
 

    

 

 
 

PCR Instructions 

Step 1: Create a New Public User Account OR log in with your previously created account. 



Step 2: Select Apply for New Project from the left pane menu.    
 
 

 
 
 

 

   

    
    
        

 

Step 3: Enter the following information: 

• Project Type: Property Closing Research 
• Short Description: Folio Number 
• Location: Search by Folio (in the drop down menu select the item that is labeled 

address) 



 
       
          
   

 

     
 

Step 4: 
• Location: The folio and address will appear 
• Your Relation to this Project: Check the box if you are the property owner 
• Select Next Step 

Step 5: Confirm the information is correct, then click on Next Step. 



     

          
 

 

   
 

 

Step 6: Review the information, if any information is incorrect select edit to make the 

corrections necessary. Once all of the information is reviewed and correct, press 
Submit. 

Step 7: Review the Checkout Summary page and select Pay Now 



Step 8: Input your billing informa on and select Pay 


