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MEMORANDUM OF PRIORITY ..o
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8 RELEASE INSTRUMENTS

9 SUBMIT e-dealing

To prepare a Memorandum of Priority:

Select the Memorandum of Priority in the Create Dealing screen and click | Erepae... |
to open the Prepare Memorandum of Priority screen.

Select the mortgage you want to change the ranking of from the Affected Instrument No.

drop down menu.
> Review rankings and change (if required).

> Review Mortgagee/Encumbrancee. Check the Change due to Pending Dealing
box (if required).

> Review titles affected and change if required by clicking the Title Ref box.

> Click add to insert a row in the Priority Changes area.

Repeat Step 2 as necessary to change the priority order of any other
Mortgages/Encumbrances.

Click Save&Close| to save the Memorandum of Priority.

You are able to make changes to the implied covenants and conditions for

mortgages losing priority by checking the Exceptions to implied terms check
box (if required).
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andonline C 3 PRE-VALIDATE AND EDIT AN

INSTRUMENT OR e-dealing ............
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Pre-validation runs an automated check to ascertain if the instrument or e-dealing EDIT AN INSTRUMENT OR g.dga/ing

contains correct information. Itis recommended you pre-validate before submission.
If you edit either an instrument or an e-dealing that has been certified and signed,

Landonline clears all certifications and signatures for the relevant instrument and
PRE-VALIDATE AN INSTRUMENT sends a notification to all representatives associated with the e-dealing.

In the Prepare Instrument screen or Create Dealing screen, click | Pre-validate | ) ) o
To edit an instrument or e-dealing in Workspace:

> Landonline displays a message to advise if the instrument or e-dealing
has passed or failed.

> Click 0K | > For an instrument, select Instrument | Edit.

> If the pre-validation failed, Landonline displays the reasons for the failure. > For an e-dealing, select Dealing | Edit.

> Click | Print/Save | to print the Pre-validation Report or save it to a location
on your computer.

> Click [x] to close the Pre-validation Report screen. Click Savek DUSBl to save.

Select dealing number or instrument number from the Workspace Tree.

Edit the instrument or e-dealing.

Landonline displays a message above WEEEELCIEN advising whether the Once you make changes to an instrument or e-dealing, Landonline removes

pre-validation passed or failed, along with the date and time. any previous pre-validation. It also clears any certification and signatures
for the relevant instrument and returns the status to draft.
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Landonine C 4 CREATE A&I (AUTHORITY |
& INSTRUCTION) FORM  ...cc0..oecc.
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To create an A&I form:

Tige
H H = v L T
Click _ Aandl. | on Create Dealing screen. petcec e ey g

ﬁ sy el il i Tl scisen mill ol wpelale e walieseni () i | ool
AR Inloimation sl bo ool unles pou save the ALL fo poun compules,
Erdei mntgages m clard dolads d ingquesed

Select type of A&l

Fen | Chectlirg Housnbeer r_"-"—'

Clerd Pbearoe [HLI15)

> the Private Individual A&I form displays by default unless there are only corporate
names in the instruments.

Edit Client Details (if required).

Enter Property Address.

Edit details in Authority to Register panel.

Click Print F'reviEW---| to view and edit the details recorded in the A&I form.

> You should enter the Date and nature of base document at this point

Rty B Winttpas Mo Zolersd Limsted
(this can also be entered after Step 7). P e i b e
Tr i1} Propessis Combanaree =

i Sawe to File... Prit....
Click | to save a copy to your computer or | e e Swwiorin | ﬁ i o |

to print a copy.

Click Cloze | to close the screen.

Note: To ensure that the maximum information is incorporated into the A&l form, Click for more information about editing, previewing,
you will need to complete preparation of instruments before generating. printing and saving A&l forms.

Note: Landonline will not save any information in the A&I form. It should be printed
or saved to your computer, this can be done at any time. c4
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AN INSTRUMENT  ..cocomn
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CERTIFY AN INSTRUMENT z — =
A Conveyancing Professional must be logged on to certify and sign instruments in an e : i
e-dealing. vt o By ot

To certify instruments:

Click Certify & Sign---| 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. L M L

= i
> Check the instrument details displayed are correct. ey U S s TR il e o B s

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

> If there are no certificaitons, The instrument is ready to sign checkbox displays. Check

the checkbox and continue from Step 4. e

Repeat Step 2 for each instrument to be certified.

