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1.0 Introduction

This user guide outlines Print To FileScan (PTFS) updates that enable the use of pre-defined FileScan
Descriptions, Categories, and Subcategories. If Descriptions have not been pre-defined in FileScan, the user can
input their own descriptions.

When a Category does not have any defined Subcategories, the Subcategory field is grayed out.
Additionally, the concept of saving user-defined PTFS preferences has been included. The user can select the
settings icon  to display settings that the user can save so that PTFS will start with their previously saved
preferences.

The user can also select how to order the Descriptions, Categories and Subcategories. By default these will be
ordered in Ramquest order. However, the user can select an option to display them alphabetically, if desired.
Finally, the user can enable an option to Load the Last Description, Category, or Subcategory that was used
when using PTFS. This will help reduce the need to select or enter the last values used if importing into the
same Category or Subcategory.

2.0 Starting Print To FileScan

When the user has a document open that they would like to import into FileScan, they need to use the
interface of the application they are using to print the opened document.

Following are the steps to execute once the printer dialog is opened:

Select the print option in the application being used to print.
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use the printer drop down to select it.
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Once PrintToFilescan displays as the selected printer, click print. Print




Print To FileScan v3.1

3.0 Print To FileScan Options - Single Database User

The Print To FileScan window will be displayed.
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Use the Description drop-down to select a FileScan
pre-defined Description or enter your own. Check Load
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Enter a valid Order Number (or check Load Last to
use the previously entered Order Number).
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message will display when attempting to import.

Print to FileScan
Oirder Number

Moy
EMAIL TO LA : ROST FOR BA
E-'l'l‘-'l'l:ld_'ml‘-'l

Excaplions

Fed Ex Labal

Final Accounbng

Final Afhdawt

Homeowne:'s Insurancs nvoice
Incoming Wira -

I

Qutgoing Wire - Bormower's Funds
QUTGOMG WIRE - PAYOFF ~




Print To FileScan v3.1

Print to FileScan L

Order Mumber ] Load Last
[Test-C

Descaption: & [ Load Last
DO P ek —

‘Amend/Extand Contract vl

|

Use the Category drop-down to select a FileScan =
pre-defined Category or check load last to use the R — o
previously entered Category. SOFTWARE P =

The Category drop down can be sorted by Ramquest order Simplify Your Daily o
or alphabetically. Ramquest order is the default selection. Tile Company Operations

T

X
Print to FileScan & .
Use the Subcategory drop-down to select a FileScan
Order Mumber [ Mcomed Lt .
[estc | pre-defined Subcategory.
Descript ® ] oueed Lt . - . .
|AE;:;£L : s /] A blank option is listed as the subcategory is not required.
Sot: () Aphobetesl () FamOves If Subcategory is grayed out, there are no Subcategories
. defined for the currently selected Category.
SOFTWARE |':F3t'1’?1'3"'5" Dhﬂ'ﬂl fi f y gory.
il w
Sot: ) Aphabetical ) FamCuest The Subcategory drop down can be sorted by Ramquest
Simplify Your Daily Subcalegory order or alphabetically. Ramquest order is the default
Tile Company Operations [ [+ selection.
Tithe Subcategory 1
e
Tithe A Subcalegory 3
Success x>
Once all fields are entered/selected, click import. The file was imported. You may need to refresh your
document management system to see the new file,

A success message will display when the file is
successfully imported.

Refresh the FileScan view in RamQuest to see your document(s)
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4.0 Print To FileScan Options — Multi-Database User

The Print To FileScan window will be displayed.
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Once all fields are entered/selected, click import. o The file was imported. You may need to refresh your
document management system to sée the new file.

A success message will display when the file is

successfully imported. III

Refresh the FileScan view in RamQuest to see your document(s)




5.0 User Preferences
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To open user configuration, select the gear icon in the upper right portion of the PTFS window.
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Default Subcateqory.

.
1
R

SOFTWARE

[ Load Last Oeder Mursber

[ Load Last Deserpiion

[ Load Last Categony/Subcategory

Descrpion Son: () Aphabetical () RamChsst
Category Soit: () Aphabetical (@) RamGuest
Subeategory Sort: () Aphabetical (8) Ram(uest

Simplify Your Daily
Tile Company Operations

Order Number

Description: &

Sat: () Aiphabetical RarCuest
Cateqory Load Last
/ ~]

Saa: (O} () RamCusst

Subcategory.

Default Descnption: &

The user configuration can be used to set defaults for
Description, Category, Subcategory, Load Last used
values for all fields, and the desired sort order for each
of these.

Default Description can be set to blank, a value from the
drop-down list, or a user entered description.

User Preferences
ccE Tinvest
[ Set as Defaut

Default Description: &

Default Category:

T
1
R

Accounting

CIC Docs

Claims

Closing / Loan Docs

Contract / Order Info

Doc Prep

Emails

Previous file

Processing / Invoices
Recording

Shipment & Communication
Short Sale Docs

Title

Title Post Closing / Recordings
Transaction Directive
Unassigned

>

Simplify Your Daily
Title Company Operations

1
User Entries Allowed

!
R

SOFTWARE

Simplify Your Daily
Titte Company Operations

4TIE

SOFTWARE

OUTGOING WIRE - PAYOFF
OP AGMRNT

PRELIM CD

TAX CERT

O&E Payment

‘| Assessor Page

Outgoing Wire - Agent Commission
Incoming Wire -

QOutgoing Wire - Borrower's Funds
Outgoing Wire - 2nd Payoff
OUTGOING WIRE - PROCEEDS
OUTGOING WIRES - PAYOFF/PROC
Qutgoing Wire - Seller's Proceeds
SIGNED BA/PO INFO

Payoff Authorization

Earnest Money

Loan Policy Jacket

Owners Policy Jacket

Stewart Short Form

Recaption No.

Chain of Title

Exceptions

Requirements

Tax Certificate

Statement of Authority

Final Affidavit

Deed of Trust

Warranty Deed

SOA

The Default Category and Subcategory can be set to
blank or another drop-down option.

The Default Subcategory MUST be a subcategory that is
already associated with the selected category.
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Load Last can be checked by default for Order Number,
Description, and Category/Subcategory.

User Preferences

ccE Tinvest
[ Set as Defaut

Default Description: @

Default Cateqory

Default Subcateqory:

Simplify Your Daily =
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Click Save to save the user default preferences selected.
Note that user preferences can be changed by the user
anytime through the User Preferences screen.

Defaults for Load Last and Sort can also be set from the
Print to FileScan main screen.
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User Preferences
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