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Welcome to CAP training! 
 
The purpose of this training manual is to guide users through the process of issuing Title Guaranty 
Commitment and Certificates using our online CAP program.   We hope this will be a useful tool and serve as a 
resource in the future. 
 
The CAP system is Web based and password protected.  Once you receive your initial user name and 
password, you may change the password yourself at any time.  If you forget you password, please contact the 
Help Desk at Title Guaranty 515.725.4357 for assistance. 
 
Basic system requirement for CAP: 
 
V Internet Broadband Connection (5MBps or faster is recommended) 
V Browser ï browsers that support JavaScript and ActiveX controls such as Internet Explorer 6 and up. Using 

the most current version of Internet Explorer is recommended. 
Á Browser Settings - Your browser settings should empty temporary internet files when browser is 

closed. In Internet Explorer, this option is found in Tools > Options > Advanced tab > Security 
section. This option should be checked to avoid unnecessary ñWarning, Page Has Expiredò 
messages. 

V Adobe Acrobat Reader - It is a free download if not already installed and can be downloaded from 
V http://www.adobe.com/products/acrobat/readstep2.html. We recommend keeping current with the 

latest version. 
V Operating Systems - CAP is compatible with all Operating Systems (i.e. Windows, Apple, Linux). However, 

Windows is recommended. Windows XP is optimal. 
V Screen Resolution ï CAP is compatible with all screen resolutions from 800 X 600 on up. However, 1024 X 

768 and up is recommended for an optimal experience 
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Rapid Certificate Program 
 
One of the primary benefits to lenders using field issuers for their Title Guaranty Commitments and Certificates 
is the ability to get Rapid Certificate.   
 
How Does it Work? 
 
Á Field Issuer may issue a final Title Guaranty Certificate guaranteeing over a prior lien that has not been 

released of record, if: 
 

ü Field Issuer has proof the prior lien was paid, i.e. payoff statement and cancelled check or wire 
receipt 

ü For open-ended lines of credit, Field Issuers must have proof the line is closed 
ü For mortgages, the Field Issuer must have all documentation required to be submitted to Title 

Guaranty for release of a mortgage as provided for in Iowa Code section 16.92(2)(a) (2003) and 
265 IAC 9.20(2)òaò. 

 
Field Issuer notes the just-paid prior unreleased lien on Schedule B of the final Certificate and attaches 
an Endorsement Against Loss-Lien to the Certificate.   

 
Maintaining Clean Title Records 
 
Á Four months after the closing, Title Guaranty sends a request to the Field Issuer to follow-up on release 

of the prior lien.  If the lien is released of record, Field Issuer provides Title Guaranty with the filing 
information of the release or satisfaction on Form 801 (Showing of Release).  After the certificate has 
been issued, the Endorsement Against Loss-Lien becomes the Showing of Release.  See showing of 
release screen print on next page. 

 
Á For mortgage liens not released after four months, the Participant should apply to the Mortgage 

Release Program administered Title Guaranty.  Visit our website for the application and complete 
program details.  
 

Á For all other non-mortgage liens, the Field Issuer shall use his/her best efforts to ensure the lien is 
promptly released of record. 
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Procedures for Closing Protection Letters (CPL) 
 
1. Commitments  
 
V Commitment must be issued prior to a Division Closing.  
V The Gap Rider Endorsement will be issued with all Commitments. 
V The effective date on an unexpired Commitment may be updated at closing with a Pre-Closing Search 

Certification.  
 
 
2. Closing Procedures  
 
V The Division Closer must use the Rapid Certificate Program.  
V Division Closers must maintain detailed records of the parties present at each closing, and specify of 

where and when each closing is held.  
V The Field Issuer who issued the Commitment and Gap Rider Endorsement must issue the final 

Certificate(s).  
 
