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Overview

haFle? Document Manager, includes severd features specific to Title Plant Applications. This
document describes those features and how they can be implemented. It is the intent of ha
Systems Corporation to continue to implement festures that support the Title Industry. As new
features become available, this document will be updated.

Title Plant features that have been incorporated into haFILE include:

1.

N

N o oA~ W

Base Edits. This feature is used to facilitate the data entry of legd descriptions into the Title
Plant sysem. Thetypesof legal descriptions supported by the system include:

a. Subdivison, Block, Lot, Section and Arb.

b. Township, Range, Section, Quarter, Qtr/Qtr and Arb.

c. Abstract, Tract, ARB #

Integration with AIM for Windows Closng Package. This feature extracts and posts
selected information for the AIM for Windows Closing package into the plant database.
Integration with First Data s Data Close Package.

Integration with First Data's TitleTrac Package.

I ntegration with SoftPro ProForm

Integration with Ramquest Complete Closng System

Pant Certification Date festure to restrict title searches through the date for which the plant
is certified.

A Pending Order System to identify documents filed after an initid Title Search was
performed.

A Prior Reference feature where the system will search for prior references for documents
found in asearch.
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Base Edits

The Base Edit feature for Title Plant imaging gpplications is provided by haFILE and a table
maintenance program cdled BASEEDIT32.EXE. BASEEDIT32.EXE should be ingdled in
the same directory as HFW20.EXE in order for this feature to work correctly.
BASEEDIT32.EXE maintains a table of Subdivisons, Townships, and/or Abstracts in order to
provide vdidation to haFILE when keying a legd description. You can access this program
from hadFILE by sdecting the hdFILE Adminigtrator, then File Tables, then double-clicking on
of the following tables

1. TitleSubdivison
2. TitleTownship
3. TitleAbstract

Subdivision Records

I mage Database Set Up

The Subdivison Data Entry provides for the data entry of Subdivison, Block, Lot and Section.
Entries are validated in a table cdled TitleSubdivision. When cregting the image database,
the subdivison base edit festure is enabled by setting up a multi-entry text fidd that is vaidated
inatable caled TitleSubdivision.

Subdivision Table Setup

Usng the Base Edit Table maintenance program, a subdivison record is set up in the
TitleSubdivison table. This record contains the Subdivison code, the Subdivison name, alist
of vaid blocks and lots, and a detail leve option describing what information will be keyed for
this subdivison. The data entered for each of these fields is described below:

Subdivison Code — thisis a unique code for the subdivison. This code will be keyed by the
data entry person when indexing an insrument.

Subdivison Description— this is the full name of the subdivison.

Blocks and Lots — these are the valid blocks and lots for a subdivision. If you leave this blank,
then any Block or Lot isvaid. The blocks and lots can contain ranges or a series of numbers.
For ingance, if a Subdivision contained Lots 1 through 10 and Lot 15 for Blocks 5, the ligt
would be entered as follows:

Blocks 5
Lots: 1-10,15

Toinclude Lots A, B, and C for Blocks 1-3 you would enter:

Blocks 1-3
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Lot: A

Blocks: 1-3
Lot: B
Blocks 1-3
Lot: C

Note: On one Block and Lot entry, you cannot enter a Block range AND a Lot range.

Detal Level Option Thisdefinestheleve of detall that will be entered. Options are Block/Lat,
Block/Lot/Section where sections are vaidated as 1-36, or Block/Lot/Arb where a arbitrairy
number is assgned to the property.

Arbs. If the Arb detal leve option is sdected, then a box to enter the vaid Arbs for the
Subdivisory/Block/Lat is provided. Y ou can enter valid Arbs in the same fashion you enter Lots,
asarange (3-6) or asalist (3;4;7) or as acombination (1-3;5;8).

Subdivision Index

The Subdivison Index provides a Base Edit form for entering Subdivisons. This form alows
the user to enter arange of lots or a range of blocks in order to speed up the time it takes to
index a series of lots and blocks for asingle document. The subdivision base edit form is shown
below.

The Subdivison Code fidd is vdidated againg the TitleSubdivision table described previoudy.
As blocks and lots are entered, the system vdidates them againg the alowed blocks and lots
for that subdivison. The section fidd is digolayed only if the Detail Leve option indicates that
the section should be keyed. Thereis no vaidation on section.

The process of entering dataiis as follows:

1. When you get to the Subdivison field on the index form, press F2 or click the question
mark. This brings up the Base Edit form.

2. Enter the Subdivison Code, press <tab>. If you do not know the Subdivison code, a

question mark help icon is provided to display alist of vaid codes.

Enter the Block, press <tab>.

Enter the Lot, press <tab>.

If the detail leve indicates, enter the section, press <tab>.

If the detall level indicates, enter the Arb, press <tab>.

The <Add> button should be highlighted. Press <enter>. The Subdivision, Block, Lot and

Section will be posted into list boxes.

8. Continue with the next Subdivision, Block, Lot (and Section or Arb). If there are no more
entries for the document, click the <Index> button. You will see the Subdivison, Block,
Lot and Section entriesfill in the Subdivision box with a semi-colon separating each field.

No ok w

7/ 39



—Subdivision / Lot / Block

I?_ Subdivision:

Blocks: Lots:
Ao | Insert | Bemowe | Clear
Subdivision: Block: Lat: Section [ Arb:
Index Cancel

Subdivison Index Examples

The following examples show what happens when the base edit form isfilled out.

User enters:
Subdivison TCC, Block 3, Lot 5

Subdivison TCC, Block 4, Lot 1-6

Sysem generates.
TCC:3,5

TCC:4:1 TCC:44
TCC:4;2 TCC:4.5
TCC:4:3 TCC:4:6

If amix of blocks and lots was necessary (different lots on different blocks) then the user would
enter the ranges on different lines. For instance:

User enters:
Subdivison TCC, Block 4, Lot 1-3
Subdivison TCC, Block 5, Lot 6-9
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Subdivison Search

The Subdivison Search procedure works much like the Subdivison Index procedure. You use
the Subdivison Base Edit form to specify what is to be searched. Enter the Subdivison code,
the Block, the Lot, and (if needed) the Section. Click the Add All Leves button to add the
entry to the search critieria. Then click the Index button to return to the main search criteria
form. Be sure to select a Search Type of exact match when performing Subdivision Searches.

Abstract (survey) Records

Usng the Base Edit Table maintenance program, an Abstract record is set up in the
TitleAbstract table.  This record contains the Abstract/Survey code, the Abstract/Survey
Description, and a list of vdid tracts and ARBs. The data entered for each of these fidds is
described below:

Abstract/Survey Code — thisis a unique code for the abstract. This code will be keyed by the
data entry person when indexing an insgrumen.

Abstract/Survey Description— thisis the full name of the dbdtract.

Tractsand ARBs—alist of tracts and Arbs that are valid for this Abstract/Survey.

When searching, the user would key in *A12;4;5 for Abstract 12, tract 4, arb 5. To search for
all of tract 4, they would key ‘A12;4" and perform abeginning of field search.

Abstract/Survey Index

The Abstracty/Survey Index provides a Base Edit form for entering Abstracts/Surveys. This
form alows the user to enter arange of Tracks or arange of Arbsin order to speed up thetime
it takes to index a series of Tracks and Arbs for a sngle document. The Absiract/Survey base
edit form is shown below.

The Abstract Code fidd is vaidated againgt the TitleAbstract table described previoudy. As
Tracts and Arbs are entered, the system vaidates them againgt the alowed Tracts and Arbs for
that subdivison.

The process of entering datais asfollows:

1. When you get to the Abstract/Survey fied on the index form, press F2 or click the question
mark. This brings up the Base Edit form.

