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Overview
This document covers saving, renaming, and deleting farms and the different export options available.

See the Advanced Search guide for a detailed description of the farming filters.

Before you Begin

This document assumes you have TitleFlex HOME  FLEXSEARCH uRumo CUSTOMER CENTER
customer contacts built and ready

to be used in the Customer Center.

Toopenup a CUSTOMER CENTER
customer contact
. First Name: Last Name Company Account # 2 . Recent Customers
card, click the -
am Etem
CUStomer Center __3/ " Sales Rep First Sales Rep Last Email Address j::;n
link (1) and click on Renee
an EXIStIng Results Found Elizabeth
Bryce

customer (2),
search for an
existing customer
(3), or create a
new customer

entry (4). TitleFlex

K.h.

. Street Address and City
The customer’s contact card will load below the Search features (5). To close
Advanced Search

the card, click the “x” or simply select another customer to work with.
Pam Etem x

714-406-3838

FARMS

E

J

TIP: When you have to manage more than one customer request at a time, use the Copy

Window feature in the profile menu. You can open multiple TitleFlex instances, one for
A NOTIFICATIONS

each customer.
% SETTINGS

2] COPY WINDOW
© HELP

& LoGOUT

%5 ADMINISTRATOR

S <% COMPANY ADMIN
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Saving and Managing Farmes:

After creating your farm, click the Save Farm button (1) to save
the filter criteria for your customer. Once saved, the Farm will
become part of the FARMS list for that customer (2).

NOTE: If you do not see the Save Farm link, make sure you open a
customer contact.

You can reuse any farm as well as modify the criteria should the client require changes by selecting the farm
from the list (2) and clicking Edit Advanced Search Criteria (3).

Kendall Graveman 3 £¥ Edit Advanced Search Criteria  [B Save Far
The Athletic's Real Estate Age... "'

9255551212 v ADDRESS =

P2 FARMS

# 10 Alderwood Ct, Walnut Creek, CA 94598

Click or Type

nut Cree

94598 4-6 Bdrm

Firestone Drive

Large Homes and Lots

My List

Rename or delete a saved farm by clicking on the customer contact Kendall Graveman
. 4 The Athletic's Real Estate Age...
card (4) and selecting the Farms tab (5-8). B oo 5551010

FARMS
Click or Type

94598 4-6 Bdrm

Firestone Drive

Large Homes and Lots

& CUSTOMER INFORMATION: PAM ETEM My List
BON_TAPJ I Find a search | Fing _=-::-_=':-' 7 this folder...
PACKAGES Search Saved Name Search Saved Date # Properties Saved By
MANAGE CUSTOMER F \_8/ ove Copy Delete
5 FARMS 33125 Miami FL \—6/ Rename 04/08/2019 26 TF_PShiroma
1 - - Eichler Homes Rename 04/09/2019 284 TF_PShiroma
I.MfD:_RI;:. - \\?/( Garden Grove Addresses Rename 04/09/2019 140 TF_PShiroma
e ——— SRp B B U Pt e
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Exports:
After generating your farm, you can create multiline reports, labels, export the records into a CSV file, run them
as a batch job to append additional information or save the search to the Recent Activities.

i Multi EdLabels [fAExport (fBatch Save £ Actions

[T

T Y L e e A o

TIP: All exports use a popup window. Please make sure popup blockers are disabled. The screenshot shows
Chrome’s alert and how to disable the popup blocker. Other browsers function differently, please check with
your desktop support for more information.

%

The following pop-ups were blocked on this page:

[ https://ititleflex.datatree.com/api/ExportP...e= Property%:20Detail %2 0Export ffileType=csv

®) Always allow pop-ups from titleflex.datatree.com

Continue blocking pop-ups

Manage pop-up blocking... Done
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Multiline Reports (Multi):
Turning your list into a multi-line report.

