PAXS5 Informational Guide

RECOMMENDED BROWSERS

e DTS suggests the use of:
O Internet Explorer 11 with the Adobe Reader Plugin (Page 2)
0 Google Chrome with the “Embedded Viewer” (Page 2)

COMPATIBILITY VIEW SETTINGS (INTERNET EXPLORER)

e In Internet Explorer click the tools gear in the upper right corner

I File
Zoom (100%)
| -
Add site to Apps
View downloads Ctrl+)
Manage add-ons
F12 Developer Tools
Go to pinned sites
:
Report website problems
Intemet options

About Intemet Explorer

o |[f the site you are looking at is listed in the “Websites you’ve added to Compatibility
View:” window, highlight it and select “Remove”

Compatibility View Settings

[~k change Compatbity View Settngs
(]

[ Display intranet sites in Compatibty View
[ use Marosaft compatbity bsts
Learn more by reading the [nternet Explocer orivacy statement

Chorse
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e |[f either of the “Display intranet sites in Compatibility View” or “Use Microsoft
compatibility lists” check boxes are checked then uncheck them.

Compatibility View Settings

[y Change Compatity View Settngs
[Ma]
Add this website:

Webmtes you've added to Compatbiity View:

[ iisplay intranet stes in Compatidity View
[Juse Mirosoft compatibiity lsts
Leam mare by reading the internet Explorer orivicy statement

Chose

e Click the “Close” button

ENABLING THE EMBEDDED VIEWER

e If you are having trouble viewing images, select “Settings” from the main menu, then
uncheck the “Embedded PDF Viewer Enabled” checkbox, then click “Save Settings”
0 When the embedded PDF Viewer is disabled, the browsers default PDF viewer
will be used.

| Search | Archives | Cart o0 | Links ~ | My Account | Subscription | Settings

Settings

Rows Per Page
Rows Per Page Name Search

Auto Hide Search %

Display In Expander © Window @
Default Search Type Summary O Detail ® Name @
Auto Scroll Grid Results ¥
Embedded PDF Viewer Enabled W

Save Settings
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e In Internet Explorer and click the tools gear in the upper right corner

Print

File

Zoom (100%)

Safety

Add site to Apps

View downloads Ctrl+)
F12 Developer Tools

Go to pinned sites
Compatibility View settings
Report website problems
Internet options

About Internet Explorer

e Select “Toolbars and Extensions” look for “Adobe PDF” if status is disabled click on it and
select “Enable”, then close

Manage Add-ons

View and manage your Internet Explorer add-ons
Adde-on Types HName Publisher Status i Load time igati -
&8 Toclbars and Extensions Adabe Systens, Incorporated
r be 5 [ . Dis
"D Search Providers L Adobe Systems, Incorpa.

Adobe POF Conversion Toclbar—. Adobe Syst | I I
B accelerators Sen N

sriSelect Class Adobe Systems, Incorpo...  Enabled 32-bit 000 0.00s

) Tracking Protection AVAST Software s.0.0.

avast! Online Security AVAST Scftware s.r.0. Disabled 32-bit and ...

Hewlett-Packard Company

HP Metwork Check Helper Hewlett-Packard Comp...  Disabled 32-bitand.. (0.043) (0,00 5)
Shiw
= e Micreseft Ceporation

el e Skype for Business Browser Hel  Microseft Corporation Dissbled 22-bit and ... -
Adobe PDF
Adobe Systems, Incorporated
Version: 10.1.16.13 Type Tookar
J Thursday, September 24, 2015, 11:42 AM Search for this add-on vis default search provider

Mare information
Find more toolbars and extensions.
Learn mare about toolbars and extensions Close
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REMOVE HEADER/FOOTER WRITING (IE)

e When printing there may be extra information at the top and bottom of the page. This
information can be removed from the printout by doing the following.
e In Internet Explorer, click the tools gear in the upper right corner

e Then go to “Print” and “Page Setup”

Print... cutep | [ P

Print preview... File

Zeomiurg

Safety

Add site to Apps

tings | View downloads
Manage add-ons
F12 Developer Tools
Go to pinned sites
Compatibility View settings
Report website problems
Internet options.
Abeut Internet Explorer

e Use the drop down boxes to make sure each field under Header and Footer states “-
Empty-“, click “OK”

Page Setup
Paper Options Margins (nches)
Page Size: Left:  [g75
Letter ¥ Rght: [g75
(@ Portra O Landscape Toe:  [075

[JPrint Background Colors and Images gy
[¥] Enable Shrink to-F2

Headers and Footers
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PAX5 QUICK GUIDE

REGISTERING A NEW ACCOUNT

To begin searching data provided by the county, you must register as a new user by clicking on
the Create Account link.

password [

At this time you will be presented with the registration screen:
Account Registration

First Name

Last Name

User ID

Email Address
Confirm Email Address
Password

Confirm Password

Enter all fields and click on Register.