Enter the Abstract Code, press <tab>.

Enter the Tract, press <tab>.

Enter the Arb, press <tab>.

The <Add> button should be highlighted. Press <enter>. The Abgtract, Tract and Arb will
be posted into list boxes.

gk own
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6. Continue with the next Abstract, Tract and Arb.

If there are no more entries for the

document, dick the <Index> button. Y ou will see the Abstract, Tract and Arb entriesfill in

the Abstract/Survey box with a semi-colon separating

—Abstract (Survey) f Tract / Arb

each fidd.

I?_ Ahkstract Tracts: Arbs:
Add | Insert | Bemove | Clear |
Ahkstract Tract: Arh:

Index

Cancel

Township Records

Image Database Set Up

The Township Data Entry provides for the data entry of Township, Range, Section, Quarter
and Quarter/Quarter. Entries are validated in a table called TitleTownship. When creating
the image database, the Township base edit feature is endbled by setting up a multi-entry text

fied that isvdidated in atable cdled TitleTownship.

Township Table Setup
Usng the Base Edit Table maintenance program, a

township record is st up in the

TitleTownship table. This record contains the Township, the Range, a description of that
Township/Range, a remarks fidd and a detall level option describing what information will be
keyed for thistownship/range. The data entered for each of these fiddsis described below:

Township — the Township in the andard format for Land Measurement, i.e., IN for Township

1 North or 2S for Township 2 South.
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Range — the Range vaue in the standard format for Land Measurement, i.e, 1E for Range 1
East or 3W for Range 3 West.

Remarks — this is any remarks you wish to record about the Township/Range. The system will
automaticaly enter a value when you add a new Township/Range such as ‘Township 1IN,
Range 2W’. This can be replaced by the user.

Vdid Sections — enter the sections that are vdid for this township-range quadrant. You can
enter a combination of a range of sections and a list of sections in the form 1-25;28;30;32. If
thisfidd isleft blank then dl sections (1-36) are valid.

Detall Leve Option: This defines a what level the Township/Range should be entered; whether
the Section, Quarter, Quarter/Quarter, Quarter/Quarter/10-acre, Quarter/Quarter/10-acre/2.5-
acre, or Arb will be entered.

Sub-map/Arbs: If the Sub-map/Arb option is sdected, the valid Sub-map/Arbs are entered
using the Edit Sub Map/Arb button.

Township Index

The Township/Range Index provides a Base Edit form for entering Township, Range, Section,
Quarter, Quarter/Quarter, and Arb. The Township/Range base edit form is shown below.

The combination of the Township and Range is vaidated agang the TitleTownship table
described previoudy. The Section field must be within the range of 1 to 36. The Quarter and
Qtr/Qtr fidds, if entered, must be NW, NE, SW or SE. If the Arb option is sdected, the Arb
entered is vadidated againg the vaid Arbs.

The process of entering dataiis asfollows:
1. When you get to the Township/Range field on the index form, press F2 or click the question
mark. This brings up the Base Edit form.
Enter the Township, press <tab>.
Enter the Range, press <tab>.
Enter the Section, press <tab>.
If required, enter the Quarter and press <tab>.
If required, enter the Qtr/Qtr and press <tab>.
If required, enter the 10-acre tract and press <tab>.
If required, enter the 2.5-acre tract and press <tab>.
If required, enter the Arb and press <tab>.
. The <Add> button should be highlighted. Press <enter>. The Township, Range, Section,
Quarter, Qtr/Qtr, 10-acre tract, 2.5-acre tract, and Sub-map/Arb will be posted into list
boxes.

©COoNoT WD
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11. Continue with the next Township, Range, Section... If there are no more entries for the
document, click the <Index> button. Y ou will see Township, Range, Section... entriesfill
in the Township/Range box with a semi-colon separating each field.

w. Townships !EIB
— Township / Section f Range

I?_ Township: Description: Index Information:
10N | Township 10N, Range 3E
Range:
|3E
ISediDn: Add
Cluarer: Insert
| e

Clear
Cluarter / Quarter:
I Bemove
10 acre tract  activate

Add All
I Lewels
2hacre tract  activate
— Multi-select

[ tr | ME g |
Index Cancel
=W gt | =E gt |
entire section |

Quarter/Quarter Speed Entry

When a document includes multiple quarter or quarter/quarters, a speed entry grid is provided
for fast sdection. This grid of the sixteen quarter/quarters within the section will appear on the
Township data entry form in the lower right hand corner (as shown above). When you click on
a quarter/quarter an ‘x’ will appear which meansiit is selected. If you click on a quarter/quarter
that has an ‘x’, then the ‘X’ will disgppear which means it is not selected. Buttons are provided
to salect the entire section, or an entire quarter (NW qgtr, NE gtr, SW qtr, SE qtr). If, when
you press one of these buttons, the entire section or quarter is dready selected, then it will be
de-sdlected. Once you have ‘x’ for dl the quarter/quarters that should be included for the
property, then click the Add button to include it in the index.
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2.5-Acre Speed Entry

When a document includes multiple 2.5-acre tracts, a speed entry grid is provided for fast
sdlection. Thisgrid will gppear will appear when you click the M ap button shown on the form.
The form works smilar to the Quarter/Quarter Speed Entry form.

Township/Range Search

When searching Township/Range, the criteria forms look like the data entry forms used in
Index, except an “add al levels’ button is added. Here is how this button is used:
1. The user wants to search for township 21N, range 12E, Section 36, Quarter NW and
Qtr/Qtr NE.
2. In the Base Edit data entry form, the user enters the above property and clicks the
“Add dl leves’ button. This adds each higher level to the search criteria.
3. Click the Index button and set the search type to exact match.
4, When the search is performed, the program will search for anything that exactly
matches.
? township 21N, range 12E, Section 36, Quarter NW and Qtr/Qtr NE
? township 21N, range 12E, Section 36, Quarter NW
? township 21N, range 12E, Section 36

This way, if a document was indexed to an entire Section or to an entire Quarter, it will be
picked up by the search.
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Support for AIM for Windows

AIM for Windows is a closng package used by Title Companies. haFILE includes ssme
features that dlow data to be extracted from the AIM for Windows database and posted to
haFILE index fields. This section describes how this feature works and how to set up the
image database to enable this feature.

AIM Integration

The integration of AIM for Windows and halFILE is meant to reduce the amount of data entry
required when indexing a document in hdFILE. By setting up a link to the AIM for Windows
database, the user keys the Closing Number for the document, and other index fidlds are
extracted from the AIM for Windows database and posted into the image database. For
ingtance, you can key the Closng Number for a document and the Buyer and Sdller names, the
Property Address, the Projected Closing Date and other AIM fidds will automatically appear.

Then, to post changes that may have been made to order in AIM, a pogting program is
provided that reads modified AIM orders, and posts changes to the halFILE image database.

Defining the halFILE Image Database

Note: A database specification named AIMO1.SPC is located in your halFILE program
directory (or from hal Technical Support). This can be loaded with File_Database, Add
New, using the File_Open Soecification menu.

The hdFILE image database is set up in the standard way using the menu selection
File Database (see your haFILE information for more information on how to setting up a new
database). To enable the AIM for Windows integration, certain field names must be defined.
Of these fieds, only File_ Number and AIM_Order_Number fidds are required, sSnce these
edablish the primary link between haFILE and AIM for Windows. Other fields that you can
extract from AIM and how they should be defined areillusirated in the following table.

