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LOGGING IN 

 
In Internet Explorer, in the address line, type in www.RecordsOnline-Texas.com.  From any page on the website, click the Login button. 
 

 
 

You will be directed to the login screen:  

 

 

http://www.recordsonline-texas.com/
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After logging in, on the Home Screen, the counties/databases that appear are based on your access request.  You will select the database you want to use: 
 

 
 
 
THE FIRST TIME YOU LOG IN TO RECORDSONLINE, YOU WILL BE PRESENTED WITH OUR END USER LICENSE AGREEMENT.  AMONG OTHER THINGS, OUR EULA 
PROHIBITS PRINTING FULL SURVEYS.  EULA VIOLATORS WILL BE DENIED ACCESS TO ANY OF OUR COUNTIES.  PLEASE READ CAREFULLY AND CHECK THE BOX 
NEXT TO THE “ACCEPT LICENSE” DIALOG. 
  



4 
 

QUERY SCREEN 
 

You are now ready to begin your search using the Query Screen below.   
Any field with a magnifying glass can help you refine your search.  These fields include: 

 Record Type 

 Instrument Type 

 Parties (Grantor and/or Grantee) 

 Subdivisions 

 Abstracts 

 Section/Township/Range (not applicable in currently available counties) 
You can search by as many of these fields as you wish.   
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The following sections will explain how to best search by the available search criteria. 
 

SEARCHING BY PARTY (GRANTOR OR GRANTEE, GRANTOR AND GRANTEE) 
 
To search by Party, you must first decide if you want to search for EITHER Grantor or Grantee or for BOTH Grantor and Grantee by selecting the appropriate 
radio button next to the Parties field. 
Next click the magnifying glass next to the Parties header. 
When the dialog box appears, enter your Name criteria.   

 If you have a common name such as “Smith”, it is always helpful to have at least a first initial to narrow your search criteria. 

 If you enter “smith+ john”, your results will include any name with John or Smith. 

 
 If you are not sure how to spell a name, you can enter any part of the first or last name:  “smi+john”, and your results will include any last name with 

“smi” in it.  (You can enter any portion of a first name as well).  
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To select the names you want from a result set, highlight the name and click the ‘+’ sign.  That name will go into the “selected” box. 
If you want to search more than one name at a time, repeat the process for each name until you have all the parties in one list. 
When you have all the names you want, click ‘OK’. 
 
In the example below, our search results showed multiple spellings and multiple capacities for the same person.  We selected them all for our initial name 
search. 
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All of the names we put into our ‘Selected’ list now appear in the Parties section of the Query Screen. 
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To conduct your search using Parties criteria only, click ‘Execute’: 
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A summary of your search results will appear.   
 

 
In this instance, your search results are manageable, and you can click View to see the results.  If there were an unmanageable number of search results, you 
would likely want to narrow your results by searching for only Grantor or Grantee, by using our geographic search feature (Abstract/Survey or Subdivision) or by 
Instrument type.  Details on these additional search criteria will follow.  For now, we will take a look at the Parties-only results. 
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SEARCHING BY ABSTRACT/SURVEY 
 
Let’s assume that through scrolling through the above instruments, you identify the tract you are interested in as being 25.0 acres in the Edward Pearce Survey, 
A-577, and you want to narrow your search results to only that tract.  To add the Abstract search to your existing name search, simply return to your query by 
clicking the ‘Query’ button.  Do NOT click ‘Home’; you will lose your name search criteria.  
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To add the Survey/Abstract to your search criteria, simply click the magnifying glass next to the ‘Abstracts’ header.  Hint:  It’s often a good idea to conduct more 
general searches at the beginning of a project and then narrow criteria as you work.  So at the beginning of your search, you may want to check the box next to 
‘Include “empty” SVs’ to cast a wider net. 
 

 
 
In the LookUp Abstract Dialog box, we enter the Abstract number only for the greatest number of results.   

 You have the option of entering the Survey name as well as the exact acreage or a range of acreage.   
Notes about entering Survey name: 

 You will notice that the Survey name has been spelled THREE different ways in the indices and because we used only the abstract number, we are able 
to capture them all.   

o If we had entered the Survey name as search criteria, we would have only pulled those with the same spelling.   
o The multiple spellings could be  

 The way the survey name was spelled in the instrument, in which case it is indexed correctly but causes difficulty when running title. 
 An indexing error.  Please see error reporting section for how to report and fix errors. 

 Entering the Survey name will sometimes save you time and effort, especially when the abstract number is single or double-digit (such as A-1) because 
ALL surveys with a ‘1’ in them will appear in your search results. 

 “Empty” SVs or “Empty” SDs occur when the instrument does not specifically name the Survey and/or Subdivision in the legal description. 
Notes about entering acreage: 
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 We noticed a Mineral Deed in our instrument preview from the Parties-only search that referred to a Unit of more than 600 acres that may/may not 
include our 25 acres.  We did not specify acreage in our search so we could capture that instrument if it is applicable.  If the instrument only refers to a 
larger acreage amount (in this case, a unit), and we specified 25.0 acres, we would miss the instrument. 

