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       	                     before clicking                     . This will ensure that all mandatory 
fields have been completed.

	 Click                    to review the instrument you have just prepared.

	 Fields marked with a red * are mandatory and must be completed.
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To prepare a Fixed Sum Mortgage:

1	 Follow steps 1, 2, 3, 4, 5 and 6 on previous page.

2	 Select Fixed Sum option to enable fields.

3	 Enter the applicable Mortgage Details.

4	 Follow steps 8, 9, and 10 on previous page.

5	 Click                        to save the Mortgage.

Note: For a simple Fixed Sum Mortgage follow steps that are highlighted.



9 	 Click                       to save the Caveat.
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To prepare a Caveat:

1	 Select the Caveat in the Create Dealing screen and click                       to open 
the Prepare Caveat screen.

2	 The default Caveat type is Against dealings with land under s137 Land Transfer Act 1952.

3	 In the Caveat of section:

> 	The default is All (this can be changed if required).

4	 Review the Registered Proprietor name(s). Check the Change due to Pending Dealing 
box to edit the names (if required).

5	 Enter the name of the Caveator.

>	 Click                        to insert a new row in the Caveator area.

6	 Enter details of the Estate or Interest Claimed, Grounds and Derivation from Registered 
Proprietor details.

7	 In the Notice text box you can state which dealings will be allowed (exceptions to the 
Caveat), if required.

8	 Complete the fields for the: 

>	 Address for Service of Caveator.

>	 Address for Registered Proprietor.
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To prepare a Notice of Claim:

1	 Select the Notice of Claim in the Create Dealing screen and click                       to open 
the Prepare Notice of Claim screen.

2	 The default Notice of Claim of is Title (this can be changed if required).

3	 Enter the Claimant Name.

4	 Review the Spouse, Civil Union or De Facto Partner names. Check the Change due 
to Pending Dealing box to edit the names (if required).

5	 Enter the Derivation from Registered Proprietor details.

6	 In the Relationship Details section:

> 	 The default is Marriage (this can be changed if required).

>	 Using the Marriage example, complete the Date of Marriage and Location 
details as applicable.

7	 Complete the fields for the:

> 	Address for Service of Claimant.

>	 Address for Spouse (based on the relationship type).

8	 Click                        to save the Notice of Claim.
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C 5  CERTIFY AND SIGN 
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CERTIFY AN INSTRUMENT

A Conveyancing Professional must be logged on to certify and sign instruments in an 
e-dealing. 

To certify instruments: 

1	 Click                            from Workspace, Create Dealing or any Prepare screen.

>	 The Certify and Sign screen will open. Tabs will display across the top of the 
screen for each instrument you are responsible for in the dealing.

>	 Check the instrument details displayed are correct.

2	 Read each of the certification statements for each relevant role then check
the checkbox.

>	 If there are no certificaitons, The instrument is ready to sign checkbox displays. Check 
the checkbox and continue from Step 4.

3	 Repeat Step 2 for each instrument to be certified.

>	 You may certify one, several or all of the instruments in the dealing.

4 	 When each instrument to be signed has been certified, click   
to sign the instrument(s).

Note: Where there is more than one Conveyancing Professional for a role you will see a 
                          button. You must click this button and then select the party you are signing for 
prior to checking the certification checkbox. This checkbox will be disabled until you do so.
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	 Special Certifications will have separate checkboxes; these certifications 
must be checked to sign the instrument.
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SIGN INSTRUMENTS

When you click                          the Documents to Sign screen displays.

To sign instruments: 

1	 Confirm you have viewed and understand the instruments by checking the checkbox. 

2	 Click                        

3	 A new screen will display requesting you to enter your Landonline Password
and click                       

4	 A new screen will display requesting you to enter your Passphrase and click   

5	 When signing is completed the Signing Status screen appears.  

>	 Click                                         to open the Documents Signed screen then click   
to complete the signing process; or

>	 Click                         to exit the Signing Status screen. 
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D 1  CHANGE FIRM DETAILS
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System Managers can change contact details for their own firm.

1	 Display the Maintain Firm screen:

>	 Click             to display the External System Administration screen.

>	 Select Firm | Maintain Firm... to display the Maintain Firm screen.

