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A1 ABOUT e-dealing

FOR LANDONLINE VERSION 3.7

An e-dealing is an electronic conveyancing transaction using Landonline. The steps are similar

to processing a paper-based dealing. Refer to the e-dealing Roadmap on the next page. If there is a pending dealing that affects titles in your e-dealing
you can elect to queue it.
Within Landonline you:

The button has been added to every e-dealing screen
>  Create the e-dealing (single party or multi party). to enable easy access to associated help topics.

>  Prepare instruments in the e-dealing.

Your e-dealing can be a combination of any instruments available in the drop down
listin the Create Dealing screen. (Refer to Online Help or the e-dealing User Guide
for an authoritative list of the current e-dealing instrument types).

>  Certify and sign instruments using a digital certificate.
>  Release instruments (equivalent to “settle”).

> Submit the e-dealing (starts the registration process).

Settlement is the only process performed outside of Landonline.
There are now two registration methods in which an e-dealing can be processed.

Auto Reg — Automatic Registration (Auto Reg) requires no manual intervention and
is instantaneous if automated checks are passed.

Lodge - This means that the e-dealing transaction will require LINZ processing centre
staff to check the information before the transaction can be registered.

You can order search products for titles and instruments in the e-dealing at submission.
The information will be emailed to you on registration.

Continued on the next page... A1
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A 1.1 e-dealing ROADMAP

FOR LANDONLINE VERSION 3.7

NZLS WORKFLOW GUIDANCE STEPS

123 4
e-dealing ROADMAP

1 Create e-dealing

e-dealing steps:

Enter a client reference(s)
Add plans for deposit
Add default PCs and CPs

Add instrument details
and Title Reference

Enter role details

5

2 Prepare
Instruments

e-dealing steps:

Selectan instrumentand
click Prepare.... to display
the instrument screen
forthetypeofinstrument
you select

Use additional functions
to complete instrument
details (if required)

Pre-validate
the instrument

3 Create A&l Form

e-dealing steps:

Select the type of A&I
Form

Edit client details

Complete other details
for instruments

Preview and print or save
the A&l Form

4 Certify & Sign
Instruments
e-dealing steps:

View details of
the instrument

Complete all
certifications

Sign the instrument

y.

5 (Settle &) Release

Workflow Guidance
step 7 (outside the

i Landonline e-dealing
process):

Complete Settlement

i (if applicable)

e-dealing steps:

Release instruments

9 1011

6 Submit e-dealing

e-dealing steps:

Preview and Pre-validate
the e-dealing

Submit the e-dealing

Receive confirmation

Submit

A11
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A1.2 SINGLE PARTY PROCESS

FOR LANDONLINE VERSION 3.7

HIGH LEVEL SINGLE PARTY e-dealing PROCESS (EG. A REFINANCE)
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Landonline AUTHORITY & INSTRUCTION

(A&I) FORM .

A Client Authority & Instruction (A&I) form provides authority for a conveyancing professional
to act on behalf of a client in the e-dealing environment.

Information for the A&I form can be found in the standard paper-based conveyancing file.

Complete an A&l form for:

> Allinstruments that require an A&l. (Refer to e-capable instruments on the Landonline
website.)

Attach any other documents required to evidence the certifications to the A&I form.

Request the client to execute the A&I form which gives authority for the conveyancing
professional to act for the client in the e-dealing. This should be before certifying and
signing any instruments in an e-dealing.

Retain A&l forms and any other documents in support of certifications (eg bank letter
of instruction) for review purposes (for a Statutory period of 10 years).

The A&I form may be completed using:

1 The Landonline A&l functionality which will create the A&l form using information
entered at the time the instruments are prepared; or

2 Your established processes or precedents.
The NZLS e-dealing Guidelines and the A&I forms are available to download or

print off the NZLS website at www.propertylawyers.org.nz/.
A&l forms are available for private individual, private corporate and public corporate.

A2
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WORKSPACE STATUS ICONS

FOR LANDONLINE VERSION 3.7

e-dealing AND INSTRUMENT STATUS ICONS

e-dealings and instruments change status as they progress through the Conveyancing
Process. You can tell the status of an e-dealing or instrument by the icon that displays
next to it in the Workspace Tree.

ICON

DESCRIPTION

Sent

The Sent icon displays when a request has been sent.

ICON

DESCRIPTION

r

Draft

The Draft icon displays when an e-dealing or instrument has
been created, and when an instrument has been prepared.

2

Completed

The Completed icon displays when a request has been
completed. This icon will only display in the folder for a linked
e-dealing that has yet to be finalised (eg Registered).

The Part Signed icon displays when an instrument
has multiple Conveyancing Professionals (CPs) and the

WORKSPACE e-dealing STATUS FOLDER ICONS

ICON

DESCRIPTION

Part Signed instrument has been signed by at least one but not all CPs.
ﬁ The Signed icon displays when an instrument has been
Signed certified and signed.

F

Released

The Released icon displays when an instrument is released,
or when all instruments in an e-dealing have been released.

The Lodged icon displays when an e-dealing has been
submitted but not yet registered.

These dealings will be one of the following:
> Submitted and queued Auto Reg e-dealings

REQUEST STATUS ICONS

Lodged
> Submitted e-dealings which have a status of Lodge
> Re-submitted requisitioned e-dealings.
(K The Requisitioned icon displays when an e-dealing has
| I}

Requisitioned

been submitted and LINZ has requisitioned one or more
of the instruments.

