Standard Conveyancer™:  Tips & Pointers

Working With Closing Files

Unlike programs like Microsoft Word, Standard Conveyancer™ stores all your closing files and other information in several large databases rather than as separate files.  This allows Standard Conveyancer™ to handle your information more efficiently than would otherwise be possible.  Consequently, the way you use files (open, copy, delete, find, rename, etc.) is handled differently from some other programs.  Follow the step-by-step instructions below for the operation you wish to perform. 

Opening a New Closing File

1. On the Tool Bar, click New.

2. On the “Choose Type, ID and File Number” screen, be sure the “Add Style,” is set to Wizard. 

3. Click the pull-down menu for “Type of File” and select the transaction type.

4. Type your file name in the “File ID” field and press <Tab>.  Do not use “\,” “/” or “.” in the File ID!

5. Enter your file number in the “File Number” field, or select Auto to use automatic file numbering.

6. For Cash transactions click Finish.  For transactions involving a lender, click Next.  

7. On the “Choose Lender” screen, click List, scroll to the lender, and press <Enter> twice.

8. If you wish search for back title, check Auto Property Search and click Next. If not, click Finish.

9. (Optional) On the “Back Title Search” screen, type the property address and other information and click Search Now. From the list of possible matches, scroll to the one you wish to use and press <Enter> twice. Follow the directions on the screen to copy the property description and/or the policy exceptions from the old file into your new one. Click Finish to finish opening the new file.

Retrieving an Existing Closing File

· To retrieve a recently used file, on the Menu Bar click Quick, then the File ID.

· To retrieve a file not found on the Quick Menu, type the file name into the File ID Box on the Button Bar.

· To switch between files, you don’t need to “close” the open one.  Simply choose the file you want from the Quick Menu or type the file name in the File ID Box. Files save automatically as you switch between them.

Searching for an Old Closing File

1. To find a file without knowing its File ID, on the Tool Bar, click Find.

2. On the “Select Files” screen, enter the information you have about the file and click Search.

3. From the list of likely matches, select the file you want to retrieve and press <Enter> twice.

4. If you did not find the file you want, repeat the above steps.

Making a Copy of a Closing File

1. Retrieve the file you want to copy.

2. On the Menu Bar, click File, then Save As.

3. Enter the name of the new file on the “Save File As” screen.  (Your old file will still exist, unchanged.)

4. Click Yes or No to the question, “Copy Title/TM Text…?”  (Usually “Yes.”)

5. Click Yes or No to the question, “Copy Payoff Details…?”  (Usually “No.”)

Deleting a Closing File

1. Retrieve the file you want to delete.

2. On the Menu Bar, click File, then Delete.

3. Click Yes to the question, “Delete Current Closing File…?”  (“Yes” deletes the file.)

4. You will still see the deleted file name in the File ID Box.  To finish, you must retrieve another file.

5. If you think you have accidentally deleted a file, call Standard Solutions immediately.

Renaming a Closing File

1
Retrieve the file you wish to rename.

2. Make a copy of the file (see above), naming the copy what you want to rename the original.

3. Delete the original file you wanted to rename (see above).

Undoing Changes in a Closing File

1. To restore a file to its former condition (before data was entered, changed, etc.), first retrieve the file.

2. On the Menu Bar, click Tools, then Audit Trail.

3. From the list of saved copies of the file, choose the date and time you want to restore the file to.

4. Review the file.  You can repeat the process until you find the version of the file you want.

Running File Maintenance 

In order for Standard Conveyancer™ to continue to run smoothly, you need to run File Maintenance periodically.  File Maintenance should be run every two weeks for a small office and every week for a larger office.  

Caution:  If you think you have accidentally deleted a closing file or any other information, do not run File Maintenance until you have contacted Standard Solutions.  

1. Make sure all Standard Conveyancer™ workstations have exited the program.

2. On one workstation, start Standard Conveyancer™.

3. On the Menu Bar, click Tools, then Maintenance.

4. Click Yes to the question, “Perform System Maintenance Now?”

5. Wait for the File Maintenance procedure to finish before continuing.

Backing Up Files

It is vitally important that your Standard Conveyancer™ files be backed up regularly.  If Standard Conveyancer™ is installed on a server at your office, your network administrator is likely responsible for backing up the files.  If Standard Conveyancer™ is installed on your workstation only, you need to ensure that the files are backed up.  Standard Conveyancer™ has a built-in backup routine that you can use.  

On the Menu Bar, click Tools, then Backup, and choose the drive to back up your files onto (usually a:).  Follow the instructions on the screen.  Call Standard Solutions for assistance if needed. 

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