Save € Actions

& ORDER MULTI PROPERTY REPORTS

ihMulti | EALabels [fExport (#Batch

e e e A

i Ll T e T L W

TOTAL PROPERTIES: 9

Single Line Report
Five Line Report
Seven Line Report

. . . o Walking Five Line Report
Select the Multi (line) option, select a multiline Include Reference Report

report and click Order.
Market Statistics Report

Assessor Maps (De-Duplicated)

Reference ID Remove Duplicate Owners

The Order Confirmation dialog box will appear. In this box, you can add a cover page, as well as the map
showing the pins designating the properties included in the farm. The Cover Page Note will include your custom
text on the cover page. Note that the Notes Tag must be included in the Cover Page Template for this
information to be used. See the Cover Page Guide for additional information.

i MULTI PROPERTY ORDER CONFIRMATION

Report Type Reference ID Created Customer Properties Expiration Cover Page Map Action
Walking Five Line Report 04/03/2018 Pam Etem 9 04/05/2018 Mone L O e | Print

Cover Page Note (Optional)

Click the Print or View to the far right to print or view the document.
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Labels:
Creating a PDF file for printing Avery labels.

ik Multi | B4 Labels

[ Export

£# Batch

Save <€ Actions

i i e e L W

B P

T

Clicking the Labels button to open the Order Labels dialog box. You can select which address to mail to, how to
print the owner name, do not mail and deduplication options, sort order, and the case (proper or all capitals).
Three common Avery labels are included. Make your selections and click Order at the bottom.

1 ORDER LABELS

Total Properties

9

Address Format

Case Conversion

& Mailing Property

Owner Name Options

& All Capitals

Label Preference

Upper / Lower

®  Site Address Mail Address APN Owner Name

®  Last, First First, Last Omit Middle Initials & Avery 5160 Avery 5161 Avery 5162
: 1" x 2-5/8" 1" x 4" 1-1/3"x 4"
or Current Resident
Replace owner name with customized label Alignment
Current Resident o Left Justify Center Right Justify
Do Not Mail File Format
w Exclude Remove Duplicate Addresses e PDF DOCX
Sort Order
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Barbara B Comeille & Comeille Liv Jonatkim Enterprises Ste hen R?' & Terry P Miller
Trust Of 3/19/9 or Current Resident urrent Resident

or Current Resident 627 S Manchester Ave 29 Atherton Ave
Tom & Terri Jamieson John A & Donna J Schneider Wellington S Henderson & Richard L
or Current Resident or Current Resident Greene

or Current Resident

Marcia Custodlan Giusti & Yolanda Allan Family Ca
or Current Resident

Green Banker Ca Lic
nt Residen

Labels Continued: When printing labels, your printer software and hardware will make a difference in how the
labels are printed. Save your labels to a convenient location, such as your desktop. From the desktop (or the
download location), double-click the pdf to open the labels in Adobe Acrobat.

L1 Property Label (26).pdf - Adobe Reader —— - e
|Fi|e Edit View Window Help ®

S| @[] =@ | | @ 2 | ] Comment

CITY OF HUNTINGTON BEACH MARELL HOMES | HUNTINGTON BEACH ESTATES INC
PO BOX 190 POBOX 190 905 N EUCLID 5T

REAMES NELSON B STELLRECHT ROBERT L BEACH VILLAS ASSN
15480 VILLAGE DR 19707 SEASHORE CIR 180 E MAIN ST#101

MENEAR MARIA ZACCARI JOSEPH J AUGENSTEIN DAVID L
110 AVENIDA CABALLEROS 9973 GLADIOLA CIR PO BOX 4271

Click the Print button to open Acrobat’s print dialog box.

In the Size Options section, select “Actual Size”. This will ensure that the printer’s software does not adjust the
labels to its defaults. There will be variations between the printer hardware and the software drivers used. It is
recommended that you print on plain paper to test the settings of your printer and printer’s software.
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Page Sizing & Handling (&)

Size ‘ H]DPoster H Multiple H ElBooklet ‘

Size Options:

) Fit
i@ Actual size

() Shrink oversized pages

[] Choose paper source by PDF page size

Make any other selections as appropriate and click Print.

