Standard Conveyancer™:  Tips & Pointers


Merging and Printing Documents

Standard Conveyancer™ selects and generates finished documents with the highest degree of automation possible. The system produces documents by “merging” data from your closing file with MS Word documents templates. Information in your closing file can be updated at any time and the documents merged again if necessary. 

Standard Conveyancer™ comes with an extensive document library. To print a list of the documents, use the “Docuslct” report in your reports database. You can add custom documents, and you can change the auto-selection criteria that make the documents appear in your print batches. Please call for more information about these topics.

Selecting Documents for Printing
Click Print on the Tool Bar to display the “Print or Merge Documents” screen.  If you click Print while in a closing file, the file name will be displayed in the “File ID” field.  You can switch to a different closing file by typing its name in the “File ID” field.

Printing Individual Documents:  To print an individual document, type its name in the document field, or click the Document button to select one from the list.  You can use <Ctrl-F> to search within the list.  To print more than one document this way, click the More button for three additional fields. 
Selecting Documents by Print Batches:  The print batches correspond to the stages of the closing process.  The exact contents of each batch will auto-select according to the type of transaction, the property state and other factors.  Click the batch names to select or deselect batches.  There are usually six batches:

New File:

Borrower & seller informational letters, title & survey order forms, etc.

Closing:

The closing package, including the mortgage, note, riders, certifications, tax forms, etc.

HUD-1:
RESPAMW includes extended HUD-1 fields 812-816, but not 1309-1316. 

If using 1309-1316, print “RESPAMX.”  For a HUD 1A, print “HUDOpt.”
Policy:

Title insurance policy documents including an Exhibit A

Commitment: 
Title insurance commitment package

Post:

Post-closing documents (empty unless documents have been added at your firm)

Commercial:
Documents for commercial closings (optional)
Reviewing the Print Batch Document List:  After selecting a print batch, click the List button at the bottom of the “Print or Merge Documents” screen to review the list of documents automatically selected for your file.  Documents displayed in white type are “selected” and will print.  Documents in black type are “deselected.” You can adjust which documents are selected by scrolling with the arrow keys through the documents and pressing <space bar> to select (white) or deselect (black). Note the document description and selection status on the green bar at the bottom of the screen.  When finished selecting documents for printing, press <F9> to save and exit.  

Printing Selected Documents

Once you have selected your documents, you can click either Merge or Print. Clicking Merge generates the documents in MS Word as one multiple-page document for your review before printing. Clicking Print instead generates the documents and sends them directly to your printer. When merging documents, wait for the “Merge Complete” message before proceeding.  You may then view or make changes to the merged document before printing from Word, but be sure to click the “Lock Fields” button on the MS Word toolbar if you make changes to merged data. Caution: Changing figures on merged documents such as the HUD-1 will not re-total the figures!
In general, you should not save your merged documents.  The best practice is to update your data in Standard Conveyancer™ if necessary and re-merge the documents. If you do need to save a document, be sure to use the “happy face” “Save Merged Document” selection in you File menu, and to save it a folder where you can find it. 
As always, call us at (781) 324-0550 if you have any questions!
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