LAND INFORMATION NEW ZEALAND Page 14 of 98
Landonline — TA e-certification User Guide

3 WORKSPACE

3.1 Overview

The Workspace screen is the first screen you see when you log on to Landonline. You use
Workspace to track your work and to access other parts of Landonline.

This chapter introduces Workspace. It explains:

e the components of Workspace

e how to use Workspace to open other parts of Landonline

e how to use Workspace to view, save and print TA e-certification work information
e how to find TA e-certification work listed in your Workspace

e the messages available in Workspace

e how to add, view, print, save and delete online messages

e how to view and save attachments to messages

¢ how to maintain your details in Landonline, specifically your user details and your
password.

3.2 Workspace screen

Whenever you log on to Landonline Workspace displays. Workspace:

e provides you with access to all parts of Landonline

e lists all work you are involved with and identifies its status

e is your mailbox for all messages relating to certifications in Workspace

e isyour mailbox for all messages about the Landonline environment

e displays your firm’s available credit (ie Unlimited) and current balance with Land
Information New Zealand (LINZ).

Workspace has three main areas:

e Workspace Toolbar
e Workspace Tree
e  Workspace Detail Panel.
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Andrew Fletcher is a System Manager working for Wellington City Council. This is his Workspace.

The following headings correspond with the Workspace areas and describe them in more

detail.
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3.2.1 Workspace Toolbar

The Workspace Toolbar has icons that open different parts of Landonline. Your privileges
determine which icons display in your Workspace.

Table 3-1 lists these icons and describes when you would use them.

Icon

Action

Create TA
Certification

Use this icon to create a new TA e-certification for a survey. Click to display the TA Certification
screen.

Use this icon to search for information in Landonline, (eg titles and survey plans). Click to display
Searches.

L
=]
a
=
S
=)
~

Use this icon to find a survey in your Workspace. Click to display the Find TA Certification Work
screen.

o
AUy

Use this icon to access Notices to search for notices sent to your firm or to view or update any notice
delivery method details for you or your firm. For more information, refer to the Notices User Guide.

Notices
_| This is where you update your contact details and preferences. Click to display the Maintain User
. screen.
My Details
= If you are a System Manager this is where you:
?E e maintain firm information contact details
o allocate and delete user privileges.
System Click to display External System Administration.
Maintenance

Note: This icon only displays in the Workspace Toolbar if you are a System Manager.

(@)
=
o
S
Q
@D

Password

This is where you change your password. Click to display the Change Password screen.

?

T

elp

This is where you can find out more information about using Landonline. Click to display
Landonline Help.

Table 3-1 Workspace Toolbar icons for survey users
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3.2.2 Workspace Tree

3.2.2.1 Workspace Tree folders

The Workspace Tree lists all work available in your firm. Work displays in four folders.
These are explained in Table 3-2.

Folder Description

Displays all work assigned to your Territorial Authority firm, which has yet to be assigned to a TA
user.

G

“:l) . To see surveys awaiting TA e-certification, expand the tree.

Unassigned . I - . .

Work Paper survey plans requiring TA e-certification do not automatically display in Workspace. You must
first search for the survey plan and save it to create the work in Workspace. See 5.2.2.2 Search for a
TA e-certification work not in Workspace.

4 Displays all work for which you are the assigned user.

My Work To see a survey you are assigned to work on, expand the tree.

g Displays the names of all people in your firm who work with Landonline.

All Work To see the work a person is involved with, expand the tree.

Displays all surveys with their TA e-certification completed. Surveys remain in this folder until

Completed registered.

Work To see a completed TA e-certification for a survey, expand the tree.

B o x5 When 5 displays, new messages have been added to your My Messages folder.

My Messages | Note: This folder cannot be expanded further.

Table 3-2 Folders in the Workspace Tree

3.2.2.2 TA e-certification status

TA e-certifications change status as they progress through the TA e-certification Process.
You can easily tell the status of a TA e-certification by the icon that displays next to it.
Table 3-3 explains the status icons.

Folder Description
This icon displays when a TA e-certification work is assigned to your TA firm (ie a surveyor has
- notified your firm their e-survey requires TA e-certification). The survey has not been assigned to a
Assigned to specific TA user
TA Firm P '
' This icon displays when a TA e-certification work has been assigned to a TA user.
Under Action
@ This icon displays when the TA e-certification has been put on hold.
On Hold
This icon displays when TA e-certification packages for a survey have been completed.
Completed

Table 3-3 Status icons used in the Workspace Tree
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3.2.3 Workspace Detail panel

The Workspace Detail panel changes display depending on what is selected in the
Workspace Tree. It displays tabs. You can select between the tabs to view different types
of information. Table 3-4 describes these tabs and explains when they display.

Tab name

When tab displays

Description

Summary Information tab

Displays when any of the following
folders are selected in the Workspace
Tree:

e Unassigned Work
e My Work
e All Work.
e  Completed Work

Use this tab to display a summary of all
surveys listed in the folder.

Detail Information tab

Displays when a certification is selected
from the Unassigned Work, My Work, All
Work or Completed Work folders.

Use this tab to view details of the selected
certification for TA e-certification.

Messages tab

Displays when a certification is selected
from the Unassigned Work, My Work, All
Work or Completed Work folders.

Use this tab to view online messages for
TA e-certification of the selected
certification.

Messages Received tab

Displays when the My Messages folder is
selected in the Workspace Tree.

Use this tab to view a list of all messages
sent to you. You can also read the content
of messages in this tab and view and save
message attachments (eg Digital Title
Plan, Digital Survey Plan, XML file) of
the survey.

