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SUMMARY

The/ f S Bidsigeas Portal provides easy access to:

1 Depositaccountbalance information and document history
1 ERecording documents in the Official Records
1 Electronic Funds Trans&% Account Withdrawals

LOGN

Ontline access to depositaounts is available frothe Official Records Search pagethe/ £ SNJ Qa4 6So0aA

www.collierclerk.com

Eachcustomer/frmA & | 8aA3JYy SR | At NAYINBE f23IAYyD tKAA Aa
finance/bookkeeping personnel responsible for monitoring the account and managing staff access. Note:
Customers with multiplelepositaccounts may access them frarsingé login.

From the Navigation Menu
SelectLogin

CollierClerk.com =

Clerk's Office | Records Search | Recording | Court Divisions | Clerk ToThe Board | Careers | Links | Forms | Fees

Official Records

" Collier County Clerk of the Circuit Court
ome g ~
Business Services
OR Document Search UsernamdSNOT
Login iti
OR Legal Search 9 Username: case SenSItIVE
OR Case Search Please login with your Username and Password a2zservices
If you need assistance with your login, please contact
Map Search your firm's primary login holder. Password:
Range Information 000000000000
User Guide '
& Loon PasswordScase
sensitive
Login To establish a deposit account with the Clerk of Courts and obtain a login to this portal,
please contact Clerk's Accounting at: AcctingHelp@collierclerk.com or (239) 252-2734
This portal offers on-line access to business deposit accounts used to pay for Clerk's services.
Disclaimer: By accessing Deposit Account information on this site, the user agrees to indemnify and hold the Clerk
harmless for any loss, cost, damage, or expense arising directly or indirectly in connection with such access or any
damage suffered by the user or any third party relying on said access or information. In no event shall the Clerk be liable
for any damages or for any indirect damages resulting from the access or use of the information herein. Users are solely
responsible for the security of their account(s) and account contents including but not limited to the management of
username(s) and password(s). The Clerk reserves the right to make improvements, changes, or to discontinue this access
at any time without notice and shall be held harmless for the availability or lack of availability of this service. Users shall
notify the Clerk immediately if they are aware of any errors, omissions, or security issues regarding their account(s).
Home | Site Map | Search | Disclaimer | Privacy Statement | EAQs | Contact Us G i,
This website is maintained by The Collier County Clerk of the Circuit Court. Under Florida law, email addresses are public records. If you do not want your email address
released in response to a public records request, do not send email to this entity. Instead, contact this office by phone or in wniting. % Y
s>
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HOME

The home screen provides a qumkerview of basic deposit account information and recerRecording
history.

Support Contact(s) technical assistance
is provided by youdesignatedcompany
Current Logged Ir supportstaff ¢ support staff in turn may
User Information O2yvil OG GKS /7t SNJ ¢

g A TO Z Document Services LLC %
ColliertXerk.com
Clerk's Office | Recqpds Search | Recording | Court Divisions | Clerk To The Board | Careers | Links | Forms | Fees

\
Official Records

Logged In: Support Contacts

Home Pat Smith Pat Smith

OR Document Search A TO Z SERVICES PSmith@myemailserver.com
123 ELM STREET 239-555-1212

OR Legal Search FT. MYERS FL 34206

PSmith@myemailserver.com
OR C: S h =
ot 239-555-1212
Map Search

Deposit Accounts

Range Information

User Guide
Actual: $830.95
otk Coples Projected: ($591.55)
nigss  oiing:  patsmn
He 123 MAIN STREET STE 504, NAPLES FL 34104-0504
PSmith@myemailserver.com
Accounts 239-555-1212
Electronic Recording Rootiing Foos Actual: $148,229.50
Recording History Projected: 52,427.80
Help A-85333 Billing: Sam Jenkins
123 E 95TH ST, NEW YORK NY 10128-1723
Logout Slenkins@NYemailserver88.com

