existing order with duplicate
Order ID to review. If you select this option, your entries
will disappear and you will need to restart the new
Order (if this is the path forward after review).

Continue With Submission

This option allows you to overwrite the existing
Order. By selecting this, you will erase any manual
adjustments that were made in the existing order.

If you overwrite an earlier order and discover that the new
order you are submitting is not as current, a previous version
will be needed to recreate the more up to date one.

© Warning - Duplicate Order ID

An order with ID "SS5L-91116627" already exists. It was submitted on 8/7/21 6:48
PM by user Demo User. If you continue you will be generating a new version of
that order using the files uploaded here.

Continue With

Go To Existing

Cancel Order Submission

Fig. 12

Contact: support@titleLOOK.com
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SORTING & SEARCHING W i1cLOOK

Once you submit your order, it will show up in the ‘Order List'. = 1:LOOK" P T -

The Order List shows the orders that match the Recent Orers Qe oo | [ o]
filters shown by the filter dropdowns (@) = ot @) veion comome G tas cnea. () SN ied ek o~

Phrases ~ Documents.

Documents 202205251 1 kgl Review Mode @ complete 5/25/228:16 PM © o o
oumes Crgnon
: it = B T S T ;
Here °
. zzosasaer 1 cﬂ ot @complere  sps2i30eM ol 0 L
231 rostando, .
a Charron
e
rders can be sorte y clicking the gray w1 commercron @ameetes  smsasaom M0 0 o
oo

231 Frostland Dr,

arrows next to each column name (@). wevus 1 T comeGrp @onekd  spsmemm g w0

oosasma 1 ST Conumercrovs @ oomplee  szs2saa S 2 s B E

The current column being sorted is indicated by the s ¢ % pmesa (Meem wemen B 1w =
orange descending arrow next to the column name w1 omwe s SIE 5 8t
(©). To sort the column by ascending values instead, wsaa s SO @ome samw [0 s el
. . . . . 202205241 1 DS peewmode  @oomlee  s2273A0 S o o [“Hs]
click the arrow again and it will point upwards. el L T
hease shou| 50 ¥ |entres » ) " - eR

Fig. 13

Searching

Click the Search tab at the top of the screen & weLook e e

(@) to open the search page (Fig. 14). T cutrs G s o, SR U md e vm, o
=
] [ scorcn [CHEER T R o o s 32 o o o g &= |
The S h I Il to filt Il oserrge
e Search panel (@) allows you to filter a et (I —— oo o
d b h h comczz 1 ree Complte  SAR210@AM Lesdbor 1410 o g e ["Ri=] |
orders by each parameter shown.
ot & 02082022 120 Old
e O N Wcomplete  SomodaAM  Lesabema 1470 i oy ["Hi=i |
All Groups Ynke1
T 20T Sewart N e, gumtosan  lssbe 7117 6w e [l |
o_ AlUsers Nasl

DoCx

A Stetuses
o P ot 6=
numbering 1 i . Woompleie  2252039AM  Lesibeta 610 o ol E o I
Address nduniy Title Upstate O seaion
Road...
2w,
Red Flay L1380, rewar “ount T et
Fibind = Uberse 1 ST Ecomplere  21822103AM  Leshbeyn 1875 o o o ey [l |
srubaker =
Misc. Items
All v n
s stevart - Portnean ——
Test Orders netss | Tite Upsuare B8 Complete INRIAZIEM.  Lsiem) /0 o & 0 Avenue, B = I

Al v New.

%

L1343 Stevart Y- Feldview s =
1 131722 121 PM Abeyta 9/ 2 4 B =

Tsa02 Tiie Upstare 8 Complece G2 Lasapeya) 1040 O o &

T - e
Fig. 14
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SEARCH

g titte LOOK®

Order Search Parameters

On the Search page, Orders that match
your search criteria are displayed.

Users can change the search criteria by filtering based on Date

Range, Group, User, Status, Address, etc. (see image to the right).