3.24

Table 3-4 Workspace Detail panel tabs

Login security check

When the Workspace screen first opens after you log in to Landonline, the date and time of
your last log in displays underneath the Workspace Toolbar icons.

1]

|Last Login: 18/07/2007 11:52:31 |

This message allows you to determine whether another person has used your username and
password to access Landonline without your knowledge. As soon as you click elsewhere in
the screen, Landonline replaces the message with microhelp for the selected item.

3.2.5 Firm'’s credit

Workspace also displays your firm’s:

e Available Credit (ie Unlimited), and
e Current Balance (ie the total charges incurred during the current logged on session).

These are located underneath the Workspace Detail panel.
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1] | H

Available Credit  [Unlimited Current Balance  |$0.00 ,l

e There are no charges for Territorial Authorities performing TA e-certification
work in Workspace therefore the Current Balance will always be zero.

e Territorial Authorities are charged when using Searches from Workspace if there
is a charge for the item being viewed.

3.2.6 Workspace Toolkit

Table 3-5 lists other tools that describe Workspace.

Tool Description
Landonline Help Press F1 in Workspace to display information about using Workspace.
Quick Reference Cards Section: TA e-certification.

Topic:  Use Landonline Workspace.

Table 3-5 Workspace Toolkit

3.3  View, save or print TA e-certification work information

The Workspace Detail panel provides a summary of TA e-certification work information
and messages. You can save and print this information.

Tasks

To view, save or print TA e-certification work information you:

e Refresh Workspace to display the latest information and messages.
e View details of the TA e-certification work in the Workspace Detail panel.

e Save information from the Workspace Detail panel to another location on your
computer.

e Print information from the Workspace Detail panel.

The following headings correspond with these tasks and describe them in more detail.

3.3.1 Refresh Workspace
Refresh Workspace whenever you need to display the latest information and messages.

To Refresh Workspace:
1. Select View | Refresh.
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3.3.2 View details of a TA e-certification work
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Stephen Miller is a TA e-certification user. He is working on TA e-certification for two surveys. These display in the
Workspace Tree in his My Work folder. The Workspace Detail panel currently shows the details for survey LT 5000019.

To view the details of a survey for TA e-certification:

1. Expand the Workspace Tree folder the survey is in.

2. Select the TA work (ie survey number).

3. View the survey’s details in the Detail Information tab in the Workspace Detail panel.
Scroll to view all details.

Note: A surveyor can either delete or withdraw a survey for which they have requested

TA certification.

e If the survey has not been assigned, Landonline removes it from the Unassigned

Work folder in Workspace.

e If the survey has been assigned, the TA user receives a message in their My
Messages folder to advise the survey number and the name of the surveyor who
deleted or requested to withdraw it.

e A deleted survey is removed from your My Work folder. A status of a withdrawn
survey changes to Withdrawn and remains in Workspace until LINZ has
processed the request to remove it.
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3.3.2.1 View Survey Details summary

When you view a TA e-certification Work the Detail Information tab displays the View
Survey Details summary. Table 3-6 describes the information in the View Survey Details

summary.
Section Description
Survey Number assigned to the survey by Landonline.
Number
Surveyor Surveyor’s own reference for the survey (eg client name, file number).
Reference
Surveyor The surveyor who will certify and submit the survey.
Survey Firm Name of the firm responsible for lodging the survey.

Survey Details | Details about the survey including: dataset description, status, survey purpose, survey type, land
district, survey class, datum, circuit, survey date and submitted date.

Territorial Lists the relevant territorial authorities applicable to the survey.
Authorities

Supporting Lists all supporting document attached to the survey.
Documents

Table 3-6 View Survey details summary

3.3.3 Save TA e-certification work information

You can save the information you see in Workspace for a TA e-certification work to your
computer. The details of the TA e-certification work and any associated messages are on
separate pages, therefore you must individually save each page (or Print Job) to a file.

To save a TA e-certification work information:

1. Select the TA work in the Workspace Tree.
2. Select File | Save As.
e If there are multiple pages, a message displays advising you to select each Print
Job (or page) and save it individually to a file.
3. Click Ok |to continue to the UniPrint Preview screen (if this option is selected
in your UniPrint settings).
e The UniPrint Preview screen with a preview of the highlighted Print Job (or
page).
4. Click Hsave o display the Save As screen.
e |f there are multiple jobs, a message displays to advise only the highlighted job
will be saved. Click oK to display the Save As screen.
Select a location to save the file to (eg C:\My Documents).

6. Click _ =2av® |to save the file.

7. Select another Print Job (or page) for the TA work, if required, and repeat Steps 3 to 5
to save details.

Note:

e When you save TA e-certification work information, Landonline saves only the
detail information and messages for the work.
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e When you certify and sign a TA e-certification work it remains in Workspace.
Once the survey is Deposited it disappears from Workspace.

e When saving a TA e-certification work you can set your computer to preview
items using UniPrint or Acrobat Reader. The steps in this guide are for UniPrint.
To save from Acrobat Reader, select File | Save A Copy... For more information,
go to the e-search area of the Landonline website and select Printing, using the
spatial window and viewing images FAQs and tips.

3.3.4 Print survey information

You can print the information that displays in Workspace for a TA e-certification work.

To print a TA e-certification work:

1.
2.

4.
S.

Select the TA Work in the Workspace Tree.

Select File | Print... to continue to the UniPrint Preview screen (if this option is
selected in your UniPrint settings).

e The UniPrint Preview screen displays with a preview of the highlighted Print Job
(or page).