ICON

DESCRIPTION

rd

Draft

The Draft icon displays when a request has been created and
saved.

G

Rejected

The Rejected icon displays when an e-dealing has
failed registration. The e-dealing will display with a
new dealing number.

Note: This icon also displays for e-dealings that are
withdrawn and refused.

A3
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METHODS OF REGISTRATION

FOR LANDONLINE VERSION 3.7

LODGE

e-dealing This means that the e-dealing transaction will require LINZ processing centre staff

to check the information before the transaction can be registered. Within this there
¢ are two further methods. ..

Template
Auto Reg Lodge This sub group of Lodge has a template that you enter details in to, as you do in a
standard e-dealing, but it may be necessary to add clauses. You can do this by adding

| text or attaching an image to your instrument. The instrument will require LINZ processing
* ¢ centre staff to check the information before the dealing can be registered.

Image Only

Template Image Only This sub group of Lodge will require you to attach an image of the normal paper

form (eg a form approved by Registrar General of Land or prescribed in legislation).
There is no template for you to complete.

There are two methods in which an e-dealing can be processed...

AUTO REG

Automatic Registration (Auto Reg) requires no manual intervention and is instantaneous
if automated checks are passed.
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WORKSPACE NAVIGATION ...

Workspace Navigation
FOR LANDONLINE VERSION 3.7

Workspace displays every time you log on to Landonline. WORKSPACE TREE

Workspace has three main areas: The Workspace Tree lists all transactions your firm is currently working on. These are
displayed in four main folders:
> Workspace Toolbar

&
Use the icons in the Workspace Toolbar to access parts of Landonline. - My Work

Displays all work for which you are a Primary Contact. To see the instruments you
> Workspace Tree are working on expand the tree. They are categorised in the following sub-folders:

Expand the Workspace Tree to access transactions and messages.
> [ InProgress

> Workspace Detail panel Displays all draft e-dealings that have yet to be submitted. This folder can also
contain Rejected, Withdrawn and Refused e-dealings. These e-dealings will

Use the Workspace Detail panel to view transactions and messages.
be returned with new dealing numbers.

> [ Lodged
Displays e-dealings that have been submitted but are not yet registered.
These e-dealings will be one of the following:
> Submitted and queued Auto Reg e-dealings
> Submitted e-dealings with a status of Lodge
> Re-submitted requisitioned e-dealings

You cannot edit these e-dealings or instruments, but you can view the instruments
in the Workspace Detail panel if you select them in the Workspace Tree.

Continued on the next page... B1
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Landonline

WORKSPACE NAVIGATION

FOR LANDONLINE VERSION 3.7

>

> i Requisitioned

Displays submitted e-dealings in which LINZ has requisitioned one or more instruments.
You can edit these e-dealings and instruments.

The status of requisitioned instrument(s) in the e-dealing will be Requisitioned.
Any instrument not requisitioned will have a status of Released.

> 7 Requests

Displays draft and sent requests created by your firm. Requests are automatically removed
from this folder when completed. When a completed request is linked to an e-dealing that is
still in Workspace, the request will remain in the linked e-dealing folder until you submit the
e-dealing.

& Supervised Work

Displays the names of all Primary Contacts who are working on e-dealings for
which you are the Conveyancing Professional. These are further categorised
in the subfolders, described above, for each Primary Contact.

B All Work
Displays the names of all people in your firm with a Landonline Digital Certificate.

To see the work a person is involved with, clicka

&4 My Messages

Displays a list of messages sent to you about transactions. These messages can
have attachments. 3 My Messages Indicates a message has been added to your
My Messages folder.

REFRESH WORKSPACE

You can refresh Workspace at any time to display the latest information and messages:

1 SelectView | Refresh

B1




32 MESSAGES

FOR LANDONLINE VERSION 3.7

YOU VIEW MESSAGES IN WORKSPACE IN THE: MY MESSAGES

> Messages tab for a selected e-dealing or instrument. To view messages in the My Messages folder:
> MyM folder f .
y Messages folder for messages sent to you Click the My Messages folder. The messages are listed in the Messages Received

tab in the Workspace Detail panel.
REFRESH

Select the message you require to display the content and any associated

To view the latest messages in Workspace: attachments in the Details area.

Select View | Refresh.

MESSAGES FOR A SELECTED e-dealing OR INSTRUMENT
To view messages:

Select the e-dealing or instrument in the Workspace Tree.

Click the Messages tab in the Workspace Detail panel.

Continued on the next page... B2
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e

MESSAGES

FOR LANDONLINE VERSION 3.7

1

2

MESSAGE ATTACHMENTS

Tosave a message attachment:

Select ¢ for the message attachment in the Details area.
Click = Saweps.

Specify the location on your computer where you want to save the attachment.

Click 0K |to save.

When Landonline detects a new message, the My Messages icon in the

Workspace Tree changes from == to B

B2
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33 SAVE DETAILS |

FOR LANDONLINE VERSION 3.7

Information you can save for an e-dealing is:

> The Detail Information of the e-dealing.
> The Detail Information of each instrument in the e-dealing.

> All messages for the e-dealing and instrument(s), and associated messages
in My Messages.

To save information:
Select the e-dealing or instrument in the Workspace Tree.

Select File | Save As... A message displays advising you to individually
save each page to a file if you want to save all details for the e-dealing.