TIP: Test several print runs on plain paper and check it against your selected label to ensure the settings are
adjusted to match your printer hardware.

DataTrace 8 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.



Export Options:
Pulling your data into a csv (Excel) file.

shMulti FlLabels [@Export (F]Batch Save £ Actions

T Y L e e A

B ]

Pt
| ORDER EXPORT
TOTAL PROPERTIES: 9 Apply a Template v
AVAILABLE FIELDS SELECTED FIELDS Clear Selections
[] Mailing Label Export
[] Property Characteristics Export
[] Property Detail Export
[ Remove Duplicate Owners
Export File Name
(® Export All Records
Excel-Friendly .CSV ¥ | | All Capitals x O Export From To Cance

Three export layouts are available. To review which fields are part of the layout, click on the headers to expand
the list.

e Mailing Label: This includes the essential fields necessary to create mailing labels through a mail merge,
such as in Microsoft Word.

e Property Characteristics: Includes all fields from the Mailing Label export and adds the fields with the
property characteristics, such as bedrooms, bathrooms, situs information, etc.

e Property Detail: This export contains every field on the Property Detail Report.

One of the first three lists must be selected (or fields from those lists selected) before you can select from the
following exports. As each of the first three lists builds on the previous, there is no need to select more than
one. You may select fields individually or click Select All to use all the fields in the export.

e Finance Scores: Provides the preponderance scores for Refinance, Purchase, and Equity.

e Foreclosure Detail: Does not contain address information - only foreclosure information. One of the
above exports must be included if you need address, owner, or property characteristics information.

e HOA Contact: As the name implies, this provides the contact and billing information for the HOA.

DataTrace 9 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.




e HOA Lien: Contains the information from the HOA Lien Report, including the document information and

trustee.

Once you have selected the appropriate fields, enter a file name, the format (CSV is the default), and the case
(all caps or upper/lower) (1). Select options for removing duplicates and the records to export (2). Finally, if you
use a particular set of fields in a certain order regularly, select Save as Template (3) and you will be prompted to

name this layout. Click Order to print your labels (3).

[1 Remove Duplicate Owners
2 (® Export All Records

O Export From To 3

All Capitals

Existing templates are available in the Apply a Template (4) drop down list at the top of the Export dialog box.

ORDER EXPORT

TOTAL PROPERTIES: 95 4 Apply & Template

PDFCL_12182015
PropDet_12182015 x
TEST1

AVAILABLE FIELDS

Mailing Label Export

Clear Selections

Simply click on one of the template to setup the fields. If you find that one template is no longer needed, click

the “x” to the right of the template name.

TIP: Chrome, Firefox and Internet Explorer all download files slightly differently. Please make sure to take note
of where your browser saves downloaded files. If you are unsure, check with your IT team or Helpdesk or call

DataTree Client Services at 800-708-8463.

Additional how-to guides on farming can be found in the TitleFlex User Guides on the Help and Support page.
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REMEMBER: The Recent Activities section of the platform’s home page will always include recently searched
properties and documents as well as recently created lists or Order Portal jobs. You can quickly retrieve
information for clients from here or re-run lists with cover pages for customers.

@ RECENT ACTIVITY

Address Owner APN Action
448 Clanton Ave, Montgomery,... Young William C li 10-04-15-2-0... View
440 Clanton Ave, Montgomery,... Canter Robert L 10-04-19-2-0... View
432 Clanton Ave, Montgomery,... Bdgm Llc 10-04-15-2-0... View
1618 Croom Dr, Montgomery, A... Watson Nannette J 10-05-22-2-0... View
1612 Croom Dr, Montgomery, A... Shirley Paige 10-05-22-2-0... View

