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]| First-Time Users

® Depending on which county you’re viewing records in, an account may be
required to preview public records. Accounts provide benefits such as viewing
recently purchased records, save your payment method, save receipts, etc, an

account is a great way to keep track of those documents.

® Throughout this documentation, you may see OLR used as shorthand for Online

Records.

® [t should also be noted that buttons that need to be selected in the step by step

directions below will be outlined in red, should it be necessary.

0 Look up Land Records 4, Look up Probate Case Records

& Record Account Login

i View Account Sign Up Instructions i View Search Instructions

B View Terms and Conditions
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@ Getting Help

® To get directions on using the Online Record website, simply scroll to the

bottom of the homepage and select one of the instructional help guide buttons.

County

i View Account Sign Up Instructions i View Search Instructions
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[ Searching for Records

O General Considerations

® Some older records, such as Marriage Records and Court Records, may appear
under Land Records, as that’s the book they used to be stored in, however this is

not always the case.

Y- Begin a Search
1. To begin a search, select the Look up Land Records or Look Up Probate Case

Record button

2. You will be presented with the options to Login, Reset Password, Account Signup,

or Pay per Document

e Login - If you have previously created an account on the county’s public
record search site, you can sign back into your account. Please note OLR

accounts are specific to the county

e Reset Password - If you forget or lose your account password, you can

begin the password reset process here

e Account Signup - If you frequently access public records and would like
to view recently purchased records, an account is a great way to keep

track of those documents

e Pay per Document - (Option may not be present in some counties) Allows
citizens to browse and view documents without creating an account, you

can do so with the Pay per Document option
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Recording Login
Email or User Name:

email

Password:

password

Login

Reset Password

Account Signup

Pay per Document

3. Once you’ve either logged in, or chosen Pay per Document (if applicable), you
will be presented with the search view. Because of the detail in the Land Record

search view, we will examine it:

Search for recordings using a filter below and click the 'Search’ button

Search Type: Name v
Name: 'Smith John or Smith J'
Grantor Grantee Assignee

O Starts With/Partial Name Matching
Instrument Type:
Filter instrument type

[~ ACCEPTANCE OF PARENTAL APPT FOR GAURDIAN -
(JACCEPTANCE OF SERVICE & CONSENT
["ACCOUNTS, INVENTORIES, APPRAISEMENTS
() ADDENDUM

[ ADJUSTMENT (BONDS)

[JADJUSTMENT (CORF)

] ADJUSTMENT (MARRIAGE 2015)
[[JADJUSTMENT (MARRIAGE)

]ADJUSTMENT (MINERAL TAX)
[_JADJUSTMENT (MISC. CHARGES)

[ ADJUSTMENT (PROBATE)

()ADJUSTMENT (REAL PROPERTY)

[ ADJUSTMENT (UCC FED TAX LIEN)
[TJADJUSTMENT (UCC)

From Date: ‘ ‘ To Date: ‘
Sort By: File Date 1 ~
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4. In the Search Type drop-down box, you can select the method you’d like to use

to find the record (e.g. Name, Date Range, Book and Page, Number, etc)

Search for recordings using a filter below and click the 'Search’ button

Search Type: | Name VI

Name: Instrument #
| Book and Page
Section/Township/Range
Date Range

UCC#

Instrument Type

Historic Unindexed Records |
UHistorio Index Books \

r
" JADJUSTMENT (MARRIAGE 2015)
[T JADJUSTMENT (MARRIAGE)

Assignee

Instrument Type:

5. Enter any relevant search term information in the Name text box

6. Below the Name text box, select whether you wish to search by Grantor,

Grantee, Assignee, or all of the above

Grantor Grantee Assignee

7. Clicking the Starts With/Partial Name Matching checkbox will only return

results of words that begin with your given terms.
O Starts With/Partial Name Matching

Example: A search term of “Joh A” will return results for “Johns Adam” and

“Johann Ansley.” However, leaving Starts With/Partial Name Matching unchecked
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will return results that contain your search terms (Example: “Joh A” would

return “Johrdan Murphy Estate”)

8. The Instrument Type field allows you to choose one or more instrument types
to search. (Please note that Instrument Type is not the same as Book Type)
Tip: To find specific Instrument Types such as “DEED”, you can type it in the

Filter instrument type text box above the list.

Search Type: Instrument Type N

Instrument Type: [—\

+ DEED
[ DEED (CORRECTIVE)

v DEED (FORECLOSURE)

() DEED (NO CHARGE)
| |DEED (WITH VENDORS LIEN)

Select All Clear Selections

9. Enter a date range, if desired, or Sort By method, and click the Search button

when you are ready

From Date: ‘ ‘ To Date: ‘

Sort By: File Date 1 v
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Q Refining Land Record Search Results

When combing through the results for your desired record(s), you can:

a) Filter records by specific names by selecting Index Filter. The Index Filter
provides a preview of all matching names, allowing you to narrow results to the

specific names you wish to see.