2	 Select the Details tab.

3	 Change the firm’s details as required.
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	 A System Manager should check these details on a regular basis to  
ensure the Firm Contact Details are correct. 

	 The Firm name is greyed out and cannot be changed.



System Managers can change the branch office of a firm a user works for, change 
the default licence assigned to the user, and specify if the user is a contractor.

1	 Display the Maintain Firm screen:

>	 Click             to display the External System Administration screen.

>	 Select Firm | Maintain Firm... to display the Maintain Firm screen.

2	 Select the Users tab.

3	 Select a new branch from the Firm Office drop down list to associate a user 
with another office in your firm.

4	 Select a different licence from the Default Licence drop down list to change 
the default licence for a user.

5	 Check the Contractor check box to identify a user as a contractor if applicable.

6	 Click                       to save and close.
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System Managers can allocate or remove user privileges. Privileges allow a user  
access to specific functions in Landonline.

1	 Display the Maintain Firm screen. 

2	 Select the Users tab.

3	 Select the user and click                      to display privileges for the user in the
Allocate Privileges screen.

4	 Add or remove privileges for the user: 

>	 Select Available Privileges and click                      to allocate them to the user.

>	 Select Assigned Privileges and click                      to remove them from the user.

5	 Click                      to save the user’s privileges and close the Allocate 
Privileges screen.

	 To select multiple privileges for a user, hold Ctrl and click 
each privilege required.
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D 4  CREATE PRIVILEGE GROUPS

System Managers can create Privilege Groups. Groups allow you to manage the  
assignment of privileges without having to assign privileges to individual users.

1	 Display the Maintain Firm screen.

2	 Click                             to display the Maintain Groups screen.

3	 Click                      to open the  Maintain Group Name screen:

>	 Enter a name and description for the group and click                     to save the  
group and return to the Maintain Group screen.

4	 Select the group you created in the Group Name field.

5	 Select Users from the Firm Users list and click                     to assign users to the Group.

6	 Select privileges from the Available Privileges list and click                     to assign 
privileges to the group.

7	 Click                      to save and close the Maintain Groups screen.
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System Managers can generate a licence usage report to show current or historic  
use within their own firm.

1	 Click             to display the External System Administration screen.

2	 Select Licences | Licence Report.

3	 Click Current or Date Range.

4	 Enter the Start Date and End Date if applicable.

5	 Click  

6	 Print or save the Licence Usage Report:

>	 Click                           to print the report.

>	 Click                        to save the report to a location on your computer.
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System Managers can customise any mortgagee quick code to suit their firm using the  
Maintain Firm Mortgagee Quick Codes screen. They can also add a new quick code for a 
mortgagee that does not display in the LINZ Quick Codes list.

1	 Click             to display the External System Administration screen.

2	 Select Firm | Maintain Mortgagee Quick Codes... to display the Maintain Firm Mortgagee
Quick Codes screen.

3	 To copy an existing LINZ quick code and customise it for your firm:

>	 Select the mortgagee quick code in the LINZ Quick Codes area.

>	 Click                           to copy the selected mortgagee quick code to the Firm Quick Codes area.

>	 Select the quick code in the Firm Quick Codes area and amend the Code (if required) to 
customise it for your firm. If you choose not to change any details of a copied mortgagee  
quick code a warning message displays, but you can continue.

4	 To create a new mortgagee quick code (if it doesn’t display in the LINZ Quick Codes area): 

>	 Click                      to add a blank row to the Firm Quick Codes area.

>	 Enter the quick code in the Code field and the mortgagee’s name in the Name field. The quick 
code must be unique. 
Note: Check your spelling is correct before saving, especially if it is linked to a restricted 
Memorandum Number. 

5	 To delete a mortgagee quick code from the Firm Quick Codes area, select it and click 

6	 Click                      to save and close.
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	 The Firm Quick Codes list can contain duplicates of the LINZ Quick Codes. The 
list you create is unique to your firm.

	 Once you create and save mortgage quick codes for your firm, the next time a 
user in your firm opens the Prepare Mortgage screen, these codes will display 
at the top of the list in the Quick Code field.

	 After you create a list of Firm Quick Codes you can print the list, save it to a 
file on your computer and copy it to the clipboard to paste elsewhere outside 
Landonline.