Click Ok |to display the UniPrint Preview screen.

Click to display the Save As screen.

Specify the location on your computer to save the file to and click Save |

B3
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34 PRINT DETAILS |

FOR LANDONLINE VERSION 3.7

To print the Detail Information of an e-dealing.

Select the item in the Workspace Tree.

Select File | Print... to display the UniPrint Preview screen.

Click to display the Print screen.
Select your printer options.

Click Print
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FIND DEALING/REQUEST

FOR LANDONLINE VERSION 3.7

To find an e-dealing or request:

1 Click@ in the Workspace Toolbar area to display the Find Dealing/Request screen.
2 Select either Dealing or Request.

3 Enter your Search Criteria in at least one field (eg Dealing Number, Title Reference).
4 Click wlto display the results in the Search Results area.

5 Highlight the required e-dealing or request from the Search Results.

6 Click __2#8t |o locate the e-dealing or request in the Workspace Tree.
The Find Dealing/Request screen minimises and remains open.

After performing a search, you must maximise the Find Dealing/Request screen
if you want to select another Dealing Number or Request from the Search
Results area or perform a new search.

Click IEEIECIN to close the Find Dealing/Request screen.
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CHANGE YOUR DETAILS

FOR LANDONLINE VERSION 3.7

CHANGE YOUR CONTACT DETAILS

The Contact Details tab in the Maintain User screen defaults to a single postal or email address.

If you are associated with more than one firm you can choose to record a separate postal and email
address for one or more of your associated firms. Where an address has not been defined for an
associated firm, your Default address will apply.

In Workspace:
1 Click @ to display the Maintain User screen.

2 Change your Preferred Name and any other contact details as required in the
Contact Details tab.

3 To update an address for notices for an associated firm:

> Uncheck the Use default address for all associated firms checkbox in the
Contact Addresses for Notifications area.

- 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 |

> Select the name of the firm in the Address when associated with firm field drop down
list to display address details for the selected firm.

— Select the Default option in the drop down list to view or update details of your Your Preferred Name is used on all notices sent to you from Landonline.

default address (if required). The Address when associated with firm field displays all firms you are
> Enter or change contact address details for notices related to the selected firm. associated with and will defaultto the firm with whichyouare currently logged

in under.

> Select another firm in the Address when associated with firm field (if required) and
update contact details for that firm. You don't have to be logged in under a firm to change their notice address

details.

4 Select File | Save to save your changes.
Continued on the next page... B6
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CHANGE YOUR DETAILS

FOR LANDONLINE VERSION 3.7

CHANGE YOUR PREFERENCES CHANGE YOUR PASSWORD

You set your preferences and link a Primary Contact to a Conveyancing Professional using the

In Workspace:
Preferences tab in the Maintain User screen.

In the Maintain User screen: 1 Click @ to display the Change Password screen.
1 Select the Preferences tab and change your preferences as required: 2. Enter your old password in the Old Password field.
> Select Yes or No in the Warning of Lodgement Fee Charge area. 3 Enteryour new password in the New Password field.
- We recommend the default setting of Yes remains unchanged. 4 Enter your new password again in the Re-enter New Password field.

> Select whether the Display Post Registration Search screen displays when submitting
L . . . . 5 Click & |

your e-dealings (if you select not to have this screen display, the system will automatically
submit your e-dealings without product search requests).

> Select your default Land District.

Your password must be between eight and twenty alphanumeric characters.

2 To link your name to a Conveyancing Professional (if you are a Primary Contact in a

Your password should also contain at least one number, one lower case
conveyancing firm):

character and one upper case character.

> Select the firm in the Conveyancing Professional Firm field.

> Select the name of your preferred Conveyancing Professional in the Conveyancing
Professional field.

3 Select File | Save to save your changes.
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CREATE AND SEND

A REQUEST

FOR LANDONLINE VERSION 3.7

CREATE AND SEND A REQUEST FROM WORKSPACE

You can create a request for title related matters from Workspace.

In Workspace:

1
2

S
Click %8 to display the Create Request screen.

Select the type of request in the Request Type field.

Enter the dealing number in the Dealing Number field or select the number from
the drop down list (if required).

Enter or change the Client Reference(s) for the request, if required. Any client references
previously entered for the selected e-dealing display here.

Change the name of the Contact Person (if required) and check the Email, Mobile Phone
and Fax details are correct. You can change this information, if required

> If the name of the Contact Person does not display in the drop down list, enter the
person’s name and complete the Email, Mobile, Phone or Fax fields as appropriate.

Complete the following fields, as required. (The fields that display depend on the type
of request.)

> Click in the Title Reference field to display the Enter Titles screen and select the titles affected
by the request.

> Enter the date of settlement for the e-dealing in the Settlement Date field.

> Enter details about the request in the Notes/Comments field (if applicable). You can
enter up to 2000 characters in this field.

> Checkthe Select checkbox in the Instruments area for each instrument you want to withdraw
from the e-dealing.

7 Perform any other actions for the request if required:
> Click &ttach Letter..| to attach the image of a letter.
> Click Fint to print a copy of the request.

> Click Save to save the request.

8 Click __Sd | tosend the request.

Continued on the next page.. B7




Landonline CREATE AND SEND

AREQUEST o

CREATE AND SEND A REQUEST FROM THE CREATE DEALING SCREEN

To create and send a request in the Create Dealing screen:

1 Select Dealing | Requests to display the Select Request screen. Any uncompleted
requests linked to this e-dealing display in this screen.

