eClerks LA eRecording Guide

Welcome to eClerks LA! Having the latest supported browser is important to ensure your computer has the
latest security updates. eClerks LA eRecording is best viewed with Google Chrome, Microsoft Edge or Firefox
browsers. Microsoft Internet Explorer is not supported.

This guide is designed to be a quick start review to have you quickly eRecording your documents directly with
your desired Parish.

Let’s eRecord!
On the Home page, the bottom left box will direct you to eRecording. Be sure you have an eClerks LA account
created first. Select your desired parish from the drop-down menu and click “Go to Parish eRecording”.

Home AboutLCRAA ContactUs

- email address | & password

Welcome to eClerks LA

Providing options to do business with the Louisiana Clerks of Court

Statewide Portal Parish Search LCRAA eBulletin Board
FREE - Quickly locate Land Records, Purchase subscriptions, search records, Find the latest parish notices, scheduled
Marriage Licenses, and Civil Information. view and print images of documents. meetings, and holiday calendar here.
Select a Parish v

m Go to Records Search Visit

eRecording eFiling Marriage Application
eRecord documents directly with Open court cases and e-file documents to Using this process helps to expedite your
participating parishes courts at anytime from anywhere. marriage application
Ascension v Select a Parish v Select a Parish v

Go to Parish eRecording Go to eFiling Go to Marriage Application

wered by Louisiana Clerks' Remote Access Authority Questions?

po
=H= ANTARES 10202 Jefferson H_wy‘ Bultd_\ng A| Baton Rouge, LA ?0609 Contact Us
TECHNCLOGY SOLUTIONS Home Privacy Policy Terms of Service

Important Notes:

e eRecording does not require a parish subscription
An eClerks user can eRecord with any participating parish, just select your desired parish from the
dropdown list.
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eRecording uses the Payment methods setup in your eClerks LA “My Account Profile”

Make sure your desired payment method is added for you to select when submitting your documents.

Home About LCRAA Conl

@ LOG OUT

ra Thomas!

Manage your eClerks LA account

Review/Update your account settings

Profile Payment methods
Password .
Billing address
Two-factor First name Last name
authentication
Laura Thomas

Personal data

Payment methods

Subscription
history

Email (Optional)

Payment receipts will be emailed to the email address
provided when setting up each payment method.
Please make a note when setting up different Credit
Card/ACH payment methods that you have access to
the email account.

Purchase history

Ithomas@antaresnet.com
Address

8282 Goodwood Blvd.

Address 2 (Optional)

Add a payment method

Your payment methods

o
[=](x]
(=]}

Linked Accounts (Recording Software Payment Methods)

Credit Card/ACH Payment Methods

[0552] Bank Account

283EDACE-D1EB-4BD5-8209- Exp

(0/0)

B7AEE305C736
[1111] VisaCredit
TFO6FADA-6355-455F-BODS- Exp.

A6C19E46FEBS (9/2020)

Empty Listing

No items Found For your payment methods

eRecording Dashboard
The Dashboard is your landing page for all things eRecording in eClerks LA. This section allows you to see the
status of submitted document grouped by Pending Transactions and Needs Attention Transactions. You can
start the eRecording process by clicking the Submit Document button. The blue box navigation also allows you
to see Completed Transactions, Rejected Transactions, and your full Transaction History.

Q

Home About LCRAA ContactUs (& LOG OUT

eRecording

Welcome to the eRecording Dashboard

Review/Update your document submissions

)

Submit
Document(s)
T —

Needs Attention Transactions

BRT-1001
Completed
Transaction # E-119:  Submitted: 11/23/20, 8:58 AM

ID: 134 Book Type: COB  Grantor: ROBINSON, JOHN

Transactions

Rejected
Transactions

Transaction History

Pending Transactions @)

Transaction # E-6:  Submitted: 9/23/20, 3:15 PM
ID:6  Book Type: COB  Grantor: SMITH, MERCEDES

Parish: Ascension

Parish: Ascension
Grantee: THIBAUT, DAVID

‘g Manage Your Account

Grantee: SMITH, ZACHARY ~ 6pgs

7pgs

12212021

ver2.0

eClerks LA eRecording Guide

Page 2 of 6



Steps: Package

The first Step allows you to “Select your Parish” and name your submission documents whether Package, bundle or
whatever your business calls them. There is also a place to provide Package Notes about your submission.
Click Next Step once completed.

Home About LCRAA ContactUs ® LOG OUT

Steps:
Customer
Documents

Payment

Submit Document(s) Return to Dashboard
Select Parish where you wish to record your docum@:o" Parish Clerk of Court v> -"" ous Sep

:q Manage Your Account

eRecording

Package Information

Package Name; ASC - 1001

Package Notes: SMITH CLOSING DOCUMENTS

You may provide any relevant package information here to help organize this submission. This
information is provided as a convenience and will not be sent to the processing clerk.

Internal Use Only:

=l o

Steps: Customer

The Customer tab gives you the opportunity to review your billing information. If you see anything that needs
to be updated you can click on the link “please update your account settings”. When ready click Next Step.

