
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

➢ Login Screen 

o You will need to login as a Public Guest or Registered User before beginning your search.  

▪ A registered user account IS NOT required and all types of accounts have access to the same records. 

▪ Registering for an account allows you to save your search preferences and viewing history. It also allows you to build a running print queue list. 

Click here to login 

as a Public Guest. 

Click here to create a 

New Account. 

Registered Users 

can login here. 



 

 

➢ Disclaimer Screen 

o You must accept the disclaimer after login to begin searching. 

 



 
 

 

➢ Welcome Screen 

o To start a document search, click “Search Public Records”. 

o The welcome screen displays our current recording date, indexing information and current office announcements in the area highlighted in green. You can also update your 

account preferences, view our Users’ Guides and reach out to support from this main screen using the menu bar highlighted in blue. 



 

➢ Search Criteria 

o To search by name, make sure that the “All Names” type of search is selected. 

▪ Start with the individual’s last name followed by their first name or the business/entity name. 

• Less is more when searching the system. Ex: Searching for “Doe John” will yield all documents pertaining to just John Doe. However, if you search for “Doe J”, you 
would get results pertaining to anyone with the last name Doe and first name starting with J such as John, Jamie and Jesse. 

▪ Hit the Search Magnifying Glass in the top right hand corner of the page to run the search. 

o A detailed explanation of the Document Viewer Screen and all of its buttons/functions can be found here.  

  

https://recorder.clermontcountyohio.gov/wp-content/uploads/sites/40/2019/02/Search_Criteria_Explained_Final.pdf


 

➢ Search Results 

o Your results will appear on the following screen. From here you can view the main indexing information for each document at a glance. 

o Click the blue document number link to pull up the actual image for that document. 

o A detailed explanation of the Search Results Screen and all of its buttons/functions can be found here. 

  

https://recorder.clermontcountyohio.gov/wp-content/uploads/sites/40/2019/02/Search_Results_Identified_Final.pdf


 
 

➢ Document Viewer 

o This screen will allow you to save the document to your workstation. Open the file with any PDF software to print a hard copy. 

▪ A detailed explanation of the Document Viewer Screen and all of its buttons/functions can be found here.  

o When finished, use the “Back to Results” or “Back to Criteria” buttons in the top left portion of the screen to navigate to another document. 

https://recorder.clermontcountyohio.gov/wp-content/uploads/sites/40/2019/02/Document_Viewer_Window_Identified_Final.pdf