2 Click | CeaeReq. |to display the Create Request screen.

> To open an existing request linked to this e-dealing, select the request and click
Open Req. |to display the Create Request screen.

3 Follow the steps in Create and Send a Request from Workspace to complete and send
the request.

The Dealing Number defaults to the current e-dealing.

If the request is not linked to the current e-dealing, enter a different dealing
number or select the dealing number from the drop down list.

In the Create Request screen, the Settlement Date is a guideline for LINZ only
and does not guarantee that the request will be completed by this date. The
date entered cannot be more than 60 days in the future.

DELETE A REQUEST

In Workspace: There are two title correction request types:

1 Select the request in the Workspace Tree. > Titles - Correction - use when the correction is not urgent. It is optional to

2 Select Request | Delete. link this request to an e-dealing, but it must be linked to a title.

> Titles - Correction Prevents Registration - use when an error will prevent
In the Select Request screen: settlement or prevent registration of the e-dealing. You must link this
request to an e-dealing.

1 Select the request in the list.

2 Click QeleteHqu

B7




Create an e-dealing
FOR LANDONLINE VERSION 3.7

CREATE AN e-dealing -

5 PREPARE INSTRUMENTS 6 CERTIFY AND SIGN INSTRUMENTS 8 RELEASE INSTRUMENTS 9 SUBMIT e-dealing
To create an e-dealing you need to know the instruments, affected titles and names > Enter or change the Conveyancing Professional name, if required, or click M
of all representatives involved. to search for their name.
1 InWorkspace, click to display the Create Dealing screen 6 Amend the No. of CPs if required, (eg an Easement instrument that must be signed by

four grantor representatives).

2 Enter your client reference(s) in the Client Reference field(s).
> If you wish to have your name as the Primary Contact and your Conveyancing
Professional appear automatically, check the Add Default PCs and CPs checkbox.
3 Inthe Instruments area:

> Enter an instrument code in the Type field (eg DM, T, M), or select the Description of
the instrument from the drop down list in the Description field or click 'Select Inst ... |

> Click or tab to the Title Ref field. This opens the Enter Titles screen
where affected titles are entered.

> Review the default entry in the Parties field (change if required).

4 Click __&ddlnst [to insert additional rows in the instruments area.
> Repeat Steps 3 and 4 for each instrument in the e-dealing.
Note: If the e-certification column is not ticked then an instrument must be signed by
relevant parties.

5 Complete the role details for each instrument:

> If the name has not been automatically added, enter the full name or user Id

of the Primary Contact for each instrument, or click M to search for their name.
Continued on the next page... C1
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CREATE AN e-dealing

FOR LANDONLINE VERSION 3.7

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

7 Review the default role for Release and change if required. (The [& icon displays DELETE AN e-dealing

beside the standard defaults and should only need changing in rare circumstances). o

1 Select the e-dealing in the Workspace Tree.

8 Review the default role for Fees. You may have different parties responsible for
different instruments within the same dealing. (The | & icon displays beside
the standard defaults and should only need changing in rare circumstances).

2 Select Dealing | Delete.

9 Review the Default Submitting Firm - this cannot be changed. However
in exceptional circumstances the Submitting Firm field may be changed. Allinstruments in the e-dealing are also deleted.

Only the Primary Contact or Conveyancing Professional responsible
for submitting can delete an e-dealing.

10 click Save | to save a partially completed e-dealing without closing the screen.
y g g

11 Click Save® E?|°S'3| to save the dealing and close the screen.

Once you have successfully created your e-dealing, prepared your
instruments and saved the e-dealing information you can click
to create, preview, print or save the A&I form (see C4 for further

instruction on A&I forms).

Fields marked with a red * are mandatory and must be completed.

Continued on the next page... C1




Landonline CREATE AN e-dealing:

NEW TITLES ..o

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

1 InWorkspace, click to display the Create Dealing screen. > To search using a keyword, enter one or more words in the Enter Keyword field
(eg Resource Management, Mortgage, etc). If you enter multiple words Landonline
2 Enter your client reference(s) in the Client Reference field(s). performs an exact match search.

> To search using a transaction type, select the type in the Select Transaction field drop
down list (eg Fee Simple Subdivision).

> Click  Search How |to return search results for your selction. Check or uncheck

3 Inthe Plans for Deposit area:

- Click | AddPlan_|

> Enter the Survey Plan No. (the default type is LT for other plan types select instruments as required to indicate your selections. You can also change the Quantity
from the drop down menu). of instrument types.
> If you wish to have your name as the Primary Contact and your Conveyancing > Click Selact |to close this screen.

Professional appear automatically, check the Add Default PCs and CPs check box.
5 The selected instruments will be added to the Create Dealing screen.
4 In the Instruments area click | Select Inst ... | to open the Search Instrument Type

. ) > Click or tab to the Title Ref field. This opens the Enter Titles screen where the affected
screen (if required).

titles are entered. Any pre-allocated titles will appear automatically but will require you
to check the Affected checkbox.

> Review the default entry in the Parties field (change if required).

In the Search Instrument Types screen:

> Searching by Keyword returns results in alphabetical order. None of
the results are selected.

> Searching by Transaction returns results in a pre-defined order and all
are selected.