 
3. Lender Certificates  
 
V Division Closers must ensure that Lender Certificates are issued within 30 days after closing, unless 

the lender specifies a shorter time period, even though the abstract is not yet certified through the 
recording of the mortgage to be guaranteed, and releases and other curative documents are not yet 
filed of record. In order to comply with this requirement, Division Closers must use the Rapid Certificate 
Program to guarantee over newly paid mortgages or liens not yet released of record. The Division 
encourages updated abstract certification, post-closing search certification, or Form 901 (if applicable). 
However, it shall be up to the Field Issuer to determine whether abstracting, a lien search, or some 
other search method is performed to assure the deed, mortgage, and other curative documents have in 
fact been filed of record. If the Division Closer is not responsible for issuing the Title Guaranty 
Commitment and/or Certificate, the Division Closer shall cooperate with the issuing attorney, abstractor, 
or Division staff to ensure that a Certificate is timely issued. Independent Closers not responsible for 
issuing the Commitment or Certificate shall immediately contact the Division if a Certificate is not issued 
within 30 days.  

 
 
4. Owner Certificates  
 
V Owner Certificates may be issued in the same manner as Lender Certificates described above. Owner 

Certificates are only available on purchase transactions.  
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Getting Started 
 
After receiving your user name and password, access CAP online at https://www.iowatitleguaranty.org.  We 
suggest saving the link in your favorites. 
 
Electronic Signature ï If you would like to have an electronic signature automatically added to your 
Commitments and Certificates please provide the signature on a plain white sheet of paper. .You can scan this 
and save as a .jpg file and email to us at titleguaranty@iowa.gov.   
 
Helpful Hints 
V Do not use the back space button. 
V Make sure you Save Changes frequently.  The system is offered on a secure site and will time out at 

approximately 10 minutes. 
V Shortcut Keys ï The following short cut keys will be useful in the Application Processing. 

Á Copy = Ctrl + C 
Á Cut/Delete = Ctrl + X 
Á Paste = Ctrl + V 
Á Degree Sign º = Alt + 0176 
Á One Fourth ¼ - Alt + 0188 
Á One Half ½ = Alt + 0189 
Á Three Fourths ¾ = Alt + 0190 

V New Lender ï if a Lender is not found on the drop down list. Please contact Title Guaranty. 
V Wild Card ï Using a % before and/or after your text will give more search results. 

 
 

Log On Screen 

 

 
 
Log On using the username and password assigned to the Field Issuer by Title Guaranty.  (Note:  Username 
and password are case sensitive) 

 
 

https://www.iowatitleguaranty.org/
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Whatôs New Screen 

 
After log in, you will automatically go to the ñWhatôs Newò Screen. Check here for updates and programs 
announcements. 
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Search for a Property 

 

 
 
After reviewing the ñWhatôs New Screenò select ñViewò from the menu and click ñProperties.ò 
 
CAP is a property based system.   By checking to see if the property is already in the system, you may save 
some time. 
 
 
 

Property Listing Screen 
 

 
 
Á Property searches work best if you type partial information.  Be patient as there are many records in the 

database and one search may take longer than another. 
o Note:  Title Guaranty recommends a search by Address Number and City 
o Wild Card ï Using a % before and/or after your text will give more results 

ü Address Number ï Enter the house number. 
ü City ï Begin typing and select the correct City from the drop down list. 

 
Click on Search Button. 
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The following search is on 1234 in Des Moines. 
 

 
 
 
Please review the findings to find the full address of the property.  If it is listed, click on the link via the word 
Residential and then proceed to the section ñAdd New Commitment.ò  Note:  Make sure the legal description 
is correct. 
 
There could also be multiple properties:  See 1612 E. 21st Street.  Please choose the most current.  Note:  Do 
not add a new property if it already exists in the database. 
 

 
 
If you did not find a match, please continue below. 
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If no matches are found, ñNo Properties Foundò will be displayed.  At this time, select ñAdd New Propertyò. 
 
If there are matches found but not your property, Select ñAdd New Propertyò. 
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Property Details 
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Add New Property Details  

 

Á Enter the Address Number  
Á Select the Address Pre-Direction from the drop down menu, if applicable   
Á Enter the Street Name  
Á Select the Street Suffix from the drop down menu (i.e. Drive, Parkway)  
Á Select the Address Post-Direction from the drop down menu, if applicable   
Á Enter Secondary unit ïSelect from the drop down menu, if applicable (Apartment, #, Suite)  
Á Enter Secondary Number ï Enter the numeric value for the unit  
Á Select the city from the drop down menu  
Á Select the Property State as shown on the Application (defaults to Iowa)  
Á Enter Zip Code  
Á  If the address is unknown, check appropriate box.  
Á Confirm Property Type ï CAP is used for Residential properties only.  Please contact Title Guaranty if 

you have a Commercial or Bare Land property  
Á Section ï Enter Section number, if applicable  
Á Township ï Enter Township number, if applicable  
Á Range ï Enter Range, if applicable  
Á Parcel Letter ï Enter Parcel letter, if applicable  
Á Enter complete Legal Description of the subject property.  Scanning the legal is useful and 

recommended for long legal descriptions.  Spell check is available.  Note: Attachment of legal 
descriptions is not allowed.  

