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Starting ImageSync 
 

If ImageSync is not already started, there should either be an icon on the desktop or the 

website should be provided by the county. To open the ImageSync application, simply follow 

these steps. 

1) Find the ImageSync icon on the Windows desktop and double click on it using the 

mouse. The icon should look similar to the picture below. If there is not an icon or you 

are accessing the system from outside the county office, open Internet explorer and go 

to the website provided to you. 

   
2) Once you have clicked on the ImageSync icon, there are two possible screens that you 

may see.  The Login (fig. 1) screen or the My Account (See the My Account section) 

screen. You should always see the Login screen unless you have configured your 

internet browser to remember your username and password in which case you will 

automatically be logged in and see the My Account page.   

 

Figure 1 - Login Screen 
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At the login screen, you have up to three options available depending on where you are 

accessing the system from. 

1) Create an account – If you are a new user, you can create a new user account. This will 

allow you to deposit funds for printing as well as purchase a subscription to access the 

system from outside the local Recorder’s office. The subscription option is only 

available if the Recorder’s office offers access over the web. 

2) Login with an existing account – If you already have a username and password, you 

can enter those credentials and click on the Login button to begin using the system 

3) Login as guest – If you are in the Recorder’s office, you should be able to click on the 

guest login to begin using the system. This means that you will not be able to deposit 

funds for printing. Note that there is no option to sign in as a guest from outside the 

office. Web access requires an account. 

 

Create an Account 
 

1) To create an account, click on the link below the Login button. The text on the page is “Don’t 
have an account? Click here to create one.” The word here is a link that will bring you to the 
account creation screen. 

2) The Account Creation screen asks for various information that the user should supply. Any field 
with an asterisk next to it is a required field. 

a. The username as well as the email address must be unique.  

 

Figure 2 - Account Creation Page 
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3) Once you have filled in the necessary information, click on the create button. The account will 

be created and you should automatically be logged into the system. The default page that you 

will see when you log in is the My Account page. 

 

Login with an Existing Account 
1) If you already have an existing account, type your username into the username field and your 

password into the password field on the Login page, then click on the Login button. By default, 

the My Account page will be displayed when you login. 

a. Please note that after five attempts have been made to login with the wrong password, 

the account will become locked. The only way to unlock the account is to contact an 

administrator. 

b. If you have forgotten your password or the password you are using does not work, you 

can have a new password emailed to you. See section – Resetting Your Password. 

 
2) At this point you are logged into the system. On the My Account page you have the option to 

change your account information or reset your password. To navigate to other section such as 

the Search page, Transaction Report page, etc…, click on the ImageSync logo in the top left 

corner of the page. This will bring up a menu with buttons linking to the other sections. 
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Login as a Guest User 
 

If you do not want to deposit funds for printing, you can use the guest login from with the 

Recorder’s office. This gives you the same ability to search the documents as those users that 

have an account, but you must pay for printing by whatever means the County staff has setup 

for non-account users. 

1) At the login screen, click on the link above the Username box that says guest login. You 

will be taken directly to the Search page. 

a. If there is no Guest login link, the guest account feature has been disabled. If this 

is the case, the only way to access the system is to create an account. 

 

Navigating to Different Pages/Sections 
 

Depending on whether you are logged in using your own account or the guest account, there 

are different sections that you can navigate to by using the menu. 

1) To bring up the menu, click on the ImageSync logo in the top left corner 

 
2) If you are logged in using your own personal account, the following menu will appear. 

By hovering the mouse pointer over any of the buttons, a text box will appear describing 

what page the button links to.  

 
a. The logout button will log you out of the ImageSync system. It is a best practice 

to always log out when you leave the computer you are using so that others 

cannot use the system under your login. 
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b. The Image Viewer button is the left most button. It will take you to the Search 

page where you can lookup documents. 

c. The My Account button is the second from the left. It will take you to a page 

where you can change your account information. This button is not available 

when you login as a guest. 

d. The Add Funds button is the third from the left. This page allows the user to 

deposit funds for printing. This button is not available when you login as a guest. 

e. The Transaction Report button is the fourth from the left. The user can pull up 

reports of what documents have been printed and what funds have been 

deposited from this screen. This button is not available when you login as a 

guest. 

f. The Help button is the fifth button from the left. It takes the user to a page 

containing help files/contact information. 

 

My Account 
 

The My Account page is the first screen the user will see if they sign in with a user account. It contains 

the information that the user supplied when creating the account. It is possible at this screen to update 

the information and change the user’s password if needed. When using the guest login, there is no My 

Account page. 
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1) To change the data in the fields for the email, first name, last name, or organization, 

simply type the correct information into the relevant text box and click the save button 

2) To change your password, enter your current password in the Current Password field 

and the new password in both the New Password and Confirm New Password field. 

 

Image Viewer 
 

Once signed in, the Image Viewer allows you to perform record lookups. 