Click s Print - to display the Print screen (if this option is selected in your UniPrint

settings).

Select your printer options.

Click Eint |

Note: Landonline only prints detail information and messages for the TA e-certification
work from Workspace.

When printing you can set your computer to preview items using UniPrint or Acrobat
Reader. The steps in this guide are for UniPrint. To print from Acrobat Reader, select File |
Print... For more information, go to the e-search area of the Landonline website and
select Printing, using the spatial window and viewing images FAQs and tips.

3.3.5 View, save or print a TA Certification work Toolkit

Table 3-7 lists other tools that assist with viewing, saving and printing TA Work.

Tool Description
Landonline Help Press F1 in Workspace to display information about using Workspace.
Quick Reference Cards Section: TA e-certification.

Topics:  Print Details from Workspace.

Table 3-7 Workspace View, Save and Print Toolkit
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3.4 Find TA e-certification work

Workspace displays all TA e-certification work your firm is involved with. If you are
involved with many certifications you can use the Find TA Certification Work screen to
locate a specific work.

Steps:

The high level steps required to find a TA e-certification work in the Workspace tree are:

1. Display the Find TA Certification Work screen.
2. Search for the TA e-certification work.

The following headings correspond with these steps and describe them in more detail.

3.4.1 Display the Find TA Certification Work screen

You use the Find TA Certification Work screen to search for TA work in Workspace. You
can search using many different combinations of search criteria.

To display the Find TA Certification Work screen, in Workspace:

1. Click@ (Find Work) in the Workspace Toolbar.

3.4.2 Search for the TA e-certification work

1 ]\ 2| CLW_502c - Find TA Certification Work

— Search Criteria

=101 ]

:

T4 Reference I Search Mow |
Survey Mumber I Mew Search |
S urveyor Ihil:uru:nwn IBmwn, Henry John Search... | Select I
Té, Certification Status I[N ohne) --I

P SEarch AesUlts BN

Suwe Mo Surveypor Survey Statuz TA Cert Statuz TA Reference  Termritonial Autharit

Loo—‘
Ld N\

LT 2000071 2| Henry Pre-: e |Lnder. <0001 2 Wattaki O
LT 2000079 Henry John Brown Pre-allocate Under &ction w'D0O010 Waitaki District
LT 2000021 Henry Jokn Brown Pre-allocate Pending TA App Waitaki District

Cancel

e

Rebecca Young is searching for a TA e-certification work in Workspace using the Find TA Certification Work screen.
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To search for a TA e-certification work in Workspace:

Type your search criteria in the appropriate fields.

For more information about search criteria see Table 3-8.

Click _3eachMNow | to display the results of your search in the Search Results area.
Click the TA work in the Search Results area that you want to find in Workspace.

to highlight the TA work in the Workspace Tree. The Find TA

Landonline searches the folders in the Workspace Tree in the following order:
Unassigned Work, My Work, All Work and Completed Work.

to close the Find TA Certification Work screen when you have

1.
2.
3.
Click =~ Select
Certification Work screen minimises.
5. Click  Cancel
completed your search.
Note:

Find TA Certification Work screen remains open to enable you to select another

TA work from the Search Results area, or conduct another search. You must
maximise the screen and click Cancel to close the screen.

Wildcards can be used in the TA Reference field, see 4.3.1 Wildcards.
If your search returns a single search result you can press Enter to highlight the

item in the Workspace Tree.
Table 3-8 describes the fields and buttons in the Find TA Certification Work screen.

Field or Button

Action

Search Criteria fields

and buttons

TA Reference

Type the TA reference for the survey.
You can use a wildcard search in this field.

Survey Number

Type the number of the survey (eg LT 312345). If you type this number, you don't need to
enter any other criteria in the screen.

When using this screen to search and display details of a paper plan from the TA
Certification screen, you must type the exact number of the plan in this field.

Surveyor Type the user 1d of a surveyor. If you don't know the user Id, click Search... and search and
select the surveyor’s name.

Search... Click to display the External Search screen to search for a surveyor.

TA Certification Select the status of the TA e-certification from the droop down list.

Status

Other fields and buttons

Search Results

Landonline displays a summary of all TA e-certification works that match your search
criteria.

Search Now Click to search for TA e-certification work based on your search criteria.
New Search Click to clear the screen to enter new search criteria.
Select If you are in Workspace, click to display the selected TA work in the Workspace tree.

If you are in the TA Certification screen, click to display details of the TA Work.

Table 3-8 Find TA Certification Work screen fields and buttons

Note: For more information about conducting searches refer to the e-search User Guide.
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3.4.3 Find TA Certification work Toolkit

3.5

Table 3-9 lists other tools that assist with finding a TA e-certification work.

Tool Description

Landonline Help Press F1 in the Find TA Certification Work screen for more information about finding TA
work in Workspace.

Quick Reference Cards Section: TA e-certification.
Topics:  Find TA certification Work in Workspace.

Table 3-9 Find a TA Certification work Toolkit

Types of messages

Workspace displays messages about TA e-certifications in the Workspace Detail panel.
There are two types of messages. These are:

e  User generated messages
e  System generated messages.

There are two places where you can view messages in Workspace:

e Messages tab: use to view messages specific to a TA e-certification.

e My Messages folder: use to view messages sent specifically to you and messages
about the Landonline environment.

3.5.1 User generated messages

User generated messages are created and viewed in the Messages tab for a selected TA e-
certification work. Anyone with access to the TA e-certification work through their
Workspace can view these messages. User Generated messages are restricted to a
maximum size of 1500 characters per entry and cannot have attachments. For more
information about user generated messages, see 3.6.1.2 Add comments about a TA e-
certification.

