
USERGUIDE
How to Place a County 

eRecording Order
On the provided login page, type in your email, password and click on the ”Login” button. 

Please note: We recommend using any modern browser for the best experience

Once you are logged into the customer portal, click on ”Place an Order.”1

In the “What would you like us to do?” field, select “County Recording.”2

3 Select the County of where you want your document to be recorded.
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4 Enter in the Case Number (if any,) County and Jurisdiction of where the documents were filed.

If you select “Yes” to indicate that this is your client, a “Billing Code”  may be required to proceed.  
The “Billing Code” is your firm’s internal, billing, or client matter number code on a particular case.

When the Add Party box appears, click on the “Add Party” button.  Provide the name of5
the party involved, their role, and if they are your client.  

 Or, if no case number is available, click on Check box & Click on “Next.”  
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6 Important Note:  The documents must be emailed by replying to the
      Order Confirmation Email which you will receive after placing the order.

Step 1. Type in the Document Title of what you want to record in the field box. 

You may also search for your Document Title by entering in Keywords.    

Step 2. You must Authorize Countrywide Process to advance your court fees. 

Click on “Next.”   

7 Next you will need to choose the level of service and provide any
special instructions to either Countrywide Process or the County Recorder.
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8    There is no need to print the Routing Pages, unless you want to keep a phisical

9 Before emailing the documents, plesae assure your documents are scanned in Black & White

copy for your records or you have no access to a scanner and plan to mail the 
hard copies of your documents. When done, click on Back to Manage Cases to 
place your next order.

Not in Color, Please & Reply to the Order Confirmation Email you 
receive from donotreply@countrywideprocess.mail.legalconnect.com