Note: Sncethe user who indexes documents typically does not know the AIM Order
Number, the systemis set up so the File Number is keyed and this triggers a look up to
retrieve the AIM Order Number. So, a field named File_Number is set up above the
AIM_Order_Number field in your database. Refer to the Setting up an AIM Order
Number Lookup section below for more information.
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Field Name | Fied Type| Length | Description

File Number Text 15 Unique file number assigned to each order

AIM_Order_Number Int 4 The Aim Closng Number. Thisfidd is
requiredfor AIM integration with haFILE

Branchid Smdlint 2 Branch ID of office this order belongsto

FleStatus Text 1 Status code for the file/order

AssociatedFleNum Text 15 Number associated with another file number

PropType Int 4 Property type associated with description

TransType Int 4 Transaction type associated with description

TitleUnitNum Smdlint 2 Unit number associated w/ unit name

StateCode Text 2 State Code

StateName Text 30 State Name

CountyCode Smdlint 2 County Code

CountyName Text 25 County Name

SdesPrice Int 4 Sdesprice

NeedByDate Date'Time 8 Need by date

OrderDateTime Dae/Time 8 Date and time order is entered

ModifyDateTime Dae/Time 8 Date and time order last modified

AddByEmpUserlD Int 4 User 1D adding the order

ModifiedByEmpUserlD Int 4 User ID modifying the order

DocPrepBuyer Memo - Buyer names and descriptions

DocPrepSeller Memo - Sdler names and descriptions

DocPrepLglDesc Memo - Doc prep legd description

Additiona Ingtruction Memo - Additiona ingtructions for the order

TrackedTo Int 4 key to the location that the order is tracked to

EscrowUnit Srdlint 2 Escrow unit

ProjectedClosingDate Dae'Time 8 Projected date of closing

EarnestMoney Int 4 Earnest money

AIM_Buyer Name ME-Text 60 Buyer names*

AIM_Sdler Name ME-Text 60 Sdler names*

AIM_Lender_Name ME-Text 60 Lender names*

AIM_Prop_Address ME-Text 60 Property Address**

* The buyer, sdller and lender names are built from AIM Name and Address table and include
Last Name, First Name and Middle Name for individuas and Company Name for Companies.
** The Property Address is built from the AIM Property table and includes one line for Street
Number and Name and a second line for City, State and Zip Code.

Connecting to the AIM for Windows Database

To connect to the AIM for Windows database, you first need to set up an ODBC Data Source
using the ODBC Adminigtrator located ether in the haFILE program group or the Windows
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Control Panel. Once the ODBC Data Source Name is properly configured, you then should
edit or create a HFGLOBAL.INI file, located in your haFILE program directory. It contains
the parameters needed to connect to the AIM for Windows database. The sample below
shows what these parameters are. The DSN tag is the Data Source Name. DBQ isthe path to
the database if AIM for Windows is using an Microsoft Database. UID is the User ID and
PWD isthe Password used to access the database.

Example for Microsoft Access:

[AIM

DSN=AI MAW N

DBQ=f : \ Al VAW N\ ai mdwi n. ndb
Ul D=Report User

PWD=

Example for Microsoft SQL Server:

[AIM

DSN=Fi | eDSN=e: \ hal fi |l e\ dsn\ ai mdwi n32. dsn
DBQ=ai mdwi n

Ul D=sa

PWD=passwor d

Multiple AIM for Windows databases

To provide lookups into more than one AIM for Windows database, you add additiond
sections into the HFGLOBAL.INI file. The second AIM database is defined in an [AIM1]
section, the third is defined in an [AIM2] section, and so on. During indexing, the system
performs the lookup into the first AIM database (as defined in the [AIM] section) and, if the
key is not found, it performs the lookup in the second AIM database (as defined in the [AIM1]
section). This continues until the key isfound or the next AIM section is not found. Below isan
example of asecond AIM for Windows set up in HFGLOBAL.INI.

[ Al M]

DSN=AI MAW N

DBQ=F: \ Al MAW N2\ Al VAW N. VDB
Ul D=r eport user

PWD=

The pop-up help feature, showing AIM database entries in a pick list, also supports multiple
AIM for Windows databases. If there is more than one section in HFGLOBAL.INI, then a
menu is displayed asking the user which database to show the entries from. If thereis only one
AIM section in HFGLOBAL.INI, this menu is suppressed.

Re-Posting Program

As mentioned earlier, a program is provided to post changes made to AIM for Windows that
affect documents that were indexed in the image database. Use the following steps to run this
procedure:

16/ 39



=

Run the program AIMPOST.EXE from your haFILE program directory.

2. Sdect the Taget image database from the lis shown. The lig shows the hdFILE
Application 1D, Database ID and Database Description.

3. The Source Database is automaticaly sdected by reading the AIM database paramters
from HFGLOBAL.INI (described above)

4. Sdect there-post option to either post al records or records since a specified date.

Note: If you run the all option, it may take a long time to complete, depending on the
number of records in the AIM database. This step reads each record in the AIM
database, looks it up in the halFILE image database and, if changes were made, it re-
posts the record.

5. Click the Repost AIM Data button to begin the process. A record count will show
progress and number of records posted.

Setting up an AIM Order Number Lookup

To st up aLookup inside of halFILE where ths user keysthe File_ Number field and the
AIM_Order_Number field is automaticaly posted, perform the following:

1 Select the halFILE database that is associated with AIM as the default database at the
top of the hdfile screen.

2. Gointo File | Databases | Lookups.

3. From the drop 'Select Lookup Number', select Lookup Number 1.

4, If the AIM database is Access, enter the Lookup Database Path as the name of the
database. Leave thisfied blank if the AIM database isin SQL Server.

5. If the AIM database is Access, enter ‘ AIM4AWIN.mdb’ as the Lookup Database
name. For SQL Server, enter 'AIM4AWIN'.

6. Drop down the Lookup Connect String box. If the AIM Database isin Access, select
MS Access. If the AIM Databaseisin SQL Server, select ODBC that gives you the
basc format you need. Edit thisformat so it isdl filled in. For example:
ODBC;HLEDSN=E\ndfile\dsn\AIM4WIN 32.dsn;DBQ=AIM4WIN;UID=sa;PWD=
sa

7. When you tab out of thisfield the Lookup Table Name should be populated. Select the
tblOrder table. Thiswill populate the AIM Fiddslig a the bottom as wdll asthe match
fidd.

8. Select the File_Number fid in the Match fidd in haFILE box.

0. SHect the Flenum field in the Match field in Lookup box.

10. Addthe AIM_Order Number field from the haFILE Fieldsto the Post To fields.

11.  Addthe OrderKey from the Lookup fields to the Post From fields.

12. Save that and close out.
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If the lookup feature is correctly set up, when a document isindexed, the operator entersthe
File_ Number fidd, presses TAB which should fill in the AIM_Order_Number. Then TAB is
pressagain to fill in dl the AIM fields.
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Support for VAX AIM

VAX AIM isaclosng package that runs on VAX Operating Systems. haFILE can integrate
with this product in the following fashion:

1. A program, supplied by Stewart Title, exports the VAX information to afixed-length,
ACII file.

2. A program, supplied by ha Systems and caled VAXIMP, imports the datainto a select
haFILE Database. We will call thisthe ha FILE VAX AIM database.

3. ThehaFILE Lookup feature is used to tie the production halFILE database that contains
imagesto the haFILE VAX AIM database that contains the VAX AIM information. The
user enters the file number and the program extracts selected data € ements from the
haFILE VAX AIM database and posts the data to the halFILE production database.

For more information on this feature, contact hal Technical Support.

19/ 39



Support for First Data Data Close

Data Close is a closng package written by First Data Corporation and used by Title
Companies. haFILE includes a program to post Data Close information to a Microsoft Access
database and features that alow data to be extracted from that database and posted to haFILE
index fidlds. This section describes how this feature works and how to set up the image
database to enable this feature.