3.5.2 System generated messages

System generated messages are automatically generated by Landonline. When they relate
to a specific TA e-certification work they are viewed through the Messages tab.

System generated messages can also be sent to specific recipients where they are viewed
through the My Messages folder. Messages that relate to the Landonline environment are
also viewed here. These messages can contain attachments. For more information about
system generated messages with attachments, see topic 3.7.1.2 View and save
attachments in My Messages.
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3.6

Messages tab

The Messages tab displays in the Workspace Detail panel when you select a TA e-
certification work in the Workspace Tree. Messages are specific to the selected TA work
and are both system generated and user generated.

You can:

e View and print all messages for a specific TA Work
e Add your own comments about the TA Work for all others involved with it to see.

ZaLandonline Workspace

File Edit ‘iew Survey Help

Certification

Searches

3

Find Wark,

N
Ly

=

ahi

o
]
1

by Details

I
o
=]

2--3F Unassigned Wk
=] LT 5000020
=] LT 5000021

} LT 5000012
Lo LT 5000019
= Alwark

5] Completed Work
-5 My Messages

[ b Andrew Paul Fletcher
& Rebeccadrnne Young
- & StephenJohn Miller

JRT=TE
Dietail Information Messages |
20/04/2009 10:57:18 Stephen John Miller
Received an email from the surveyor to advise there is a change to the survey plan. [t
will be updated later taday.
r— Comments [Limited to 1500 characters]
Add

| Commments about & transaction

Awailable Credit

|Urlirnited

Cunent Balance  [$0.00

Zl

Stephen Miller has displayed the Messages tab for TA e-certification work LT 5000012. This has one User Generated
message that he has left for other TA users for this TA e-certification work.
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3.6.1 Using the Messages tab

You can view, add comments and print the messages for any TA work displayed in your
Unassigned Work, My Work, All Work or Completed Work folder.

Tasks

You use the Messages tab to:

e View messages for a specific TA e-certification.
e Add comments about a TA e-certification.
e Print TA e-certification work messages.

The following headings correspond with these tasks and describe them in more detail.

3.6.1.1 View messages for a TA e-certification

1. Refresh Workspace to display the latest messages. See topic 3.3.1 Refresh
Workspace.

2. Select the TA work in the Workspace Tree. This may be selected from any folder in
which the TA Work is displayed.

3. Select the Messages tab to display all messages for the selected TA Work. The date,
time and user are automatically added.
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3.6.1.2 Add comments about a TA e-certification

You can add your own comments to the Messages tab for a selected TA e-certification

work.
=]
File Edit Wiew Survey Help 1
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ﬁ] -] Completed 'Work

Find Wark ¥ B My Messages
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N eceived the updated survey plan from the surveyor.
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| Comments about a fransaction

Stephen Miller has typed a comment to Rebecca Young. When he clicks ADD the comment will be added to the
messages for this TA e-certification work.

To add a comment about a TA e-certification:

1. Display the Messages tab for the TA e-certification work.
2. Type your comment (maximum of 1500 characters) in the Comments field.

3. Click __#2d4d  |to display your comment in the list of messages. The date, time and
user are automatically added.

Caution: Once you have added a comment to the messages tab it cannot be edited or
deleted and can be viewed by anyone involved with the TA e-certification in your
Territorial Authority. Surveyors cannot view these comments.
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3.6.1.3 Print TA e-certification work messages

You can print all messages displayed in the Messages tab for a selected TA e-certification
work.

=1olx]

Filz Edit Wiew Survey Help

Unassigned Wk Dietail Infarmation Meszages
e ‘=] LT 5000020
Print. .. CEr+P =] LT 5000021 22/04/2009 11:18:55 Stephen John Miller
Print Messages My wiark Received the updated survey plan from the survewor,
Exit | Eg LT So00012 2040442009 10:57:15 Stephen John Miller
- A LT 5000019 Received an email from the survepor to advize there iz a change to the survey plan. [t
EE Aok will be updated later today.

Searches . E-d Andrew Paul Fletcher
- & RebeccaAnne Young

To print all messages for a TA e-certification work:

1. Select the TA work in the Workspace Tree.

2. Select File | Print Messages to continue to the UniPrint Preview screen (if this option
is selected in your UniPrint settings).

e The UniPrint Preview screen displays with a preview of the messages.

3. Click w2 Print to display the Print screen (if this option is selected in your UniPrint
settings).

4. Select your printer options and click Erit |

3.6.2 Using the Messages tab Toolkit

3.7

Table 3-10 lists other tools that assist with viewing, adding comments to and printing
messages for TA e-certification work.

Tool Description
Landonline Help Press F1 in Workspace to find display information about using Workspace.
Quick Reference Cards Section: TA e-certification.

Topic:  Use the Messages Function.

Table 3-10 Using the Messages Tab Toolkit

My Messages

When you select the My Messages folder in the Workspace Tree, Landonline displays the
Messages Received tab in the Workspace Detail panel. This lists system generated
messages you are identified as a specific recipient for. These messages may have
attachments (eg copies of digital plans).