800-777-1255

R zcent F lectronic Recording Activity

4/26/7013 2:49:37 PM Closing 2013-598 Pending Recording
4/16,2013 10:36:24 AM Closing 4444 Pending Recording
4/1(/2013 8:48:13 AM Problem Documents 43345 Pending Recording
4/16/2013 8:57:47 AM Notice 8874 Pending Verification
4/16/2013 8:41:54 AM Mtg 455890 Verified
4/16/2013 8:40:15 AM Closing 34558 Rejected
] Home | Site Map | Search | Disclaimer | Privacy Stat ment | FAQs | Contact Us —
This website is maintained by The ol er County Clerk of the Circuit Court. Under Florida law, email addresses are ~ublic records. If you do not want your email address released in response to a public
records request, do not send email to this entity. Instead, contac : this office by phone or in writing. ."y“;‘ax;\
Basic deposit account(s) overviev Reaitime account balance and

Projected balance (includesRecording
estimates for pending submissions)

Recent eRecording activity
summary with batch status
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ACCOUNTS

The Accounts screen provides accesgddposit account management tools. Somedtions may not be
available to all users depending on their designgtednissions

DEPOSIT ACCOUNTS:

1. EDITDeposit accounbilling/contact informationd w S |j dzA NB errdigsidalILI2 NIi &
2. VIEW HISTORY: Display account historyes@ptimages
3. MANAGE FUND&:w S |j dzA N3 & G CdzyRaé LISNXAA&AZY

a. Submit:Deposit via Eectronicfunds transfer

b. Withdraw: Request refund check

USER LOGINS W S |j dzA NB & & { dzohdd mely ésers. i td ok & B & Bifgind S N &

4. Add new logins to your deposit accoupne for eactstaff member)
5. Edit (or disable) existing logifis is important to disable accounts when staff leave your irm

CollierCierk.com pat smith $
Clerk's Office | Recdpds Search | Recording | Court Pivisions | Clerk ToThe Board | Careers | Links | Forms | Fees

Oﬂludl Records

Collier County Clerk of the Circuit Court

Home Business Services - Accounts

OR Document Search
OR Legal Search

OR Case Search Deposit Accouits

[ hccoms | hccoumtMome | ance |
Map Search
A-12345 Primary Account $480.95
Range Information
Billing: Pat Smith manage funds

User Guide odit | view history 123 MAIN STREET STE 504, NAPLES FL 34104-0504

PSmith@myemailserver.com

239-555-1212

Actual: $1,708.00
A- il
Home 85333 Secondary Account Projected: ($836.50)
Accounts edit view history Billing: Sam Jenkins manage funds
eaonit ftecordin 123 E 95TH ST, NEW YORK NY 10128-1723
9 Slenkins@NYemailserver88.com

Recording History 800-777-1255
Help
Logout User Logins Add User

edit Pat Smith a2zservices Enabled, Support, Funds

edit Betty ). Collins BJCollinsA2Z Enabled

® O,
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@ ACCOUNT®eposit Accours: Edit(Requiresdt { dzLJLJ2 NIi ¢) LISNX A aairzy

Use this screen to maintain your company address and business contact informaimmportant to update
this informationon a regular basis to reflect any chang@siis is the contact/address used for communications
regarding your account.

If you maintain multiple accounts for different
services (e.g. Recording vs. Courts), name your
accounts accordingly to assist the Clerk in charg
CollierClerk.com you correctly.

Clerk's Office | Records Search | Recording | Court Divisions | Clerk To The Board | Careers | Links | Forms | Fees

Official Records

Home

Collier County Clerk of the Circuit Court
Business Services - Deposit Account Settings
OR Document Search

OR Legal Search Deposit Account: A-12345 Dapiosit Account Name:

OR Case Search Deposit Account Name (Required) is a description used to distinguish this Primary Account
account and how it is used. Examples include: "Primary Account”, "Naples

Map Search Office”, or "Court Charges ONLY".

Range Information
User Guide

Billing Contact
9 Contact Name:

Contact Name is the full name of the individual to contact for issues Pat Smith
concerning this account. This is usually the person responsible for maintaining

the account balance. 2
Business Portal Contact E-Mail:
Contact Email is required. This is the primary form of communication for day

PSmith@myemailserver.com

Home to day activites,
Accounts Primary and Secondary Phone numbers should include an area code. Phone Primary:
Electronic Recording Billing Address is where you wish to receive formal mailing concerning this 239-555-1212

account (refunds are only mailed to this address).