Defining the halFILE Image Database for Data Close documents

The hdFILE image database is set up in the sandard way using the menu sdection
File Database (see your haFILE documentation for more information on how to setting up a
new database). To enable the Data Close integration, certain fidld names must be defined. Of
these fidds, only a Closng File Number is required, since it is the primary link between
halFILE and the Data Close database. Other fidds that you can extract from Data Close and
how they should be defined are illustrated in the following table. Note thet, unlike AIM for
Windows integration described above, Field Names can be changed here.

|Fie|d Name | Fidd Type | Length | Description

Closng File Number Text 22 The Aim Cloang Number. Thisfidd is
reguir ed for Data Close integration with
haFILE.

Buyers M-E Text 30 Multi-entry field into which 4 buyers from Data
Close may be posted.

SHlers M-E Text 30 Multi-entry fidd into which 4 sdlers from Data
Close may be posted.

Address Text 30 Property Street Address

City Text 15 City

StateCode Text 2 State Code

ZipCode Text 9 Zip Code

Legd Text 30 Brief Legd Description

OrderDate Dae/Time 8 Date of order or last modified date

Posting Data Close information into an Access database

Data Close provides a feature where, when aorder is added or modified, a transaction is
written to a log file named \FDS\DATA\IMGDATA.TXT. Thisis the file to be posted to the
Access Database. The program that posts the data is FDSOA.EXE and should be located in
your haFILE program directory. This program first reformats IMGDATA.TXT using the
reformatting program  \FDS\SW\SWREFRMT.EXE. It then posts the data to
\FDS\DATA\IMGDATA.MDB. After the pogting, the IMGDATA.TXT is removed and Data
Close will creete a new file when the next Closing transaction occurs.
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To set up haFILE to extract data from \FDS\DATA\IMGDATA.MDB, use menu sdection
File Database. Select the database you want to work with and press the Lookups button.
Then fill out the screen asfollows:

1.

2.

SPENCLES

Select the Lookup number to define using the upper left drop down list box (normally
you would sdlect Lookup Number 1).

Press the Sdect button besde Lookup Database Path and select the \FDS\DATAN
IMGDATA.MDB. This will fill in the Lookup Database Path and Lookup Database
Name boxes.

Sdect the ODBC form of the connect dring and enter it in the form “ODBC;
FileDSN=<path and filename to a 32- bit file data source>;UID=;PWD=;".

Select ‘imgdata as the Lookup Table Name.

Sdect ‘Fil€ inthe Match Fed in Lookup box.

In the ‘Match Fdd in hdfile box, sdect the field that corresponds to the Data Close
File Number.

Specify the list of cross-reference fidds in the ‘Post To Fidds and ‘Post From Fields
boxes at the bottom of the Window. To do this, sdect the fidd that you want to post
from Data Close in the right-hand Lookup Fidds list and press the Post From button.
Then find the corresponding field in the image database in the left-hand ‘haRlefidd ligt
and pressthe ‘Post To' button. It isimportant that corresponding fields be on the same
linein the ‘Post To Fidds and the ‘Post From Fidds boxes. Continue sdlecting fields
in this manner until you have sdlected dl the desired fidds to post from Data Close.

Note:

The are four buyersin the Data Close IMGDATA.MDB database. To post all four

of these to a multi-entry image database field, select Buyerl from the Data Close fields,
then select the multi-entry Buyer field from the image database. Then select Buyer2 from
Data Close and the same multi-entry Buyer field from the image database. Do the same
for Buyer3 and Buyer4. Sellerswork the same way.

Setting up halfile.ini entries for Closing File Number Pick List

By adding entries into hdfileini, you can provide a pop-up pick list to select the Data Closefile
number when indexing a document in haFILE. You must make the fallowing entries to
hdfileini, normaly located in CA\WINDOWS, on each work station.

[FDSHFWCL] (FDSisthe gpplication id, CL is the document type)
Externa DatabaseName=imgdata.mdb

Externd DatabasePath=f:\fds\datal (be sure to use the correct drive |etter)
LookupTable=imgdata

LookupString=0;20;1;30

LookupTitleBar=File Numbers

LookupField=8
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DataClose Data Fields

The table below shows the data structure for the table ‘imgdata in the database ‘imgdatamdb’.
You can use the Look up feature to sdect any of these fidds and post into your image
database.

Field Name Length Type
Hle 22 Text
Buyerl 30 Text
Buyer2 30 Text
Buyer3 30 Text
Buyer4 30 Text
Slerl 30 Text
Sdler2 30 Text
Sdler3 30 Text
Sdlerd 30 Text
Address 30 Text
City 15 Text
State 2 Text
Zip 9 Text
County 25 Text
Legd 30 Text
Settlement Date 8 Date
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Support for First Data TitleTrac

TitleTrac is a closng package written by First Data Corporation and used by Title Companies.
halFILE includes a program to post TitleTrac information to a Microsoft Access database in
much the same way that DataClose is supported. Refer to the previous section on DataClose
for more information.

Posting TitleTrac information into an Access database

TitleTrac provides a feature where, when a order is added or modified, a transaction is written
to alog file named \FDS\DATA\IMGDATA.TXT. Thisis the file to be posted to the Access
Database. Like DataClose FDSOA.EXE is the program that posted the information into
Access. However, you must add the option ‘titletrac’ on the command to post the additiona
TitleTrac data fields. So, the command is; * FDSOA titletrac’.

TitleTrac Data Fields

The table below shows the data structure for the table ‘imgdata’ in the database ‘imgdatamdb’.
You can use the Look up feeture to sdect any of these fields and post into your image
database.

Field Name Length Type
Hle 22 Text
Buyerl 30 Text
Buyer2 30 Text
Buyer3 30 Text
Buyer4 30 Text
SHlerl 30 Text
Sdler2 30 Text
Sdler3 30 Text
Slerd 30 Text
Address 30 Text
City 15 Text
State 2 Text
Zip 9 Text
County 25 Text
Legd 30 Text
Settlement Date 8 Date
Property Code 4 Text
Transaction Code 5 Text
Branch Code 2 Text
Branch Name 25 Text
County Code 3 Text
Sales Price 12 Text
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Loan Amount 12 Text

Lender 30 Text

Support for SoftPro ProForm for Windows

SoftPro’s ProForm For Windows is a closing package used by Title Companies. haFILE
includes some features that dlow data to be extracted from a ProForm file and posted to
haFILE index fields. This section describes how this feature works and how to set up the
image database to enable this feature.

ProForm Integration

The integration of ProForm and haFILE is meant to reduce the amount of data entry required
when indexing a document in haFILE. By setting up alink ProForm files, the user keys the File
Number for the document, and other index fields are extracted from the appropriate ProForm
file and posted into the image database. For ingtance, you can key the File Number for a
document and the Buyer and Sdler names, the Property Address, the Legal Description and
other ProForm fidlds will automatically appear.

Defining the halFILE Image Database

The hadFILE image database is set up in the sandard way using the menu sdlection
File Database (see your haFILE documentation for more information on how to set up a new
database). Any field which you create in the haFILE database may be linked to a ProForm
field name for data extraction.

Proform Field Names

The ProForm fidld names are set up in hfsofpro.ini, located in the hdFILE program directory.
The fidd names ligted in the [Config] section as Fiddl through Fieldn must match the ProForm
fidd names as identified in ProForm for Windows Data Entry Screens and Field Names
document from SoftPro. Hal Systems supplies a sample of the hfsofpro.ini which contains the
most applicable fidd names. The following shows a sample of the hfsofpro.ini [Config] section.

