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Job Aid: Work with Back Title 
The purpose of this document is to provide instructions on how to search our Back Title database, including prior policies, legal 

descriptions, and starter policies. 

 

1. Click the   tab from the Title Search (FATIC) window in the Services Gateway toolbar 

2. If you have more than one firm (entity) or office associated with your AgentNet credentials, make the appropriate 

selections in the first three drop-down lists (a) before continuing 

NOTE: This information will be applied to any subsequent products ordered for this file, so should be verified before 

proceeding. 

 

NOTE: Portions of the Property Address on the file should populate the search criteria (b). You can add, edit, or delete this 

information before searching. The more search criteria entered, the narrower the search results will be. 

 

NOTE: If entering the property address manually, separate the street number and street name into different fields of the 

search form. Avoid using directionals in the address (such as NW or SE).  
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3. Click the  button after you enter search parameters 

NOTE: The Back Title Searches (FATIC) window displays, with two tabs: BACK TITLE (c) and TRD (d) 

 

The Back Title Tab contains all the prior policies available based on the search criteria. Loan Policy Number, Owner Policy 

Number, Owner Names, Address, Unit/Lot, Condo/Subdivision, and Date are all displayed for each policy. 

 

NOTE: You can sort by column header by selecting the column name or filter within a column heading by typing in text in 

the Contains field. 

 

NOTE: You can navigate between the pages of results using the pagination buttons at the bottom of the page. 

 

4. Click the  button to review the document before saving 

NOTE: It will display in a separate window for printing or emailing. 

 

5. Click the  button to save this policy into your Saved Documents for your file in Closers’ Choice for future use 

NOTE: A confirmation pop-up will display. 
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The TRD tab contains legal descriptions and starter policies. Legal Descriptions are denoted by an “L” in the Type column 

and starter policies are denoted by a “S” in the Type column (e). 

 
 

6. Click  to view the legal or starter policy 

NOTE: The legal description will open in a Notepad window for easier copying & pasting. 

 

7. Click  to save the legal or starter policy 

NOTE: If saving a legal description, a confirmation pop-up will appear asking you to confirm you wish to overwrite any 

existing legal description in the file, if any.  

 
 

Click Yes to save this new legal description to the Commitment section of your file or No to cancel.  

Another message window will confirm the legal description was saved successfully. 
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NOTE: Saved documents can be viewed from the Back Title tab’s Orders section (f) or in the Viewer/Documents section of 

Closers’ Choice. 

 

 