Don't miss the Order ID tab on the top of the Order Search
Panel. Select Order ID to search for a specific order.

Make sure to select Search at the bottom of the Order Search
Panel after changing search parameters to update the order list.

Order Search

Date Range
Past 7 Days

Groups

All Groups

Users

All Users

der ID

Current Status

All Statuses

Address

Red Flags
All

Search Q

Contact: support@titleLOOK.com

Software by Mainspring Services®



mailto:support@titlelook.com

ORDER LIST - STATUS

g titte LOOK®

The ‘Status’ will notify you what stage in the process each
order is in. You might see one of several statuses, which
may change depending on actions taken and updates
made to individual orders, documents and phrases.

The statuses that you can encounter are the following:

Docs Upload
System is uploading the documents.

Link Prep
Linking process is occurring by identifying phrases in your
document and matching those phrases to documents.

Link Review

The linking process is complete and ready for review.
Once reviewed and manual phrases entered and manual
links created, the order is ready to process.

New
Order is complete. Will stay in this status until it is
opened and then it will revert to complete.

Complete
Order is linked and ready for distribution.

Error

Contact titleLOOK at support@titleLOOK.com.

Status.

@ complete

1 Link Review

W complete

& Linking

W cancelled

W cancelled

@ complete
B complete
B Complete
@ Complete
@ Complete
@ complete

4 LOOK Prep

Fig. 17

Contact: support@titleLOOK.com

Software by Mainspring Services®



mailto:support@titlelook.com
mailto:support@titlelook.com

ORDER LIST - ACTIONS & iteLOOK'

Iltems in the Action column allows users to interact with their orders
to complete and publish their orders. If nothing is listed in the Action
column, check to see that there isn't an error indicator for the order.

The Actions you will most likely encounter are as follows:

View Order Details
View the summary, phrases and documents that make up
the order, make edits and publish updated versions (@).

View titleLOOK
Navigate to the titleLOOK view (@).

Review

In this step you have the option to add missing documents,
update any unlinked matches, or add manual phrases

to be matched. Once complete, you can re-run the order
through the system to confirm before publishing (©).

Publish

Generates the Linked Report. This Action generates the
actual linked report document using the documents
uploaded and phrases found and/or added (@).

= &

) Review Publish o

View Linked Report
Navigate to the linked version of the report (©).

View

This indicates that the order is still in the process of being finalized.
Clicking ‘View' will show the current ‘Order Summary’ (@).

Contact: support@titleLOOK.com
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VIEW ORDER DETAILS & titleLOOK'

g title LOOK@ Demo User ¥

bl ?
Order Details & Links Documents

SSL-91116627
Run Date Report (Unlinked) @ Address 0
Quick Links &i8/7/21 6:48 PM m A source-original-linked.pdf (v1) #% 1947 Brassie Lane
Group Submitted By
titleLOOK® € DEMO @ & Demo User @
o Documents @ Phrases @ Document Archives @
h Eepot (Linkec) & Linked: | =Matched: 12 W Zip Fil
R Unlinked: ! # Unmatched: & B Merged PDF
e "
‘b Report (Unfinked) Codebook Items @
M Red Flags: 0
Yellow Flags: 0
@ Tags:

o E3

Copyright ® 2021 Mainspring Services Privacy Policy | Terms of Use

Fig. 20
© Order Details Navigation Panel - p.19 © Order Summary (selected) - p.20 ® Order Group
® Order ID O Linked Phrases Library - p.21 ® Linked and Unlinked Phrases
© Version Number Indicators ® View Attached Documents - p.22 @ Address for Order
O View titleLOOK Report @ Date of Current Order ® Order Author
© View Linked Report @ Order Contents ® Download Options for Order
O View Unlinked Report ® Flagged Items - see titleLOOK Report @ Edit/Publish Order Buttons
© Order Details Panel ® Source File

Contact: support@titleLOOK.com
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ORDER DETAILS NAVIGATION S titeLOOK’

The ‘Order Summary Navigation Panel’ gives you quick access to
essential information and links for the current order. The Order
ID is displayed at the top (@) as well as two version indicators
(®) and buttons to guide you through the next steps (©).

