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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. Open your browser and go to: https://www.simplifile.com/sf/ui/consumer-
portal/home 
 

2. Select the county you wish to record a document with. 
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Step 2: Enter your contact information 

1. Once a jurisdiction has been selected, input your contact information including 
your phone number and email address. 
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Step 3: Verify your phone number 

1. A two-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. 
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Step 4: Verify your email address 
 
1. 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. 
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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”. 
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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. 
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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. 
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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. 
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Step 9: Post recording 

1. If the 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. If the document is rejected, submitters will receive a text message and email 
notifying them to contract Ottawa County for instructions on how to proceed. 

 

 

Helpful Tips 

• Always double-check your payment information. 
• Use clear, legible scans to prevent rejection. 

 

Support 

If you encounter issues or have questions: 

• Contact Simplifile Support at 1-800-460-5657 
• Or visit the FAQ section inside the portal 