 Many times a tract was once part of a larger tract; entering specific acreage will prevent the larger tract from showing up. 

 Entering acreage is sometimes a necessity with very large surveys. 

 
 
Click ‘OK’ and you will return to the Query Screen.  Now both your name search criteria + your Abstract criteria are listed.   
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Click ‘Execute’ to run your search.  Adding the geographic indexing narrowed our search results from 24 instruments to 6: 
 

 
 

 
To find out what we did with these six records, please see the Creating Runsheets section. 
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SEARCHING BY SUBDIVISION 
 
A Subdivision search is a great way to narrow down results if a larger tract has been developed into multiple smaller platted lots.  Same as with the other 
searches, to activate the criteria, click on the magnifying glass next to the Subdivision header. 
 
In the example below, all we know is our property is located in Lincoln Park subdivision.  As with other naming conventions, there are multiple versions that 
could be our property, so we select them all. 
 

 
 
As with the other searches, additional criteria can be added to narrow down the search. 
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SEARCHING BY INSTRUMENT TYPE 

 
Searching by instrument type is used primarily for lease checks and unit designations.  

 To enter search criteria, click the magnifying glass next to the ‘Instrument Type’ header, using the same process as for other searches. 

 It is imperative that you search the table for all possible abbreviations.  For example, an Oil, Gas and Mineral Lease may have abbreviations of OG, OGL, 
OGML, OGAM, Lease, Mineral Lease, etc.  An option may be OP or OPT, etc. 

 Currently you can search by one instrument type at a time; you will need to search for each possible abbreviation to get complete results using this type 
of search. 

 
 
 
NOTE:  Searching by Instrument Type and by Record Type are one and the same in the counties we serve. 
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SEARCHING BY VOLUME/PAGE OR INSTRUMENT NUMBER 
 

If you already know the recording information of the instrument you need to view, you can search for it by Volume/Page or by Instrument number. 
 
SEARCHING BY VOLUME/PAGE 
 

 
 

SEARCHING BY INSTRUMENT NUMBER 
 
In recent years, many counties have abandoned the Volume/Page system in favor of an instrument numbering system.  When this is the case, enter the entire 
number into the Instrument Nr field: 
 

 
 

*Each County Clerk has a unique numbering format.  The above instrument number (201100043325) is from Smith County.  A similar instrument number from 
Harrison County is 2011-000005879; to get a result in Harrison County, you MUST type in the dash (-).  If you are not certain about a County’s specific format, do 
a quick search of recent instruments and use that format.  In all instances, you must include all zeroes (we understand this is different from the computerized 
records in some courthouses where you can strip the zeroes after the year). 
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CLEARING SEARCH FIELDS 

To clear search field for any selected criteria, simply click ‘Clear’ next to the section header.  (‘Clear’ is blue text on a blue field, but it IS there!) 

 

To clear ALL search fields, click the ‘Clear’ button at the top of the page.  This will clear all fields. 

 

HINT:  It is a good policy to clear all results by clicking the ‘Clear’ button before beginning a new search. 
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VIEWING AND PRINTING INSTRUMENT IMAGES 

 
VIEWING INSTRUMENT IMAGES 

 
To view an image, from the Query Results screen, simply 

1) Highlight the row by clicking once 
2) Click ‘View Image’ button 
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The instrument image will pop up in a separate smaller screen (see below).  Use the slider bars to scroll up and down each page (you will not be able to view an 
entire page in View mode.  See printing images for more info). 
 

 
 
 

Scroll through instrument images by clicking on the blue arrows. 
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*Select a specific page to view by using the drop-down menu.  This feature is especially helpful when you are dealing with large documents with exhibits.  You 
can easily move to the end of the document to see if your tract is included. 
 
**The queue of all viewed instruments is especially handy if you need to review an instrument you’ve already viewed. 

 
 

PRINTING INSTRUMENT IMAGES 
 

 

 
 

After you select any of the Print buttons, a .pdf version of the instrument will appear in a separate window.  You can view the entire document in this window.  
Many people prefer to use this option for viewing over the Instrument Viewer option.  You are not charged for the page until you actually print or save it from 
the .pdf: 
 

 
 
 
Screen prints of the pdf images are not allowed. 
 

PLEASE NOTE:   Printed pages = courthouse copies.  They are $1/page for each page printed, so please be sure you only 
print what you want. 

 
 



23 
 

CREATING RUNSHEETS 
 
A quick review of the six documents reveals that all six affect our 25.0 acre tract, so we add them to a runsheet: 

 Highlight the row by clicking once with your mouse. 