Á Click Save Changes  
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From here, you can select Add New Commitment or Add New Certificate  
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Add New Commitment 
 
Select Add New Commitment 
 

 
 
Á Enter the Primary Borrower/Buyer Name (Note:  only one name is entered here) 
Á Select Coverage Type (Note: one commitment may be issued with all three coverage types) 
Á Save Changes 
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Commitment Details 
 

 
By completing the Commitment Details section, you are generating the Commitment Schedule A.  
Schedule A sets forth who will be covered, what will be covered and the amount of coverage, similar to 
the declarations page on an insurance policy.   

 
Á The Application Number is automatically assigned by the computer and becomes your commitment 

number. 
Á Property ï the property address is a link that will take you back to the Property Details screen if any 

changes and/or corrections are needed.  
Á Application Status ï defaults to Pending. See page 28 for details on various application statuses.   
Á Abstract Certification date ï enter as mm/dd/yyyy. 
Á Abstract Certification Time ï enter as 08 00 00 and select AM/PM.  
Á Attorney ï This field contains the name of the title examiner.  If the Field Issuer is an attorney, this field 

will automatically reflect the attorney name.  If the Field Issuer is an Abstractor or Independent Closer,  
select the name of the attorney who prepared the title opinion from the drop down list.  

Á Issued by ï this field is completed automatically based on the status of the Field Issuer.  
Á Issued Date ï will automatically fill when issued.  
Á Date Reissued ï only used when a file is re-issued and the date will automatically fill after a Form E 

(used to make corrections) is completed and reissued.  
Á Total Premium ï will automatically fill after hitting the Save Changes.  
Á Non Purchase Product ï check box if refinance or junior mortgage using Form 900/901.  
Á Abstractor ï select from the list provided ï Note: if the property is located in more than one county, 

you may select two abstractors.  
Á Primary Borrower/Buyer ï automatically fills from information entered on previous screen.  
Á Other Borrower(s)/Buyer(s) ï Type in complete name(s) or additional borrower(s) as they are to appear 

on the Mortgage.  Note: if more than one other borrower/buyer, type the word and betweeneach 
name.  
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Á Check if this is a Refinance ï Check box (if applicable)  
Á Titleholders - Enter complete name(s) of current titleholder(s) as shown on the Deed vesting title.  

Note: if there is more than one titleholder, type the word and between each name.  If there are 
two or more titleholders, enter the tenancy.  

Á Check if tenancy is not known ï This box will always be checked.  You may uncheck the box if you 
have a single borrower/buyer or uncheck if you know the tenancy.  The following is the note that will be 
put under the names:   ñNote: The Division does not purport to guarantee whether the above parties 
hold title as joint tenants with full rights of survivorship and not as tenants in common, or as tenants in 
common.  

Á If the titleholders are joint tenants with full rights of survivorship, select ñCheck to display ñas joint 
tenants with full rights of survivorship and not as tenants in commonò and the computer will put the 
wording in the box for you.  

Á Lender First ï Enter Loan Number (if available)  
Á File Number ï Enter File Number (if applicable) ï this is your file number, if used 
Á Type of Sale - defaults to Fee Simple.  Select from dropdown if necessary.  
Á Coverage Amount ï Enter full dollar amount of proposed mortgage  
Á Lender ï select the ñView Allò box to the right of the lender field and begin typing the first few letters of 
the lenderôs name, then select your lender from the drop down list.  If your lender does not appear, give 
Title Guaranty a call (515.725.4357) and we can add the lender.  Once youôve selected a lender, it will 
automatically appear in the drop-down menu and you wonôt need to search the entire list again.   

Á Closing Protection Letter (CPL) ï check the box and complete the lender information below if you are 
closing the loan and are approved for CPLôs.  The Gap Rider will print automatically with the CPL. 