Recording History Phone Secondary:

Help Fax 239-555-9999
Logout
Billing Address:
/ \ Street:
q g 23 MAIN STREET STE 504
Usean email address that is checked .
. City:
g regular basiby mpre than one persor R AER
(in case someone is out of the office -
. 3 State Abbreviation:
You may use multiple addresses if you FL
separate then with a semicolon Zip Code:
34104-0504

\e.g.Johr@emailcomMary@email.com/ .

Verbal Passcode:
Verbal Passcode:

If you establish a verbal passcode on this account, account holders will be Rumpelstiltskin
allowed to charge dlerk’s services on a walk-in basis. Each account holder will

be required to provide photo identification and provide the verbal passcode to

the account at the time of service. Failure to provide acceptable identification

and the current passcode will result in the denial of access to deposit account

funds. It is strongly recommended that you change your passcode regularly -

especially after a change of staff. It is your responsibility to manage the

passcode and secure it from improper use. If you wish to prevent walk-i/ use

of your account, leave the passcode blank,

Prefered Minimum Balance: i
Preferred Minimum Balance:

You will receive an email each time your account balance fal's below this s 500
amount. The Clerk requires a $50.00 minimum balance b~ maintained.

Whenroles changeor staff leave ) A
your organization, update your verbe
passcode to limit walin access to R 11T OETILE —
your account.To restrict all walkn [0 S m i S DO T e e \
access, leave this field blank. :

Feee
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ACCOUNT¥iew History

Updatedl1/11/2016

View History provides a detailed viewadf transactions that affected the balanseyour accountor a specific

month and year

Click for a printable
version of the report.

CollierClerk.xom

Clerk’s Office | Records Search\| Recording | Court Divisions | Clerk To The Board | Careers | Links

Official Records

Home

OR Document Search
OR Legal Search

OR Case Search

Map Search A-13055
Range Information

User Guide
T Print Version

Home 3;' 04/15/13 03:32 PM
Accounts =

!';J 04/15/13 03:38 PM
Electronic Recording

Recording History
Help

Logout

Ccllier County Clerk of the Circuit Court
Butiness Services - Deposit Account Transaction History

Primary Deposit Account

7285595

7285597

Select the desired
Month/Year of activity

| Forms | Fees

April 2013

Services LLC %

I Y T S T S

Starting Balance: $0.00

[T ——
=8

A TO Z Document Services LLC
A TO Z SERVICES

123 ELM STREET
FT. MYERS FL 34206

A TO Z Document Services LLC
A TO Z SERVICES

123 ELM STREET
FT. MYERS FL 34206

$165.00

$315.95

Current Balance:

$480.95

Receipt# 007285595
4/15/2013 3:32:44 PM

Clerk of the Circuit Court

Offficial Receipt

Home | Site Map | Search | . isclaimer | Privacy
This webse is maintained by The Collier County Clark of the Circuis Court. Under Florida  vw, email addresses are public
records requast. do not send email to thi. entity, Instead, contact this

Customer Deputy Clerk

Clerk Office Location

A TO Z Document Services Dianne M Etienne

test nuvlvusggmal\ com
ATO Z SERVICES (239)252-8261
123 ELM STREET
FT. MYERS, FL 34206
1 Product
P 14
EFT Convenience Fee $0.36
TOTAL AMOUNT DUE
Deposit Accounts: A-12345
EFT Transaction ID# 42016040-8CC0-4F8D-A9D9-42F 266FB57D7
BALANCE DUE
Note:

Collier County Govt. Center
Building LA, 2nd Fi
3315 Tamiami Trl E Ste 102
Naples, Florida 34112-4901

T
$0.36
$0.36
$165.00

(8165.36)

$0.00

Disclaimer: All transactions are subject 1o review/verification. The Clerk reserves the right to correct for clerical ermors and 1o

assess or refund charges as neaded

Click to view
individual receipts

CollierClerk.com

Page:7
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@ ACCOUNT®Manage FundgReqizA NS & G CdzyRaé¢ LISNXYA&A&AAZY

This screen and the confirmation screens that follow allow authorized users to deposit electronic funds and
request refunds.Only accounts with aACH/EFT Authorization Fogny FTAf S 6 A (0 K Gpedorm £ SNJ
electronic deposits. All accounts yneequest refunds

(Amount to Deposit: \

Enter the amount in US dollars and cents (an additional convenienc
fee will be added on the next screeBeposits are immediately
reflected in your account balance.