Index Filter O)

b) Increase or Decrease the number of records displayed:

Results Per Page:

100 v

¢) Control how the records are sorted:

Sort:
File Date 1 ~

d) View the results in a condensed list by clicking the list button (this action opens

a new tab)

Run List i=

e) If the record is only a single page, this button will allow you to view the

document
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f) If the record is multiple pages, this button will allow you click-to-select specific

pages to purchase

Select Pages

Cal

g) This button will add the entire document to your cart

Add to Cart W

h) If the record has a cross reference, this line will appear. Click it to view details.

Dute Féed et Date et # %040 08 Type MORTOAGL Book Morpage Pages 712 T8

41 27008 a1 200 Book #1727 Page Coumt 7 m
Mo tgagor v Mt gagee

GAANGER A 5o 8 SarecsOu T | Owa®
Sect 7) Town ‘N m

View Details To See Cross Referenced Records To This Instrument
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Using the Recording Run List

When using the Condensed Recording List View, you have several tools to help you in

your search.

® By default, you will only see the first index for both Grantor and Grantee. To

display all indexed names on the records, select the Show All Index button

Show All Index

® C(licking the record’s Book/Page number will open the document in a pop-up

box:
Selected Pages:
325
BOOK/PAGE
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® (licking Add to Cart will add the entire document to your cart

® If you wish, you can hide the cart button by clicking, the Hide Cart Button

Hide Cart Button

® [f there are still too many results to find the record you are searching for, you
can use the CTRL key in addition to the F key (CTRL + F) to search for keywords

on the web page.

® You may also want to print this view. To do so, use the CTRL key in addition to

the P key (CTRL + P) to execute the Print command.
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Purchasing Documents

Once you find a record, or pages of a record you’d like to purchase, there are a couple

of steps to follow to purchase these documents.

1. Add to Cart - If you’d like to add an entire document to the cart, you may

select this button from the search results.

Add to Cart W

a. Once you select “Add to Cart”, the button will change to “Remove to Cart”
and there will be a new button above the search results that shows how

many pages are contained in your cart.

Remove from Cart
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2. Select Pages - If you’d only like to preview or select which pages to purchase,

you can use the Select Pages button from the search results.

S '"."u‘ﬁ',:m'f-_ s

IS W.
o Pk Lamio Lokt NG 47 50 5. s st of
26900 foet 10 a point on the Southern RO.W. line of a 40 foot
road; thence along ssid Southern R.O.W. line with the aro of &

50
of 25541 fot, a disance of 27746 o 0 s poin of ogescy,

mmi-- point; thence S. 16°40'E. » i——d!mm

An undivided one-balf (1/2) interest in aod 1o the following
described real property:

nn—ﬁzm-—uv‘u—.mm
& et o Toact XPR254 5 dsipaiod by e Unted
BTV Momemee Mo, 13 s g0 Mok s e i
PUS TVA Mommest No. 13 mod 11 o dotncs of
i 108 poat; e Noc 16 dogros 40 mimes Wt s
e of 1395 ot P et et 8 dionce o

point
‘central angle of 117 degrees 50' 30" and a centerine radius
255.41 feet; thence along the o i e e o1 27140
berein

South 57 degreos 507 West a distance of 276.50 feet o 8
Westa,

of 334
10 8 point on a curve of 117 degrees 5030
aod & centerlioe radius of 541 fot hence i 8
Yok oo,

border appear around the page when it is selected.

V85 6002 QD

Select Pages

a. If you choose Select Pages, the document preview will appear, and you can

click on each page you want to include in your purchase. You will see a

This is how the page selection screen appears with no pages selected:

(]

Being a part of that certain tract of land
M-wybylzu-mdsn-wd—dd—dkhn-yu o5

essemerts shown ad st frt inthe said deed.

pages are sel ble by clicking the

page
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Secton 23, T:2.5, R-15-W, in Colbert County, Alsbama, being
part of T.V.A. Tract No. XPR-254, more partculary
follows:  Commence a1

beginning of the wactbere deseribed.

poiat; thence due West a distznce of
el angle of 117 degrees S0° 30" and a centerine radius of

berein

Souh 57 degroes 50" West  distance of 276.50 et o 3 poiat;

thence North 34 degrees S4* 30° West  disance of 235.64 feet 10
0

26825 6802 Q4D

40 s oemerios radivs of 25541 feet; thenco in &
om slong te ae of said crve adistaoce of 109.03 et 0 the
point
oea s
Boing a part

of that certain tract of land conveyed to Harry Emest
Murphy by the Usited States by deed dated February 24, 1955, and
recorded in Decd Book 198, pages 445448, in the Office of the
Judge of Probste of said County, and subject to the cooditions,