Quick Links:

titleLOOK
Displays the current titleLOOK summary.

Report (Linked)
Displays the current linked commitment.

Report (Unlinked)
Displays the current unlinked commitment.

Fig. 21

Contact: support@titleLOOK.com
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ORDER SUMMARY

Q titte LOOK®

The Order Summary tab displays the information from the current
version of the Order. To view the details of previous versions of
the order, click on the version indicator shown on page 18.

The Order Summary is composed of:

Run Date
Last date the order was updated (@).

Report (Unlinked)
Displays the current unlinked commitment (@).

Address
Property address (©).

Group
Group within customer account(@).

Submitted by
Team member who made latest update (@).

Documents
|dentifies the documents that are linked to manual and
auto parsed phrases and those that are not (@).

Phrases
Identifies phrases that are matched and unmatched to documents
- this includes manual and auto parsed phrases (@).

Document Archives

Download the Report and Supporting Documents from this order (@).

Codebook Items
These are flagged items from the report in need of
attention, which will be displayed in the LOOK view (©).

Report (Unlinked)

Fig. 22

Contact: support@titleLOOK.com
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ORDER LINKS

Q titte LOOK®

The ‘Links' tab identifies all phrases in the order and
their connection to an uploaded document.

Phrase
The text phrase identified in the documents (@).

Source
Describes how the phrase was identified, typically either
‘Parser’ (system generated) or ‘Manual’ (user-generated) (@).

Match Type
Identifies the status of the phrase-document connection (@),
described by the following parameters:

* Auto Matched - A standard text match. The phrase
was located within the document as shown.

* Complex Auto-matched - A multi-part match. These can be items
in a series (ex: “Instrument 123, 456, 789” becomes “Instrument 123,
“Instrument 456", “Instrument 678”) or a block of content where context
it important (ex: The word “Map” found within a section of content that
begins with a header of “Lot 123", vs the word “Map” found within a
section of content that begins with a header of “Lot 456" - so the context
of knowing it is the “Lot 123 Map” vs the “Lot 456 Map” is important.)

* Manual - A phrase to document match that has
been manually created by a user.

* Forced - A phrase to document match that has been manually created
by a user as an override to the system generated association.

* Not Matched - The Phrase that was manually added was not found,
most likely due to a typo when adding the manual phrase, and so
therefore a match could be generated to the specified Document.

* Unmatched - A document was not found that matched any of the
filename patterns that the system was expecting for this phrase.

Match Type help
Easy access to the above Match Type terms (@)

Linked Document
Identifies the document that has been connected to a phrase (©).

Order Details

Showing 1 to 18 of 18 entries
Phrase ~
APN: 8678-065-006
BOOK 1116, PAGES 1
Book 41544, Page 189
Instrument No. 20140184112
Instrument No. 3144
Taxes or assessment ts
TRACT NO, 35351
Instrument No, 85-503075

Inst 0. 858327

0. 85858328

Instrument No. 901914327
Instrument No. 901914328
Instrument No. 911252707
Instrument No. 97-954822
Instrument No. 97-954823

vested in

Source e Match Type @ *

Parser

Parser

Parser

Unmatched @
Unmatched @
Unmatched @
Unmatched @
Unmatched @
Unmatched @
Unmatched @
Auto-Matched
Auto-Matched
Auto-Matched
Auto-Matched
Auto-Matched
Auto-Matched
Auto-Matched
Auto-Matched
Auto-Matched
Auto-Matched

Auto-Matched

Search:

sessoamens @)

