Interactive PDF Form Instructions -
Texas Title Insurance Agent Statistical Report 

The Adobe interactive PDF is an electronic fillable form that allows you to send your agent statistical data via email.  This paper-less submission method offers you many advantages including:

· simple flow, very similar to a paper-based form,
· it can be accessed from any computer using Adobe Reader,

· ensures data accuracy; built-in edits inform the user of possible error prior to data submission, and

· it can be saved to your local hard drive like most office-based documents
It is recommended that you create a file folder to save all your statistical reporting information, including your PDF form(s).  The folder name 09STAT is used in the instructions below as an example folder name, of course, you can choose any name you like.  
FILLING IN THE PDF FORM
· Download a free copy of Adobe Reader 8.0 or higher at the following Adobe web address:  http://get.adobe.com/reader/   

· Save a copy of the 09agentstatrpt.pdf file into your 09STAT folder, the file can be found at the bottom of the bulletin.  

· Open the 09agentstatrpt.pdf file using Adobe Reader
· Use the Highlight Fields button, found at the top right, to highlight all data fields in blue and all required fields with a red border. The required fields (highlighted red) must contain data in order to submit.  A yellow highlighted field indicates that the field is a read only or calculated field and cannot be modified.
· START ON FORM B-Distribution of Policy Premiums.  Form A is found on the last 4 pages of the report.
· All figures will automatically round to the nearest dollar.  ENTER FIGURES WITHOUT ANY COMMAS, DECIMALS OR SYMBOLS, EXAMPLE: $1,233 ENTER AS 1233.  Data entered on Forms B-L will carry forward to populate respective income and expense field(s) on Form A; these fields will be highlighted in yellow.

· When entering data on a form with a total or subtotal field, you must tab through the last figure entered to see the total figure for that form.
· Forms B, C, D, F, G and K expand to allow additional pages of entry.  Use the ADD NEW ROW button until a new page with form header is created.  Do not tab in Forms B, C, D, F, G and K; click in each field to begin typing.

PRINTING YOUR AGENT STATISTICAL REPORT
1. Go to the Requirements of Submission page

2. Click the PRINT Report button

3. Click on the PRINT Affidavit ONLY button to access/print the affidavit online
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Please remember to retain a final hardcopy of your submission for your records.  You must maintain a copy of your report for a period of five years from date of submission. 

SAVING YOUR AGENT STATISTICAL REPORT
1. To save the .pdf file, simply click on File in the menu bar

2. Choose File Save As 

3. Write over the file name agentstatprt09.pdf.  Example, change the file name to 2009agentstatrpt1505001.pdf.  If you are required to submit a correction to your report, this file can be opened, modified and resubmitted
SUBMITTING YOUR AGENT STATISTICAL REPORT
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Option 1:  To submit the report with a desktop email application 
1. Go to the Requirements of Submission page

2. Click the “SUBMIT by email” button
3. Your default email application should open a new email window with the To, Subject, and Attachment fields automatically filled in
4. In the Subject line, replace the ######## with your agency ID#.  EX: 2009 Texas Title Insurance Agent Stat. Report AG: 10155544 The attached file name will appear as follows: 2009agentstatrpt_data.xml 
5. Click SEND

Option 2:  To submit a PDF form with a web-based email service:

1 Open internet email application.
2 Create an email to : datacall@tdi.state.tx.us
3 In the Subject line type:  2009 Texas Title Insurance Agent Stat. Report AG: (type your agent id. #)

4 Click attach file, locate your saved .pdf file, select file

5 Click SEND