Continued on the next page... C1.1




Landonline C 1.1 CREATE AN e-dealing:

NEW TITLES .o

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

............................................................................ E H 2 H

Click =~ AddInst |to insert additional instruments (repeat as required).

Complete the role details for each instrument:

> If the name has not been automatically added, type the full name or user Id of the
Primary Contact for each instrument, or click m to search for their name.

. . . . Ty
> Enter or change the Conveyancing Professional name, if required, or cllckiﬁ
to search for their name.

Review the default role for Release and change if required. The | & icon displays
beside the standard defaults and should only need changing in rare circumstances.

Review the default role for Fees. You may have different parties responsible for different
instruments within the same dealing. The /& icon displays beside the standard

defaults and should only need changing in rare circumstances.

Review the Default Submitting Firm - this cannot be changed. However in exceptional
circumstances the Submitting Firm field may be changed.

Click | Save |to save a partially completed e-dealing without closing the screen.

Click Save&Clasefto save the dealing and close the screen.




andonline C 2.1 PREPARE A PARTIAL

DISCHARGE AS TO PART OF A TITLE  ..coccvcon

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

This example uses a Partial Discharge as to part of the title to demonstrate the steps.
To prepare a Partial Discharge of Mortgage:

1 Select the Partial Discharge in the Create Dealing screen and click | Erspare.. |
to open the Prepare Discharge screen.

Select Part of Land/Complex mode to activate the Description of Part field
(if applicable).

3 Ifthereis only one mortgage on the title, that mortgage will display in the
Affected Instrument No field. If there are multiple mortgages, select the mortgage
to be discharged from the dropdown list.

Enter the description of land to be discharged.
> e.g. Lot 1 DP 1234 containing 145m2
> At this stage you can click _AddImage... |to attach an image (if required).

For details on how to complete this process see page C2.2.4.

b Review the Mortgagee name.
> Add or delete Mortgagee names, if required. Note: To prepare a simple discharge follow the steps highlighted.

Note: To restore pre-populated names in the Charge Holders (eg Mortgagee) section

6 Only uncheck Reserve personal covenants for a discharge or partial discharge of ) )
of this screen click | Restore

mortgage if you do not need to protect the rights and remedies of the mortgagee.

1 Click [SaveCiese| to save the Partial Discharge.

Continued on the next page... C2.1




PREPARE A PARTIAL

7 DISCHARGE AS TO PART OF A TITLE  ..coccvcon

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

The Change Due to Pending Dealing checkbox default is unchecked.
When checked, the Charge Holder (eg Mortgagee) data window becomes
editable and displays add and delete buttons.

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

Check the Clarify Intent (if required) check box to activate the text field
where any additional information can be added.

Click EEYCEEN to review the instrument you have just prepared.

Fields marked with a red * are mandatory and must be completed.

C21.2




ndonine PREPARE A TRANSFER:

COMBINATION PROPRIETORSHIP

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

For an example of a Combination proprietorship, see the following pages.
To prepare a Transfer to a Combination of Joint Tenants and Tenants in Common:

1 Select the Transfer in the Create Dealing screen and click _Frepare.. |
to open the Prepare Transfer screen.

2 Review the Transferors’names. Check the Change Due to Pending Dealing
box to edit the names.
3 Select Combination as the type of proprietorship.

> You can select Sole or Joint Tenants or Tenants in Common at this point.

4 In the Transferees area.
> Enter the first Transferee’s name.

> Click Add to insert additional rows in the Transferees area.

. . - i 5 & Cl
> Check the Joint check box for everyone in that joint tenancy. 7 diick MI to save the Transfer.
> Enter the share in the Share of Whole Title column for any tenant in common Note: To restore pre-populated names in the Transferors’ section of this screen click | Restore_|

(shares must be shown as a fraction).

> Click | Aliss/Other... [ to add an alias, name suffix or show transferee as a minor.
before clicking [EEEEI=EEE. This will check that all mandatory

B Check the Fencing Covenant check box if it is a contractual requirement. SIS e oS Rl SeEe

Fields marked with a red * are mandatory and must be completed.

6 Click Display Rissulting Qwnership |to check the transfer will have the intended effect.

Continued on the next page... C2.2.1
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Examples of a Combination proprietorship:
........................................................................................................................................................... — :
" Sale or Jaint Tenants  Tenants in Common + Lombinatiort
EREaTER] s iis Dbt [Corporate Name Joint Share of Whle Tile
" " Jason Charles [ [
TITLE REF Susan Chrtes r o 12
Karl Zeuchs [l |7
Meenan Zeuchs [l [
l Paula Zeuchs [l |7
Samuel Doar [l [ 144
T Sy | S B
TENANCY 1 TENANCY 2 TENANCY 3
1/2 share held as 1/4 share held as 1/4 share held by
joint tenants joint tenants sole proprietor
Jason Charles Karl Zeuchs Angus McLay
Susan Charles Meena Zeuchs

Paula Zeuchs
Samuel Dorr
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This example uses a Transfer of a Share or Interest to demonstrate the steps. In the Transferees area.
To prepare a Transfer of Part of Share or Interest: > Enter the Transferee’s name.

Select the Transfer in the Create Dealing screen and click | Bispare | > Click __&# | toinsert additional rows in the Transferees area.

to open the Prepare Transfer screen. > Click = Alias/@ther.. | to add an alias, name suffix or show transferee as a minor.
Select Share/Interest mode. Click Displap Transferze| to see the new proprietors’ details.
Review the Transferors’ names. Check the Change Due to Pending Dealing Check the Fencing Covenant check box if it is a contractual requirement.

box to edit the names (if required).
Click  Display Resulting Dvnership |to check the transfer will have the intended effect.