[ Confi g]

Fi el d1=BYR1NAML
Fi el d2=SEL1NAML
Fi el d3=SEL2NAML
Fi el d4=LOANAMT
Fi el d5=SALEPRI C
Fi el d6=SETTDATE
Fi el d7=LENNAML
Fi el d8=LENADR1

Connecting to ProForm

To set up the connection between a haFILE database and ProForm for Windows, the program
HFSOFPRO32.EXE is used. This program cregtes entries in hfsofpro.ini, located in the
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haFILE program directory. The following shows a sample screen of a hdFILE to ProForm
interface set up.

i e ————— e
&, halFILE to SoftPro ProForm Interface Setup M= E3

Application e upHssy

Database IPR Plant Records j

Location of SoftPro ProFarm Files |E-\HALFILE\SOURCE\V2 0ysaftpra’

select

halFILE figld which identies ProForm file ICIerkIDNumber

InstrurnentType
ClerklDMumber
Book

Fage
DaocurnentDate
FileDate
Grantor
Grantee
Subdivision
Township_FRange
PriotFieference
Miscellaneous
Address

Frice

Add >

< Bemove

<< Clear

Hild

Grantor
Grantor
Grantee
Grantee
Subdivision
Frice
Address
Miscellaneous
Miscellaneous
Miscellaneous
Subdivision

BYR1MAKMI
BYR2MART
SELTMNAMT
SELZMAMT
SUBDMNMN
SALEFRIC
PROPSTRE
BLEGALT
BLEGAL?
BLEGALS
SUBDMNN

BRI HAMI
BRI NAMZ
cadd | [BvRaMAM
EYRZNAMZ
EYRINAM
EYRINAMZ
EYRANAM
EYRANAMZ
EYRENAMT
EYRENAMZ
EYRENAMT
EYRENAMZ
BYR7NAMT
EYRTNAMZ

Femove >

Clear >>

HI

-

EYRAMHAMT
BvRANAM2 4|

Locatar

Sawve | Test | C[osel

Sdect the Application and database. This will show you the hdFILE database fiddsin the left-
hand box. The available ProForm fields (from the [Config] section of hfsofpro.ini) are listed in
the right-hand box.

Specify the location of ProForm files. You can use the SELECT button to browse and locate
the correct folder.

From the drop down ligt, sdlect the halFILE fidd used to identify the ProForm file. So if the
haFILE database contains afidd caled File Number and you save ProForm files using the File
Number, you should sdlect the File Number fidd as the haFILE fidd which identifies the
ProForm file. Then, when you enter ‘12345 as the File_ Number, haFILE will try to open and
retrieve information from 12345.PFD in the designated ProForm folder.

Add the fieds that you want interfaced into the middle two boxes usng the ADD buttons. These
fields should be in the same order in both boxes. Also, if there is more than one ProForm field
that is attached to the same halFILE field (which may often occur because mult-entry haFILE
field may contain multiple lines of data), then add the field the appropriate number of times to
the haFILE box. For example, if you want to extract BYRINAM1 and BYR2NAM1 from
ProForm and place the names into the Grantor field in haFILE, you would add Grantor twice
on the halFILE sde.

Click the SAVE button to write the settings to hfsofpro.ini.
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The TEST button is used to test the settings. When you click this button, you can sdect a
ProForm file and the system will show you the ProForm data extracted from that file.

Note: If the ProForm set up program gets a Windows Protection Fault error, this is
usually caused by (1) the ProForm field name was incorrectly entered into hfsofpro.ini or
(2) the length of the ProForm field is longer than the length of the related halFILE field
or islonger than the maximum length of a string field in Windows.

The ProForm Interface in Action

The ProForm Interface occurs when documents are indexed in halFILE. When the specified
Key Fidd is entered in a database that has been set up to extract data from ProForm, the
system uses that Key Fidd data to open a ProForm file in the specified File location, extract the
information and pogt it to the fields on the index screen. The data entry person can then review
the fields for correctness and save the record.

For example:

The Key Fidd isthe File_ Number.

TheFile Locationis‘FAproform.’

The haFILE fields being posted are Buyer, Seller and Brief_Legdl.
BYRINAM1 and BYR2NAM1 fidds are set up to post to Buyer.
SELINAM1 and SELINAM2 fields are set up to post to Seller.
BLEGAL1, BLEGALZ2 and BLEGAL 3 are set up to post to Brief_Legdl.

ok wnNE

Then:

1. Theuser goesinto index adocumen.

2. The File Number on the document image is ‘12345.” The user enters ‘12345 into the
File_Number fied.

3. Theuser press TAB and the system reads the ProForm file ‘f:\proform\12345.pfd.” and fills
in Buyer, Sdler and Brief_Legd fidds arefilled in with information from the ProForm file.

4. The user reviews the posted data, enters and other data necessary then press CTRL-Sto
save the document.

If the AroForm file cannot be found a message is displayed which dates “unable to find that
information in SoftPro.” If the key fidld was correctly entered, this means the ProForm file was
(1) not saved to the designated ProForm folder or (2) was saved with a different file name than
what was entered into the key fidd or (3) the extenson on the ProForm fidd is not ‘pfd.” To
complete the indexing of this document, the information would have to be manually entered.

Support for Ramquest Complete Closing

Ramquest’s Complete Closing is a closing package used by Title Companies. haFILE includes
some features that alow datato be extracted from the Ramqguest system and posted to haFILE
index fields. The integration can aso check the Ramquest system for Pending Orders as new
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Title Plant documents are entered. This section describes how these features work and how to
set up the image database to enable these features.

Note: The Ramquest interfaces requires Ramquest’s SQL Server version of Complete
Closing plusa DLL program file supplied by Ramquest. You can contact Ramquest to get
this set up.

Ramqguest Lookups

The Ramquest Lookup fegture is typicaly set up on a haFILE database containing documents
from Title Closes. To reduce data entry, this features lets the user key a File Number and looks
up and extracts Ramquest information and postsit to the halFILE document.

Defining the halFIL E |mage Database

The hdFILE image database is set up in the standard way using the menu sdection
File_Database (see your haFILE documentation for more information on how to set up a new
database). Any fidd that you create in the hadFILE database may be linked to a Ramquest fidd
name for data extraction.

Ramquest Field Names

The Ramquest field names are set up in hfsrg.ini, located in the haFILE program directory. The
field names listed in the [Config] section as Fieldl through Fiddn must maich the Ramquest
fidd. ha Sysems supplies a sample of the hfrg.ini which contains a lig of dl avalable fidd
names. The following shows a sample of the hfrg.ini [Config] section.