1985-503075 REC ALL pdf_1_14_2021.pdf
CALOSA_1985 00858327.pdf_1_14_2021 pdf
1985-858328 REC ALLpdf_1_14_2021.pdf
19891246437 REC ALLpdf_1_14_2021.pdf
1989-2012193 REC ALL.pdf_1_14_2021.pdf
1990-1914327 REC AL pdf_1_14_2021.pdf
1990-1914328 REC ALLpdf_1_14_2021.pdf
19911252707 REC ALLpdf_1_14_2021.pdf
1997-954822 REC AL pdf_1_14.2021.pdf
1997-954823 REC AL pof_1_14_2021.pct

VESTING DEED pdf_1_14 2021 pdf

Fig. 23

Fig. 24
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ORDER DOCUMENTS

Q titte LOOK®

The ‘Documents’ tab shows all uploaded documents,
their details and status of their linked phrases.

File Name
This is the original file name. You can click on the
hyperlink to get access to the specific file (@).

Last Modified
States the date and time the file was uploaded
or most recently edited (@).

Version

Displays how many copies of that file have been uploaded and when
(®). You can view each version of the file. If more than one version
exists, a clickable icon (@) will appear next to the version number.

Linked
Identifies whether or not a document has been linked. The ‘Report
(Unlinked) will not show a status in the ‘Linked’ column (®).

Order Details

Summary

5 Report Uniinked)
Showing 110 13of 13 entries sescn
* File Name Last Modified Version Linked File Size
5 w21 6100m ' e
w0 ' Yesv asme
w72 610m ) vev ame
srzs10m ' vesv s7ve
w21 6100m ' Yesv 308
w0 : vesv sz
a2 610mm : vesv E™
s s10mm ' Yev save
721 6100m ' vesv maxe
s 6100m ' Yesv 3
w21 6100m ' vesv P
w0 . Nox sie

16100 1 Yes v 958

Fig. 25
Fig. 26
Order Details Summary Links Documents
& Report (Unlinked)
Showing 1 to 13 of 13 entries Search
v * File Name @ Last Modified @ Version @ Linked @ File Size
5 source-original-linked.pdf 8/7/21 6:10 PM 1 378.6 KB
1985-503075 REC ALL.pdf_1_14_2021.pdf 8/7/21 6:10 PM 1 Yes v 4.5MB
1985-858328 REC ALL.pdf 1_14_2021.pdf 8/7/21 6:10 PM 29@ Yes 4.3 MB
1989-1246437 REC ALL.pdf 1_14_2021.pdf 8/7/21 6:10 PM 1 Yes v 8.7 MB

Contact: support@titleLOOK.com
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EDITING AN ORDER

g titte LOOK®

J

Once the order is created, it can be revised with the ‘Review
action (p.17). If the order hasn't been completed and is

in review, you must update and publish the order before
gaining access to the titleLOOK tools and resources.

Edit

Unlocks the order and allows you to make changes to
any order details, related linked phrases or supporting
documents in the ‘Edit Order’ or ‘Order Details' panel.

Update C'

Update

Triggers the system to match all of the phrases with
their corresponding documents. This does not generate
the updated linked document but allows for more review
and editing without finalizing the next version.

Publish @

Publish

Triggers the system to match all of the phrases with their
corresponding documents. ‘Publish’ finalizes the current
version and generates the final linked commitment.

Contact: support@titleLOOK.com

Software by Mainspring Services®
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EDITING AN UNPUBLISHED ORDER

g titte LOOK®

5 tite LOOK"

Test-userguide

Previous Version Summary

Version
D

Run Date
5/29/227:41 PM

Customer

& Mainspring Demos

Group
S DEMO

Submitted By

& Demo User

Report (Unlinked)

8 source-original-linked.pdf (v1

Documents
@ Linked: 11

R Unlinked: 1

Phrases
= Matched: 11

# Unmatched: &

Order Links

Details
Linked Report

titleLOOK

?

