Standard Conveyancer:  Tips & Pointers


Producing Title Policy Documents

Standard Conveyancer allows you to produce title policies simply by ensuring that all the necessary information is filled in on the appropriate data entry screens.  The system will automatically generate the documents you need.  

Much of the information for title policies comes from various data entry screens that need to be filled in for other parts of the closing process.  If you are entering all the normally required information for the closing, you only need to complete the steps covered below to produce title insurance documents.   

Many of the functions in Standard Conveyancer can be changed or disabled through customization of the system.  This may have been done at your office.  If you do not get the results you expect, please call us for assistance.

Data Entry for Producing a Title Insurance Commitment

A. Advance to the Policy screen on the 1-Conveyance menu. 

1. Click the Title Insurers button to choose an underwriter.

2. Click the Dates, Etc. button to enter the date and time of the commitment (usually the date and time through which the title exam covers).

B. Advance to the Text screen on the 1-Conveyance menu.

1. On the Title Text screen’s pull-down menu, click “Property Description.”  Type the legal description.  (This text will be used by Standard Conveyancer to generate the policy Exhibit A, the mortgage Exhibit A, and the deed, so you should only type text as much as you would want on all three of these documents.)

2. On the Title Text screen’s pull-down menu, click “Commitment Exceptions.”  Enter the title exceptions as you want them to appear on the commitment.*  You should start numbering to follow the standard excep​tions on the underwriter’s commitment form.

3. On the Title Text screen’s pull-down menu, click “Requirements.”  Enter the information for all mortgages that need to be paid off for the policy to issue.** 

Data Entry for Producing a Title Insurance Policy

A.
Advance to the Policy screen on the 1-Conveyance menu. The underwriter and the rates should be in place (review the rates before the closing), and should not be changed at this point.  Fill in the Loan and/or Owner’s policy jacket numbers, and click which standard exceptions to omit on the loan and owner’s policies.

B.
Advance to the Text screen on the 1-Conveyance menu.

1. On the pull-down menu on the Title Text screen, click “Policy Exceptions.”  Enter the title exceptions for your Schedule B,* numbering them to follow the standard exceptions on the underwriter’s Schedule B form.  If you have already typed them in “Commitment Exceptions” you can cut and paste.

2. On the pull-down menu on the Title Text screen, click “Subject To.”  Enter any subordinate mortgages or other matters you want to appear on the Schedule B, Part 2.

C.
Advance to the Recording Info screen on the 1-Conveyance menu.  Enter the recording information for the deed, mortgage and assignment (whichever are applicable).  The information that is automatically generated in the text boxes will appear on your Schedule A (uncheck “Auto” if you need to edit the text).

D.
Advance to the Attributes screen on the 1-Conveyance menu.  Ensure that the proper title policy endorsements are checked (Secondary Market, Environmental 8.1, etc.).

E.
Miscellaneous Title Text Screen Notes: Three other title text screens are important (though they are not used for title policies). Deed Additions is for the title reference language for the deed. Mortgage Additions is for the title reference language for the mortgage.  Standard Conveyancer will assemble the title reference language for you if you enter the prior deed recording information (click 1-Conveyance, then Property, then Grantor/ Deed).  Certification Exceptions is for the Attorney’s Certificate of Title (for use in Massachusetts only).  Ti​tle exceptions will copy into this screen automatically if they are typed into the Policy Exceptions screen.  

Generating/Printing Title Insurance Documents

After entering all the necessary data and text, simply generate your documents. Standard Conveyancer will put all the information on its own underwriter-approved title policy documents.  The system generates multiple copies (Owner’s, Loan, Agent & State Office) of title policies.  Always carefully review your documents after printing.

1. On the Tool Bar, click Print to get to the “Print or Merge Documents” screen.

2. To generate a title policy, click Policy; or, to generate a commitment, click Commitment.

3. To review the list of documents that will print, click List.

4. Scroll through the list with the arrow keys and use the space bar to select (white) or deselect (black) the docu​ments to print.  While scrolling, look at the green bar near the bottom of the screen to view the full names of the documents.  Press the <F9> or <ESC> key when finished.

5. Click Merge to generate the documents.

Names of Commonly Used Title Policy Documents

All title underwriter documents are named starting with “TI,” followed by a two-letter abbreviation for the under​writer and two to four characters for the document name (i.e., title commitments are named “Ti_ _Comm”). New or old style naming for expanded coverage policies depends on underwriter and will change as documents get updated.
Naming for Standard (ALTA) documents: 

Ti_ _SPL (Standard Policy Loan)   Ti_ _SPO (Standard Policy Owner)   Ti_ _SPX (Standard Policy Extra Copies)
New Style naming for Expanded Coverage policies:  

Ti_ _EPL (Expanded Policy Loan)  Ti_ _EPO (Expanded Policy Owner)  Ti_ _EPX (Expanded Policy Extra Copies)

Old Style naming for Expanded Coverage policies (also print ExDscrpt (Exhibit A Description):

Ti_ _SAOE
SA Owners Extended

Ti_ _SBOE
SB Owners Extended

Ti_ _SALE
SA Loan Extended 

Ti_ _SBLE
SB Loan Extended

Ti_ _SAXC
SA Extra Copies (Agent/State Office)
Ti_ _SBXC
SB Extra Copies (Agent/State Office)

Old Republic Expanded Coverage policies:  Old Republic does not use separate Expanded Coverage documents as listed above. Print TiORExtO or TiORExtL for Expanded Owners or Loan endorsements.  
Other title insurance documents: Commonly used documents will appear in the Closing or Policy print batches. Some (such as endorsements) you may need to print from the master document list.  On the “Print or Merge Documents” screen, click the Document button and use <Ctrl F> to search the list. 

Title Policy Underwriter Reports

Standard Conveyancer keeps track of the policies you have written, including the policy jacket numbers, cover​age amounts, and premiums. To print a title policy report:

1. Click the Info menu, then Reports, then Print Re​port.  

2. On the “Print/Preview Report” screen, click List and select the report for your underwriter.  

3. On the “Print/Preview Report” screen, enter a date range for the report and click Print.

*Power User Tip 1:  If you need a commitment, enter your title exceptions under “Policy Exceptions” instead, and the exceptions will automatically copy to “Commitment Exceptions,” (and for Massachusetts, “Certification Exceptions”).  They will remain in Policy Exceptions for you to generate the policy after the closing.

**Power User Tip 2:  If you use your title exam report to enter your mortgages to be paid off on the Payoff screen (the creditor’s name, the original amount, the date, the recording date, and the book and page recording information for the loan), Standard Conveyancer will automatically generate your “Requirements” items for you, and your payoff items will be partially done when it comes time to enter your payoffs.
As always, call us at (781) 324-0550 if you have any questions!


