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IMAGE NETWORK SYSTEM
USER GUIDE
Forward

Image Network System is the newest web based service offered in the Online Access Services of the East
Baton Rouge Parish Clerk of Court's office.

In East Baton Rouge Parish the instrument number is in a unique format. The instrument number
consists of a bundle which would compare to a volume or book and an original number which would
compare to a page number in that book. The common format to display this instrument number is
001/11849. Prior to Bundle 9102 each bundle contained 99 originals. After Bundle 9101 each bundle
contains 999 originals. To print or request copies and to locate images of the notarials you must know
the O&B number.

Conveyance or Mortgage documents receive a large C or M in the top left or right corner, indicating the
type of index in which it is found. Documents that do not have the C or M will have a Book Type
(example Charter; Donation; Partnership, etc.) in the upper right corner. Book types were indexed in the
Remarks field in the WANG system and imported into the Image Network System into the Legal
Description field.

INFORMATION AVAILABLE ONLINE

The system is comprised of the Conveyance, Mortgage, Map and Chattel Mortgage Indices and utilizes
various search options in order to retrieve images of notarial documents, maps, and UCC/Chattel filings.
The user can search the Conveyance and Mortgage Indices from 1973 to date; Map Indices are available
from 1986 to date. The images for Conveyance, Mortgage and Map records are available beginning with
Bundle 1, in the year 1870, to the current date. The images are not yet available for those Conveyance
and Mortgage documents that do not have an original and bundle number and are identified by the
book and page only. UCC/Chattel images are available from 2007 to date. The UCC index is accessed
through the CORA application, on the Secretary of State's server and along with the Chattel index is
available on site in our office at 222 St. Louis Street and our branch location at 10500 Coursey Blvd. in
Baton Rouge, Louisiana.

Notarial and map images prior to January 1, 2007 were generated from microfilmed images. Notarial,
map and UCC/Chattel images from 2007 forward were scanned from the original documents.

Redaction software has been utilized to redact the first 5 digits of a social security number as follows:
-—9999. Please report to (225)-389-3956 or email redactioncomments@ebrclerkofcourt.org

instances where this has not occurred or if a number has been redacted that is not a social security
number.

The term converted data will be used throughout this document and refers to all data recorded and
indexed, prior to July 14, 2008, imported from either the WANG or CADE systems to the Image Network
System. Data was converted from WANG to a sequel data base. Effective July 14, 2008 all data is entered
directly into the new system. There will be differences in field locations, sort order, and doc types. Every
effort has been made to describe the differences throughout this document.
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Requirements

Special software is not required; however an internet connection running Windows 98 or higher with
Internet Explorer 5.5 or greater is needed. Contact our MIS Department at 225-389-5295 for more
information.

Security
After 30 minutes of inactivity the browser will time out and you will be required to log in again. Please

use the logout option on the main menu to exit the program as this will terminate your session and
better utilized system resources.

Fees
ACS Index, CourtConnect & $50 per month Initial password
SuitMast $12.50 per month Each additional password
Image Network System $50 per month Initial password

$12.50 per month Each additional password
ACS Index, CourtConnect, Suit Mast $75 per month Initial password
& Image Network System $25.00 per month Each additional password
Notices

You will have to accept the terms and conditions as set forth in the Disclaimer every time you log in and
again if the system times out.

Any messages concerning the status of the system will be posted at www. ebrclerkofcourt.org.

New Practices
Indexing
Effective July 14, 2008 all property listed in an act will be indexed. Previously we would index LT
1-10 INC. Now each lot will be indexed separately in the LSS field enabling searches for specific
lots.
We will avoid using the term AS DESCRIBED for incomplete property descriptions.
If an act indicates LT 12 and no subdivision, we will index what the act has.

If an act indicates property lying between x and y, we will index SEE ORIGINAL in the misc. field.

We will no longer index (PT) part ahead of property description. User must make the
determination as to what property is being described.

We will no longer index an ampersand (&) behind property indicating additional property as all
property will be indexed. This was often used to indicate a property description noted "formerly

known as," which will no longer be done. We will only index the property as listed in the act.

For property in other parishes, we will index “Out of Parish” in the Misc. field.
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We will only index a municipal address if that is the only property description we have. It will be
in the Misc. field.

In multi page acts such as Fire Liens, Adjudications, Paving Liens , etc. the page number will
appear in the Misc. field.

We will no longer produce a Federal Tax Lien Book.



Procedures in Recording

Effective July 14, 2008 the recording stamp will be located on the first page of the document.
There will be no attachments. Each separate instrument under one original and bundle will be
indexed even if it is a copy. Riders to mortgages and notes of cancellation will not be indexed as
they are supporting information or part of the mortgage document.

Image documents will be verified before certified copies can be issued unless the customer has
provided the copy. A Recording Instruction Sheet must accompany all drop-off recordings.

Documents will not be changed once they are recorded. Please verify all signatures, that
attachments/exhibits are included and that your property is located in East Baton Rouge Parish
prior to recording the document.

Document imaging will replace microfilm, several points to remember include:

1. Please avoid using highlighters on documents because when viewed some highlighter colors
block out the print being highlighted.

2. Use white paper and avoid pigmented paper. Some colors cause darkness to the image.

. Documents that have been faxed are of poor quality and are rarely improved once imaged.

4. Some documents are printed on “security” paper; this is paper that can not be copied without
“void” or some equivalent wording appearing once the document is copied. This is true for
documents that are scanned. The "hidden text” will interfere with the original text. See the
image below.
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Contact Information

For image comments call (225) 389-3956 or email imagecomments@ebrclerkofcourt.org

For index comments call (225) 389-3958 or email indexcomments@ebrclerkofcourt.org

For redaction comments call (225) 389-3956 or email redactioncomments@ebrclerkofcourt.org

To report technical issues and to obtain information on how to obtain access to online services call
(225) 389-5295
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DISCLAIMER

CLERK, its employees and agents do not expressly or impliedly warrant that the information or data
accessed through this database is accurate or correct. Data is subject to change and/or correction by
CLERK at any time. Access to data is not intended to be a substitute for official certification by the
CLERK of any information or records maintained by CLERK.

