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Standard Conveyancer™:  Tips & Pointers


Streamlining Work with Model Files and Fast Fill-in Lists

Standard Conveyancer™ helps reduce repetitive typing with the use of Model Files and Fast Fill-in Lists for text fields.  You may change the defaults in the Standard Model File or create any number of Lender Model Files tailored to your needs.  Fast Fill-in Lists allow you to build up a clickable list of common entries for text-only fields.

The Standard Model File and Lender Model Files
There are likely to be items that apply to most or all closings at your firm.  If you type these recurring items in a model file, the system will copy them automatically into each new closing file using that model file. Model Files can be associated with a lender in the lender setup so that a particular model file will be used each time you do a closing for that lender.  Model Files are exactly the same as live closing files and are created and changed in the same way, using the data entry screens.

If most of the closings you handle are similar, change the fields in the Standard Model File for your purposes.  If you have line items or fields needed for only certain transactions, such as when using a specific lender, you may want to set up a Lender Model File.  This concept is also beneficial if your office will be doing a number of closings in the same condominium or subdivision.  By creating a model file for that project, copying common exceptions or descriptions will be easy!

Standard Conveyancer™ comes with the Standard Model File already set up.  Your office should customize the Standard Model File with the default information you want to insert into all or most of your closings so that you don’t have to enter that information repeatedly into individual closing files. You access the Standard Model File from the Quick Menu (at the top of the list). Enter all information you want as the default data on the appropriate data entry screens. You can also set your defaults for automatic calculations on or off in the Standard Model File.

Creating Lender Model Files

Lender Model Files (LMF) are created in order to maintain consistency and reduce repetitive typing when entering closing information.  Like your Standard Model File, an LMF is a closing file that contains default entries for a particular lender.  For example, if a lender lists certain fees on the settlement statement for most loans, or requires that certain items be entered on particular lines that differ from your usual practice, then these fees and other items would be entered into that lender’s Model File.  

	To create a LMF for XYZ Bank, follow these steps:

· Click on the Quick menu and retrieve the Standard Model File.

· On the File menu, click Save As.

· Enter the file name in the field and click Save.  Example:  For XYZ Bank, name the LMF, XYZ Model File.  (Using the word “model” in the file name will prevent the file from being deleted). 

· While in the XYZ Model File, go to Page 2 of the HUD screen and fill in the fields as required by XYZ Bank.  (You can always make changes to the XYZ Model File if you wish.)
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	· Once the necessary information has been entered into the LMF you are now ready to associate this LMF with the lender in your lender database. 

· On the Info menu, click Lenders and retrieve XYZ Bank. 

· Near the bottom of the Lender Information screen is a field called “Model File.” Replace “Standard Model File” with the exact name of the Lender Model File that has been created for this lender  (in this example “XYZ Model File”). 

· Click OK.  You will be prompted to save the changes made to the lender information.  From this point forward, any closing file for this lender will automatically be created with the lender-specific information in the Model File.  
	

	If a LMF requires additional changes, retrieve the LMF and make the necessary changes.  These new changes will affect new closings for this lender.  It is a good idea to keep a list of all the model files that have been created so that they can be easily retrieved when changes need to be made.


Using Fast Fill-in Lists

Standard Conveyancer™ allows you to use the Fast Fill-in feature on any data entry field that holds text (not numbers, dates, dollar amounts, etc.).  This is particularly useful for fields in which you normally type one of a limited number of possible choices, such as the Title Examiner, Surveyor, or Paralegal fields, as well as certain text fields on the HUD-1 screens.

Press <Alt-L> on your keyboard while in a text field to display a Fast Fill-in screen with a list of possible choices for that field.  Simply double-click your choice and click OK. 

You can add entries to your Fast Fill-in Lists in several ways.  If you type an entry before you press <Alt-L>, your entry will appear in the “Insert” field on the Fast Fill-in screen for that data entry field.  Click Insert to add it to the list. Alternatively, you can build up your list all at once by typing your entries into the “Insert” field, pressing <Tab>, and clicking Insert. You can also click Values to get options to collect entries from old closing files.

To delete entries from Fast Fill-in lists, click Browse on the Fast Fill-in screen to see a list of all entries for that data entry field.  Scroll to the entry you wish to delete and press <Ctrl-T> to delete the entry and press <Esc> when finished.

As always, call us at (781) 324-0550 if you have any questions!