Á Name of Proposed Guaranteed to Appear on Schedule A in lieu of default text:  this is an override field 
only used when Lender requests their name to appear in a specific manner  (Lender Name, its 
successors and/or assigns, City, State)  

Á Endorsements ï select the endorsements the lender requires.  You can add multiple endorsements at 
once by holding the Ctrl key while making selections from the list.  

 
 



16 

 
 

Á Repeat the information above for the Lender Junior and Owner, if applicable.  
Á Owner Coverage Amount should be the purchase price.  Check the ñFree Ownerôs Coverage 

(Primary Residence Only)ò box if the transaction involves the purchase of a primary residence 
valued at less than $500,000.  

 

 
 
Á View Schedule B ï see instructions below.  
Á Mail to ï Enter Contact Name, Company Name, Mailing Address, City, State, Zip Code.  This is used to 

generate a mailing sheet that prints with the Commitment and is optional.  
Á Notes - These are free-formatted and used to record significant events, reminders, and tasks.  This is 

optional.  
Á Save Changes ï must do this BEFORE viewing and/or completing Schedule B.  
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Schedule B Information 

 
Schedule B identifies exceptions to coverage, including any liens or encumbrances and sets forth what steps 
need to be taken in order to convey marketable title and assure the lender will have a valid first mortgage lien.  
Numbers 1-7 are standard exceptions that automatically print with the Commitment jacket.  Your numbering 
will always begin with Number 8. 

 
To access the Commitment Schedule B for completion select the ñView Schedule B Informationò link on the 
details screen.  (Note: This must be done after the save changes listed above in order for the 
information to pull correctly.)  

 
 



18 

Exception Drop Down Menu 
 
The Exception drop down menu is for selecting default text.  When an exception is selected, it appears below 
all the current text in Schedule B.  Copy and paste each selection to the proper position on Schedule B.  A 
complete listing of the exception types with Default Text Listing can be found at:  
http://www.iowafinanceauthority.gov/en/title_guaranty_division/internet_applications/ 
 

 
 
 

 

 
 

8. Tax information ï Title Guaranty requires Schedule B to state whether taxes are paid, unpaid, due or 
delinquent.  Please verify that the automated tax year is correct.  See exception drop down list for 
suggested tax information.  Note:  Do not state the amount of the taxes or parcel identification 
numbers.  

9. Mortgage, restrictions, easements or any other lien or encumbrance on or defect in the Title to 

http://www.iowafinanceauthority.gov/en/title_guaranty_division/internet_applications/
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the property as follows:  ï Itemize by consecutively lettered paragraphs, all mortgages, assignments 
of mortgage, contracts, assignment of rent, judgments, building setbacks, restrictions, easements, 
leases, liens, encumbrances, unpaid real estate taxes or assessments, and all other matters or defects 
as shown in the abstract, preliminary title opinion or other material available to the attorney to which the 
property will be subject at the time the Title Guaranty Certificate is issued, including items revealed by a 
lien search against all titleholders, purchasers and borrowers.  These items will be exceptions from 
coverage. Important Note: Always include the filing date, book and page of these exceptions. 
NOTE:  Underwriting requires that exceptions 9c, 9d, and 9e remain on all Non-Purchase 
Product (Form 900/901ôs).  

 

 
 
II - The following are the requirements to be complied with:  

1. Instruments in form suitable for guaranty which must be executed, delivered, and duly filed for record:  
Anything that was in 9 above that needs to be cleared by filing of record.  All instruments which must be 
executed, delivered, and/or filed for record before issuing the Final Certificate.  The computer generates 
this information, change as necessary.   

 
 

 
 
2. Other clearance items: 
 
Items from 8 or 9 above that need to be cleared but not necessarily filed of record.  EX:  Delinquent Taxes / 
Tax Sale 
 
Notes for Information: 
 
1. Computer generates per endorsement and coverage type selected.  This will only generate if you selected 

the endorsements before going into Schedule B.  If the endorsements are not there, you will have to type 
them in.  