CLERK will provide access to an online database system 24 hours a day, 7 days a week, except when
the system is down due to causes beyond the control of the CLERK, including, but not limited to
power failure, acts of God, natural disaster, malfunction and/or failure of equipment, program or
system.

USER agrees that CLERK shall not be liable to USER, its agents or clients, or to any other person due
to unavailability of access. USER hereby relieves, releases and holds CLERK, its employees and agents
harmless from liability for any and all damages resulting from interrupted service or down time.

Information contained in the online database is derived from instruments recorded by CLERK which
may contain inaccurate or incomplete information. USER hereby relieves, releases and holds CLERK,
its employees and agents harmless from liability for any and all damages resulting from incorrect
data or any other misinformation accessed through this database.

USER agrees to access the electronic data only for USER'S private use in the ordinary course of
USER'S business and not for commercial resale. USER shall not reproduce, store in a retrieval system
or transmit in any form or by any means (electronic, mechanical, photocopying, recording or
otherwise) any information obtained from this database without the express written consent of
CLERK.

USER acknowledges that in the event USER breaches any term set forth herein, CLERK is entitled to
terminate USER'S access without notice and to seek any lawful remedy including but not limited to
injunctive relief restraining the USER from access or use of information obtained pursuant to this
Agreement. In the event that legal action is necessary to enforce the terms of this Agreement, USER
shall be liable for reasonable attorney fees and costs incurred by CLERK.

USER shall be liable to CLERK for all damages caused by USER, its agents and/or clients which consist
of sabotage or acts which intend to or do cause damage or destruction to CLERK'S computers,
hardware, software or records.

Index information and images are available in real-time; however, index information and images for
instruments recorded after have not been verified for accuracy and may be

incomplete.

| "Accept” the terms of use as specified above.
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Using Image Network System

Accessing the Login Screen

Access the login screen by selecting Hot Topics from the Clerk's main web page at
HTTP://www.ebrclerkofcourt.org

Logon to the Image Network System by entering the “Login " and “Password” issued by the Clerk's
office on the following prompt:

) EBR: Login - Microsoft Internet Explorer - =10] =]
Ble Edt Wew Favorites Took Help ﬁ
w=Back - = - @D [f] G Qoearch [hjFevortes FMedia 3 |- D - B K

Address I@ http: fflardrecords.clerk-abr., comfmor boorrefdef ault . asp j Padels
m East Baton Rouge Parish Clerk of Court

Welcome
Please Lagin

Database: | & Live ¢ Test
Login: [ |

Password: | |

7/7/2008 1:15:22 -
i .
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Once you are logged on, the Main Menu is displayed. Click on Public Search to display all search options.

/3 EBR - Microsolt Internet Explorer - - O] x|
Ele Edit Wew Favorbes Took  Help ﬁ
w=Back - = - @) 1] 4} Qoearch [(Favorkes Wnedie (B (S-S 1 - H K
Address I@ hitp: flandrecords. clerk-ebr. comfmor booree def ault.asp? j Paacl

Options East Baton Rouge Parish Clerk of Court Image Network System =
Home ‘.
Public
“Soarch
- Welcome PUBLIC!
+Imaging
Logout
To begin using the system, select an option from the menu on the |eft,
Your System Roles arc:
| Imaging clerk | | View Unverfied Instruments | | View Public Search |
TAT/2008 L20:22 T
. w
1| | b
@ B3| |& Local intranet i
Search Tips

Search Results are limited to 2000 entries. It is suggested that you limit common name searches by a
smaller date range. Failure to do so will limit the display to the first 2000 entries only from 1986 forward.
Even if you limit the date range of the search, all references in the database (1986-date) will display in
the marginal reference section. The system can not display references to documents for which the data
has not be converted. Therefore, you may see an assignment, correction or cancellation but the original
document is not referenced. See the section on Marginal References for more information.

Search using limited criteria rather than a broad range of criteria e.g. partial name searches with a
shorter date range. The more search results to display will ensure that a thorough search was
performed.

Conversion Issues

The term reverse party refers to information that was found in the WANG on the Index Detail Screen in

the Name field but was not a record (Mortgagor or Mortgagee for example). An example is a Notice of
Seizure. The owners are indexed as the Mortgagor (R record);
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there is no Mortgagee Name in its place but we indexed the words “Notice of Seizure”. This is the
“Reverse Party” for this index entry. However, “Notice of Seizure” can not be found in the index as a
record. The Image Network System does not have “Reverse Party field," so when viewing the Index
Detail screen on the new application there will be instances in which R or E record will be present and
no additional party.

The data entered in the Reverse Party field did not convert. On the WANG the page numbers of Weed
Liens were posted in the Reverse Party field. Metro Council Ordinance Numbers and Chief Engineer
Order numbers for DOTD were entered in the Reverse Party field and did not convert.

Keyboard Shortcuts

The Alt Key + () any letter in parenthesis and Alt + _ any letter underscored will perform a shortcut or get
the cursor to that particular location. The exception is the (B)ack to Main Link. The shortcut brings the
cursor to the (B)ack to Main Link then press the Enter Key on your keyboard to perform the function.
Use this instead of using the Green Back Arrow button located at the top left corner on the browser or
the Backspace Key on your keyboard because in the search results you will not see the red check next to
entries viewed, and your curser will return to the beginning of the search results instead of to the last
entry viewed.