Submit Document(s) Return to Dashboard
Select Parish where you wish to record your document(s): Ascension Parish Clerk of Court ¥ oS, © I NS .
Steps: :
Billing Address
Package
First name Last name
Documents Laura Thomas
Payment Email (Optional)
Payment receipts will be emailed to the email address provided when setting up each payment method. Please
make a note when setting up different Credit Card/ACH payment methods that you have access to the email
account.
Ithomas@antaresnet.com
Address
8282 Goodwood Blvd.
Address 2 (Optional)
Suite W-2
City State Zip
Baton Rouge LA 70806
Country Phone number
\ us (225) 922-7748
If the above billing information is incorrect, please update your account settings.
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Steps: Documents

eClerks LA eRecording allows the user to enter the document details and upload copies of the final
documents. The system then calculates the estimated recording cost total based on the submission. When
eRecording a group of associated documents, the user can submit multiple documents by clicking the “Add

Document” tab.

Submit Document(s)
Select Parish where you wish to record your document(s): _ Ascension Parish Clerk of Court
Package
Clistaimer Basic Instrument Data
- Document Type: CASH SALE e @ COoB _|MOB [_IMISC
ayment
o Last/Entity First Middle Suffix
JOHNSON RONALD J
Grantee: Last/Entity First Middle Suffix
STREET DELLA G
Notes: SALE OF FAMILY HOMH
Document File
Document Charges
No uploaded file
Uploading your Documents:
Basic Instrument Data
Document Type: CASH SALE v @ coB MOB MISC
Upload Tip: Cranbor Last/Entity First Middle Suffix
When you select the Upload JOHNSON FONALD !
button, remember where — LostEntity Firt iddle Suffn
you saved your scanned STREET pELLA ¢
documents so you can find Notes SALE OF FAMILY HOMI
that folder.
Document File
eRecord Tip:
Be sure to select the number < e
of names that will need to be i .
indexed. :
< Names to be indexed: 3 ges: 6  Oversized: Mo (8.5X11)  File Size: 5.2 M8
Description Quantity Price Tatal
eClerk LA Tip: 6to 25 Pages 6 $0.00 §200.00
The system automatically LcRAA Fee 5500 $5.00
calculates the estimated eRecording Transmittal 300 5300
charges for you allowing you timated fees se01
to review the totals before > Fetimated ot s
submitting.
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Steps: Payment

This is the last step in the submission process. Note the estimated cost on the far-right column, then click the

“Choose Payment Method” to select your desired choice.

Submit Document(s)
you wish to. Ascension Parish Clerk of Court ~
Steps: Document Charges
Package
Customer Document 1-CASH SALE
Documents

Estimated Total

Payment Processing

Submit Document(s)

Set Up Payment Processing

seectapament et AR

[0016] VisaCredit

[1333] ACH

Steps: Submit your Document(s) for eRecording!

Return to Dashboard

§214.01

21401

After you’ve selected your payment method, you’re ready to submit or you can click back to one of the prior

steps if you need to review or update anything.

Submit Document(s)
Select Parish where you wish to record your document(s): Ascension Parish Clerk of Court v
Steps: Document Charges

Package

Customer Document 1 - CASH SALE

Documents

Payment Processing

Choose Payment Method

[0016] VisaCredit Exp. (4/2023)

ACSED084-191A-9AS 3-BHCO-983931 FBDYS

‘ Submit Document(s) I Cani 3l

Estimated Total:

Return to Dashboard

$214.01

$214.01
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Congratulations — Submission Successful!
This message confirms your document has been accepted and sent to the Parish for review and processing.
You can click the “Return to Dashboard” to Review/Update or Submit additional documents.

Home About LCRAA Contact Us @ LOG OUT

&n Manage Your Account

eRecording

submit Document(S) Return to Dashboard

Document Submission Successful!

e Please reference Transaction # E-220. To view this transaction, click here.
o To view your transaction history, click here.
® NOTE: Generated certified copies are available for thirty (30) days after the Recorded Date.

eRecording Dashboard
The eRecording Dashboard allows you to see the status of your submitted documents. You can also view your
“Completed Transactions” or your full “Transaction History”.

Home About LCRAA Contact Us & LOG OUT

:n Manage Your Account

eRecording

Welcome to the eRecording Dashboard
Review/Update your document submissions

Submit Needs Attention Transactions @)
Document(s)

BRT-1001
Completed

Transactions Transaction # E-119:  Submitted: 11/23/20, 8:58 AM  Parish: Ascension

ID: 134 Book Type: COB  Grantor: ROBINSON, JOHN  Grantee: SMITH, ZACHARY  6pgs

Rejected
Transactions
Pending Transactions €}

Transaction History

Transaction # E-6:  Submitted: 9/23/20, 3:15PM  Parish: Ascension
ID:6  Book Type: COB  Grantor: SMITH, MERCEDES ~ Grantee: THIBAUT, DAVID ~ 7pgs

ASC - 1001

Transaction # E-220:  Submitted: 12/21/21, 11:54 AM  Parish: Ascension
ID: 254  Book Type: COB  Grantor: Johnson, ronald ~ Grantee: street, della  1pgs

Important Note:

eClerks eRecording allows users to submit documents anytime. If documents are submitted after hours, the
clerk’s office will process the documents as part of the next business day’s workload.
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