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

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

Special Certifications will have separate checkboxes; these certifications

Note: Where there is more than one Conveyancing Professional for a role you will see a must be checked to sign the instrument.
Select Names. . | 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.

Continued on the next page... C5
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Landonline C5 CERTIFY AND SIGN

AN INSTRUMENT ...
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SIGN INSTRUMENTS [ CSV_503a - Documents To Sign x|
X Inst Mo Fioke Irsteumment
When you click Sign | the Documents to Sign screen displays. 20000427 1 Mertgages ln scharge of Morlgage
Z0000427.2 Transfenos Transdes

To sign instruments:

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

Click Ok |
- . . Step 1 I
A new screen will display requesting you to enter your Landonline Password il |
| Step 2

and click Ok | [# | confim that | have huly viewsd and undsistand the edfsct of the dac

) Help O )| Concel |

A new screen will display requesting you to enter your Passphrase and click k. |

When signing is completed the Signing Status screen appears.

> Click = Yiew Detalls & Clase | to open the Documents Signed screen then click Ok |
to complete the signing process; or

> Click Close | to exit the Signing Status screen.
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C 6 RELEASE AN INSTRUMENT

FOR LANDONLINE VERSION 3.2

4 COMPLETE CREATE DEALING SCREEN 5 PREPARE INSTRUMENTS 6 CERTIFY AND SIGN INSTRUMENTS 8 RELEASE INSTRUMENTS 9 SUBMIT e-dealing
Settlement has been completed when you release an instrument after it has been T T i
certified and signed. T x|

[ vums e SPRTTRTRY pey ey o [ OO [ F LW
i i AR
RELEASE AN INSTRUMENT FROM THE PREPARE INSTRUMENT SCREEN o = bkt
.I_:.::u 1 ] :.—. u-- ,I-.I_- . : .I-:"“ | '..-jn..- |.::‘|,;1:..- "':Z'.'-‘-‘-'" iy
Display the Prepare instrument screen for the instrument e =t L - i

(eg Prepare Transfer screen).

Click ~ Belease | Skt | P s i U F Y WA
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i [ . — e
RELEASE AN INSTRUMENT FROM WORKSPACE .J‘*ﬂ
Right mouse click the instrument in the Workspace Tree. [ ———— — =T

o mgrermen ot b e 1 ey T v e o S g At 11 L o e v
Inagpiay Mpadieg [remen |

Select Release from the menu. e
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For a Transfer or multi-party Mortgage, Landonline sends an online message
to all other Primary Contacts involved with the instrument.

Once an instrument is released only the firm submitting the e-dealing
can change the status back to signed, instruments you are party to then
become editable.
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C7 SUBMIT AN e-dealing

FOR LANDONLINE VERSION 3.2

4 COMPLETE CREATE DEALING SCREEN 5 PREPARE INSTRUMENTS 6 CERTIFY AND SIGN INSTRUMENTS 8 RELEASE INSTRUMENTS 9 SUBMIT e-dealing

To submit an e-dealing for registration: S CPP %30 - Pout Regitration Sesrch ]

Al pelacind pewch peodacty sl b crssbed and shumed to the subesen inlosang regetston of the -desing
Sbieet Lrm  [Pout Bzt shon Search TWE 7281 SO0C0GTT

Make sure the status of each instrument in the e-dealing is Released.

cT

> Aninstrument is usually released from the Workspace screen. ot ]

Either:

> Select Dealing | Submit in Workspace; or

> Click Subriit | in the Create Dealing screen. [ et Tope Feioct |
000577 3 [T =

Review the fees for the e-dealing in the Indicative Fee Charges screen.

Add notes to fee items if required. Step 6

Cherdt Abmarce [TWE 7201
Click ]S | to display the Post Registration Search screen. | s — I‘@ﬂ = = hI - \f
Cndacl s.akmml Hele wlh nedected saarchen I8 any| | bk i Yo eechas

Request any search products you require for titles or instruments in the e-dealing.

Click = Submit with selected searches [if any] | o Submit with Mo searches
to submit the e-dealing. Itis recommended you pre-validate the e-dealing before you submit it.

If a pending dealing affects the titles in the e-dealing, you can choose to
queue it. Your e-dealing will be processed when the pending dealing is registered,
rejected or withdrawn.

Note: An Auto Reg transaction is removed from Workspace when it has been submitted
because registration is instantaneous.