Characters
Notice the difference between the zero and the letter O. The first entry sorted to the top because there

was no first name provided. The next entry reveals that OConner was not typed but 0Conner (a zero
instead of the letter O). This sample was done for display purposes only.
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“Fketp: landrecords.cledc-ehrcomdmort oo public sesnch/pul search_mainasp?Pul . E——_
kit flandresords.clerc-eh ’ bhe_search/publc_search_ hkrirarch

=181 x|

B Gt Yew Favobes  Toos  Hep
sask - = - Q) 3] @ | @search [SjFsvotes rneds (3 [ G G - (5] (D)
Aefebus [ ] hitp: Mondrecords, cherk: b, comimorboorwloubic_searchipublic_searth_rain, asptPubbcearchmirstint ExandHenulboy Tt =] o
E}fT]j;‘:‘l ta Mgin ) : - Indices are current through 02,727/ 2008 shbreviated [Mames
Lask: First: aact Match
Sarias: bi-ﬂend‘nr D-venm Martgagor Fmrtgagu
Start Orig/andl; [ M1 endorigind: [ )]

CB [3533614.8) -
DacTypa: N (0SGH B.7)

TG = A M 000 2) =
il /Baok: [ ] Page:]
Lagalbess: [ ]
Misi,: [ ]
Lak: Sguara:] _ | Subdivigon:| 1

| L

[ eemreesurs | [EREE=- | ([Flraup By Hamas]

rigndl SR DocType 8K PG SeqR.Date  Legal Lss
* LAZELLE
. LT 190 SO00W R0 HOMESITES
Frasiznzz Eve noTice ce L D008 cpe s ann Pl
LT 190 GOOOWDOD HOMESITES
77as1z022 B MR HOTICE MB 2 odAdR00a S ST
OCCRMER TYACNNE
130715002 WE SALE <& o0 1 0262008 L13 FOREST CuKS
15T REGIOMAL MORTGAGE & LENDING
170712029 EME CANC MTG MB 1 D1/31,/2008 TR 1 SEC 45 TGS RZE
A 1 HOMES [MC
27610028 I MR CANC LIEN ME 1 olsensanns E‘f:':" LLER B LT 128 RAMELING
N = L L] 4 e sansmane WEED LIER BE LT 135 RAMELING
| ] Search Resuls

Land Records Application

-
Wis

T B —

10



All Name Search Option

| Eve - Micrmsolt brbernek Baplorer |
Bk E¥ wew Fovls Dos Hew |+ |
sask - = - Q) 3] @ | @search [SjFsvotes rneds (3 [ G G - (5] (D)

Aefebasi [ ] hitp: Morndrecords, cherk: b, commeorboorw)def sl asp it ExpardMers fhenkim ) | e
L_____opiions__|
Haome '.

® Public Search
&l Namas
wandor
Wandes
Martgagor
Martgages
Dac Typa
Qrig/Endl
LagaliLot
Map
T Szarch

2 Inmging

Logout

Ta begin using the system, salact an aption from tha menu an the left.

four Syatem Anles e
| Imnsing slerk ey Uresrf i Imatrumants | | Wiae Puble Saarch |

L2000 1024031

UsiEr: F52

#
J4

1P Localiniranst

Names will likely be the most commonly used search option. When choosing All Names, the series of
Mortgagor, Vendor and Vendee will be bulleted (see below). Mortgagee is not automatically selected
but may be checked if desired. Other options are to search each index individually, or to search by Doc
Type, Orig/Bndl, Legal/Lot, Map, or to view UCC documents. The UCC index is on the Secretary of
State's system; images are available on the Image Network System only.

-ﬂhtt[u:_r.l1.'|ru1m:nr-d1.1:lr;rl: eh.com,mortcony public_seanch/public_search_mainasp?Pub : “Hir wk Excplorer IES|
B B Yew Fpobss [ods Heh [ & |
dafack = = o G 2] A | @seerch [GiPovorkes Frreds F B S - 5T

-'d:l‘ess|E| Tk Rl e o cbork-slbe, o sl ookl _sesrchipublic_sesar th_iran, apiPubbcSes dheramaihlanaType=al Lot Sapandan el D=5 j o]

Emﬂfgﬁ ta Mzin | Public Search; by Name - Indicas are currant theough 02/27 /2008 abbraviated [M]amas

Last: TR0 ] First:[w=] ] :tMan:h
Serigs: 1-Yendar EIE-'.-‘unﬂan E}Mﬂngagur ™ M-tartgagae

[ [PlRIWTRESULTS | [ [AIBSTRACTOR == |
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In the above screen when All Names is chosen, in most cases a last name and a partial first name are
entered. When you press the s(u)bmit button, the wild card symbol (%) appears as the last character in
the first name field. If you enter a last name with a blank first name field, a wild card symbol will
automatically appear behind the last name. If you are searching a common name such as Williams, the
(%) after Williams will display Williamson and with the limit of 2000 records you must limit the date
range as well. For additional information on wild card searches see the section on Search by Property
Description.

Beginning October 26, 2013, we will have a broader name search when searching for an individual. A
name search using both the Last Name field and First Name field will also return search results had the
criteria been entered in Last Name Field only. This will help to broaden your search by including any
business names that match the query.

For example, searching: Last Name:  Smith First Name: C
will also return the following results: Last Name:  Smith C

Smith Cameron

Smith Construction

Buttons/Bullets

Exact Match will only display what is typed and no variations. The difference between Reset Date and
(R)eset is that (R)eset will reset all search criteria entered except the date range. This will also clear your
search results. The date is reflected in a red font to alert users that all subsequent searches are limited
to the previously defined date range. Whether you are using your computer or using a Public Terminal.
always press Reset Date prior to each new search query.

Once you fill in specific information, press Alt + U or S(u)bmit. The (P)rint Results button will print all
items displayed in the search results. Be aware that a common name could display many items
therefore your print will be many pages.