In the Messages Received tab you can:

e view a list of all messages sent specifically to you
e select a message from the list and read it
e view and save message attachments.
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-5 LT 5000020 :
T4 El LT s000021 I.&II Messages Display j
Certification B~ ‘ My ok Reference Message Received
; H ggggg}g = 5000015 Pl |5 urveyor Brown Heniy John from Survey Fim B17 Apr 2003 08 4047
-
ﬁ [_]g All'wark =) 5000019 ¢ TA Certification Request Notice LT 5000019 17 Apr 2009 05:40: 47
Searches '... & Andrew Paul Fletcher = 5000021 ¢ Surveyor Brown HenrpJohn from Survey 16 dpr 2009 14:20:0z2
& Febecca Anne Young = 5000021 ¢#* TA Certification Reausst Motice LT 5000021 16 Apr 2003 14:19:32
& Stephen John Miller
@] []---f' Complated Work
Find Work - (A Es
K
=)
Motices
1] |+
@ — Details
by Detai 17/04/2009 08:40:47 Henry John Brawn Delete |
v Letale Surveyar Brown Henry John from Survey Firm Brown, Hill and Aas. advizes
that survep LT 5000019 requires T4 Certification
Help
j Wi |
Digital Title  Land<bL.xml ﬂ Sawe fs.. |
|Displays My Messages Awvailable Credit  [Unlimited Current Balance  [$0.00 4

This is Stephen Miller’s My Messages folder.

Note: The field at the top of the Messages Received tab does not apply to TA users. It is

for Conveyancing users only.

3.7.1 Using the My Messages folder

Messages sent specifically to you are

stored in your My Messages folder. They are all

System Generated messages and cannot be added to or edited.

Tasks

You use the My Message folder in Workspace to:

¢ View messages sent to you.

e View and save message attachments.
e Print a selected message sent to you.
o Delete a selected message sent to you.

The following headings correspond with these tasks and describe them in more detail.
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3.7.1.1 View My Messages

Messages display for the My Messages folder in the Messages Received tab of the
Workspace Detail panel.

The Messages Received tab has two areas:

The top area of the Messages Received tab lists all messages.

[}
e The Details area displays the contents of a selected message and the associated
attachments.
== Landonline YWorkspace 10| x|
File Edit “iew Survey Help
& -\’) IInassigned Wark Messages Received |
- LT 5000020 :
T4 :l LT s000021 Al Meszages Display j
Cartification El- & Mywork 3
. LT 5000012 — — . oo ——
ﬁ [_] ;\:;EDDDD‘IS 000019 T.é. Certlflcatlon Flequest Notlce LT 5000019 17 Apr 2009 DB 40 4.f
Searches " & Andrew Paul Flatcher = 5000021 ¢ Surveyor Brown HenrpJohn from Survey 16 dpr 2009 14:20:0z2
.. & Rebecca Anne Young = 5000021 & Té Certification Reauest Notice LT 5000021 16 &pr 2009 14:19: 32
- d Stephen John Miller
® |
Find Wark [ My Messages
] 2
=)
Motices
1]
— Details

T
T
o

by Detai 17/04/2009 08:40:47 Henry John Brawn
v Letale Surveyar Brown Henry John from Survey Firm Brown, Hill and Aas. advizes
that survep LT 5000019 requires T4 Certification

Delete

[

Digital Tile  LandsbdL. xml

j e

Sawe fs..

[

|Displavs My Messages

Available Credit

|Urlimited — Current Balance  [$0.00

4

This message in Stephen Miller’s My Messages folder contains an attachment.

To view messages in My Messages:

1.

Workspace.
2. Select the My Messages folder in the Workspace Tree.
3.

Refresh Workspace to display the latest messages. See topic 3.3.1 Refresh

Select a specific message from the messages received list to view the details. The
details of the message display in the Details field.
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3.7.1.2 View and save attachments in My Messages

When a message has an attachment, a & displays with the message in the Messages
Received list. There are two types of attachments:

¢ Notification as an image file.
e Data extract as a XML file.

When the attachment is a notice, the name of the attachment will display. This can be:

e The transaction name and Id of the attached image (eg Notice 50002659, DP 10036 —
Imperial Plan, WNAL1/441 - Title Plan), or

e Attachmentl, Attachment2, etc (ie when the file was attached to the notice from a local
drive).

You can view attachments in Workspace and save them to your computer. You cannot
view XML files.

To view an attachment:

1. Select the Message from the messages received list.

2. Click __ “ew... |to display details in the View Message Attachment screen.
Expand the screen if required, or use the icons to view or print details of the
attachment. For more information about Image View icons, refer to the e-search User
Guide.

3. Click il to close the screen when you have finished viewing it.

To save an attachment:

1. Select the Message from the messages received list.

Click _=ave&s.. |to display the Save As screen.
Specify a location on your computer to save the attachment to.

Click __ Save

 wnN

3.7.2 Print a message from My Messages

You can print a selected message in My Messages.

= Landonline Workspace 1Ol x|
File Edit ‘“iew Survey Help
Save b I Unassigned Work Meszages Received |
SHEAS =] LT 5000020
Fritit... [+ §| LT 5000021 IAII Messages Display j

Print Mezsages

—

twwiork

Reference Meszage Received

Eit l; H Egggglg 500001 5| e[S urveyar Browin Henry John from SurveyFirm BJ17 Apr 2009 08:40:47
[ & ] E‘E ;,_\” Wark = 5000019 ¢ T Cerlification Request Matice LT 5000019 17 Apr 2009 08:40: 47
Searches " & Andiew Paul Fletcher = 5000021 4 Suweyolr.Erolwn Henm John lfrom Survey 16 Apr 2009 14:20: DE
= 5000021 ¢ TA Certification Feauest Motice LT 5000021 16 Apr 2009 14:19:32

& Rebeccahnne Young
- & Stephen John Miller

ﬁ] El Completed Wark

Find Work ER=tty
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To print a message in My Messages:

1. Select the message from the messages received list.

2. Select File | Print Messages to continue to the UniPrint Preview screen (if this option
is selected in your UniPrint settings).

e The UniPrint Preview screen displays with a preview of the messages.