[ Confi g]

Fi el d1=GFNo

Fi el d2=Br anch

Fi el d3=Sel | er For mal Nane
Fi el d4=Sel | er Busi nessName
Fi el d5=Sel | er NanelFi r st

Fi el d6=Sel | er Nane1M

Fi el d7=Sel | er NanellLast

Fi el d8=Sel | er Nane1Ext

Fi el d9=Sel | er Nane2Fi r st

Fi el d10=Sel | er Name2M

Fi el d11=Sel | er Name2Last

Fi el d12=Sel | er Nanme2Ext

Fi el d13=Sel | er Nane1Ful

Fi el d14=Sel | er Name2Ful

Fi el d15=Sel | er Name1Rever sed
Fi el d16=Sel | er Name2Rever sed
Fi el d17=Sel | er Addr ess
Fiel d18=SellerCity

Fi el d19=Sel l er State

Fi el d20=Sel | er Zi p

Fi el d21=Buyer For mal Nanme
Fi el d22=Buyer Busi nessNane
Fi el d23=Buyer NanelFi r st

Fi el d24=Buyer NanelM
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Fi el d25=Buyer NanellLast

Fi el d26=Buyer NanelExt

Fi el d27=Buyer Nane2Fi r st
Fi el d28=Buyer Nane2M

Fi el d29=Buyer Nane2Last

Fi el d30=Buyer Nane2Ext

Fi el d31=Buyer NanelFul

Fi el d32=Buyer Nane2Ful

Fi el d33=Buyer NanelRever sed
Fi el d34=Buyer Nane2Rever sed
Fi el d35=Buyer Addr ess

Fi el d36=BuyerCity

Fi el d37=Buyer St at e

Fi el d38=Buyer Zi p

Fi el d39=Lender Nane

Fi el d40=Lender Addr ess

Fi el d4l=LenderCity

Fi el d42=Lender St ate

Fi el d43=Lender Zi p

Fi el d44=LoanTypelLong

Fi el d45=LoanType

Fi el d46=Pr opert yAddr ess
Fi el d47=PropertyCity

Fi el d48=PropertyState

Fi el d49=PropertyZip

Fi el d50=Pr opShort Lega

Fi el d51=Count yCode

Fi el d52=Count yNane

Fi el d53=Cnt PropTypeLong
Fi el d54=Pr opType

Fi el d55=Underwrit er Ful | Name
Fi el d56=Under Wit er Short
Fi el d57=Sal esPri ce

Fi el d58=LoanAnount

Fi el d59=Sour ceOf Busi ness
Fi el d60=SubDi vCode

Fi el d61=BI ock

Fi el d62=Lot

Fi el d63=Ti t | eSubdi vi si on

Special Field Names

The field ligt above includes the following specid field names that are not redlly a part of the
Ramquest system. Rather, these field names trigger a haFILE function to expand the
functiondity of the lookup fegture as describes below.

SdlerNamelReversed, SellerName2Reversed, BuyerNamelReversed, BuyerName2Reversed
— these field names combine the related First Name, Last Name, Middle Initid and Name
Extenson into asngle name as Last Name, First Name, Middle Inititid, Name Extengon. This
typically should be used for haFILE Buyer and Sdller namefields.
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TitleSubdivison — this combines SubDivCode, Block and Lot into asngle field compatible with
halFILE Subdivison base edit feature.

Setting up the Ramquest L ookup Feature

To set up the Ramquest Lookup feature, run HFRQ32.EXE from the ha FILE program
directory. Thiswill diplay the screen below. Use the Data Extraction tab to set up the feature.
Select the Application and database from drop down boxes. The Ramquest connect string isan
ODBC connect string to connect to the Ramquest database. This should relate to a ODBC File
DSN, typicdly stored in the DSN folder underneath the halFILE program directory. Contact
ha Technicad Support for help in setting this up.

Sdect the hdFILE fidd which identifies the Ramquest file from the drop list. Thiswill typicaly
be afile number. At the bottom of the form add the hal FILE fields which you want to post from
Ramquest information as well as the related Ramquest field.

To test the system, save the set up by clicking the Save button and then enter avalid Ramquest
File Number and click the Test button. A form will display the information that will be extracted
from Ramquest.

. halFILE to Ramquest Interface Setup !Elm
Appliestion [T\l Tite Company =]
Database ICL Closings LI

Fiamguast connect string Ifiledsn=e:'~,halfile\source\vE.U‘-,ramquest\dsn\rqccdevel.dsn;dbq=c:c:devel;uid=halfi|e;pwd=hal

Data Extraction! 1 Check Open Orders
halFILE field which identifies the Famguestfile |File_MNumber LI
halFILE Fields FamguestFields
File_MNumkber Grantar_Buyer BuyerMamelRewverser GFMo -
Grantar_Buyer Grantar_Buyer BuyertamelRewverser Branch
Grantee_Seller Grantee_Seller SellerMamel Reverser SellerFarmalName
Sub_Block_Lot Add > Grantee_Sellar SellerMamel Reverser < Add SellerBusinesshNarr
Town_Range_Sect — | Address Froperyisddrass | SelleramelFirst
Address Sub_Block_Lot TitleSubdivision SellerMNamealidl
Tax_ID <Bemove| Remove >| SellerMamelLast
Closing_Date SellerNamelExt
Comments Seller™NamezFirst
<< Clear | Clear »» | S ollerMamaot]

SellemMNameZlast
SellerMameZExt
SelleramelFull
Seller™NamezFull
SellerMNamelRewvet
SellerNameQReverLI

TestFile Mumber Test | Save | Closel
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Ramquest L ookupsin Action

The Ramquest Lookup feature occurs as documents are indexed in hdFILE. When the
specified Key Fied is entered for a database that has been set up to extract data from
Ramques, the system uses that Key Field data to extract information from Ramquest and post it
to the fields on the index screen. The data entry person can then review the fidds for
correctness and save the record.

For example:

The Key Fidd isthe File_Number.

The halFILE fields being posted are Buyer, Sdller, Address and Subdivision/Block/Lot.
BuyerNamelReversed and BuyerName2Reversed fields are set up to post to Buyer.
SellerNamelReversed and SellerName2Reversed fields are set up to post to Sdller.
PropertyAddressis set up to post to Address.

TitleSubdivison is set up to post to Sub_Block L ot.

oSubkwhNE

Then:

1. Theuser goesinto index a documernt.

2. The File Number on the document image is ‘12345." The user enters ‘12345’ into the
Fle Number fidd.

3. The user press TAB and the system extracts the Ramquest infrormation and fills in Buyer,
Sdler, Addressand Sub Block Lot fields.

4. The user reviews the posted data, enters any other data necessary then press CTRL-Sto
save the document.

If the file number cannot be found in Ramquest, a message is displayed.

Ramquest Pending Orders

Another feature to the Ramquest interface checks the Ramqauest Complete Closing System for
pending orders. This feature would typicaly be set up for a haFILE Title Plant database. As
Title Plant documents are entered into haFILE, they can then be checked against Complete
Clogng to see if apending order exists which may be affected by the document being indexed.

Setting up the Ramquest Pending Order Feature

To set up this feature, run HFRQ32.EXE and use the Check Open Orderstab. Thiswill display
the screen below. The top portion is set up like the Ramquest Lookup feature. In the bottom
portion of the screen, select the hdFILE database field for each label from the drop down
boxes.

Also, fill out the Email Subject with the subject line of e-mail messages sent by this fegture. The
Emall Body Header is filled in with what you wish the top of the body of the e-mail to contain.
The Email Body Detall isfilled in with what you wish the e-mail body to list for each order found
in the Pending Order search. The Subject, Body Header and Body Detail boxes can include
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masks that will subdtitute live data from ether Ramquest or haFILE as listed below. Note that
only one mask per line can be used.

#RQGFNO# - Ramquest File Number
#RQCLOSEDATE# - Ramquest Close Date
#RQOPENDATE# - Ramquest Open Date
#RQSALESPRICE# - Ramquest Sdes Price
#RQLOANAMOUNT# - Ramquest Loan Amount
#RQSELLER# - Ramquest Sdler

#ROBUY ER# - Ramquest Buyer

#ROQLEGAL# - Ramquest Legad Description
#APPL# - haFILE Application ID

#DOCTY PE# - hdFILE Document Type
#PRSERV# - hdFILE Document Number
#<hdfile fidd name># - vadue of the rdlated haFILE field

The Body Header and Body Detail boxes can adso contain HTML code to format the message
as desired.

Typicdly, the e mail address to send the notification of a possible pending order is derived from
Ramquest. However, if you want dl emails to go to a specific emall address, fill out the
override e-mail address box onthe right hand side of the screen.

To test the system, enter an exigting 8-character halFILE document number and click the test
button. Thiswill perform the pending order check for data contained in that document.