The (A)bstractor button allows more query options once the search results have been displayed or it
can be utilized in your initial search depending on your needs. For details on using this search button
see the section entitled Abstractor Search Options.
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Search Results

Header Row for Displaying Data

‘Fketp: dandresords.ledc-shrcommo corefpublic_search/publc_search_mainssp?Bndiens 446 ubbe - Sicrosoll Inbernet Bplorer ]|
Els Edt  Wew  Fovorlber  Toois  Hsp -
dapade - = - 5 2] | fRseech [diFvortes Ermeds O3 - S - (=] D |
Al |ﬂ it Randreor d, cherk-ebe, comymorboors bl _sesrchipublc_sesrth_vain, spiDinde v 4 PbbcSear thename e Ty e =il L j oA
E;E_::;; ta Msin ) BPublic Sesrch; by Bame - Indices are current through 02027 72008 ahbravigted [M]amas | |
Last: | First: | l:t Match

Saris: 1-Weridar Eb-vemm Ea-r-wrtgagnr Martgages

From:  [ahfeabiocs] Tedlf M Mace)

[_[rmmwrarsurs | [ [ajesTRACTOR == |
CrigyBnol SR DocType BE PG Seq R.Data Legal LSS Pisc
cozs1z021 I8 MR e LIER M 1 027112008 WEED LIEN BE LT & S0 86 ISTROUMS, =]
JOHNSON FISHER MILORED
W rizaiore [Eve morTGAcE ME 1 01782008 LT N SECI2R4E TES RIE

WHRESOM FRAMET TR |

SR

The header row in the above section indicates what type of data is in your search results. SR is for Series
and indicates whether the party was indexed as a Vendor, Vendee, Mortgagor or Mortgagee.

A name must be entered once a series is selected. An All Names search automatically selects the series
Vendor, Vendee and Mortgagor.
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Bkt Aandresards.rledc-ghroonm, mort comepublic_seanch publ
n bl .

T cla PR R : M|
Bl Rt Wew Favordbes  Toos  Hep -
dapade - = - 5 2] | fRseech [diFvortes Ermeds O3 - S - (=] D
Reddraii |‘U bt {ardreooe cke, cherkesbe conemeorboorwoublc_seschipublc_search_ran, ap i T0ndene 48PS e chenanisihlane Trpe =il L j oA
[ _ﬁ]ar.l: to Min | Public Search by Mame - Indices are current through 02727 72008 ahbrayiated [M]amas
[ALT+E]
Last: First:| | [ Ecact match
Sarias [ Ji-vendar [ J2-vendee [ J3-martqager D-mrtm_‘}dg!e
fom )Gl Tel I Ve
[ [FlrmTrezurs | [ [alosTRAcTOR == |
CrigyBnol SR DocType BE PG Seq R.Data Legal LSS Pisc
goz/iznzy [B) MR Canc LIEM M 1 021172008 WEED LIEN BE LT § S50 86 ISTROUMA =]

JOHRSON FISHER MILDREED

e Fan ) Iﬂm MOETGAGE ME 1 0373/200E LT N SECI2E4E TES RIE
WHHFESOIM FRAMEN TR |

Seq

The field entitled Seq will display the sequence number. The majority of documents will only have 1
sequence because most documents are singular transactions. Multiple sequences are created when you
have subsequent acts within the same document. An example would be the sale by and between the
parties is one sequence. A power of attorney included in the same sale would be sequence 2 and an
acknowledgment of the sale would be the 3rd sequence. A sequence is created when a document lists
multiple parties each with unique property description as in a Weed Lien. Another common way
multiple sequences will be created is when documents are recorded in both Conveyance and Mortgage
records. In this instance please note that Conveyances will always be sequence 1. For more detailed
information see the section entitled References and Sequences.

Legal will display the converted data which was previously located in the “Remarks” field on the WANG.
The Remarks field in WANG contained the following information and was imported in its entirety into
this field; book types, property description, social security numbers (which should be redacted),
municipal addresses, page numbers of documents with many records (weed liens) and suit numbers.

From this point forward, the only data entered in this field will be acreage, tracts and condominium
units.

LSS stands for Lot, Square, and Subdivision Subdivided property will be indexed in this field from July
14, 2008 forward. Since there were no fields for Lot, Square and Subdivision in WANG there was no way

to convert the property descriptions into the LSS field. Therefore, when searching converted data there
will be no information in this field.

Misc field is described in detail in the Abstractor Search section and will contain data after July 14, 2008.

Orig/Bndl, DocType, Bk Pg, and R Date (recorded date) are self explanatory.
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SEARCH RESULTS SCREEN

- ketp: dandrecards_clede-sheonm/mort o dpublic_sesrchipublic_search_mainsspindiess 445 Pubbc - Scroscdt Ink Ey tlorer =] =
B B Yew Foodss [ods bep E
dapsck - = - oh 2] A | @seach [GiFevores Preeds 3 - O - =T

Aechani |m it Randreor i, cherk-ebe, comymeorboorwoub_seanchipublic_seardh_ain, aepiDinde cerf 4 PbbcS eor dhmname fhlane Ty el L j oA

(B kom0 Main | - . B
If.-"l .i.l':;._ o M | Public Sesrch: by Name - Indices are current through 0202772008 shbraviasted [M]amas
i 1

LAst: --------------------------------] First: --------------------------] ﬂm:t Match
Sarias 1-vendar Ez-h'zn:ez EB-M:rtgag:r I H-Martgagee
From: [P PN T - - L T RESET DATE

[ [PlrnTREzuLTs | [ [slesTRACTOR == |
CrigyBncl SR DocType B PG Seq R.Date Legal LSS Misc
soz/1z0z1 B MR Carns LIEN M3 1 02/11/2008 WEED LIEH BE LT 5 50 86 1STROUMS =]
IOHME0N FISHER: MILDRED:
rimaizoze B MR MORTGAGE MB 1 01/#372008 LT N SECZ2E45 THS R2E
JGHMSAN FRANKLIN L
v sz [E e juncwenT ma 1 02/0&8/2008 BR CC 0709-077738
JOHNEIN GREGORY ol
Virzzsizoeg Blee ser sicanc v 2 01/08/2008 S-554457 LT 231 BROUSSARD FLAZA GTH FIL
JDHMEON GWENDOLYH LAMNDRY
seaizaze [ MR MORTGAGE MB 1 03 2172008 LT 11 S0 2 ZEELAND PLACE
JOHMSON HELEN CATO
115/12031 [H MR MORTGAGE ME 1 05008 LT 267 GREENWOOD ESTATES