Check the box in the Transferor column to indicate whose share is affected.

> If part of an existing share is being transferred show that information Click [SSREIE to save the Transfer.

in the Transferred Share of Whole Title column.

> Shares must be shown as a fraction of the whole title, not a fraction
of the existing share.

Click _Bisplay Transteror| t5 check the affected Transferor(s) details.

Select the type of proprietorship for the Transferee, the default is Sole or Joint Tenants.

Continued on the next page... C2.2.2
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before clicking [EEREIMH. This will check 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.

Note: To restore pre-populated names in the Transferors’ section of this
screen click | Restore
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ADD IMAGE 7 IntheTransferees area.
This example uses a Transfer containing additional clauses to demonstrate the steps using > Enter the Transferee’s name.

the Add Image functionality which demonstrates the Template method of Lodge dealings.

To prepare a Transfer with additional clauses:

1

Select the Transfer in the Create Dealing screen and click _ Brepare... |
to open the Prepare Transfer screen.

Select Part of Land/Complex mode.

Review the Transferors’ names. Check the Change Due to Pending Dealing
box to edit the names (if required).

Check the box in the Transferor column to indicate whose share is affected.

> If part of an existing share is being transferred, show that information
in the Transferred Share of Whole Title column.

> Shares must be shown as a fraction of the whole title, not a fraction
of the existing share.

Click ' Display Transferar | to check the affected Transferor(s) details.

Selectthe type of proprietorship for the Transferee, this example uses Tenants in Common.

> Enter the Share of Whole Title (this will also be needed for Combination type).
> Click Add to insert additional rows in the Transferees area.

> Click | alias/0ther... | to add an alias, name suffix or show transferee as a minor.
8 Click Display Transferes | to see the new proprietors’ details.
9 Check the Fencing Covenant check box if it is a contractual requirement.

10 Click | DisplayFissulingQunesshin | to check the transfer will have the intended effect.

11 Click _Add Image... |to attach the electronic file containing the additional clauses.
> See page £2.2.4 for further steps on how to complete this process.

> The paper clip icon will appear once the file has been attached.

12 Click Savet '3|°SE| to save the Transfer.

Continued on the next page...
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Note: To restore pre-populated names in the Transferors’ section of this
screen click Restore

before clicking [EEREIMH. This will check 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.

Note: For a Transfer with a purpose, use Part of Land/Complex mode, eg a transfer to
Her Majesty the Queen for scenic reserve. In this example you would:

> Enter Her Majesty the Queen in the Corporate Name field in the Transferees area.
> Click |_#ddTest. 1to display the Add Text screen.

< Enter details about the purpose, eg Held for purpose of scenic reserve.

> Click oF. | to close the Add Text screen.

The instrument will step down to LODGE when saved. When you submit the e-dealing, LINZ
staff will record the information you entered in the Add Text screen so that the purpose will
display in the estate panel in the current structured text view of the Computer Register.
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FOR LANDONLINE VERSION 3.7

You can attach a file in a PDF or TIF format to your instrument.

When you select a PDF file, Landonline converts it to a TIF format before attaching it to your
instrument.Youshould check the content ofa PDF file once attached to ensure theinformation
contained in it is correct.

To attach an image to your instrument:

1
2

5

Click ~#AddImage... |in the Prepare screen to display the Attach Image screen.
Click _Attachlmage.. | to display the Select File screen.

Go to the folder on your computer where you saved the file.

Select the file, then click Open |

> You can also double click on the file to open.

Click 0K |to save the file to the instrument.

Note: For an Image Only Instrument follow the steps highlighted.

The paper clip icon will display next to indicating that your
file has been attached.

You can attach up to three images to any one instrument.

Thereis no need to convert a PDF file before attaching it to your instrument.

To attach an image to your instrument you must ensure it is in an acceptable format.
This can be done using the Print-to-TIFF driver.

To convert your image into tiff format:

1 Open the electronic file you wish to convert.

2  SelectFile | Print and select’Landonline’ as your printer.

3 Select where you wish to save the file on your computer and rename it.

4 Click _S=e
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This example uses a Mortgage containing a Trustee Limitation clause to demonstrate the steps.
To prepare an All Obligations Mortgage:

1 Select the Mortgage in the Create Dealing screen and click | Erepare.. | to open
the Prepare Mortgage screen.

2 Select Share/Interest/Complex mode (All is the default mode but you can select
other modes at this stage if relevant).

3 Review the Mortgagor name. Check the Change Due to Pending Dealing box to
edit the names (if required).

& Check the Affected box for each affected mortgagor.
> Click Display Mortgagor to check the affected mortgagor(s) details.

B Select the Quick Code from the drop down list in the Mortgagee area or

enter the Mortgagee Name. If your firm has customised mortgagee quick codes, these
display at the top of the list in the Quick Code field.

> Complete the Share of Mortgage field (if the mortgage is held in shares).
> Click Add to insert a new row in the Mortgagee area.

6 Enter the Memorandum No.
1 Enter the Priority Amount for the mortgage (if required).
8 Click _ Disslaw | to show the Overall Effect of the Mortgage.

9 Click _AddTest. | to open the Add Text screen where you can enter any additional clauses,
conditions or information to clarify intent.