31/ 39



. halFILE to Ramquest Interface Setup !Elm

Application ITMITitIe Company LI

Database |p|_ Plant LI

Famquest connect string Ifiledsn=e:\halfi|e\source\v2.D\ramquest\,dsn\rqccdevel.dsn;dbq=ccdeveI;uid=halfi|e;pwd=mid

Diata Extraction il iCheck Open Orders!

halFILE Field

Subdivision Base Editfield ISub_EIIDCk_LUt LI Enter e-rmail address in box below if you
: - wish to abways e-mail fallout orders to &
Township-Range Base Editfield ITown_Range_Sed LI fixed e-mail address. This will override the
P i address held in Ramguest
ress fie
IAddress LI Itomh@halfile.com
Tax 1D field ITax_ID LI
Seller Name field IGrantee_Defendant LI
County Code field I LI
Book field IEIDDk LI
Fage field IPage LI
Document Type field IInstrument_Type LI Help |
Email Subject IFDund Pending Order
Email Body Header |<BshalFILE Document #prserd may have a Pending Order document.</B> il
<prClick <a href="http://208.190.180.2 44/ scripts /hflook. exe Y TOMRO; Super SLIMMARY?;
#instrument_MumberdEXACT " >here</a> LI
Email Body Detail |<B>Order #ROGFNO#</B> <br> =
&nbsp:&nbsp;&nbsp;Open Date: #ROOPENDATE# Closed Date: #RQOCLOSEDATE#<br>
&nbsprénbspinbspSeller #ROSELLER# ¢p> LI

Test halFile documentnumberl Tost | SavE | Clase |

Ramquest Pending Order Check in action

The Ramquest Pending Order feature occurs as documents are indexed in halFILE. When adocument is
save to the hal FIL E database supporting this feature, the data on the document is checked against open
Ramquest orders. If possible open orders are affected, then a screen is displayed listing information for
those orders. The user can then e-mail al or selected order information to the appropriate person.

Note: The Pending Order check for data in Ramquest that matches the data entered into
halFILE is performed by Ramquest software. hal Systems makes no warranties as to the
validity of the data matching. However, if you experience problems with this feature, you
can contact a hal Systems Tech Support Representative who can contact Ramquest to
resolve the issue.

Setting up a Plant Certification Date

To regtrict searches of a plant database to only those records through the date to which theplant
has been verified and certified, you can use the Group Security option. To use Group Security:

1. Turn on Security usng Configure Security and make sure the Enable Security sdection is
checked.
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Set up Users and access to databases using Configure_Security _User Profiles.

Set up Groups of Users using Configure Security Groups. Add a group named ‘Plant
Date’ and, behind the Redtrictions tab, select the File_Date or Record Date field from the
image database. Set the operator to <= and enter the plant certification date in the form
mm/ddlyyyy in the vaues box.

Add search usersto this group.

Add another group named ‘Full Access and add supervisors and other personnd to this
group that will not be redtricted by the plant date. You do not need to set up any
restrictions on this group.

Printing Plant Certification Date on reports

To include the Plant Certification Date on reports built with Crystal Reports, you can ether link
the hdfile database to the Groups table of HFWParams where the certification date is defined
or you can cregte a new database that links you from the image database to the parameter
record which contains the Plant Date that was keyed into Document Level Security. To do this

1.

2.

w

Usng SQL Enterprise Manager, create a database called Plant_Date. (Note: the database
nameis nat sgnificant)

Create a table insde this database caled GroupBridge. Cregate fields in the GroupBridge
table asfollows:

Field Name | Fidd Type | Length
DocType Varchar 2

Appl Varchar 3
Group Varchar 50

Create an index cdled PrimeKey conssting of DocType (primary, unique).

Add a record to the GroupBridge table with DocType equa to the Document Type, Appl

equal to the Application Id and Group equd to the name of the Security Group (i.e. ‘Plant
Date).

Add the new Fant_Date and HFWParams databases to your Crystal Report set up for the
report on which you want the certification date printed. We recommend using File DSNsto
connect to these databases.

Set up alink from the PRDOC fidd in the PrimeTable table of the image database to the
DocType fied in the GroupBridge table.

Set up a link from DocType, Appl and Group in the GroupBridge table to the
corresponding fields in the Groups table in HRWParams.

On the report, print the Plant Certification Date by sdecting the *Vaue from the Groups
tablein HFWParams.
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Pending Order System

Overview
The Pending Order System is used in Title Plant operations to ensure that no documents are

filed which affect a Closing between the time the Abstractor searches the plant database and the
time the Order is closed.

To accomplish this, the Pending Order System records the criteria used to search for
documents for a Pending Order. Then, as new documents are indexed, the system checks the
data entered againgt al the Pending Orders that have been recorded. If a match occurs, an e
mail message is sent to the person responsible for the Order.

The Pending Order System requires with some additiond programs identified in the set up
section below.

Set up
Setting up the Pending Order System congigts of the following:

& Creating the Pending Order Database
& Enabling the Pending Ordersin Index
& Enabling Pending Ordersin Search
& Defining the e-mail sender program

Creating the Pending Order Database

To st up the Pending Order Database for an hdFILE Application/Database, run
PENDING32.EXE, located in the halFILE program directory. This program will let you select
the application and database for which the Pending Order System must be set up. It will then
let you select the Property Sets that will be used to determine Falout transactions.

Property Setsare combinations of data fields used to search for documents for an Order.

Typicd Property Setsare: Subdivision, Lot, Block
Abstract, Acres
Township, Range, Section, Quarter

When configuring Property Sets, select the Property Set Number, then add in the fidds that are
related and will make up that Property Set. Consder an example database consisting of the
following fidds

Grantor Subdivison Township Clerk Number
Grantee Lot/Block Range Book
Abgtract Instrument Type Section Page

Acres Instrument Date Quarter
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Since, Abstract and Acres are related fidds used in a Closng search, you would sdlect
Property Set #1 and then add the fields Abstract and Acres into the list of field in the Property
Set. Property Set #2 would consst of Subdivison and Lot/Block. Property Set #3 would
include Township, Range, Section and Quarter.

Y ou can define as many Property Sets as needed. When all the property sets are defined, click
the Finish button.

Enabling the Pending Ordersin Index

Entries in HALFILE.INI in your Windows directory will enable the Pending Order check for
fdlout transactions when indexing a document. The following lines will cause hdFILE to
execute PENDING32.EXE when you save a document in Index by pressng CTRL-S.
[ABCHRWPL] is the section for the image database for which the Pending Order System is
active. ABC isthe gpplication name and PL is the database id. The IndexExecute line tdls the
system to run pending32.exe, passing in the gpplication, document type and document number
to performthe Fallout check. Be sure to add these HALFILE.INI entries on every workstation
where Pending Order System is active.

[ABCHFWPL]
IndexExecute=pending32.exe S;%APPL%;%DOCTY PE%;%DOCNUM %

A Fallout is a transaction or document that is indexed and add to the plant database
after the initial search for documents involved in a close has been performed. For
example, you performed a search for Subdivision XYZ, Lot 1, Block 2 on Monday but,
before Closing on Friday a document was filed on Wednesday on that property.
Wednesday's document is a Fallout which should be identified and reported by the
Pending Order System.

Enabling Pending Ordersin Search

Entriesin HFGL OBAL.INI in your haFILE program directory will activate the Pending Order
System during search.  When you search for a document for an Order, you can set up the
Pending Order number dong with the criteria [ABCHFWPL] is the section for the image
database for which the Pending Order System is active. ABC isthe gpplication name and PL is
the database id. The HitListButtonCaption defines the word to be placed on the specid

Pending Order button. The HitListButtonExecute line tells the system to run pending32.exe,
passing in the application and document type so the new Pending Order can be properly set up.