Note: A Lodge transaction will move to the Lodged folder until registration is completed Post Registration Search is not an instant service and may take up
(refer to B1 for information on the Lodged folder). to 24 hours. Standard Search fees will apply.
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D1 CHANGE FIRM DETAILS

FOR LANDONLINE VERSION 3.2

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.

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.

D1
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andonine D 2 CHANGE FIRM DETAILS

FOR A USER {  FOR LANDONLINE VERSION 3.2

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. ir-

Display the Maintain Firm screen:

[=]
> Click to display the External System Administration screen.

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

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

Select a different licence from the Default Licence drop down list to change

the default licence for a user.

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

Click 0K to save and close.

D2
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D3 CHANGE A USER'S PRIVILEGES

FOR LANDONLINE VERSION 3.2

System Managers can allocate or remove user privileges. Privileges allow a user
access to specific functions in Landonline.

Display the Maintain Firm screen.
Select the Users tab.

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

Add or remove privileges for the user:

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

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

Click oK. | 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

FOR LANDONLINE VERSION 3.2

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

Display the Maintain Firm screen.

Click Maintain Groups---| to display the Maintain Groups screen.

Click Ao to open the Maintain Group Name screen:

> Enter a name and description for the group and click oK. | to save the
group and return to the Maintain Group screen. P - At

Select the group you created in the Group Name field.

Select Users from the Firm Users list and click | &dd= | to assign users to the Group. "
i = |

Select privileges from the Available Privileges list and click © &dd= | to assign
privileges to the group.

Click ok, | to save and close the Maintain Groups screen.
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Landonfine D5 GENERATE A LICENCE

USAGE REPORT  ...couconce.

System Managers can generate a licence usage report to show current or historic
L ) . B8 Landondine - External System Adiministration =10 =]
use within their own firm.

Fle Edi iher Frm Lxences ‘Window Help

=100

Fims [cnrg | R |

Click to display the External System Administration screen.

{Recet Tam R : N
. i F Cumert (" DsbeFlange  Sowd Date [ End Diate: [

Select Licences | Licence Report.

, i Land wherva I
Click Current or Date Range. e Information

Mew 2 calord =
. : Licence Usage
Enter the Start Date and End Date if applicable. g
Firm Mame Tatsottom OCormar & Co

Start Dase End Drase
Click | Beneiss Regai.

Daerr Licesss Thage

Liceaus Tygs Uper W Uper Mame Legged On Logped D8 Elagred Time

Print or save the Licence Usage Report:

> Click Frint | to print the report.

> Click | Saveps.. | to save the reportto a location on your computer.

@ Coppright Lo Syivemanion Nrw Sraland

G sl the sefon

D5




Landonline

D6 MAINTAIN FIRM QUICK CODES

FOR LANDONLINE VERSION 3.2

System Managers can customise any mortgagee quick code to suit their firm using the x|
Maintain Firm Mortgagee Quick Codes screen. They can also add a new quick code for a ﬁ““ﬂ:' -
mortgagee that does not display in the LINZ Quick Codes list. I L E—
= AMNE  ANZ N;";.u?;ﬁmm&m' Cory
Click E to display the External System Administration screen. R :S.iif:‘éﬁ;sﬁw
AGC Aushaben Guaantes Corporshon (M 2] Lmsted :I
Select Firm | Maintain Mortgagee Quick Codes... to display the Maintain Firm Mortgagee
Quick Codes screen. [k o
— e |
.. . . . . Dieleste
To copy an existing LINZ quick code and customise it for your firm:
Bt List
> Select the mortgagee quick code in the LINZ Quick Codes area. Copy o Cip
> Click Copy to copy the selected mortgagee quick code to the Firm Quick Codes area. sle
> 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. [ ] Cancel |
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. The Firm Quick Codes list can contain duplicates of the LINZ Quick Codes. The
> Enter the quick code in the Code field and the mortgagee’s name in the Name field. The quick listyou create is unique to your firm.
code must be unique. Once you create and save mortgage quick codes for your firm, the next time a
Memorandum Number. at the top of the list in the Quick Code field.
To delete a mortgagee quick code from the Firm Quick Codes area, select it and click Dk | After you create a list of Firm Quick Codes you can print the list, save itto a
file on your computer and copy it to the clipboard to paste elsewhere outside
Click Ll to save and close. Landonline.
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