JGHMNSON JaMES

- i e g TSN M -AG32 LT 1D0ELI0A WALTMAN
pisiznza EMR 1 D LETTER MB 1 00042008 C ) es Tee
SEN HHK-HE-4632 LT 100BIO0A WALTMAN
Py E f2
gasizozs MR D LETTER M 1 0aeiz00e 25, e
) I \ SEN HMK-HE-d832 LT A00RA008 WALTMAN
way/1zaza BRI D LETTER MB 1 0nDeR00E SOl e
= SEN AEE-EE 4632 LT 10061006 WALTMaN
! MR.1 D LETTER MB 1 d)/osefzooE 27
avazazs [0 (OA2008 o MPEITES
S —— 1 03/D4/zn0p S5 XH-KK-4632 LT 100KI00A WALTHAN 1 .
] Search Riesukts o .

The above screen shows the search results for a name with a specific date range. For example, the data
in Legal is all converted data and there is nothing in LSS (Lot Square Sub). If there is a large amount of
data displayed in the results query, there are two ways to narrow your search: (1) from the keyboard,
press CTRL + F (control find) then type a specific word or pattern or (2) a wild card search (%) can be
performed to find a particular lot, suit number or any type of data entered in the "Remarks" field in
WANG. From the Search Results screen press the Abstractor button to perform the wild card search.
See the section on Abstractor Search for more details.

When a document has a subsequent document that references it, the original document will have the
asterisk before the Orig/Bndl number in the search results. The asterisk means that there is a document
filed that is referencing that document. It does not mean that it is cancelled nor does it mean that the
reference is correct. The red checks indicate that you have viewed the Index Detail screen. If you have
clicked the Image Icon a red border appears around the icon. In the above screen shot original 132 was
initially viewed. Once the Index Detail screen appeared, (N)ext Result was pressed and the next items
in the results were displayed, even though they were unrelated. When (B)ack to Public Search was
pressed then all items received the red check and your cursor will be on the last item viewed in order to
help you keep track of the items viewed and to maintain your place in the Search Results. When (B)ack
to Public Search is pressed the Last and First name fields no longer have the data you entered. If you
use the Back Arrow button on the top left of your browser window, the name that was entered will
appear but the red checks will not populate. Decide what is more useful for you. If you use the Back
Arrow button your cursor will return to the top of the search results instead of returning to the last
instrument or Index Detail screen viewed.
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Sort Order
All Search Queries return the items in oldest date first to most recent date last.

Company names sorted at the end of Individual Names in the WANG and there was a different sort
pattern prior to the WANG. The Image Network system sorts alphabetically. Converted data includes
multiple systems with various sort patterns. To contact us with indexing comments call (225) 389-3958
or email indexcomments@ebrclerkofcourt.org. Broaden your search criteria as much as possible in
order to return as many search items as possible. When searching common names limit the number of
years you are searching in order to not exceed the 2000 record limit.
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Once the search results display you have 2 options. (1) Click the O&B number and the system will
display the Index Detail screen (in WANG you pressed F1), as shown above. The indexing detail screen
displays all parties indexed in the sequence and any references to said document. The first arrow on the
left side of the above screen indicates to the user the status of the indexed document. Displayed here
will be either Exp or Ver. Exp is for expanded and indicates the initial index entry and Ver is for Verified
and indicates to the user an expanded record that has been reviewed. The second arrow is to show
where the sequence number is located on this screen. The 3rd arrow on the right side of the above
screen points out 2 links. Document (I)mage and (N)ext Result links. Document (I)mage will display
the image and (N)ext Result will navigate down every item listed in the Search Results. You are able to
go forward and backward expanding every Detail Index screen for every item listed in the current
Search Results without using the (B)ack to Public Search link. The fourth arrow shows you the location
of any references to the document you are viewing.

(2) You can click on the image icon, information on which is found in the following section.
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As shown above, the image icon appears next to original and bundle number. The first time you click
the Image Icon you may need to install the image viewer. Follow the instructions on your screen.
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VIEWING DOCUMENT IMAGE
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SERIES 2006-4, a MNational Banking Association, whose address is 101 Barclay, New Yok, NY 10286,
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If you access the image from the search query and you press the red X at the top right corner you will
return to the search query. If you access the image from the Index Detail screen, when you press the red
X you return to the Index Detail screen. The red X does not close the browser window as in most web
applications.
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When you press the Thumbs view button (top left) you get the below view. This is useful in a large
document when trying to find the signature page or the property description. The 2 buttons after the
magnifying glass are Select All and Select None. You can print from this screen.

Thumbnail Yiewer k|

After the Thumbs icon is the Print and Quick Print icons. Print will display your print screen where you
can select all or a range of pages; the above options are preferable to print your documents as the
program provides a better Print Dialogue Screen than typing Ctrl + P on the keyboard. See screen shots
on next page.

T Veewing Ducumenk AA0O5ES -- Web Page Diskg ; S 7%
Pagelof3
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Frint I Cancel

The first dialogue box allows you to print pages 1, 3 and 5 whereas the 2nd dialogue box allows you to
print a single page, 1 consecutive page range or the entire document.