Accessing the Image Viewer 

1) From the menu, click on the leftmost button. If you hover over the button with the 

mouse, a text box will pop up letting you know it is the Image Viewer button. 
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2) Once you have clicked on the Image Viewer button, the default search screen will 

appear. On the left side of the screen is the lookup panel. This will be where you type in 

the index information that you wish to retrieve. On the right hand side is the image 

panel. By default, a system content page is displayed which will tell you what 

documents exactly are in the system. Once you perform a lookup, the images for the 

document will appear in the image panel. 

 

Figure 3 - Image Viewer 

Once you have reached this page you are ready to start your search! 

 

Searching in ImageSync 
 
ImageSync mimics as closely as possible the way in which the physical books were setup. If you 
were familiar and comfortable with searching through the books then the ImageSync system 
will be very easy to follow. Even if you are not familiar with the way the books are setup, it will 
be a breeze to get started using ImageSync.  
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Index Searches 

Index searches will allow you to see the digital images of the actual indexes. 

1) If the tab labeled Index Images is not already selected, click on it once with the mouse. 

  

Figure 4 – Index Image tab located in top left corner 

2) Select Name Search from the Search Type dropdown box. The Search Type dropdown 

box is located directly under the Index Images tab. By default the text will say “Select 

One”. Click on the dropdown box once and there will be two options to select from: 

Browse Index or Name Search. 
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The Browse Index option will allow you to look through the book using the LMNRT grid 

that was located in the original book. The more common selection would be the Name 

Search option which you can see in the above image highlighted in yellow. The Name 

Search option allows you to enter a name for which ImageSync will display the correct 

index page. 

 

3) Click on the Search Index dropdown box and select the appropriate index book type. 

There could be a wide range of choices depending on what documents are loaded in the 

system.  
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4) Once you have selected the Index Type, select the index series from the Series 

dropdown box. The series consists of the year range that you are looking for. For 

Instance, there could be a set of Grantee index books for the year range 1794-1900 and 

a separate set for the year range 1901-1950. If you need to look for the name in 

multiple year ranges or do not know the year of the record you are looking for, you may 

need to do a lookup for each series. 
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5) Now simply click on the Last Name/Corp text box with the mouse and enter the last 

name of the person you are searching for. Then click on the First Initial text box and 

enter the person’s first initial. After that, click on the search button with the mouse. 

ImageSync will then display the correct index page on the right-hand side of the screen. 

a. If you are looking up a corporation, click on the Corporation check box if it is 

available and then type the corporation name in the Last Name/Corp text box. 

b. Not every index type will require a first initial. If the First Initial box is not visible 

or you cannot type in it, just fill in the Last Name/Corp text box. 

c. Do not hit the enter key after typing in the lookup information, you must use the 

mouse to click on the Search button. 
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6) You can now look at the index image to find the book and page that the person you are 

looking for is located on. 

 

Below you can see a zoomed in section of the Index page.  It gives the names of the 

parties as well as the date, book/volume and page that the record is located on. For 

common names such as Smith or Anderson, there could many entries listed.  Once you 

have found the entry or entries that you are looking for, note the book/volume and 

page number listed next to the name.
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Book and Page Lookups 
 

Book/Page lookups allow you to view the documents that you need. 

1) Once you have the document type, book and page of the document that you are looking 
up, click on the tab labeled Book/Page in the top left index panel. 

2) Under the Search Type drop down box, select the correct book type. 
3) Enter the book number in the Book Number textbox. 
4) Enter the page number in the Page Number textbox. 
5) Click on the Load button to bring up the document in the image viewer. 

a. If that document does not exist or it is missing, a red error message will appear 
stating that the document could not be found 

 

 

Document Viewer Controls 
 

The control panel at the top of the ImageSync Viewer gives the user several important tools 

such as navigating to the previous or next page, zooming in, rotating the page, highlighting, and 

printing the current page. 

Page Navigation 

1) Click on the Next button to go to the next page or the Prev button to go to the previous 

page               
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Rotate Page 

1) Click on the button with the arrow pointing to the left to rotate the image 90 degrees 

counterclockwise. 

2) Click on the button with the arrow pointing to the right to rotate the image 90 degrees 

clockwise. 

                      

Zoom In and Move Page 

1) If you see this button  in the control bar, you have the ability to zoom in on the 

image in the viewer.  

a. Use the mouse to draw a box around the area you want to zoom in on. The 

smaller the box, the more you will zoom in. 

b. When you find the area you want to zoom in on, left click on the mouse and hold 

the mouse button down while you draw a box around the area you want to 

zoom in on. Let go of the mouse button once you have drawn the box. 

2) If you see this button in the control bar, you have the ability to “grab” onto the 

page with the mouse and move it around. 

3) To switch between Zoom mode and the Move page mode, simply click on the button 

with one of the images shown above.  

Best Fit, Fit to Height, and Fit to Width 

1) When pressed, the Best fit button  will let ImageSync automatically resize the 

image so that it is as large as possible without being larger than the viewer. If you have 

zoomed in on a portion of the page, click on this button and the image will go back to its 

original size. 

