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How to eRecord a Document

Using Simplifile Consumer Edition Website:
https://www.simplifile.com/sf/ui/consumer-portal/home

Step-by-Step Instructions

Step 1: Select your recording Jurisdiction

1. Openyour browser and go to: https://www.simplifile.com/sf/ui/consumer-

portal/home

2. Select the county you wish to record a document with.

Al Simpilifile eRecording

Where do you need to record a
document?

Ottawa County, Ml v

Why is my recording jurisdiction unavailable?

Frequently asked questions
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Step 2: Enter your contact information

1. Once ajurisdiction has been selected, input your contact information including
your phone number and email address.

=

Al Simplifile” eRecording

Let's stay in touch.

We need to know who you are and how to
contact you. We will send a one-time passcode
to both your phone number and email address to
ensure you have access to them.

First Name *
Last Name *

Phone Number *

Matke sure you can receive SMS messages at this number.

Email Address *

Back

Frequently asked questions
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Step 3: Verify your phone humber

1. Atwo-step authentication is required for your phone number and email. A text
will be sent to your phone with a 6-digit code to verify the accuracy of your phone

number.

Al Simplifile eRecording Al Simplifile’ eRecording
Confirm your phone Confirm your phone
number. number.

A six-digit code has been sent to (555) 555-5555. A six-digit code has been sent to (555) 555-5555.
Please allow up to five minutes to receive this Please allow up to five minutes to receive this

code. Code will expire after 15 minutes. code. Code will expire after 15 minutes.

\S \&
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Phone number confirmed!

Request New Code
|

Back
Frequently asked questions Frequently asked questions
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Step 4: Verify your email address

1.
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A two-step authentication is also required for your email address. Similarly to
the text message, you will receive a 6-digit code to verify your email address.

Al Simplifile eRecording

Confirm your email
address.

A six-digit code has been sent to
john.smith@XXX.org. Please allow up to five
minutes to receive this code. Code will expire
after 15 minutes.

&M

Request New Code

Back

Frequently asked questions
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Confirm your email
address.

A six-digit code has been sent to
john.smith@XXX.org. Please allow up to five
minutes to receive this code. Code will expire
after 15 minutes.

Email address confirmed!

-
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Step 5: Upload your Government-Issued ID

1. Click Take a Picture of your ID or Choose a File to upload your scanned ID. You
can drag and drop files into the upload area.

2. We only need the page with your picture and address.

3. Once the image of the ID has been uploaded, preview the image to verify that the
name and address are clearly legible. If they are, click next. If not, select “Let me

try again”.

Al Simplifile eRecording

Let's see some ID.

MNext, we need to see some 1D - a driver's license,
passport, or other government 1D will work. We
only need the page with your picture and
address; don't worry about the back of your
driver's license or other pages in your passport.

&3]

Take a Picture of your ID
|:||'.
Choose a File

Frequently asked questions
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How's it look?

If your name and address are clearly legible, click
the Next button. Otherwise, click Let me try again
to give it another shot.

Let me try again

Frequently asked questions
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Step 6: Upload your document

1. To upload the document that you would like to eRecord, select “Take a Picture of
your document or Choose a File”. Please note: You will have to upload each
page of the document separately.

2. Once the image of the document has been uploaded, preview the image to verify
that the document is legible and fits within the margins. If the document is
legible, select next.

Al Simplifile eRecording AJ Simplifile’ eRecording
' - Let's see this document.
Let's see this document.
If you need to rotate a page or delete it, click one of the

Here's where you upload the document you want to buttons directly above that page. To add additional
eRecord. Either take a picture of the first page of your pages, click - you guessed it - Add another page. If
document or upload an existing file. You'll get a you've captured the entire document, click the Next
chance to add additional pages later, if necessary. button.

@ ] .Page 10f 1- Letter oCw 4

Take a Picture of your Document
_or-
Choose a File

AFFIOAVIT OF PURCHASE PRICE

L arge documents can take as long as one minute to be processed. We
appreciate your patience! M ALL MEN B THEES PRESENTS that hia

Back

Frequently asked questions
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All rights reserved. Large documents can take as long as one minute to be processed. We
appreciate your patience!

Add another page
Frequently asked questions
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Step 7: Payment

1. Recording fees will be processed automatically from your payment information
that you have input.

2. Ensure that your card information is correct, and your bank account is properly
funded.

3. Ottawa County will charge a Recording Fee of $30.00 for every document
recorded. Simplifile charges a $20.00 service fee. Fees are only charged when
the document is successfully recorded.

Al Simplifile’ eRecording Al Simplifile eRecording
Estimated Fees How would you like to pay?
Ottawa County, Ml charges fees to record We will place a hold on your card in the amount
documents. These fees are the same whether of $50.00.
the document is eRecorded or presented in . )
person. Simplifile also charges a convenience The hold will be removed if your document
fee to facilitate eRecording. cannot be recorded.

Fees are only charged when the document is .
successfully recorded. Name on Card

County Recording Fee: $30.00 )
Convenience Fee: $20.00 Credit Card Number *

Estimated total charges: $50.00 o
Expiration Date *

CCV Code *
Back ] Next )
Zip Code *
Back
Frequently asked questions Frequently asked questions
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Step 8: Submit

1. Review all payment entries and your uploaded documents carefully.
2. Click the Submit button when you are ready.

3. Your document will be sent to the appropriate county recording office for review.

A Simplifile’ eRecording

Your document has been
submitted!

You'll receive an SMS message and email when
we get a response back from the recording
jurisdiction.

If there's a problem with your document, we'll
provide additional instructions.

Frequently asked questions
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Step 9: Post recording

1. Ifthe document meets Michigan Recording Requirements, an email will be sent
to the submitter along with the image of the recorded document. Typical
turnaround time on recorded documents is 24-48 hours.

2. Ifthe documentis rejected, submitters will receive a text message and email
notifying them to contract Ottawa County for instructions on how to proceed.

August 15, 2025 | 4:23 p.m. (MT) Simplifile

Your document submitted to Ottawa County, MI through
Simplifile could not be eRecorded

Your document submitted to Ottawa County, MI through Simplifile could not be
eRecorded

The county has reviewed your document and determined it could not be
eRecorded at this time.

Ottawa County, MI provided the following reason(s):
* Invalid document type.

If you need further explanation, please call the office at (616) 994-4510.

Copyright & 2025 ICE Marigage Technaology.
Our address is 5072 Morth 300 West, Prove, UT 24604, USA

Helpful Tips

e Always double-check your payment information.
e Useclear, legible scans to prevent rejection.

Support
If you encounter issues or have questions:
e Contact Simplifile Support at 1-800-460-5657

e Oryvisitthe FAQ section inside the portal
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