Current account
balance \Once submitted, deposits cannot be cancelled j

g A TO Z Document Services LLC &
CollierClerk.co
Clerk's Office | Records Search | Recording | ivisions | Clerk ToTheBoard | Careers | Links | Forms | Fees

Official Records

. Collier County Clerk of ilxe Circuit Court

Business Services - Manage Funds

OR Document Search

OR Legal Search Deposit Account: A-12345 Balance: $165.00
OR Case Search Add Funds:

Amount to Deposit:
Map Search Deposit funds in this account via Electronic Fund Transfer

Range Information (EFT) from your bank account. $ 315.95

User Guide

To setup an electronic bank account or modify an existing
account, contact Clerk's Accounting at:

AcctingHelp@collierclerk.com or (239) 252-2734. 4 Submit (EFT)
IMPORTANT: Each transaction incurs a convenience fee of

$0.36. The Maximum TOTAL amount allowed by the funds

Home processor is $50,000.
Accounts Withdraw Funds:
A Amount to Withdraw:
Electronic Recording Specify the amount in US dollars and cents to be refunded. slo
Recording History Refund requests are scheduled to be processed in the next
Help Clerk's refund cycle.

Logout & Withdraw (Check via USPS)

%X Cancel

to a public records request, do not send email to this entit . Instead, contact this office by phone or in writing.

ﬁmount to Withdraw: \

Enter the amount in U8ollars and cents that you want refunded from your deposit
account(there is no convenience fee). Withdrawal requests amegssed as part of the
/ £t SNyl Qa aidl yRINR | OO0O2dzyia LI eloftS OeOf
balance. All checks are mailed USPS to the current billing addsssiated with your
account. If you submit a withdraal request in errorO2 y G I Ol s AckdBntiigf S N
\Departmentimmediately to void theequest. J

Home | Site Map | Search | Disclaimer | Privar ¢ Statement | FAQs | Contact Us T
This website is maintained by The Collier County Clerk of the Circuit Court. Under Florida law, email addresses are public records. If you do not want your email address released in response

Page:8
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Add Fund<Confirmation

' TG4SN) e2dz Ot AO1 G{dzoYAlGE G2 RSLRAAG FdzyRa Ay &2dzNJ |

Receipt Comment: You may enter a comment that will appear on yout
receipt. Hint: Thisis a good way to track your deposigainstyour e
Recading batches.(Batch names appear on your recording receipts.)

CollierClerk.com

Clerk's Office | Records Search | Recording | Court Divisions | Clerk To TheBoard | Careers | Links | Forms | Fees

Home

Collier County Clerk of the Circuit Court
Business Services - Manage Funds

OR Document Search

OR Legal Search Deposit Account: B-04500 Balance: $1,994.12

OR Case Search Add Funds: .
Comment for receipt:

Map Search

Deposit funds in this account via Electronic Fund Transfer (EFT) from your This comment will appear on the receipt
bank account.

MyBatch 2014-12345

Range Information

User Guide To setup an electronic bank account or modify an existing account, contact
Clerk's Accounting at: AcctingHelp@collierclerk.com or (239) 252-2734. Amount to Deposit: $100.00
IMPORTANT: Each transaction incurs a convenience fee of $0.26. The EFT Convenience Fee: $0.26
Business Portal Maximum TOTAL amount allowed by the funds processor is $50,000. : _

Transaction TOTAL Amount: $100.26
Home

Accounts X Cancel

Electronic Recording

Recording History Withdraw Funds:
Amount to Withdraw:
User Guide Specify the amount in US dollars and cents to be refunded. 50
Logout Refund requests are scheduled to be processed in the next Clerk's refund
cycle.