3. Click = Print to display the Print screen (if this option is selected in your UniPrint
settings).
4. Select your printer options.

5. Click Erint |

Note: Attachments are not printed.

When printing you can set your computer to preview items using UniPrint or Acrobat
Reader. The steps in this guide are for UniPrint. To print from Acrobat Reader, select File |
Print... For more information, go to the e-search area of the Landonline website and
select Printing, using the spatial window and viewing images FAQs and tips.

3.7.3 Delete a message from My Messages

To delete a message from My Messages:

1. Select one or more messages to be deleted from the messages received list.
2. Click _ Delets 1in the Messages Received tab.

Note: Messages specific to a TA e-certification work are retained in the messages tab for
the TA Work after they are deleted from the My Messages folder.

3.7.4 Using My Messages Toolkit

Table 3-11 lists other tools that assist with viewing and printing messages in your My
Messages folder, and viewing and saving message attachments.

Tool Description
Landonline Help Press F1 in Workspace to display information about using Workspace.
Quick Reference Cards Section: TA e-certification.

Topics:

e  Use the Messages Function.
e  Print Details from Workspace.

Section: Workspace.
Topic:  Save details.

Table 3-11 Using My Messages Toolkit

3.8 Change your details or password

You can use the Workspace Toolbar to open other parts of Landonline where you can:

e change your details, eg your contact details and Landonline preferences.
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e change your Landonline password.
3.8.1 Change your details

You change your details in the Maintain User screen. The Maintain User screen records
your Contact Details and Landonline Preferences. For example, your telephone number,
postal address and address for notices.

The Contact Details tab defaults the address for notices to you Default address, regardless
of the firm(s) you are associated with. You can change this option at any time to have your
notices sent to a separate address for each firm instead of your default address, if required.

If you work for more than one firm you will need to set your preferences in the Preferences
tab for each firm the first time you log on to Landonline through that firm. After making
your initial settings you can change them at any time.

Tasks

You use the Maintain User screen to:

e Change your Contact Details

e Change the address for notices for an associated firm.
e Confirm the email address (if entered or changed).

e Change your Preferences.

The following headings correspond with these tasks and explain them in more detail.
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3.8.1.1 Change your Contact details

Landonline-[xternalsvstem Administration iy [ m) ll

File Edit User Firm Licences Window Help

2 CSA_S70 - Maintain User =10l x|
User Details
User Id |simi||erDD1 Uszer Type IPErson j
Status IAclive d Logon TypeIExtemaI ﬂ

Cantact Details | Preferences

Name Details

Given Mames [Stephen John

Family Mame IMiIIer

"Edil Histomny

Last Modified By |sjmiller001

—
l lF‘rafErred Mame [Mr Stephen Miller J
2 elephone Detalls N\~ Cpftact Addresses for Motifications (allows optional addresses per firm)
hone II]d 499 9339 \ s default address for all associated firms [
tabile I
Fa {04 455 560 Prefis | Farmatted Postal Address
Mame IMr Stephen Miller Mr Stephen Miller
i~ Physical Address < Fimn names
Street T4 Certification Divigion Suffis I T4 Certification Division
2nd Floor welington City Council . — Private Bag
‘akefield Street Fiimn |<f||m IRERED llington G005
Address  [TA Certification Division
Frivate Bag
T -
awn I'Welhnglon Town I\Nell\ngtnn
MNew Zealand -
\ Countty  [Na Zealan j Pasteade [EOTT D Box |
\ Country INew Zealand j
il Ismlller@wcc.co. nz

Last Modified Date |U? May 2009 10:16:42

/|

Baszword., |

Cancel |

[Fax number of the user

4

This is the Maintain User screen. Stephen Miller’s contact details and his address for notices display in the Contact
Details tab. All notices sent to Stephen will go to his default address.

To change your contact details:

1. Click @ (My Details) in the Workspace Toolbar to display the Maintain User
screen.

no

Change your Preferred Name, Telephone Details and Physical Address as required in
the Contact Details tab.

If the Use default address for all associated firms checkbox is checked (in the Contact
Addresses for Notifications area) make any edits to your address displayed for notices.

e If this checkbox is unchecked, see 3.8.1.2 Change the address for notices for
associated firm.

4. If you enter or change your email address, see 3.8.1.3 Confirm the email address.

an

5. Select File| Save to save changes and remain in the screen, otherwise click oK

to save and close the screen.
Note:

e Do not use an apostrophe ('), double quotation (™) or pipe (|) in any of the fields in

the Contact Details tab.

e Your Default address must contain details in the Address and Email fields. For
more information about fields in the Contact Details tab (eg Prefix, Suffix) see
Table 3-12.
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Table 3-12 provides a full description of the fields and buttons in the Contact Details tab.

Field, Button or Description
Area
Name Details Landonline displays the Title, Given Names and Family Name for the user. You cannot

change these details.

Preferred Name

Enter your preferred name for addressed notices if different from any details entered in the
Title, Given Names and Family Name fields. This is the way your name will display on
notices sent to you.

Telephone Details

Enter your contact telephone number, Mobile number and Fax number. Include an area code
(eg 04 for Wellington) and extension number (if applicable).

Physical Address

Enter your physical address details in the Street, Town and Country fields. Include the
building name (if applicable). The physical address is optional.

Use default address for
all associated firms

Check to indicate the contact address displayed below is the default address for all notices
regardless of which firm you represent.