 
2. Can be removed if you are including the owner coverage on the commitment. 
 
Save and Close takes you back to the Commitment Details Screen  
Å Select ñPrint Commitmentò to review the commitment in Draft Mode. After proofreading and making any 

necessary corrections ï Save Changes.  
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Å Select ñReadyò from the Application Status Drop Down when you are ready to issue ï then Save Changes  
V At this point, the system runs all edit checks and it will notify you in red at the top of the screen of any 

errors. 
Á After making the necessary corrections ï Save Changes. You will then need to place the Commitment in 
ñReadyò status again.  If all edit checks are passed, in the Commitment will go to ñAuditò status for review 
by Title Guaranty.  If approved, Title Guaranty will place the Commitment into ñIssuedò Status.  Once the 
training and audit phase are over, the Commitment will go straight to ñIssuedô status when the field issuer 
selects ñReady.ò  

Á Once the Commitment is in ñIssuedò status, select  ñPrint Commitment.ò  The Commitment will now appear 
without the Draft watermark and you will see the Closing Protection Letter, if applicable.  

 

 
 
Changes to Commitments 
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Á If you need to delete the lender junior and/or owner, go to the Lender Junior and/or Owner section of 

the Commitment Details screen and uncheck the box next to Lender Junior and Owner.  Select ñSave 
Changes.ò  Please do not select the file number and select ñCancelò as this will remove the whole 
Commitment.  Open Schedule B and remove the information there.  Please call Title Guaranty with any 
questions. 

 

 
 
 

 
 
  
Á If you need to change the lender, coverage amount or anything else on the Commitment, place the 

application back into ñPending statusò and select ñSave Changesò.  Make the changes on the details 
screen and Schedule B, and then reissue the Commitment. 

Á If the closing falls through, please cancel the Commitment by selectingò Cancelò in the Application 
Status and then ñSave Changes.ò 
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Issuing a Certificate 
Linking a Commitment to do Rapid Certificate or Certificate 

 
Á Login to CAP 
Á Select ñView Applicationsò and search for the Commitment using the different search options, OR 
Á Search for the property under ñView Propertiesò to locate the Commitment. 

 

 
 
Á Click on the Link feature next to the Commitment number.   
 

 
 
Á Choose the Coverage Type and click Save Changes.  At this time you can only select one coverage 

type. If there will also be a Lender Junior Mortgage and/or and Ownerôs Certificate, they will be done 
separately.  Always complete the Lender 1st Mortgage Certificate first. 
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Á Application Number is consistent with the Commitment, note the new prefix:  L=Lender First, J=Lender 

Junior and O=Owner (C=Commitment) 
Á The Property link will take you back to the Property Details screen. Use this link when you have issued 

the Lender First Mortgage Certificate to complete the Lender Junior and/or Owner certificates. Link 
from the Lender First Certificate to the Lender Junior Certificate. 

Á Application Status ï remains in ñPendingò status while you prepare the Certificate. 
Á Created By ï identifies the Field Issuer who is logged in. 
Á Attorney  - confirm the name of the examining attorney. 
Á Rapid Certificate ð check the box if applicable 
Á Non-Purchase Product (Form 900/901) ð check the box if applicable. 
Á Confirm the Abstractor name. 
Á Confirm Borrower name(s). 
Á Check if this is a Refinance ð Check box (if applicable) ($90.00) 
Á Titleholders - Enter complete name(s) of current titleholder(s) as shown on the Deed vesting title.  

Note: if there is more than one titleholder, type the word and between each name.  If there are 
two or more titleholders, enter the tenancy.  

Á Check if tenancy is not known ï This box will always be checked.  You may uncheck the box if you 
have a single borrower/buyer or uncheck if you know the tenancy.  The following is the note that will be 
put under the names:   ñNote: The Division does not purport to guarantee whether the above parties 
hold title as joint tenants with full rights of survivorship and not as tenants in common, or as tenants in 
common.  

Á If the titleholders are joint tenants with full rights of survivorship, select ñCheck to display ñas joint 
tenants with full rights of survivorship and not as tenants in commonò and the computer will put the 
wording in the box for you.  
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Á First Mortgage ð enter loan number if available and confirm the coverage amount with the mortgage. 
Á Originating Lender ð confirm name 
Á ñCheck if Lender is a Nomineeò ð used when MERS is the nominee for lender. For MERS only. 
Á Name of Guaranteed to Appear on Schedule A in lieu of default text: This is an over-ride field only used 

if lender requires their name to appear in a specific manner. 
Á Guaranteed Lender ð enter name of lender to whom the mortgage is assigned, or MERS, if applicable 
Á Abstract Certification Date ð enter the date and time of the mortgage recording 
Á Enter Mortgage Signing Date  
Á Enter Mortgage Filing Date  
Á Schedule A Mortgage Phrase (click here for default text) ï Select this link and the mortgage paragraph 

will pre-fill for you.  Simply enter the book and page/document number of the mortgage and marital 
status of the borrowers.  