LOGGING IN

Enter the Username and Password and click “Login”

Password [
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MAIN MENU FEATURES

Main Menu

Search Archives Cart o l Links ~ I My Account I Settings |

Search — will load the search screen

Public Access | Search I Archives I Cart o Links « My Account Settings

a S 1 Criteria ETTS Advanced/Legal Instrument

Last Name / Organization Last Name or Organization
First Name Like v @First Name Or v §First Name
Party © Any @ First @ Second

Recodedwnn D -+ I
Search T‘IPGI Summary Search | Detail Search

Archives — will load the archive search screen

Public Access I Search i Archives | Cart o Links» My Account Settings

Indices ] “« »
Index Type

Date Range

Alpha Range

B Auto Display Image

B Auto Display Image

Public Access | Search | Archives l Cart o I Links - | My Account settings

Your Cart Grand Total: $0.00

Ho data avadable in table
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Links — provides links to useful websites

| Search | Archives | Cart o | Links ~ My Account Settings

County Home
Clerk of Circuit Court
Adobe Reader

My Account — this is where you have the ability to update your email address and/or change
your password.

Search Archives Cart o Links ~ My Account Settings

Account Profile

First Name

Last Name
User ID

SRS hob@paxS.com
Confirm Email Address [y eRee

New Password

Confirm New Password
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Settings — this tab provides you with access to setting up your viewing preferences. Your

preferences will load no matter what computer you log into.

I Search I Archives I Cart o I Links ~ My Account Settings

Settings Rows Per Page — this will set the number of row results that
display per page.

Rows Per Page ERJIN| Rows Per Page Name Search — this will set the number of row

Rows Per Page Name Search m results that display per page on a Name Search grid.
Auto Hide Search m

DS ETROI SRS Me TGN | Auto Hide Search — this feature will automatically hide the
D ET R T ST EYR B EETR B search criteria after you select your search type allowing you to
Auto Scroll Grid Results view maximum results immediately.

Embedded PDF Viewer Enabled
Display In - Expander: displays the image on the same screen as

the results grid. Window: opens the image in a separate
window.

Default Search Type — after you enter your search criteria and
hit the enter button it will default to pull the type selected.

Auto Scroll Grid Results — when you mouse cursor is in the
results grid, this feature will automatically scroll through the
results.

Embedded PDF Viewer Enabled — embedded image viewer
displays additional image viewing features

SEARCHING

Search Menu

Name Advanced/Legal Instrument
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NAME SEARCH

Public Access I Search Cart o My Account Settings

B Criteria Name Advanced/Legal Instrument

Last Name / Organization |
First Name First Name or v JFirst Name

Party © Any @ First @ Second

Recorded Within I -
EEEITE Name Search | Summary Search | Detail search [ 41 | Reset |

To perform a simple search by a name and/or date, enter the search criteria in the name fields
and dates. To retrieve a summary view of results, click on the Summary Search button. To
retrieve the detailed information results, click on Detail Search.

*Note: to narrow your results, use the filter drop down arrow to select one of the following:
Like — searches the text entered at the beginning of any name like (Smith, Smither, Smithers,

Smithland, etc.)

Contains — searches the text to contain the letters anywhere in the name (Hocksmith,
Vandersmithson, etc.)

Is — searches for the exact spelling enter

ADVANCED/LEGAL SEARCH

If you want to specify a document type and/or search on a specific legal description, click on the
Advanced/Legal tab in the middle of the screen.

u earch ria Name Advanced/Legal Instrument

Last Name / Organization [¥5 ~ fsmith Category-Document Types Consideration - o -
First Name Like  WFirst Name Or v §First Name Legal Filter Value

Party O Any @ First @ Second

Recorded Within 03/01/2017 El03/17/2017

Sl ome search | sunmary Search | Detai Search

When you click on the Advanced/Legal the additional search features will expand onto the
right side of the screen.
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You have the ability to search by a document Category or by a specific document type. The
main folder in the list shows you the Document Category. If you want to search by a specific
document type, click on the arrow to the left of the main folder. This will expand the folder for
you to view the document types within the category. Be sure to click on the category folder or
document type folder to narrow your results to the specific document types you are looking

for.
Category-Document Types

= | Category

4o || AssIGNMENT «—
.| Assignment 4= pocyment Type
| Assignment of Rents &
.| Redacted By Request Assignment

: ] BY-Laws v

i

You have the ability to search on specific legal description values. To see additional Legal Filter
values click on the drop down arrow to select the filter name you want. When performing a
“LIKE” search, this will allow you to search in a wild card fashion (meaning the system with find
any Subdivision like “Meadow” : Meadows, Meadowbrook, Meadowville.) You can switch the

search to “IS” to search for the specific spelling.