Click Confirm

= B to process

Home | Site Map | Search | Disclaimer | Privacy Statement | FAQs | Contact Us

This website is maintained by The Collier County Clerk of the Circuit Court. Under Florida law, email addresses are public records. If you do not want your email address released in response to a public
recards request, do not send email to this entity. Instead, contact this office by phone or in writing.
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@ and @ USER LOGINSdd & Edit
O wS|j dzA NB Ppermiidsidai BI2ZINRR ySg6 dzaSNB 2N 42 SRAG

Each deposit account @ssigned a Primary user logvith both Support and Funds permissiorrimary users
are responsible to create, manage, and provide basic support services to other company staff as needed.
t NAYFNE dzaSNBE YIlIe& O02yial Ol (eKS 7/ fSNJQa 2FFAOS FT2N ac

User Logins:

1 Itisstronglyrecommended to create a separate user login for each staff member who will be accessing
your account(spn-linez 2 NJ OKIF NHA Y 3 a SNIIA OS aColnter ciistorSers/whoS NJ Q &
request services to be charged to a deposit account must have an enabled login.

0o Hint: if you require someone to charge services at the counter but do not wish them to have on
line access: Create and enable a User Login, providewlitarnthe Verbal Passcode to your
account, but DO NOT give them the password for their login.

1 Itis important to maintain current information for each usd.ogins are not automatically disableld.is
recommendedhat youdisableadza Sldgln anmediaely when the leave your emplay

1 Itis recommendedhatyouOK |l y3S §(KS &+ S NDbusdrleaves ybur EnpRySperiodidally,y” |
or when you feel the password may have been compromised.

1 Passwords do nautomaticallyexpire after a set number of gia; however, you may changeur
passwords periodically to enhance your security.

1 Logins may be disabled but may not be deleted as they have historical information attached.

1 Disabled logins still appear in the list of user logins but are located diatiem of the list. They may
be reenabled.

Special Permissions: Support & Funds

T 'aSNRAR ¢AGK a{ dzLJLJ2 N@Epésit accdhSidfaimatioh & well BHRIgeSI6yhsiThey

mayd Nl Yk NBE@21S 020K d&{ dzLJLI2 NIl ¢ thefisersiCdzy Raé¢ | O00Sa
 Theremustbeat SI &0 ™M dza SNJ & A ( fér edch ampdsidhccdust(s) L JRNS dcéess is hof

required.
T 'aSNA @gAGK aCdzyRaé¢ | O0O0Saa Yle |00Saa GKS alylr3as

withdrawals.

o Hint: If your compankias multiple deposit accounts and you need a staff member to have
different levels of access for each account, create multigies with different access

permission&nd assigrihe loginsto the same person. The staff member will have tarog
separatly but it will allow you to control the access based on the account.

Page:10
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Set or Reset the User Password here
Password rules are shown at leftAll
users should reset their own passwot
after a reset.)

Checkhe boxto enable
this login. Uncheck the
box to disable the login.

CollierClerk.com

EHficial R aids

arak | Mecosdieg | Cass

9y GiSNI iKS |

aSNRna

reasonably appears on their photo IC

Collier County Clerk of the Clrcuit Court
. Business Services - User Login Jettings
0N Document Seanch
OR. Legal Search User Mams and Password: e
O Case Sannch Username and password are used o login Bo the Business Portal alrsenice,
Map Search The use of an email address as 3 usemams |s recommended.
Rangs [rcamation Passwords regquing ot last: 1 upper case leite PR
1 lowr case letter SEERREERERRS
Uids Gl | g or spacial character
B churacters in bength F Enabled
usiness rorial . :
Contact Mame
Ry Contact Mamae: I this user is permitted to walk-in to the Clerk's offlce e 2=t S
Argoarty chargs Serdices 1o & deposll scoount, the Contact Misse must readsnably | B
matih ithe wers Debvars” License or other Photo dentiflcation
[Ehectroric Recording Contact E-Mall
Bpgrdieg Mistary PSmihmyemailserver com
Help Phsoess Primary:
Logmn 238.555.1212
Phorse Secondany
Coll 238-555-3455

Hailing Addeesis:
Shrewt;
123 ELM STREET

ity
FT. MYERS

State Abbeeviabion:

FL
Jip Code:
342086
Ciiairy
Special Permissions: =
Support
Support (Create Users and Edit Account Details) <
v Funds
Funds (Manage and Transfer Funds)
Accessable Deposit Accounts: =
v A-12345 Primary Account
3

A-85333 Secondary Account

i I Site Moc i Sonech |

You mussaveyour changes To

| Privacy State cent | FAQs | Contact Us

, email addresses - e public records. If you do not want your email address released in response to a public

confirm changes were saved, ed
the account again to view the
current values.

