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DataTrace 2 How To Guide 
If you plan to use TitleFlex’s products or services for marketing or related purposes, ensure that any such use complies with applicable laws and regulations relating to consumer 
privacy and solicitation. 

Overview 
The import farm feature allows the Title Customer Services Representative to upload a list of properties 

provided by their customer and quickly create a saved farm from that list. This greatly reduces the amount of 

time it takes to create a farm from a list of specific addresses or APNs. Using the Upload Farm feature also 

makes it easy to import farms generated in other software platforms. 

Before We Begin: 
The import must be in Excel (*.xlsx file format is required). The imported records must be in the following 

layout: 

 

Include: 

Address, City, State and Zip 

OR 

APN, County and State 

To download the template, go to the 

Customer Information card > Import tab and 

click the Download Input Template link. Make 

sure to format the file before 

proceeding to the import steps. 
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Import Farms 
To import a farm for a 

customer, start by opening the 

customer’s contact card in 

TitleFlex (1). In the contact card click 

Import (2). Click the Choose File 

button (3) to select the 

customer’s file. 

 

 

 

In the Open dialog box, navigate to the 

customer’s farm Excel file, select it, and 

click Open. 

 

 

 

 

 

Your file will appear (4) next to the 

Choose File button. Click Import (5) or 

click Choose File again to select 

additional files to import. The 

service will process up to three files 

at a time. 
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Your file will be uploaded and checked for address errors which will be listed in an Import Report (6) when the 

upload is complete. There is no limit to the number of imported farms. 

 

Clicking the Import Report will down load an Excel file with the results of the import. If there are any addresses 

that did not upload successfully, they will be shown (7) in the file. 

 

The customer’s farm will now be part of their contact 

information and can be renamed or deleted in the Farms tab. 

Finally, the customer’s farm can be accessed through the Farms drop 

select and additional filters applied, packages created, records 

exported, or labels printed. 
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Managing Existing Farms 
You can click on the name of the farm to run the list (1), rename the farm (2), or delete it (3) by opening the 

customers’ information card and clicking the Farm tab. 

 

If you need to update or edit the criteria for a farm, run the 

farm and click the Edit (4) link. Make sure to resave your 

modified farm (5). 

 

 


