Customizing Standard Conveyancer™ Microsoft Word Documents

Standard Conveyancer™ produces documents by combining data from individual closing files
with Microsoft Word™ master documents. The benefit of this system is that information entered
only once will be used for multiple documents. Also, if last-minute changes are made to the data
the documents can be generated again immediately.

The master documents contain special field codes that correspond to the data entry fields in
Standard Conveyancer™. When data from a closing file merges with a master document, the
field codes in the document fill in with the corresponding data from the Standard Conveyancer™
file. (You may be using certain older documents that print directly from the program rather than
use this merge process)

Your copy of Standard Conveyancer™ has hundreds of documents for real estate closings,
including letters, mortgages, notes, riders, deeds, IRS forms, certifications, homestead
declarations and many other documents. Each document in Standard Conveyancer™ can be
customized for your specific needs. You may also create your own documents and add them to
the Standard Conveyancer™ document database.

In addition to customizing the content of documents, you can choose the settings for which (if
any) print batch a document appears in and the conditions under which it appears (i.e., sale, refi,
or both).

The basic process of customizing or creating new documents involves three steps: (1) choosing a
document similar to the one you want to create from the list of existing documents; (2) having the
program add your new document to the list by making a copy of the original; and (3) customizing
the copy and the settings for the print batch selection. These three steps will be outlined below as
we go through creating a custom introductory letter to buyer-borrowers.
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Lender Document Selection is a feature that allows you to set a reduced document selection list on a lender-by-
lender basis, for lenders that require you to produce only a reduced document package.

The Lender Document Selection window displays a list of all lenders that have a Lender Document Selection
list. The first column contains either a Y, which indicates that the document being customized will appear in the
print batch for that lender, or an N, which indiates that the document will NOT appear in the print batch for that
lender.

The second column lists the name of the newly created document. In this example, MyBrwLtr and the third
column lists the print batch in which the document will appear. In this example, the document will appear in the
New File batch which is batch #20.

Press <Esc> to return to the Document Information window.

3. Customizing the new document you have added to the system.

At this point you have added a new document listing [ Document formation i
called MyBrwLitr. You now need to customize the actual ~ ™nProaress |[Microsoft Word B
Word document from the copy of LtBwrPur that was vailable formats Microsoft Word |
created when you added your new document. You also —
need to choose the print batch settings for the document. T R
¥ Eligible for Automatic Selection || sutomatic Selection Settings |
The Document field contains the name of the newly created B el e BT
document - MyBrwLtr. Tab to the next field and enter a [ox | [wew | [ ust | [ oo | "
descriptive name of the customized document — My Borrwer —
Letter — Purchase. [¥ Lender Dioc Selection [ Lender Selection Settings |
[ adtribute Selection [ attribute Selection Settings |
Click the Change button and click Save to save changes to T Tile Master Document |___TitloMaster Settings |
MyBrwLtr. Microsoft Word will open the document you are
customizing. -
i




so merge codes are not accidentally deleted.

To view the merge fields in the document click the Fields button or to view the data in the document click
the Data button located on the toolbar. NOTE: All modifications should be made in the “Fields” View
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Michael L. Barrower and Nancy Borrower
i 11 Oldhome Way
= Malden, M4, 02148 File No: C2001-169

Re: Purchase of: 88 Way, Medford, 02155

Dear Mr. and Mrs. Borrower,
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Here is an example of MyBrwLtr in Field
View. If the fields were accidentally
deleted, this document would no longer be
usable.

Clicking into a field turns the entire field
gray and can be useful to see how long the
field is. Some fields can consist of entire
parpagraphs.

It is okay to modify the TEXT within a
document, but do NOT delete the data fields
unless you do not want that information
pulling into the document.

Here is an example of MyBrwLtr in Data
View. Notice the information contained in
this letter is in readable form. Do NOT
modify document templates in Data View.

ALWAYS customize data fields in the “FIELD” view, not in the “DATA” view.

Picker window opens.

If the document you selected does not contain all the fields required to modify your Word document,
merge fields can be added to the document. To add a merge field to the document, place the cursor in the
position where the merge field is to be added and click the {Field Picker } button. The Form Field
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Close the Form Field Picker
window by clicking on the “X”
in the top right corner of the
window.

Once the merge fields have been inserted in the new document click the Update Fields button. If
you had previously opened a file, the data from that file will pull into the document being
customized. If you did not have a file open there will not be any data to pull into the document
being customized.
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Saving vour Template

BEFORE exiting Word, click File, then Save Document to save your changes.