[ABCHFWPL]

HitListButtonCaption=& Pending
HitListButtonExecute=e\hdlfile\pending32.exe C; %A PPL%;%DOCTY PE%
Enabling e-mail support in halFILE

To enable email support in haFILE, you should firgt inddl the e mail application you wish to
use throughout your organization. The email gpplication must be MAPI compliant such as
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Microsoft Mail, Windows Messagng or Outlook. Once this application is ingtdled and
working properly you should define the e mail sender program to be used at each workstation.
Entries in HALFILE.INI in your Windows directory will define this sender as shown below.
[halFILE for Windows] is the section name. MailSendApp= defines the program used to send
Pending Order Messages.  You should use either HALMAIL32.EXE. These are located in
your haFILE program directory.

[halFILE For Windows]
Mail SendA pp=e\ndfile\namail 32.exe

Pending Order System in Operation

A new order is created on Thursday, January 8, 2003. The property is the Holiday Heights
Subdivison (code HOLHI), Block 18, Lot 6, Section 6.

James, the Abstractor, performs a search for the property on Friday, January 9 and finds one
document. Clicking the Pending button in the lower right hand corner of the Hit List shows a
screen for Creating a new Pending Order. The Abstractor enters Order Number 9801001
adong with the ‘James for the e mail name of the person responsible for the Order. Click the
Create New Order button to store thisinformation aong with the documents on the hit lit.

Order # 9801001 for HOLHI Subdivision, Block 18, Lot 6 and Section 6 has been created in
the Pending Order database. During index if any transactions are keyed for this property, the
document will be logged as afdlouit.

On Friday, January 9, 2003 a bankruptcy document is filed on the property. The document is
scanned on Monday January 12 and indexed on Tuesday, January 13". Mary, the Data Entry
Operator, keys subdivison HOLHI, Block 18, Lot 6 and Section 6 which matches the criteria
set saved for Pending Order #9801001. So, when the document is saved and message is
shown notifying the operator that there is a Pending Order for the property. Mary clicks the
Close and E-mail button to notify James of the Falout document. The e-mail messageis sent
to James and the document is recorded in the Fallout database.

James receives a message from Mary about the Fallout. The message reads:
These documents may be viewed from within haFILE by sdlecting View-
Fdlout / Pending Orders from the search module. The following pending orders
exist againgt document 00000357:

Order number: 9801001 document number: 99410011 and file number: 10011
with criteriaHOLHI;18:6;6

James wants to print the document for his file so he goes into Search and sdects the
View_Falout/Pending Order menu. PFending Order #9801001 appears in the list so he sdlects
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it. Heis asked if he wishes to clear the current hit list and he answers *Yes. The Hit ligt is
loaded with the documents James found in his initid search for the property dong with the
Bankruptcy document filed on Friday and indexed earlier today by Mary. The Bankruptcy
document is marked so James can note the Fallout documents. At this point James can:

& Print the marked documents for hisfile
& Print areport of the marked document for hisfile
& Print areport of dl documents

James natifies Sdly, the Closer, or the Fallout document. The Title Company notifies the buyer
of the problem and cancels the order. The Order is now cancelled so it can be removed from
the Pending Order database. To do this run ‘PENDING32.EXE M’ (M is for maintenance).
Select the Application and Database and click the Maintain button. Select Order #9801001
and press the Delete button. This removes the Pending Order records and Fallout records from
the database.

Within this maintenance section, you can aso:

& Print areport of Fallout records

& Print areport of Pending Order records

& Deeteasingle Fdlout or Pending Order record
& Edit aFalout or Pending Order record

& Add anew Falout or Pending Order record

Prior References Searches

Overview

haFILE has a feature which lets you perform a search and then automatically search for prior
reference documents related to those documents in the hit list. This is set up by teaching the
system how reference documents can be found using information in the database.

Set up

To st up Prior Reference Searches, do the following:

1. Inthe haFILE Adminigrator, @ into File Databases References. This is the screen that
needs to be filled out to set up a Prior Reference.

2. Drop down the Reference Set # box and select Reference Set #1. You can set up more
than one reference st.

3. Drop down the Source Reference Field box listing the database fidlds. Sdlect the fidd that
contains your Prior Reference data.

4. Enter the ddimiter, if any, that separates data eements within the selected Source Reference
Field. For ingtance, typicaly the Prior Reference is keyed as a book and page in the form
123/345'. In this case, the ddimiter is*/'.

5. From the Primary and Multi-entry field ligts in the Target Reference Fields frame, sdect the
fields that should be searched using the Source Reference Field data. For ingtance, if the
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Source Reference Fidd contains book and page ddimited by a dash, then for Target
References, you should sdect the Book field first, then the Page field second.

As you enter information on this form, the example box at the bottom explains how the
systemwill search for data. Review this to make sure it makes sense.

6. When the screen isfilled out correctly, click the Save This Reference Set button.

Example

Thereisamulti-entry field called ‘ Prior_Reference” When datais keyed in thisfidd, it isadways
entered as ‘123/456" where ‘123 is the book and ‘456’ is the page. The book field is called
‘Book’ and the page fidd is caled ‘Page’ in the database. The Search References screen is
filled out asfollows

1. The Source Reference field is‘Prior_Reference

2. Theddimiteris‘/

3. TheTaget Reference fidds are ‘ Primetable Book’ and ‘ Primetable. Page

Establishing Rules

For Search References to work correctly, you must establish rules for data entry which must be
grictly adhered to. If, for instance, you set your ddlimiter to ‘/ but the data entry operator keys
a prior reference as ‘123;456', then the system will be unable to properly parse the field and
find the reference documents.

Using Search References

Within search, you can find reference documents in a couple of ways.

1. Peform a search and from the hit list sdect the menu sdect View View Reference
Documents. Thiswill perform a reference search for every document in the hit list.

2. Perform a search and mark those documents in the hit list for which a Reference Search
should be performed. On the menu behind the List Options button there will be a sdlection
for ‘View References for Marked items. This will perform a reference search for every
marked document in the hit list.

Short Cut Names

Short Cut Names is a feature that reduces data entry into name fields such as Grantor or
Grantee.

Database Setup

The Short cut names feature is set up during database design. When you add a name fidd to
your database (File Databases Add New), you define the field as an internd table, specify the
table name and check the box |abeled:

Check this box if you want to enter codes as well as free form data into thisfield and
post the description to the database.
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After you' ve checked the box, change the field length to the correct size for the field.

Creating the Short Cut Name Table

The table used for Short Cut Namesis like any standard haFILE internd tableUse File Tables
to st up the table. The code fidld in the table is the abbreviaion you want to enter when
indexing. The description is the long name that is stored in the database. For instance, the code
would be *FNB’ and the description would be *First National Bank.’

IMPORTANT: For individual names, enter the name just as you would key it into
halFILE. Typically, names should be entered last name first, then the first name, then
the initials or middle name. You should set up the table in the same fashion. For
example, if you wanted to set up a short cut for John Doe, the code could be *JD’ and
the description would ‘ Doe, John.’

Using the Short Cut Names feature

This feature works in Index and Search. When you are keying a short cut name, you enter the
abbreviation that you set up in your interna table. When you press the TAB key to go to the
next fied, the system replaces the abbreviation with the full description. In multi-entry fields, you
can key amix of full names and abbreviations. For ingtance, you can enter the following:

Smith, Mary
JD

FNB

Jones, Bob

When you press TAB, the system performs the replacement so you get:
Smith, Mary
Doe, John

Firg Nationd Bank
Jones, Bob
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