 Press the “R” key on your keyboard 
o As you add instruments to a runsheet, they are removed from the search results 

 To view your new runsheet, select the ‘Current Runsheet’ button by clicking it once 
 

 
 
On the Runsheet View page, you have several options: 

 Customize the sort by using the drop-down menu 

 Go back to Query Screen to conduct additional searches 

 Save the runsheet by selecting ‘Save Runsheet’ and naming it so you can easily access it later 
o You can save your runsheet without naming it; it will be given a default title 

 Print the runsheet by selecting ‘Print Runsheet’ 
o You will be charged $1/page for each page of the runsheet 
o You will be able to preview the runsheet before printing 
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SAVE AND RENAME RUNSHEET 
 

 
 

PRINT RUNSHEET 
 
From the Print Preview page, you have the following options: 

 Preview the entire document by scrolling through pages 

 Select printer 

 Print all pages (1st print icon) or print one page (2nd print icon) 

 View the search criteria 

 Export the report and save it to a disk (1st save icon) 

 Export the report and open in a new window (2nd save icon) 
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ADDING INSTRUMENTS TO AN EXISTING RUNSHEET 

To add additional instruments to an existing runsheet, BEFORE you start your Query, open the existing runsheet by selecting the Lookup Runsheet button on 
the top menu bar:  

 
 

You can enter data in any of the fields with the magnifying glass, or for a list of all runsheets, simply click Execute: 
 

 
 

All runsheets that meet the search criteria will appear in a list (in this case, we chose runsheets created on 2/1/2012 and there was only one): 
 

 
 

Select the runsheet you want to show by 1) highlighting the row and then 2) clicking the Show Runsheet button on the top menu bar: 
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To continue your title search, simply click the Query button and follow the Search instructions above. 

 
 
To add new instruments to the runsheet, simply highlight the row and hit the ‘R’ key. 
 
NOTE:  If you do NOT open the runsheet prior to conducting your search, all new instruments will be added to a NEW auto-generated runsheet which cannot 
be integrated with the existing one.   
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ERROR REPORTING 
 
One of the unique features of RecordsOnline is online error reporting.  Our indexing staff makes every effort to enter instruments correctly; however, sometimes 
mistakes are made, often when instruments are ambiguous or contain multiple land descriptions.  The good news is:  you can report errors as soon as you see 
them and they will be corrected almost instantaneously.  Following is an example: 
 
Recall that we noted earlier a 600+ acre unit that appeared on our Parties search, but never showed up in subsequent searches.  We went back to the Parties 
search and found the instrument. We viewed the instrument and it obviously contains our subject tract: 
 

 
 



28 
 

 
 

However, the indexer picked up the Unit description from the instrument, which was the first land description in the instrument.  This prevented it from showing 
up in geographical searches within our survey, so we want to report the error. We do so by clicking ‘Report Problem’: 
 

 
 
And we file our report at 2:30pm on Wednesday, February 1, 2012: 
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By 3pm on Wednesday, February 1, 2012, it was corrected: 
 

 
 

 
BONUS!  All corrections will flow through to your saved runsheets as well as show up correctly on subsequent searches. 
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COUNTIES WITH MORE THAN ONE DATABASE 
 
 

Some counties have more than one available database.   
 
If you have access to one of these counties, both databases will show up as selections.  One will be for early years (sometimes back to sovereignty!) and the 
other will be for a specified date to Current. 
 
All procedures for searching and creating instruments are exactly the same.   
 
You WILL need to create separate runsheets for the same tract if you are running it back to sovereignty.  Using our Harrison County 25.0 acre tract as an 
example, we could name our early title runsheet “25.0 acres, Edward Pearce Survey, A-577, early title” or “25.0 acres, Edward Pearce Survey, A-577, sovereignty 
to 1973”. 
 

 
SPECIAL INSTRUCTIONS FOR MARION COUNTY 

 
Marion County is indexed with images from 1976 – current.   
You can INDEX only from the late 1800’s – 1976.   
If you want to view images, you can, but only from 8/15/1936 – 1/28/1976.   
This all sounds confusing, but here’s how you get early title off of RecordsOnline: 

 All geographic, grantor/grantee, instrument type, etc. queries are available from 1800 – 1976.  You can use the land descriptions in the indexed field to 
determine if your tract is involved. 

o Make a note of all the applicable instruments and/or print a runsheet. 

 Clear search criteria and do a Volume/Page search for each of the instruments you’ve noted or put on your runsheet.  If the instruments were filed 
between 8/15/1935 and 1/28/1976, you can view them and print them.  You just have to look them up one at a time. 

 
 
 

 
 
 

IF YOU HAVE ADDITIONAL QUESTIONS, PLEASE CHECK THE FAQ PAGE OF OUR WEBSITE. 
IF YOU STILL NEED HELP, PLEASE CONTACT US AT RECORDSONLINE@ETEXTITLE.COM.  
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