> Click 0K |to save the information.

10 Click Save E|°SB| to save the Mortgage.

Note: To restore pre-populated names in the Mortgagors' section of this screen click | Restare |

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

Firm Quick Codes

Contact your System Manager if you require new or customised mortgagee

quick codes to be set up to suit your firm.

For more information, see page D6 Maintain Firm Quick Codes.

Continued on the next page... € 2.3
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before clicking [ This will ensure that all mandatory
fields have been completed.

Click EEI to review the instrument you have just prepared.

Fields marked with a red * are mandatory and must be completed.

Continued on the next page... € 2.3
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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.
Follow steps 8, 9, and 10 on previous page.

b Click Sawek E|°SE| to save the Mortgage.

Note: For a simple Fixed Sum Mortgage follow steps that are highlighted.
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To prepare a Caveat: 2 The default Caveat type is Against dealings with land under s137 Land Transfer Act
1952.

1 Select the Caveat in the Create Dealing screen and click |_Erepare.. | to open
the Prepare Caveat screen. 3 Inthe 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).

B Enter the name of the Caveator.

. Audd . .
> Click ——I 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 Inthe Notice text box you can state which dealings will be allowed (exceptions to the
Caveat), if required.

8 dlick in the Address for Service of Caveator area to open the Enter/
Update Address screen .

You can enter only one type of address on the Enter/Update Address screen:

> Physical/Postal

> Other.

Continued on the next page... C2.4
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Postal PO/Box mode: 9 On the Enter/Update Address screen use the Address Type radio buttons:

> To enter street or postal address details

> To enter email or fax details.

10 Enter address data for the Address Type selected in Step 9. All fields must be
completed.

11 click tho save the address and return to the Prepare Caveat screen.

Landonline displays entered data in the Address for Service of Caveator area.

12 click in the Address for Registered Proprietor area to open the Enter/
Update Address screen.

Other mode:

13 Repeat Steps 9,10 and 11 to enter address for the Registered Proprietor and return to
the Prepare Caveat screen.

14 On the Prepare Caveat screen click baz i Llse to save the Caveat.

Follow the same process for entering addresses on the Enter/Update

Address screen when preparing a Notice of Claim (refer to Section 2.5).
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To prepare a Notice of Claim:

Select the Notice of Claim in the Create Dealing screen and click = Erepare... | to open
the Prepare Notice of Claim screen.

The default mode for “Notice of Claim of”is Title (this can be changed if required).
Enter the Claimant Name.

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

Enter the Derivation from Registered Proprietor details.

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.

Click to open Enter/Update Address screen to enter addresses for the:
> Address for Service of Claimant and

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

Note: Follow the same process for entering addresses as for Caveats (refer to Section 2.4)

Click 22 llse]  , save the Notice of Claim.
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To prepare a Transmission to an Executor/Administrator:

Select the Transmission in the Create Dealing screen and click | Prepare... |to open
the Prepare Transmission screen.

Based on ownership the Transmission Type will be predetermined (this can be changed
if required).

> Insert the Date Acquired (eg date of death or date of amalgamation of a company).

Based on ownership the default Transmission of will be predetermined (this can
be changed if required). For this example we use Share/Interest mode.

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

Identify the deceased person by checking the appropriate box in the
Affected Proprietor column.

Enter the name and relevant details of the Executor/Administrator in the Applicant area.

> Click Add to insert a new row in the Applicant area.

Click ' Display Resuting Qunership [to check the Transmission will have the intended effect.

Click 'Save&Clse| to save the Transmission.

C2.6.1
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To prepare a Transmission to a survivor:

Select the Transmission in the Create Dealing screen and click | Prepare... |
to open the Prepare Transmission screen.

Based on ownership the Transmission Type will be predetermined (this can
be changed if required).

> Insert the Date Acquired (eg date of death).

Based on ownership the default Transmission of will be predetermined
(this can be changed if required).

Review the Registered Proprietor details.

Identify the deceased person by checking the appropriate box in the
Affected Proprietor column.

Click on = Display Applicant | to display the names of the surviving person(s)
in the Applicant area.

Click on = Display Resulting Dwnership |to check the Transmission will have the intended effect.

Click Saveé Closel to save the Transmission.

C2.6.2
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To prepare a Memorandum of Priority: -ioix|
laix
1 Select the Memorandum of Priority in the Create Dealing screen and click | Erepare.. | e Mimm EPa LS W st EURRRTARCER)
to open the Prepare Memorandum of Priority screen. ¥ B d e Priegine
Foogetered Proprstos Sriteret Holder &
> Details of the registered Proprietors/Interest Holder display. e bt e e %II
chua i = r = o &
> If any affected titles have a status of Cancelled, Pending, Pre-allocated or Not Yet oo I E Ir-.,..i d |
Jon i :
Converted, the Change due to Pending Dealing checkbox defaults to checked and names e e
of proprietors will not display. R A e T e |
Second e ) WHEICE0 o

> Review and amend or add names of missing prioprietors, if required.

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

drop down list. (oo -
> Review rankings and change (if required).
e
3 Review the Mortgagee/Encumbrancee name. If there is no name or you need to edit the Progem | Bkt | CotptSon Do | e =1
name: = T ;
> ClicktheMortgagee/Encumbranceefieldtodisplay the Mortgagee/Encumbrancee Names
screen.