 

Important Note:  Field Issuers must verify that all titleholders and their spouses executed the mortgage 
prior to issuing a Title Guaranty Certificate. 

 
Á Endorsements carry over from the Commitment.  Make changes as necessary. After you complete the 
Schedule B then Add ñEndorsement Against Loss-Lienò if using Rapid Certificate. 
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Schedule B ï Exception Details 
 
 

 
 
Á When you open Schedule B, you will see all the exceptions you identified on the Commitment. 
Á Remove the mortgages and other liens if they have been released or cleared of record.  If you are 

issuing a Rapid Certificate, remember to leave the mortgage(s) and remember to add the paragraph 
number on the ñEndorsement Against Loss-Lienò for each unreleased mortgage from Schedule B on 
the Certificate Details screen. 

Á Verify taxes are correct as of the date of the last abstract certification. 
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Á Schedule B, Part II ï add junior mortgages, subordinated mortgages or any judgments that are inferior 

to the guaranteed mortgage. 
Á Save and Close 

 

 
 
Á Now add an ñEndorsement Against Loss-Lienò for each unreleased mortgage listed on Schedule B, 

Part I. 
Á Click on the link to each Endorsement Against Loss-Lien and enter the paragraph number of the 

unreleased mortgage from Schedule B, Part I. (see below)   

 
 
Á Put the application in ñReadyò status and select ñSave Changes.ò. 
Á Once the Lender First Certificate is in ñIssuedò status, proceed with the Lender Junior and Owner 

Certificates. 
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If it is necessary to make changes to a Certificate already placed in ñIssuedò status, a Form E Endorsement 
is used. 
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Status Types 
 

Audit Status 
V Automatically determined by the CAP Application when a file is placed in ñReadyò status. For new 

Field Issuers, all applications automatically go to ñAudit: status for Title Guaranty review.   After 
completing a Commitment or Certificate, fax or email the required documentation to 515.725.4901  
or  tgaudit@iowa.gov.  For commitments, please send the preliminary title opinion or Form 900 for 
refinances.  For commitments, please send the final title opinion or the Form 901 for refinances.  

 
Cancelled Status 
V Selected when the Field Issuer or Title Guaranty Underwriter determines that coverage cannot be 

issued.  If you issue a commitment and the closing does not occur, place the commitment in 
ñCancelledò status.  Files placed in ñCancelledò status are locked and no modifications may be 
made.  Contact Title Guaranty for assistance. 

 
Issued Status 
V Automatically determined by the CAP Application when a file is placed in ñReadyò status and 

passes all system edit checks. Once a Commitment or Certificate is in in ñIssuedò status, the 
DRAFT watermark is removed and the jacket and closing protection letter, if applicable, appears.. 

V Field Issuers may return Commitments in ñIssuedò status to ñPendingò status if changes are 
requested prior to closing. 

V Certificates in ñIssuedò status are locked and no modifications may be made.  Certificates are 
amended by adding a Form E Endorsement.  Contact Title Guaranty for assistance. 

 
Pending Status 
V The initial working status for a newly created Application. It remains in pending until completed and 

moved to ñReadyò status. 
 
Ready Status 
V Will be selected by the Field Issuer or Title Guaranty Underwriter once the Commitment or 

Certificate is complete. The CAP Application will determine whether the file  should be placed into 
ñAuditò, ñIssuedò or ñUnderwritingò status as the business rules and user access rights dictate. 

 
Underwriting Status 
V Selected when all tasks available to the Field Issuer have been completed, yet the Application 

needs Title Guaranty Underwriter approval or assistance. The Underwriter then places the file in 
ñIssuedò status or ñPendingòô status if more information is requested of the Field Issuer.  A file may 
automatically go to ñUnderwritingò status if the Field Issuer selects certain types.  For example, files 
with coverage amounts over $500,000 are reviewed by a Title Guaranty Underwriter prior to 
issuance.  

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

mailto:tgaudit@iowa.gov
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