Uncheck if the address for notices differs for each firm you are associated with. The Address
when associated with firm field displays below this field.

Address when
associated with firm

This field only displays when you uncheck the Use default address for all associated firms
checkbox. It lists all firms you are associated with as well as a Default option.

Select the firm from the drop down list to maintain the contact address for notices sent to the
selected firm. You can enter a different address for each firm (if required).

The Default option contains details of your default address. This is the address Landonline
uses when you check the Use default address for all associated firm checkbox.

Prefix Enter any prefix for the address (eg FreePost or other reference) if applicable.

Name Landonline displays your name.

Suffix Enter additional postal address information (eg your job position, department, building
name) if required.

Firm Landonline displays the name of your firm. This depends on whether you checked the Use
default address for all associated firms checkbox:

e If checked <firm name> displays in this field as a placeholder. When a notice is
created, Landonline automatically inserts the name of the appropriate firm on the notice
where <firm name> displays.

e  Ifunchecked, Landonline displays the name of the firm you selected in the Address
when associated with firm field.

Address Enter your postal address for notices. Press the Enter key to begin a new line.

If you have a PO Box number or Private Box number, type this in full (eg PO Box 123).

Leave this field blank if you enter a DX Box.

This is a mandatory field for your default address.

Town Enter the town postal address for notices.
Postcode Enter the postcode for the postal address. Leave this field blank if you enter a DX Box.
DX Box Enter the DX Post box reference for notices (if applicable).

Do not enter the characters DX in this field. Landonline will automatically add this prefix to

the reference you enter.

Use upper case characters A-Z and numbers 0-9 in this field.

Country Select the country postal address from the drop down list.
Email Enter your email address and press tab (or click elsewhere in the screen) to display the

Verify Email Address screen to re-enter your password for confirmation.
This is a mandatory field for your default address.

Formatted Postal
Address

Landonline displays your name and postal address as you enter information into each field
in the Contact Addresses for Notifications area.

Edit History

Landonline displays the name of the person who last modified the user contact details and
the date.

When you select an associated firm, Landonline displays the person who last modified the
firm contact details and the date.

You cannot change these details.

Table 3-12 Maintain User: Contact Details tab
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3.8.1.2 Change the address for notices for an associated firm

You can select to have notices sent to you at each individual firm you are associated with
instead of to your default address. Each firm’s address can all be different and you don't
have to be logged in to a firm to change their notice address details.

When you select this option, you must ensure the address details for each firm are current

and correct.

Landonline - External System Administration ][] 5]
File Edit User Firm Licences Window Help
&2 CSA_S70 - Maintain User (=]
User Details
User Id ISimiIIErUU‘I User Type IPErsun ﬂ
Statuz IAclive d Logon Type IEHtemaI d
Contact Details | Preferences |
~ Mame Details &
Title I Given Mames |Staphan Johin Farnily Mame IMiIIer J 1
Preferred Mame |M| Stephen Miller I 2
g
— Telephone Details — Contact Addresses for Matifications (allows Dpliorﬂaddrasses per firm) - L~
Phons |U4 493 3333 Use default address for all associated firms [
Mobile I Addresz when associated with firm |Lowe| Hutt City Council v| I
Fa [04 499 5888 refix | Formatted Postal tddress \ 3
- Mame IMr Stephen Miller 7 Stephen Miller
- Physical Address ) Lower Hutt City Council
Streat T4 Certification Divigion Suffix I Erivate}f agsm "
A ' ; i
22123:{;’;’?22?0"1 ity Counci Firm ILuwer Hutt City Council onerny
Addresz  |Private Bag
T -
o elinglon Towin ILower Hutt
Count Mew Zealand -
R I posteode [0 DiX Box g
Country INew Zealand j
mail Isimiller@lhcc. co.hz /)
r— Edit Histomy
Uger Details Last Modified By |simi||erDD1 On |D7 May 2009 10:16:42
Firm Contact Details Last Modified B_\JlsimillerDm On IEU bdar 2008 14:16:31
Bassword.. | Cancel |
|0 post box reference 4

Stephen Miller has unchecked the Use Default address for all associated firms checkbox in the Contact Details tab. He
has selected to send notices for clients from Lower Hutt City Council to a different address from his default address.
Stephen will then select each firm he is associated with to check the address for each is current and correct.

To change an address for notices for a firm you are associated with, in the Contact Details

tab:

1.
Addresses for Notifications area).

Uncheck the Use default address for all associated firms checkbox (in the Contact

A message displays to warn you that any addresses defined here for other firms

will now be used for notices instead of your default address.

Click oK to the message.

Select the name of the firm in the Address when associated with firm field drop down

list to display address details for that firm. (This field displays all firms you are
associated with and will default to the firm with which you are currently logged in to.)

[ ]
default address.

Select the Default option in the drop down list to view or update details of your
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3.

Enter or change address details for notices for the selected firm, as required.

e If you enter or change your email address, see 3.8.1.3 Confirm the email
address.

e Select File | Save to save changes entered for this firm.

Repeat step 2 and 3 for another firm you are associated with, if required.

To have all notices sent to your default Contact Address (regardless of the firm you

represent):

e  Check the Use default address for all associated firms checkbox.

e A message displays to advise you that individual addresses for firms you are
associated with will not be used (ie your default address will now be used).

e Click oK to the message.
Select File| Save to save changes and remain in the screen, otherwise click oK
to save and close the screen.

