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Job Aid: How to Upload a Policy 
The purpose of this document is to show you how to upload a policy. 

1. In the Applications window, click  

2. In the Title Policies window, select the desired Policy 

 

 
 

3. Click  

 

NOTE: The Loan Policy displays, enabling you to print or save the file to another 
location. 

 
4. Click  to close the Document view 

 

5. Click  

6. In the Policy Upload dialog box, select the Policy to upload 

 

 
 

NOTE: If there is only one Policy, it is selected by default. 
 

7. Click  

 

NOTE: A message displays, telling you that the Policy uploaded successfully. 
 

8. Click  to close the message 