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

for mortgages losing priority by checking the Exceptions to implied terms
checkbox (if required).

Continued on the next page... C 2.7
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When a Memorandum of Priority has an affected title with the status of
Pending, Pre-allocated or Not Yet Converted:

> The Memorandum of Priority instrument created over the title will step
down to LODGE.

> The Change due to Pending Dealing checkbox will default to checked.

> The Affected Instrument No drop down list will not display details of
mortgages from head titles. You will need to manually enter the affected
instrument number.

) ) ) ) > You will need to enter the Mortgagee/Encumbrancee name.
> Click the drop down arrow in the Names field and select the name. If not in the list, enter

the name. Details of new mortgages in the same dealing that affect these titles will
also display for selection.

> Click add | to enter another name (if required).

> Click Sa¥ekCloselo save names and return to the Prepare Memorandum of Priority screen.

& Click the Title Ref field (if required) and review titles affected by the change.
5 Click Add to insert a row in the Priority Changes area.

6 Repeat these steps as necessary to change the priority order of any other
Mortgages/Encumbrances.

7 Click Saved EI083| to save the Memorandum of Priority.
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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. It is 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.

1 Inthe Prepare Instrument screen or Create Dealing screen, click = Pre-validate |
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.

1 Select dealing number or instrument number from the Workspace Tree.

> Click | Print/5ave | to print the Pre-validation Report or save it to a location
on your computer.

> Click [l to close the Pre-validation Report screen. 3 Click Saved EI03'3| to save.

2 Edit the instrument or e-dealing.

Landonline displays a message above advising whether the

Onceyou make changes toaninstrument ore-dealing, Landonline removes

any previous pre-validation. It also clears any certification and signatures
for the relevant instrument and returns the status to draft.

pre-validation passed or failed, along with the date and time.
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To create an A&I form:
1 Click _Aandl. | on Create Dealing screen.

2 Select type of A&

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

3 Edit Client Details (if required).
4 Enter Property Address.
5 Edit details in Authority to Register panel.

6 Click Prirt F'reviEW---| to view and edit the details recorded in the A&l form.

> You should enter the Date and nature of base document at this point
(this can also be entered after Step 7).

7 Click Sc""'B‘D'E“E---|tosaveacopytoyourcomputeror PR |

to print a copy.

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

CREATE A&l FORM
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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 Gertify % 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.

> 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 | 3ign |
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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e B i

SIGN INSTRUMENTS

When you click | Sian | the Documents to Sign screen displays.

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

Click Ok, |

A new screen will display requesting you to enter your Landonline Password
and click aK. |

A new screen will display requesting you to enter your Passphrase and click 18 |

When signing is completed the Signing Status screen appears.

> Click | Miew Detals & Close |to open the Documents Signed screen then click Ok |
to complete the signing process; or

> Click Close |to exit the Signing Status screen.

Ch
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Settlement has been completed when you release an instrument after it has been
certified and signed.

RELEASE AN INSTRUMENT FROM THE PREPARE INSTRUMENT SCREEN

1 Display the Prepare instrument screen for the instrument
(eg Prepare Transfer screen).

2 Click _Belease |

RELEASE AN INSTRUMENT FROM WORKSPACE

1 Right mouse click the instrument in the Workspace Tree.

2 Select Release from the menu.

ForaTransferor 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.

Cce
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To submit an e-dealing for registration:

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

> An instrument is usually released from the Workspace screen.

2 Either:

> Select Dealing | Submit in Workspace; or
> Click Subriit | in the Create Dealing screen.

3 Review the fees for the e-dealing in the Indicative Fee Charges screen.
Add notes to fee items if required.

4 Click ]S | to display the Post Registration Search screen.

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

6 Click = Submit with selected searches [if any) | o Submit with Mo searches
to submit the e-dealing. It is 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
queueit. Your e-dealing will be processed when the pending dealing is registered,

Note: An Auto Reg transaction is removed from Workspace when it has been submitted

because registration is instantaneous. . .
rejected or withdrawn.

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.

c7
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FOR LANDONLINE VERSION 3.7

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.
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Landonfine D 2 CHANGE FIRM DETAILS

FORAUSER  mmmmons

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.

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.

Click 0K to save and close.
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CHANGE A USER'S PRIVILEGES

FOR LANDONLINE VERSION 3.7

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

1

2

Display the Maintain Firm screen.
Select the Users tab.

Select the user and click | Pivieges.. | 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 | ¢-Remave | 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 3.7

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 4dd | to open the Maintain Group Name screen:

> Enter a name and description for the group and clic.__ 0K | to save the
group and return to the Maintain Group screen.

Select the group you created in the Group Name field.
Select Users from the Firm Users list and click = Add-> | to assign users to the Group.

Select privileges from the Available Privileges list and click | Add-> | to assign
privileges to the group.

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

USAGE REPORT oo

System Managers can generate a licence usage report to show current or historic
use within their own firm.

Click to display the External System Administration screen.
Select Licences | Licence Report.

Click Current or Date Range.

Enter the Start Date and End Date if applicable.

Click | GenerateRepot..

Print or save the Licence Usage Report:

> Click Frint to print the report.

> Click | Savefs.. |to save the report to a location on your computer.
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MAINTAIN FIRM QUICK CODES

FOR LANDONLINE VERSION 3.7

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
2

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

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

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 Copy 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.

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

> Click &dd | 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.

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

Click Ll to save and close.

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.
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