Page:11l
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ELECTRONIC RECORDING

PREPARATION & REQUIREMENTS

Electronic documents may be submitted to the Clerk for recording in the Official Reddidsrocessbegins

with good preparation. Each submitter is responsible for their own documents. Failure to prepare
documentscorredt & Yl & NBadzZ & Ay AYF3Sa o6SAy3a aidl YLISR |
rejected.

Document Images:

1 Images must be scanned and saved prior to attaching them to your batch.

f All images must be scanned at their original size (exaipley oyé¢ E zemowé oféS (EG S
Mné f SBIf yRATl Qb y f S53Ff R20dzYSyGa | a 6t St

1 Images must be scanned as: Black and WB@6,dpi compressed Tifes (compression =
Dnu5 AYRAOI (i.9\&te: Inomé ihdtancés 300cdpi, black/white PDFs may be
accepted depending on the file properties; however, PDFs are not officially supported.

1 Itis important to ensure that each image is clear, legible, and complete.

o/ KSO1 GKIFG AYF3Sa INB aidNFAIKAG | y-RTEKI # NI
cropped when compared to the original paper document.

o Confirm that all signatures, notary stamps, etc. elear andegible.

1 Remember, the electronic documentiysubmit becomes the official record. It needs to be
the best available imagdf you are unsure, rscan the document/page until you are
satisfied with the electronic image(s).

Internet Browser:

It is recommended to usMlicrosoft Internet Explorer veign 10.xor Google Chromas your
Internet browser. These browsers have been tested with the business portal and provide
maximumfunctionality. Other browsers may restrict certain functiepsxample: other
browsers may prohibit you from uploading moigan one image/page at a time.

Page:12
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ELECTRONIC RECORDING: Active Batches Tab

The Electronic Recordir@immary screefActive Batches talrovidespending erecordinghA Y F 2 NXY' I G A 2y &
3t yOSé &adzYYIFINAT SR o6& RSLIaAlG I 002dzyio

Overview

1 Documents are submitted in batches. A batch may consist of one or more individual documents.

1 Documents aremormallyrecorded in the order they are submitted witharbatch. Please ensure that
your documents are ordered correctly.

1 All recording fees ardeducted from the associated deposit account. It is important to ensure you have
sufficient funds in your account BEFORE you submit a batchréooeding.

1 Batches may be rejected. In these instances, the batch is highlighted mnREi3plays the @&son for
the rejection. You may edit the contents of the batchniwake necessary corrections aresubmit or
you may delete the batctvithout recording it.

T . 00KSakR20dzySyida GKIG 6SN 4dz00Saa¥FdAZ t & NBO2NR
FLIISENI 2y GKS al Aad2NBE Gl

O b’)

]

Status Column:

The Status column indicates the flow of the batch through threarding process.
1 Blank= not yet submitted
1 Pending Recording submitted but not yet accepted

Note: Batches thabave been submitted arale pending recordingr verification can no longer be
edited or deleted by the submitteThey may be viewed.

1 Pending Verificatiorn= acceptedpending final review

Note: The recording process is not complete anduwinents are not released to the pulskcord
until they pass final review/verification

1 Rejected= Batch has been rejected without being recorded and requires you to take further action.

Page:13
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ELECTRONIC RECORDING: Active Batdhésoh&inued)

Add a new batch of documents
associatedvith this deposit account Click to refresh the view
(See next page for additional details with the most current

information.

Statuscolumn
(Seeprevious page
for explanation

Use Edit to modify or
delete an individual
document within a
batch.

Use Delete to delete 8
the entire batch
without recording it.

Viewa pending batch
andits individual
documents.

Estimates are based on the information you
provide for each document/batch. Projected
Balancencludes all pending batches and displa
in red if it is less than the preferred minimum
that you established foyour account. Numbers
in (brackets) are below zero. /
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