Note:

e Your Default address must contain details in the Address and Email fields. For
more information about fields in the Contact Details tab (eg Prefix, Suffix) see
Table 3-12.

e Do not use an apostrophe (*), double quotation (*) or vertical bar (pipe) (|) in any
of the fields in the Contact Details tab.

e When you save notice address details for a selected firm, the Edit History area
displays the person who last modified the User Details and the date as well as the
person us last modified the Firm Contact Details and the date.

3.8.1.3 Confirm the email address

When you enter or change an email address in the Contact Details tab you must verify this
address by re-entering the email address. You use the Verify Email Address screen to re-
enter and confirm your email address. After entering or changing an email address, this
screen displays when you press tab or when you click elsewhere in the Contact Details tab.

CSA_S77 - Verify Email Address

Werfy emall addreszs
Ernail Ismiller@wcc.-:l:u.nz

| k. I Carnicel

To confirm a new email address, in the VVerify Email Address screen:

1.

Re-enter your email address in the Email field. This must be the same address you
entered in the Contact Details tab. (Refer to for details of the Verify Email Address
screen, if required.)

Click 0k to close the screen and return to the Contact Details.

e If the address does not match the email address you entered in the Contact Details
tab, an error message displays. Repeat these steps.
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e Alternatively, click _ Eancel | and return to the Contact Details tab to enter the
correct email address and repeat these steps.

Note: You must enter the email address into the Verify Email Address screen. You cannot
copy and paste the address from the Contact Details tab.

Field, Button or Description
Area
Email Enter the same email address you entered in the Contact Details tab.
You must enter the email address again. You cannot copy and paste the address
into this field.
OK Click to verify the address is the same as that entered in the previous screen. If confirmed,
Landonline closes the screen and returns you to the Contact Details tab.
Cancel Click to cancel re-entering your email address and close the screen and return to the
previous screen.

Table 3-13 Verify Email Address screen fields and buttons

3.8.1.4 Change your preferences

Your preferences determine such things as your:

e default Land District and LINZ office.
e reset screens to their default size and position (if required).

You will need to set your preferences for each firm the first time you log on to Landonline
through that firm. After making your initial settings you can change them at any time.
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Landonline - External System Administration ][] 5]
File Edit User Firm Licences Window Help
&2 CSA_S70 - Maintain User i [=] ]
User Details
,—1 UserId IsimiIIErUU‘I User Type IPErsun -
Statuz | Active | Logon Type |External -
2 U | | I =
(S
Firm Mrelington City Council j [ Reset scieens to their default size and position [~ J
¥ Yes " Mo

% Yes " Nao

3 L efault Land Listnct |we Ingtan ﬂ

£ Office IWeIIington Praceszing Centre -

"Wamimg of lodgement fee charge ‘

” Digplay Post Registration Search

ooel

Convepancing Professional | [Mone) ﬂ

L]

|Preferences for the user A

Stephen Miller has selected the Preferences tab in the Maintain User screen.

To change your preferences:

1. Click @ (My Details) in the Workspace Toolbar to display the Maintain User
screen.

2. Select the Preferences tab.
Select your default Land District and LINZ office.

4. Check the Reset screens to their default size and position checkbox (if required) to
reset your Landonline screens to display at their default size and position or to correct
any corrupt values in your CRSUser.ini file.

w

5. Click Ok |to save your changes and close the Maintain User screen.

e |If you checked the Reset screens to their default size and position checkbox, you
must log out of Landonline and log back in for the settings to be reset.

Note: The Warning of Lodgement Fee Charge area and the Conveyancing Professional
Firm and Conveyancing Professional fields do not apply to TA users. See Table 3-14 for a
full description of the fields in the Preferences tab.
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Field / Area

Description

Warning of lodgement fee charge

TA users do not complete this field as it only applies to Conveyancing and
Survey users.

Display Post Registration Search

TA users do not complete this field as it only applies to Conveyancing and
Survey users.

Default Land District

Select your default land district from the drop down list. The land district you
select defaults on Searches screens in Landonline, but can be changed.

Default LINZ Office

Select your relevant LINZ office from the drop down list.

Conveyancing Professional Firm

TA users do not complete this field as it only applies to Conveyancing users.

Conveyancing Professional

TA users do not complete this field as it only applies to Conveyancing users.

Reset screens to their default size
and position

Check to reset your Landonline settings.

Use this if your CRSUser.ini file has corrupt values or to reset your Landonline
screens to display in the default position and at the default size (eg you may
have dragged a screen off the computer display in error).

This deletes the existing CRSUser.ini file, creates a new .ini file and stores it in
the default directory.

Table 3-14 Maintain User screen: Preferences tab

3.8.2 Change password

Periodically Landonline prompts you to change your password, however, you can change
your password at anytime. You cannot use the same password more than once.

3.8.2.1 Display the Change Password screen

To display the Change Password screen, inWorkspace:

1. Click ﬁa (Change Password) from the Workspace Toolbar to open the Change

Password screen.

3.8.2.2 Change your password

1. Display the Change Password screen. See topic 3.8.2.1 Display the Change

Password screen.

2. Type your old password in the Old Password field.

3. Type your new password in the New Password field. Table 3-15 outlines the
parameters you must work within to create your password.

Type you new password again in the Re-enter New Password field.

5. Click Ok |to save your password and close the screen.
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Parameter Description

Length of password Eight to 20 alpha-numeric characters.

Should contain at lease one number, one lower case character and one upper

Password content
case character.

Valid password characters e az, A_Z09

e  Hash (#), dollar ($), percent (%), ampersand (&), underscore (_), hyphen
(-), full-stop (.), comma (,), less than symbol (<), greater than symbol (>)
and space.

Table 3-15 Password parameters
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