+ Orders Q Search Kiel Kleeburg ¥

Edit Order (v2)

Please make any adjustments to the order that you'd like before submitting it for
processing. You can upload or replace documents and add/edit phrases and matching
that were found during the previous order completion.

show = | [(JI Unmatched e

Showing 1 to 17 of 17 entries

Phrase * Source Match Type @ «
APN: 8678-065-006 Parser Unmatched @
BOOK 1116, PAGES 1 Parser Unmatched @
Book 41544, Page 189 Parser Unmatched @
Instrument No. 20140184112 Parser Unmatched @
Instrument No. 3144 Parser Unmatched @
TRACT NO. 35351 Parser Unmatched @
Instrument No. 85-503075 Parser Auto-Matched
Instrument No. 85-8327 Parser Auto-Matched
Instrument No. 85-858328 Parser Auto-Matched
Instrument No. 89-1246437 Parser Auto-Matched
Instrument No. 89-2012193 Parser Auto-Matched
Instrument No. 90-1914327 Parser Auto-Matched
Instrument No. 90-1914328 Parser Auto-Matched

—
Show| 100 v | entries
( J

Documents

.
o { Add Linking Phrase @ J[ Add / Update Document(s) }

Search:
Document to Link

[ -~ No Link -

v J 8,
[ - No Link '] ]
[ - No Link - 'J °
| == No Link - "
[ == No Link - '1
L
( - No Link~ v| %
1985-503075 REC ALL.pdf_1_14_2021.pdf e “
CALOSA_198500858327.pdf_1_14.2021pdf (£
1985-858328 REC ALL.pdf_1_14_2021.pdf ©
1989-1246437 REC ALL.pdf_1_14_2021.pdf (]
1989-2012193 REC ALL.pdf_1_14_2021.pdf (]
1990-1914327 REC ALL.pdf_1_14_2021.pdf ]
1990-1914328 REC ALL.pdf_1_14_2021.pdf ]

Previous Next

)

Copyright © 2022 Mainspring Services

© Previous Version Summary -
Displays a summary of the last
completed version of the order.

© Order Review Table - Allows you to
add and update Linked Phrases and
Documents, and to match them to each
other before publishing the order.

© Filter Options - Control which phrases
and documents are shown.

O New Phrase/Documents buttons - Allows
you to add to or edit the existing group of
linked phrases and documents for the order.

© Edit Link button - Make changes to which
document is linked to which phrase.

Privacy Policy | Terms of Use

Fig. 28

0@ Update/Publish buttons - Updating an order
will create a new version of the order. You
will need to publish the order to access
the titleLOOK tools and resources.

Contact: support@titleLOOK.com
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EDIT LINKS FOR UNPUBLISHED ORDERS & iteLOOK'

The ‘Add Linking Phrase’ button allows for adding new
manual phrase for those not identified by the parser.

Enter the new phrase into the ‘Phrase’ text field (@) and
then using the Document selector (@), choose from the
currently uploaded documents to manually link to the
new phrase before pressing the ‘Save’ button (@).

Note:

There may be instances where a phrase is typed in exactly as it looks
in the commitment and when the order is updated, the link does not
stick. Part of the reason could be is that there is underlying formatting
code in the commitment that obscures the phrase. Copying the text
straight from the document may reduce this chance of error.

Fig. 29

Add New Manual Phrase

[ Phrase o ]
-~ Document to Link e
Fig. 30
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EDIT DOCUMENTS

g titte LOOK®

The ‘Add / Update Document(s)’ button allows for adding new
or updated documents to your order. Use one of the following
methods to find and upload the correct files to your Order and

refer to the notes on Documents on page 10 of this user guide.

Drag and Drop
Select your files in File Explorer(Windows) or Finder (macOS)
and drag them into the ‘Drag Files Here' section (@).

Browse Your Computer
Select the ‘Browse’ button to open your File Explorer
or Finder window. Find and select the files (@).

Fig. 31

Upload Document(s)

Drag and drop files here

o

Browse Files

Cancel

Fig. 32
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