Category-Document Types Search on Consideration amount

ASSIGNMENT
Add additional legal filters

.| Assignment

|| Assignment of Rents & Leases
.| Redacted By Request Assignmant Remove legal filter value

BY-LAWS

10|Page
This documentation is proprietary to Document Technology Systems, Ltd. (DTS) and should not be disseminated
beyond employees of the County who have licensed this software from DTS.



PAXS5 Informational Guide

INSTRUMENT SEARCH

To search by a specific instrument number, or Book and Page number, click on the Instrument
tab. To include all referenced documents linked to the instrument you are searching for, check
the box “Include Cross References.”

m S Criteria Name Advanced/Legal Instrument

Instrument Id
Book
page
Document 1d

Yinclude Cross References

RN Name Search | Summary Search | Detail Search

m Results and Recorded Date is between '2014-01-01" and '2017-03-29"

SEARCH RESULTS

MENU BAR

Detail Results [l View Image ™ Add Wi Email = Print

Detail Results — shows the Detail view of a selected line item
@ summary Results & Print
Showing results 1 to 1 of 1

Instrument: Volume Page:
Recorded: 3/27/2017 1:38:41 PM  Verified:

Pages: 1
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View Image- will display the image of the selected line item. You can also double click on a line
item to display the image

Left /Right Arrows = previous/next image.
Refresh — refreshes the image

Cart - add the image to the shopping cart
Print = print the image

Tiff - saves the tiff image to a specified location
on the computer

Retry — will reload the image if there is an issue
with it

Add — this will add the image of the selected line item to your shopping cart to purchase

Email — will email the Summary Search results grid
Print — prints the current page of results grid

Rearranging Results Grid Columns — you can rearrange the order in which the columns appear.
Simply click on a heading and drag the column where you want it to appear.

Shows the number of results Click on the number to turn

found on your search criteria " to the next page of results

e on L8 Py St of Sart & Lawemn 709 TIIVOO0CT P et ]

— Click on the drop down arrow to

EEEREERERE
X
B
i
¥

change the number of results ! e pam— s

that display on a page »
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NAME SEARCH RESULTS

When you enter your search criteria and select Names Search, your results will appear with a
summary list of Names to choose from on the left. As you select a name from the list, the
Summary results appear on the right side of the screen.

s sm_Lastname like 'P3%6° and Recorded Date & botween '2016-12-01" and ‘20!

& k e ®add  Eprint

Showing 110 7 of 7 entries

1 Previous

Last First  , |Role , (Other a |Instr o |Instrument |, | Book/Page Short | |Date , |Consideration

g Name T [ party Tlpe 7|1 i ¥ Legal " ) )
Mertgager Morigage

o

ot

0IMAIM0000TL | 201T0IITO0000TY w327 b

Ay of

W0IM0IM000069 | 201703TT0000065 -
Mortgage

B 0O®&0

abstract of
usgment IMO1S0000007 | 20UT0ILS0000007 7 217315
Rebease

[m]

0170270000081 | 201703270000081 27327

0170150000002 201703150000002 207315

SUMMARY SEARCH RESULTS

Enter your search criteria and select Summary Search to view the results data in a grid summary
format. Notice the yellow highlighted column headings, this indicates to you how the results
are sorted. The view below, shows that the results are sorted by Organization/Last Name. To
sort by a different column heading, double click on the column name. The results will sort by
the column selected and display the heading highlighted in yellow.

Boctall Results  Edviewimage  Wadd  ZEmal et X

Previous 1
T ime et ia—soiroe s 4o comstrion {1
Hertgagn

@ Mortgager 2MEHGO0LTL 1TAEHO00GT 007327 ot vered
@ Mortgagen Court Rlease 20FOIE000 HTH000081 XY ik Versed
@ Debtor Abstract of Mdgrert 2017150000002 2017150000002 R Verified

@4 Granes Desd 2017000065 201FOT000ES 2017327 hat verded
s 1at Paty At of Mortgage 2100069 201TLI000CEH 2007327 .00 hat et ed
e Debese Abstract of Modgerant Refease | D31703150000007 0173150000007 . 2007305 het et
=7 Debtor Abstract of Nudge . 2007315 ot Verfed
s Graokze peed 201 703770000060 201 203770000060 2017327 Fck Verfed

I — B — —
LOGGING OFF
_.‘"“"._ Welcome Log off Register Mona Losh weCriteria

vimages '
wHistory

Allen County Recorder

Public Access ] Search I Cart @ I My Account I Settings l

When you are completed with Criteria — expand or collapse the search criteria
searching, click on Log Off to log screen.

out of your search session.

Images — expand or collapse the Image window.

History — displays the history of searches
performed by the user logged in.
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