
COMPLETING THE PT � 61 FORM 

DISCLAIMER: 

You (the filer) are solely responsible for 
the accuracy of the information 

contained within the PT-61 Form.  

Before submitting the form, please be 

sure that all names are spelled 

correctly; correct addresses are listed 

for the buyer and seller and that you 

have the correct Map & Parcel number 

for the property being conveyed. 

GO TO https://www.gsccca.org/

 Click on file 
  Click on E-Filing  

   Click on PT-61 e-Filing  

    Click on FILE MY PT-61 FORM 



Complete the highlighted portions below:

 ONCE COMPLETE: CLICK NEXT STEP 

Seller/Grantor 
Information



ONCE COMPLETE: CLICK NEXT STEP

Buyer/Grantee 
Information

Add additional 
buyers only if 
applicable



ONCE COMPLETE: CLICK NEXT STEP 

Date of Sale is 
the date listed 
on the deed.

List city only if 
property is 
located within 
the city limits of 
Roberta.

Map & Parcel 
number can be 
found using the 
Crawford County 
qPublic website.



  ONCE COMPLETE: CLICK NEXT STEP 

If you qualify for 
an exemption of 
real estate 
transfer tax, you 
must select the 
appropriate 
exemption code 
and complete 
1A.  If you do 
not qualify for an 
exemption, you 
will need to 
complete 1 and 
provide the 
Actual Value of 
Consideration 
Received by 
Seller.  



IMPORTANT!!!
This will be your 
last opportunity 
to verify the 
accuracy of the 
information 
contained on the 
PT-61 Form.  If 
everything is 
correct, you will 
need to check all 
three boxes in 
the Acceptance 
Section and then 
click Submit PT-
61 Form.  Once 
the form has 
been submitted, 
you will not be 
able to make any 
changes.  You 
will have to 
complete the 
process from the 
beginning.



EFFECTIVE JANUARY 1, 2025, THE PT-61 FORM MUST BE E-

FILED WITH DEED. 



Search Terminal – Registration Guide 

This guide outlines the registration process 

• Click the Clerks’ Authority LOGO at the top right of the screen to navigate to the home page 

 

• Click FILE  

 

• Click eFiling  

 

• Click eFiling Portal  

 

• Click Register   

 

• Create a Username and Password and click Next 

 



• Fill out the Contact Information and click Next

 
 

• Indicate the filing type(s) to be submitted by clicking on the checkboxes, then click Next

 
 

• Review the eFile Terms of Use, click the check box, and select Next 

 



• After reviewing Username and Contact Information, click Submit. 

 
 

• Registration is complete! Select Done 

        

• If filing a real estate document, click “here” to complete the Identity Verification portion.  

• For further assistance, contact our Customer Support at help@gsccca.org or 800-304-5174 

 

mailto:help@gsccca.org


Search Terminal - Mobile Assisted Identity Verification Guide 

This guide outlines the identity verification process.  

• Click the Clerks Authority LOGO at the top right of the screen to navigate to the home page. 

 
 

• Click FILE   . 

 

• Click eFiling . 

 

• Click eFiling Portal . 

 

• Log in to the eFile portal (top right-hand corner). If a user does not have an eFile account, click Register and 

complete the registration process. 

 
 

• Select Click here. 

 
 

 

• Click . 

 

• Using the dropdown box, select the country from which your government ID was issued, then click 

. 

 

• Select the government-issued ID by clicking on the > symbol. The ID must be unexpired. 

 

 



 

• Click . 

 

• Scan the QR Code . 

 

• Open link   and click  . 

 

• Select the government-issued ID by clicking on the > symbol. The ID must be unexpired. 

 

• Click  . 

 

• Review Capture Tips. Move the ID to fit within the outline, and auto-capture will attempt to capture the photo. If 

not automatically captured, a button will appear to manually capture the photo. Once captured, click Use this 

photo if clear or Retake photo if blurry. 

          



 

• Take a photo of the back of your ID. Move the ID to fit within the outline, and auto-capture will attempt to 

capture the photo. If not automatically captured, a button will appear to manually capture the photo. Once 

captured, click Use this photo if clear or Retake photo if blurry. 

         
 

 
 

 

• You will be prompted to take a selfie once image uploads are processed. Click . 

 

 

 

 

 

 

 

 



• Position your face in the center of the screen. You may need to move your head closer or further from the screen 

to continue the process. The system will capture your photo then prompt you to turn your head slightly to the left. 

Once the image is captured, you will be prompted to turn slightly to the right. 

          

          



• “We have received your ID” will be displayed. Click . 

• After clicking Done, your Current ID Verification Status will be updated, displaying your Identity Verification 

history. Email confirmation will be sent upon successful identity verification.  

 

 
 

• Once successfully verified, you may begin eFiling real estate documents. A filer guide is available on how to file 

by selecting Support then clicking Filer Guide. 

 



Search Terminal – Filer Guide 

• Click the Clerks’ Authority LOGO at the top right of the screen to navigate to the home page. 

 
 

• Click FILE  

 

 

• Click eFiling  

 

• Click eFiling Portal  

 

 

• Register using the Register link 

 

• Once registration is completed and the user has completed identity verification, click on the Filings tab and select 

Current Filings 

• Scroll to the bottom of the Current Filings dashboard and select New Filing  

 

• Select the Type of Filing, Real Estate (Deeds, Liens and Plats) 

 
 

• Select the County  

 
 

• Click Continue 

 

• Scroll to the bottom of the page, and click Continue again 



• Click Add New Filing

 
 

• Select the instrument type

 
 

 

• Click Choose File to locate the document on the search terminal. NOTE: the disc or USB drive should be input 

into the terminal

 

 



• Click Upload. Note: The upload button will disappear and, in its place, will be the View button. The document 

uploaded can then be viewed. After viewing, select Next. 

 

o If filing a plat, click the checkbox to affirm that you have reviewed and approved the final plat document 

o If filing a deed or lien, enter taxes, number of security deeds being assigned, PT-61 number, etc. where 

necessary. 

 

• Click Next 

 

• Input Party Names, then click Next 

 

• Review filing fees, then click Next 

 

• Click Submit 

 



• Click Ok 

 

• Click Pay Now 

 

 

 

 

 



 

• Select method of payment 

 

• Enter Payment Information and click Confirm Payment 

 

• Click Pay 

               

 



• Upon successful confirmation, the document is submitted to the Clerk’s office for filing 

 

• To return the search terminal to the Authority home page, click the GSCCCA Home tab 

• For further assistance, contact our Customer Support at help@gsccca.org or 800-304-5174 

 

 

 

mailto:help@gsccca.org