Quick Print will print the current page. The “Hand” is used to move the image. To quickly scroll
through the image use this “Hand” key. If you need a section of the image enlarged, click the Zoom
and drag your cursor over the section to be enlarged. The area you define with the Zoom will then
enlarge to a full page. Caution, if you choose too small of an area all you will see are enlarged pixels.
Practice will show you how much to enlarge. To revert to the previous image size click Fit Height or Fit
Width. Rotate Image clockwise and counterclockwise are self explanatory. Next and Previous arrows
let you navigate through the document. Goto will allow you to go to a specific page. Fit Height and Fit
Width are useful when viewing the image in detail. Fit Width enlarges the document side to side
making the part of the image displayed larger. This is useful for small print and poor quality. However
the height is shortened, therefore the Hand key can be used to move the image up and down to view
the total image of that page.
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If you press Thumbs and get one large image as reflected below, click on the magnifying glass with the
minus symbol to reduce the size of the images. The images will display like the screen shot displayed
previously in the "Thumbs" section.
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Note: Images prior to January 1, 2007 were created from microfilm. While most images are clear, some
are of lesser quality, due to the substandard quality of the original documents presented for
recordation. To improve the quality of the image for viewing purposes use the Zoom key and the Fit to
Width key.

Redaction Comments

The browser program displaying images is designed to redact the first 5 digits of the SSN (Social
Security Number.) Please report any instances of SSN's not redacted or to report a non-SSN number that
has been redacted in error. For example, a state project number with the same format as an SSN should
not be redacted. Please call (225) 389-3956 or email redactioncomments@ebrclerkofcourt.org any
instances where this has not occurred or if a number has been redacted that is not a social security
number.
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Abstractor Search Option

TR ketp: dandrecords_rlede-ehronm,mort coeee ‘public_search/puhle_search_mainssp?Publcs tf r Lrn b -'-""-'.: r =18 x|
Bl Rt Wew Favordbes  Toos  Hep “
daBak - = - G 2] A | seach [jFevores Treeds O3 - G- =] ©

A |m it Ranedreor de, cherk-ebe. comymeorboors loubdc_seanchpublic_seardh_neain, aepiPubbcSesschmranedlameT vpemiL LS pandbanilten] De=5E j oA

=] k to Main | - .
If.-"l .i.l':;._ o M | Public Search: by Name - Indices are current through 0202772008 shbraviated [M]amas
i 1
Last: J0HN S0 S Firsk:|we. | Ekm:t Match
Sarias 1-vendar -vendee -Mortgagor [T H-Martgages
eog: ()b Tl ¥ Yo
RIESET

[ [PlrnTREzuLTs | [ [slesTRACTOR == |
Crig/Bad SR DocType BE PG Se8q  RData Lagal =S Misc
Crig/Bnd SR DacTypa B¥ PG Seq R.Date Legal LSS Misc
JCHEREEON WENDY ADELINE 1
pal/izoze Bl Me 4ss TG Me 1 DOL/ZE/2008 4501 WINNEBASO

JCHERSON WILFRED

2B 12024 MR MORTGAGE ME 1 01102009 LT 14E2 RESARIO ALELLD TRACT
JOHRM=0N WILFRED O
e I DT P R e L L T

From the Search Results screen you can refine the items listed by further searching them for the choices
outlined below. Self-explanatory choices are Name, Orig/Bndl and Date Range.

The above screen reflects an initial search was made using All Names. Note that the series checked
Vendor, Vendee and Mortgagor. The name searched appears in the box. While in this search you may
choose to search by Legal Description as detailed in the next section.

A search by property description may be done from the Abstractor Search option or from the Main
Menu.

Legal Description Search

There are two ways to search property, by Legal Description or by Lot Square and Subdivision (LSS). The
search results for both are displayed in original and bundle order. All property descriptions in the

converted data are in the Legal Description field. After the July 14, 2008 only acreage, condominium
and tracts will be indexed in this field.

The Legal Description field is searchable using the wild card search (%). In order to make sure that your
search is complete, especially when
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searching converted data, use the following format: %LT %1% Woodlawn Estates%. If you do not use
the above format your query will not display LT 1 Woodlawn Estates if the remarks field contained
information prior to LT 1 such as Donation BK LT 1. The % symbol after Lot 1 will display LT 1, 10,11,100
etc. If you were searching LT 2 Woodlawn Estates use this format: %LT %2% Woodlawn Estates%. The %
before the number 2 will display LT 1&2 Woodlawn Estates and LT 1, 2 Woodlawn Estates. This data
cannot be imported into distinct searchable fields because it was not initially entered into separate
fields but one field with multiple types of information. The % symbol prior to your criteria will insure
that results are displayed if there is data preceding your request. Likewise the % symbol after your data
request will display results of any data subsequent to your request, such as Woodlawn Estates 2nd filing.
If a search query spans years of converted data and data after GoLive search two fields for a lot, square,
subdivision (LSS) property description; search in the legal field and in the LSS field.

Indexing Rules

Please remember that this is converted data, so apply the wild card search carefully for best results.
Following are some rules that may be useful in helping you to complete thorough searches.

We did not index an apostrophe or a hyphen on the WANG applicaiton. Geo-Je's Country Estate is
indexed “Geo Jes Country Estate”. Land O' Lakes is indexed “Land O Lakes”. Boulevard D'Province is
indexed “Boulevard Deprovince”. In a lot of cases the subdivision name was lengthy as in, Fairacre
Farms of Plank Road. We indexed “Fairacre Farms &”. We drop the word Suburb. So Suburb Loudon in
indexed “Loudon”. The subdivisions South Baton Rouge and North Baton Rouge have been indexed as
SBR and NBR since 1973 and will continue to be indexed as NBR and SBR. Baton Rouge, if the first 2
words, was abbreviated BR. Baton Rouge Terrace is BR Terrace. E M Treakle Subdivision of Sunnyside
Plantation is indexed E M Treakle Sunnyside. If the subdivision began with the word Addition, as in
Addition to Roppolo Villa, it is indexed as Roppolo Villa Addition. In viewing the previous examples you
can see that you would only want to use the most important words in a wild card search.