DOCUMENT IMAGES

‘

State County Doc Type Description Action
CA Alameada Document - Y... 2014.123456 View | Download
DATA EXPORT & LABELS

‘

Order Type File Name Created Properties Expiration Action
Labels Avery 5180 04/03/2018 28 05/03/2018 Download
Labels Avery 5160 04/02/2018 22 05/02/2018 Download

MULTI PROPERTY REPORTS

‘

Report Type Reference ID  Created Customer Properties  Expiration Cover Page Map  Action

Walking Five Lin... 04/03/2018 Pam Etem 9 04/05/2018 | None v| O view | Pprint
3Single Line Repo... 04/03/2018 Pam Etem 129 04/05/2018 | Mone v | O View | Print
Five Line Report 04/03/2018 28 04/05/2018 ( None v | [] View | Print
Single Line Repo... 04/02/2018 22 04/04/2018 [ None v | [] View | Print
Markst Statistic. .. 04/02/2018 22 04/04/2018 | None v| g view | Print

SAVED SEARCHES

Mo Recent Saved Searches

= ORDER PORTAL NOTIFICATIONS

REGENT ORDER ACTIVITY
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Batch Runs

The farming list may benefit from additional information beyond the export options, such as ordering the last
transfer document or a property detail report. Instead of doing this one at a time, TitleFlex includes the option to

automatically send the farming list to the Batch Order Portal where documents can be order or reports run for
the properties.

LMuli Hlabels [ 4 t# Batch € Actions

Clicking the Batch button will automatically upload you farm to the Order Portals New Batch Order tab. Select a
document or report (1). Click on any of the headers to reveal the report options or documents. Name the batch
job (2), and click Place Order ... (3). The default name is the name of the report selected.

E ORDER PORTAL

NEW DRDER NEW BATCH ORDER VIEW ALL ORDERS
PLACE A SINGLE PROPERTY ORDER PLACE A MULTI-PROPERTY ORDER VIEW ALL RECENT ORDER ACTIVITY

Select Output as Single PDF File

Entered Properties

> DOCUMENT IMAGES 26 record(s) successful out of 26 loaded

~ PROPERTY DATA REPORTS
Reference # APN County Address City State ZIP
TotalView Report 1 2019-04-00 15:31:51 01-3133-014-0520 MIAMI-DADE 3621 NW 15TH ST MIAMI FL 33125
Open Lien Report 2 2018-04-09 15:31:51 01-3133-014-0610 MIAMI-DADE 3627 NW 15TH ST MIAMI FL 33125
HOA Lien Report 3 20190409 15:31:51 01-3133-014-0600 MIAMI-DADE 3631 NW 15TH ST MIAMI FL 33125
) 4 2018-04-09 15:31:51 01-3133-014-0590 MIAMI-DADE 3641 NW 15TH ST MIAMI FL 33125
PACE Lien Report
5  2019-04-09 15:31:51 01-3133-014-0580 MIAMI-DADE 3651 NW 15TH 5T MIAMI FL 33125

# Property Detail Report

Clear all and return to batch upload
Tax Status Report

3 [ E o R SV SRSV Tl | Property Detail Report
Sales Comparables

Clear all and start over
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Your job (4) will appear in the View All Orders tab.

E ORDER PORTAL
NEW ORDER NEW BATCH ORDER VIEW ALL ORDERS
PLACE A SINGLE PROPERTY ORDER PLACE A MULTI-PROPERTY ORDER EW ALL RECENT ORDER ACTIVIT
All:

Search  Find By: | Address v | | Enter Address Q, Advanced Search Export
Status Status Date Ref # / Batch Name Order # Order Date Product APN Address City State Cycle + Details
Processing 04/09/2019 Property De... 18058 04/09/2019 Property Detai... 1 minute(s) +

Per Page: 5 25 50 1 of 1 Pages € Prev - Next ¥

When the job is done, a Ready link will appear. Click the link to download the zip file containing your list and
reports.

Status Status Date =

teady 04/097201%
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