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PAPERLESSCLOSER QUICK START GUIDE 

I. LOG ON INFORMATION 

A. Recommended Settings – Internet Explorer: 

1. Click Tools > Pop-up Blocker > Turn Off Pop-up Blocker. 

2. Click Tools > Internet Options > Security. Select Trusted Sites and click the Sites 
button. Add http://*.atgf.com to the trusted zone. 

B. Log On 

1. Go to https://www.atgf.com. 

2. Click Sign In.  

3. Enter your User Name and Password in the log on screen and click Sign In. 

4. Click Order Title Now.  

5. Click Login to PaperlessCloser.  

 
6. Enter your User Name and Password (same as the ATG® website). 

 
 

  



 
PaperlessCloser Quick Start Guide Page 2 
© ATG (10/16) 

II. PLACE A NEW ORDER 

A. From the Lobby, click the New Order button located at the bottom right. 

 
B. Entering New Order Information 

 
1. Customer (your) File # 

This is an optional field if you use and internal file number. 

2. Commitment Due Date:  

Enter the date you need the commitment. 

3. Closing Date: 

Enter the date of the closing. 

4. Service Type: 

a. Select Owners for a cash transaction.  

b. Select Mortgage for a refinance transaction.  

c. Select Simult (Res) for a buy/sell transaction when the buyer will be obtaining 
financing.  

d. Select Simult (Non Res) for commercial property. 
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C. Loan Information 

Enter the Sales Price, Earnest Money, and Loan Amount, if applicable; otherwise enter 0 
(zero).  

 
D. Participant Information 

 
1. Buyer Information 

a. Click the Add button to enter the buyer information 

 
b. Enter the Buyer name(s) in the Name field(s). Use the Business Name field for 

entities, such as trusts or corporations. 

c. Enter remaining Buyer information. 
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2. Buyer’s Realtor or Attorney  

 
a. Type the name of the company in the Company field or type the name of the 

attorney in the Agent Name field and click Search to display a list of matching 
names. 

b. Select the desired agent. 

 
c. If the desired agent is not listed, click the link at the bottom of the tab to add a 

new agent. 

 
d. When you are finished entering the Buyer information, you must click the Add 

Buyer button to save entered data.  

 
 NOTE:  If you do not click the Add Buyer button, the data will not be saved.  
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3. Seller Information 

a. Click the Add button to enter the seller information. Repeat steps 1-9, above. 

 
b. When you are finished entering the Seller information you must click the Add 

Seller button to save entered data.  

 
 NOTE: If you do not click the Add Seller button, the data will not be saved.  

E. Mortgage Broker or Lender 

1. Click the Search button. 

2. Type the name of the Mortgage Broker or Lender in the Company field and click Search  
to display a list of matching names. 

3. Select the desired agent. 

4. If the desired agent is not listed, click the link at the bottom of the tab to add a new agent. 

F. Notes 

Click the Add button to add notes, if any. 

 
G. Review and Submit 

1. You may review the information in each section before submitting the order by clicking 

the Edit link above the Add button of each section. 

2. Your order is almost complete. You must click the Add Order button when you have 
finished entering the Buyer, Seller, and Lender information. Click the Add Order 
button to display the Property Information screen. Upon adding the property 
information, the Services screen displays. 
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H. Add Property Information 

Submitting your new order displays the Property Information screen. 

1. Complete the Property Information, including the Property Type, Search Provider, 
and Order Category. 

 
 NOTE: The order must contain a Property Address, County, State, and, if 

possible, a Tax ID number (Permanent Index Number). 

2. If you just need a search, click the Order Complete button to complete your order and 
return to the Lobby. Please note your file number. 

3. If you need additional services such as a Rush Search or a Lot Update, click the Add 
Additional Services (optional) button. 

4. Click the Add Property button  to display the Services page. 

I. ATG Services (Optional) 

 
1. Select the desired services. Typical services include:  

a. Search – No Prior; 

b. Search – With Prior; 

c. Endorsements, if known; 

d. Type of Property; 

e. Transaction Type; and  

f. Full Closing (unless your office is authorized to close). 
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2. Note your file number located on the top center of the page. 

 
 

Thank you for your order! We will begin processing it immediately. 

If you have any questions, please contact your Account Representative or the ATG Help Desk by email: 
atgresource@atgf.com, or phone: 888.776.4420. 
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