Colbert, State of Alabama, to-wit:

Part of Lot 111 of the City of Tuscumbia, Alabama as shown in the
original plat and survey pf said City, more particularly described as
follows: inning at a pointon the North boundary line of Second Street
50 feet East of the East line of Jefferson Street, thence North 127 feet
parallel to Jefferson Street; thence East 50 fect to Second Street; thence
South 127 parallel to Jefferson Street to the North boundary line of
Second Street; thence West 50 fect along Second Street to the point of
beginning;

‘Subject to ad valorem taxes for the year 2006, and subsequent years,
as well as all easements, restrictions, covenants, rights of way, and
limitations of record or now existing;

togethér with all @nd singular, the rights, members, privilcges, tenements,

nd \ging or in anywi ert
“TO HAVE AND TO HOLD unto the said Grantee, her heirs and assigns, in fee
simple forever.
‘And we, the said Grantors, do covenant with said Grantee that we are seized
i foe simple of the above premises; that we have the right o sell and convey the
same; and that we will, and our heirs and assigns shall forever WARRANT and
DEFEND the same unto the said Grantee, her heirs and assigns, against the Tawful

claims of all persons whomsoever.

This is how the page selection screen appears with pages selected:

<-- Indivi pages are selectable by clicking the
page

Selected Pages:
32847

Add Page(s) to Cart

Next Doc

b. Once you click Add Page(s) to Cart, the screen will change to show each

page from the document that is currently in the cart.

- Individual pages are selectable by clicking the
page

Selected Pages:
652,653
Page(s) in Cart:
652,653

Update Doc in Cart

Remove From Cart

Prev Doc Next Doc
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c. If you want to de-select any pages, or select more, you can simply click on
the page, which will change the list of page number(s) from the “Selected

Pages” section. To apply those changes, make sure to click Update Doc

in Cart

Part of Lot 111 of the City of Tuscumbia, Alabama as shown in the

original plat and survey pf spid City, more particularly described as <-- Individual pages are selectable by clicking the

follows: Beginning at a point on the North boundary

50 feet East of the East line of Jefferson Strec North 127 feet page

parallel to Jefferson Street; thence East 50 feet to Sec
. South 127 parallel to Jefferson Street to the

Second Street; thence West 50 feet along Second Street to the point of Selected Pages:

beginning;

Subject to ad valorem taxes for the year 2006, and subsequent years, 653
as well as all easements, restrictions, covenants, rights of way, and i .
limitations of record or now existing; | Page(s) in Cart:

together with all and singular, the rights, members, privileges, tenements, 652,653

and i in anywise

7O HAVE AND TO HOLD unto the said Grantee, her heirs and assigns, in fee /

Update Doc in Cart

simple forever.
Remove From C |

‘And we, the said Grantors, do covenant with said Grantee that we are seized

it fee simple of the above premises; that we have the right to sell and convey the
same; and that we will, and our heirs and assigns shall forever WARRANT and Prev Doc Nexi ‘oc

DEFEND the same unto the said Grantee, her heirs and assigns, against the lawful

claims of all persons whomsoever.

d. Once you are satisfied with the pages added to your cart, you can access

the “Checkout” button on the previous page.

Checkout (1) W
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3. Once you’ve selected Checkout, you will view all selected Records and/or pages
in your cart. At this point, you can either choose Pay, to complete your

purchase, or Add Recording/Case Document to return to the respective search

tool.
ltem Fees Total Delete
Book: 200634 $2.00 $2.00
Page: 653

Total Due: $2.00

The download fees (up to $1 per page) are charged by your County Probate Office in accordance with the Code of
Alabama. Any additional fees are charged and retained by Ingenuity, Inc (an Alabama Company) as the providers of
this service.

Fees will be displayed as Ingenuity on your bank statement.
Pay
Add Recording Document

Add Case Document

4. Finally, we can pay for our Record(s).

a. Public Records Accounts - If you’ve already created an account and have
a saved payment method, your Pay and Finish screen will appear with all

payment options, including using saved Payment Methods or existing
Funds.

Pay and Finish(===--
Total Due: $2.00

Enter Payment Information

First: First Name

Last: Last Name

Phone: Hi B B
Addr: Billing Address Zip: Billing Zip Code
Email: X  email@email.com
Confirm: | =  emai@email.com
Receipt: | & | Email Address for Receipt Recipient (Leave Blank if the same)
Card#: Credit Card # CVV: cw #
Expires: 1 || 2025 v

] Store Payment for future use

Add Account Funds
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b. Using Pay Per Document - (When Applicable) If you’re not signed in,
instead using the Pay Per Document viewing functionality, you will be
immediately prompted for your payment information. Enter it here and

then select Submit Payment to complete the transaction.