NOTE: The Legal field contains converted data and social security numbers were indexed in this field.
See the Redaction Issues section on page 20 above for more information. The converted data was
indexed as LT 1-10 INC. Therefore, when using wild card searches in the Legal Description field you will
never find LT 8 because it was never typed. A broader search of the subdivision would be a safer search.
If you are searching this field after July 14, 2008 only acreage, tracts and condominiums data will be
found in this field.

LSS FIELD AND SEARCH

The second method of searching property while in Abstractor search is to search Lot, Square and
Subdivision (LSS). All subdivided property will be displayed in this field and is searchable by clicking that
option on the Main Screen, or by clicking the Abstractor button once the search results have been
displayed then typing your lot number and square, if applicable, and your subdivision.
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When viewing converted data there will be nothing displayed in the LSS field. After July 14, 2008 all
subdivided property will be indexed in subsequently searchable in the LSS field.

In the WANG application we typed LT 2 SQ 1 Beauregard Town. All of these property descriptions are
now located in the Legal Description field. After July 14, 2008 we will index subdivided property into
specific fields. The Image Network System will display lot 2 as L2 and lot C as L C as indicated below.
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DocType Search
A DocType search may be done from the Abstractor search option or from the Main Menu.

Another search method in Abstractor search is by DocType. You can search only one DocType at a time.
In the converted data, behind each instrument type, you will notice either a CB or a MB, noting the
index in which the instrument appears. DocType searches must be done searching every combination
of that document due to customers placing an Affidavit of No Work, for example, in Conveyances due to
misunderstanding and the Clerk then having to comply with the customer's filing wishes. Example: an
affidavit can be found in Mortgages, Conveyances or both records. In the DocType window, scroll down
until you find your instrument type, in this case an affidavit. In the Abstractor search click on Affidavit
CB, press Submit and see if any documents are displayed. If you need to continue your search then
press the Back Arrow at the top left of your browser window. This is one time to use your back arrow
instead of (B)ack to Main. If you use (B)ack to Main you will have to start your search all over again.

Your browser back arrow will bring you back to your Search Results Screen and then you can choose
Affidavit MB and so on.
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On documents recorded after July 14, 2008, a new combination, CB&MB, will note after the document
type instruments recorded in both Conveyances and Mortgages. A Sale with Mortgage is normally
recorded in both areas, therefore that DocType will be noted as Sale/Mtg CB&MB. It will initially be
entered into the Image Network System in Conveyances only. Indexing will then expand the instrument
into Mortgages, whereupon the DocType will then be noted as Sale/Mtg. Anytime a DocType is seen
with CB&MB, it is in Conveyances only and will then be entered into Mortgages. Once done, it will be
noted only MB. More information will appear in the Marginal Reference Section of this manual.

Note: Caution must be used when searching by DocType. What an instrument is called can vary slightly
depending on the author of the document. Agreements, Transfers, Settlements, and documents similar
to this could be difficult to find and a search of all possibilities would have to be done to be certain of its
existence.
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Group by Name can only be accessed from the Abstractor Option. This button is found in the lower right
corner of the Abstractor screen, (see the above example.) Use this button to put the search results in
alpha order once it has been displayed. Use this option when your search criteria is not based on a
name; i.e. DocType, orig/bndl, and Legal/Lot. It can also be used if the search criterion is Misc. This is a
valuable tool. In the below instance there was no criteria selected except for a date range, then Group
by Name was selected and a strict alpha sort display. This particular sort exceeded 2000 records and
only returned through BA but is useful to display the first two records. The first entry shows how we
index a party in which the first name is not provided. It sorts to the top of the A's. The second name was
deliberately typed using a “zero” instead of the letter "O".
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Misc field can only be searched from the Legal/Lot option or Abstractor Search option.

e

Misc. Field is used for further clarification of an act and is where a municipal address will be indexed if it

is the only property description provided in the act. The following are among the most common
phrases that will be found; Assumption, Bond, Default, Contract, Moveables, Map, Out of EBR Parish,
page number on long liens, Partial, Reinscription, See Original and Termination. Municipal addresses in
the converted data are found in the LegalDesc field and after July 14, 2008, municipal addresses will be
indexed in the Misc. field; the municipal address will be indexed only if it is the sole description given.
Depending on the year(s) being searched, it will be necessary to look in both places for municipal

addresses.
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References and Sequences

T ket Adandrecards.clede-hronm, mork core public_seanch/publbc_search_mainssg?iinde s =448 bl - Sicrosclt Inbermet Bplorer =18 x|
Bk ER Wew Favorbe: Toos Hep -
dapac - = - Q) 2] | fiseach [diFevortes rmeds O3 - SR - (2] D |
.-l#m |ﬂ it Randreor i, cherk-ebe, comymeorboorwoub_seanchipublic_seardh_ain, aepiDinde cerf 4 PbbcS eor dhmname fhlane Ty el L j oA |
HIB'EE::: to Main | Bublic Search: by Name - Indices are current through 02027 /2008 shbraviated [M]amas
Last: | | [Clxact matzh
Sarias: 1-vendar Eh-'.-'znd‘u: [Fl-raartgager [T h-martgagae
From: To:f W7 | RESET DATE
e |
[ [PlrnTREzuLTs | [ [slesTRACTOR == |
592/15021 B v o LIER M8 Q2 1172008 WEED LIEN BK LT § 50 26 ISTROUMA A
JOHME0M FISHER MILDRED:
*132A15202 1 LTH z
o mh"l? MORTGAGE MB 1 03/38/2008 LT N SECZ2845 TES R2E
JGHMEAN FRANELIN L
Veszoz1 [E e JUDcMENT Ma 1 0%/08/2008 BR CC 0708-077738
JOHNEON GREGORY Il
virzzs1zozg Bve e sicanc ve 2 01/D9/200B S-554457 LT 231 BROUSSARD PLAZA 6TH FIL
JPHMZON GWEHDOLYH LANDRY
26315029 [t ORTEAGE M 1 03 2172008 LT 11 50 2 ZEELAND FLACE
JOHMSOMN HELEN CATO
115/15051 mr..'n MORTGAGE ME 1 0F0E2008 LT 267 GREERWOOD ESTATES
JOHMEON JAMES
- SEN HH-ME-I03E LT 100B1008 WaLlTMAN
Bi/18023 mf-"ﬂ 1D LETTER MB 1 03/04/2006 CAMPEITES
SEN OO-HK-4632 LT 100ELODA WALTMAM
g31z0zs Bme) poeTTER Mo 1 0/eR008 2, s e
- SEN e =N =532 LT 10082000 WALTMAN
20/17023 mrr'R] DO LETTER MB 1 01/04/Z00E CAMESITES
= SEN M= =632 LT 10081004 WALTMAN
ar/1zaz3 MR 1 D LETTER MB 1 ayDa/200E o Tee
casiznza BIME 10 LETTER MB 1 0i/Des00E Ef:.:::clfi_x 4632 LT LO0BL006 WALTMAN . =
] oo Ress =0