2) The Fit-to-Height button   will stretch the image so that it fills from the top of the 

viewer to the bottom of the viewer 

3) The Fit-to-Width button  will stretch the image so that it fills from the left side of 

the viewer to the right side of the viewer 

Highlight 

1) Click on the button with the image of a highlighter, . This allows the user to draw a 

yellow box on the document in order to make a certain section stand out. It is especially 
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useful if you need to zoom in on a section. Before zooming in, you can highlight the 

relevant section so that it is easier to follow. 

a. You can highlight multiple areas at once. After highlighting a section, simply click 

on the highlighter button again and then highlight the next area. 

b. The highlight is not permanent. If you go to a different page then come back, the 

highlight(s) will be gone. 

 

 

2) To delete a highlight, click on the yellow highlighted area. Once the highlight is selected, 

right click on it. A menu will appear, click on delete to confirm. 
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Printing 
 

There are two ways to print in ImageSync. The first way allows for you to print a range of pages 

so that you can print an entire record. The second way allows for you to zoom in on a portion of 

the page and print only that section. 

 

Print Entire Document 

The print button in the bottom right corner of the search pane allows ImageSync users to print 

a range of pages. This is convenient if you want to print an entire document. 
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1) Navigate to the first page of the document you want to print. For example, if you want 

to print the record that begins in Deed book 300; page 1, start by going to that page.

 

                                                       Figure 5 - Sample Print of book 300; pages 1 through 3 

In the image above, the text boxes to the left of the Print button show that the user 

wants to print pages one through three.  

The image below shows what it would look like if you wanted to print pages 6 through 7. 

 

Figure 6 - Print pages 6 and 7 



19 | P a g e  
 

Of course, if you want to print only one page, simply put the same page number in both 

boxes, i.e. 6 through 6. 

2) Click on the Print button  

 

3) A textbox will pop up either asking for your name or for your password depending on 

whether you are signed on as a guest or a private account. If you are signed in as a 

guest, the system needs a name to put on a document for when you go to pick it up. If 

you are using a private account, the system already knows the name associated with the 

account, but entering your password ensures that nobody else can use your account to 

print if you step away from the computer. 

 

 

4) The document should now be sent to the printer. However, if the computer you are 

using has an older version of adobe reader it is possible that the document will open 

locally on the computer. If that is the case, proceed to step 5. Otherwise, the document 

should already be printed. 
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5) A window will pop up showing the page or pages that you want to print. It should look 

similar to the image below. 

 

Figure 7 - Window showing Document to be Printed 



21 | P a g e  
 

6) Press on the Print button   in the top left corner of the Adobe Acrobat window. 

7) A window will pop up to display what printer the document will print to. Click on the OK 

button. 

 
8) Close the Adobe Acrobat window to continue using ImageSync 

Print Zoomed in Portion of a Single Page 

1) Navigate to the page you want to print so that it is displayed in the viewer. 

2) Zoom in on the portion of the page that you want to print. 

3) Press the Print button   in the top right hand corner of the image panel. 

4) Proceed as you would in step three of the Print Entire Document section. 
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Add Funds 
 

1) From the menu, click on the third button from the left. If you hover over the button with 

the mouse, a textbox will popup letting you know it is the Add Funds button 

 
2) Once you are on the Add Funds page, you are able to put in your payment information 

to add funds to your account. The following fields are required: Amount to Add, Enter 

Card Type, Enter Card Number, Enter Name on Card, Expiration Date, and Security 

Number (if your card has one). Click Add Funds to add the desired amount. 

a. Use the Hold Funds Only checkbox if you want to deposit some money 

temporarily for the day. If you check this box and then add $50.00 but only use 

$20.00. Your card will only be charged $20.00. If you do not check Hold Funds 

Only, the full amount will be charged so that any funds not used by the end of 

the day will be available for future use. 

b. The Purchase Subscription is only relevant for use outside the office. 
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Transaction Reports 
 

Users can pull up receipts of past transactions in order which include deposits as wells as 

listings of what documents have been printed. This is only available for personal accounts and 

not for people that are using the guest account. 

1) Click on the fourth button from the right. If you hover over the button with the mouse, a 

textbox should popup letting you know it is the Transaction Report button. 

 
2) Specify what search criteria you want for the receipt lookup based on a date range, the 

receipt type, or the last four digits of the credit card that was used. Click on the 

Transaction Report button to generate the receipts matching your criteria. 

a. For the date range, you must enter the day following the last transaction date 

you want included. For example, if you want only the receipts for the first of 

June, enter 06/01/2012 through 06/02/2012. This is because the system reads it 

as 06/01/2012 until 06/02/2012 
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3) The receipts will show up on the right side of the screen. Click on the “view” link to open 

a specific receipt. If email is configured, you can also email the receipt to the email 

address associated with your account by clicking on the “email” link. 

 