Pay and Finish(z=m=-=
Total Due: $2.00

Enter Payment Information

First: First Name

Last: Last Name

Phone:  ### #t it
Addr: Billing Address Zip: Billing Zip Code
Email: % | Email Address
Confirm: = Email Address
Receipt: | = | Email Address for Receipt Recipient (Leave Blank if the same)
Card#:  Credit Card # CVV: cw#
Expires: 1 v|| 2025 v

0 Signup for Record Account

5. Once you select Submit Payment, you will be presented with a confirmation

screen to let you know that an email has been sent containing your receipt.
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M Account Management
a About Accounts

An account is typically required, but not always. However, if you frequently access

public records, you will get access to many benefits, including:
® View recently purchased records
® Centralized location for tracking purchased documents
® Ability to save payment method
® View receipts

It should also be noted that accounts are county-specific. This means if you will need

a new account for each county using Ingenuity.
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& Creating an Account

1. To create an account, select the Record Account Login button

Recording Login
Email or User Name:

email
Password:

password
Login

Reset Password

Account Signup

2. Fill out the information for your account, then select Signup

Online Record Access Signhup

First Name: "\Firsl Name ‘
Last Name: Last Name

User Name: login

Phone: phone

Email: email

Password: password

Confirm password

Password:

*Login User Name Must Contain A Minimum Of 5 Characters.

*Password Must Contain A Minimum Of & Characters (Up To 20).

3. When you have successfully input all information and your account is created,

you will be logged in and redirected to the records home page.
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Adding Funds To Your Account

1. From the Online Record Search site home page, once signed in, you can Add
Funds to your account. These will add a balance to your account that you can

then apply to all available records on the site.

Add Funds

(continued)
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2. After clicking Add Funds, you will be prompted to enter your payment details.

There is a $5 minimum balance to be able to add funds to your account.

Add Funds(ze--

Current Balance: $0.00
Amount to Add ($5.00+) 5.00

Enter Payment Information

First: First Name Last: Last Name
Addr: Billing Address Zip: Billing Zip Code
Email: X | email@email.com

Confirm: X email@email.com

Card#:  creditcard # CVV: cwv #
Expires: 1 v|| 2025 v
= Store payment method for future use

Submit Payment
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Viewing Purchases and Receipts

1. All user accounts have the ability to view documents that have been purchased
in the last 30 days (however this period changes per county). To view these, you

must be signed in to the Online Records site. Once logged in, from the home

page, select My Documents

k My Documents

2. The My Documents view will display purchased documents as well as your

purchase history from the past year, including receipts.

Documents are accessible here for 30 days. After 30 days the instrument will be removed from the list.

Purchased Documents from the last 30 days

Book Page(s) Purchase
Date

(| Ca Real Property
O Download e 369 12/24/2024

Purchase history from the last year

Purchase Date Total Paid Payment Method [Expand all| [ collapse all |

12/24/2024 $2.00 Card Purchase el L
Receipt
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C Changing Your Username, Email, Phone, or Name

1. To begin changing your username or password, sign in, then access the Edit

Account Info button from the Online Record home page

& Edit Account Info

2. Next, review your information. Here, you can change your phone number,
email, username, first name, or last name. Make your changes now. Once

complete, select Save Changes. Your new information is now in effect.

Edit Account Info

First Name: JOHN

Last Name: SMITH

User Name: JOHNSMITH

Email: john.smith@lawoffice.com
Phone: 1234567890

“Login User Name Must Contain A Minimum Of 5 Characters.

Save Changes
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C Resetting Your Password

3. To begin resetting your password, select the Record Account Login button on

the county’s Online Record home page

W Look up Land Records 4, Look up Probate Case Records

Q, Look up Marriage Records & Record Account Login

4. Next, enter your Email. (User Names are not acceptable for requesting password

resets)

Recording Login

Email or User Name:

example@example.com

5. Now select the Reset Password button

Login

Reset Password

Account Signup

6. If you correctly entered your email address that is associated with your county

records account, an email will be sent to you. Please note that accounts do not
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work across counties. If you made an account in a different county, you will

need to make a new one in your current county.

7. When you receive the email, open it and click the link to Reset Password.

County Probate Online Records Password Reset 2 B
Inbox =

ExampleCountyProbate®@altags.com HMTPM (O minutesage) ¢ @& & :
to USER

The following is a link to reset your password:
Reset Password

This link will expire in 30 minutes. Please do not reply to this email.

If you did not issue a password reset please ignore this email.

.

~ ~ N AN
[ & Reply |  Forward || @ )
o VAN SN

8. Enter your new password, and confirm the password by typing it again in the

second text box. When filled, click Change Password.

Online Record Access Account
Change Password

Password: password
Confirm password
Password:

*Password Must Contain A Minimum Of 8 Characters (Up Te 20).

Change Password

9. After clicking the button, you will be redirected to the county’s Online Record

home page, and you can now proceed to Log In with your new password.
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