1P Localiniranst

The asterisk means that there is a document filed that is referencing that document. It does not mean
that it is cancelled, nor does it mean that the reference is correct. The asterisk appears by the original
document; it does not appear by the subsequent document that creates the reference.
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Once you click on the O&B with the asterisk the Index Detail screen displays as reflected in the screen
shot above. When looking at the original Weed Lien every time there was a document that referenced
that original and bundle number it will display in the Reference section as in the above 2 cancellations.
Notice that when viewing the original document that the banner is red. When viewing the cancellation
Index Detail screen the banner is blue (see next screen shot).

It is also possible that a document recorded, concerning a previously recorded instrument, is not
displayed when that document is viewed in the Detail Index screen. In such a case, either the document
failed to reference the original or it listed an incorrect reference, which would result in the reference to
said document being posted in another document. When viewing a reference that has nothing to do
with your property or person you are searching, clicking on the document image will clarify that the
document states the wrong original and bundle number. Unfortunately, there is nothing the Clerk of
Court's office can do regarding incorrect references except in an instance of a typographical error on our
part.

A new and useful feature: even though you may be limiting your search to a specific date range all
references in the data base will display in the reference section of the Index Detail screen. You will not
be limited to the date range being searched.
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Knowing the sequence number is important when searching converted data as well data entered after
July 14, 2008. In the Reference section of the Index Detail screen, as shown above, you will notice that
there are four sequences listed. The original Weed Lien involved four property owners.

The WANG did not allow the ability to index multiple references in one document. The general rule was
to not index a reference if more than one was listed. Please remember when searching converted data
there will be many instances of references not populating in the reference section because we did not
have the ability to index more than one reference.

There will be instances when the referencing document (amendment, cancellation, correction) is in the
system but the originating document is not. When that is the case, the reference banner will not be
displayed at the bottom of the Index Detail screen of the amendment, cancellation, correction, etc.
Refer to the document image for the O&B number of the original document.
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The listed references are excellent tools, but can not be relied upon to show the complete and accurate
reference history of the document. The Reference section is to be used in conjunction with running
names forward to pick up cancellations, corrections, releases and amendments, to name a few.

References After July 14, 2008

All documents will be corrected by sequence etc., meaning that in a fire protection district lien where
there are several home owners listed, each owner is a different sequence. When a cancellation is
recorded on one of the parties the cancellation will only apply to the sequence number of that party.
Unlike the previous screen shot of the cancelled lien, after July 14, 2008, the only sequences listed on
the cancellation will be the one particular to the name you are running.
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Maps

You will be able to search maps by any of the following criteria. Please note that the data will always
display in alpha order by map name, regardless of the search criteria entered.

Map Name

Surveyor

Map Date

Original Bundle

Legal Description

All Maps from April 1992 to current can be viewed. From 1986 to April 1992 you can view maps that
were attached or made part of a notarial document. When you click on a map icon the notarial
document will populate first and the map will appear as the last image. If you are searching the
Conveyance and Mortgage records, the map can also be viewed appearing as the last image of the O&B.

If you click on a map icon and the following screen appears, it will reflect a target sheet for a map that
was recorded and was not part of a notarial document. We will be importing map images monthly and
hope to soon have all map images from 1986 to current date completed. These target sheets will
always be the first image displayed and the map will be the second image. If the map was part of the
notarial document then it will be the last image to appear.

’a ¥iewing Document 5271269 — Web Page Dialo - 2l

$EQ nO|Fr|m s @ e

—l —1

MAP

Orlginal .22 _ Bundle _Z327
OF THE MAP RECORDS

-RECORDED
PLAN MAP
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Above is an example of a map search results screen. The asterisk items mean that at least one of those
search criteria has to be populated in order for the system to display any results. This section of the
program operates very similar to the section dealing with notarial documents. The wild card search (%)
is the same. You do not have an Abstractor search or Group by Name. All search options are listed on
the screen. Bk and Pg will be Plan Book and Pg and there will be no data populated in these fields until
we import data previous to 1984. There are no DocTypes because everything in this index is a map.
There are very few instances when a map references another map but in those cases the reference
section works the same. Again you are dealing with converted data in the Legal Desc field and proper
use of the wild card search and/or Cntrl + F (control find) will help you achieve a successful search.

Search by a broad criteria and try several search methods to be certain you have displayed all
possibilities.
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1973 - 1985 INDEX RECORDS

In converting the 1973-1982 and 1985 records to INS, supplemental information attached at the end of
the name record can now be found in the MISC field. This supplemental information will describe one or
more of the name records or the document itself. This information includes, but is not limited to,
descriptions such as Trustee, By Trustee, Admr, Bankrupt, Cur