A - Workspace Navigation

Workspace displays every time you log on to Landonline.

Workspace has three main areas:

> Workspace Toolbar
Use the icons in the Workspace
Toolbar to access parts of
Landonline.

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

> Workspace Detail panel
Use the Workspace Detall
panel to view transactions and
messages.
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A - Workspace Navigation cont...

Workspace Tree

The Workspace Tree lists all work available in your firm. Work displays in four folders:

> & My Work
Displays all work for which you are a Primary Contact.
To see the instruments you are working on expand the tree for an e-dealing.

> # Sypervised Work
Displays the names of all Primary Contacts who are working on e-dealings for which you are the
Conveyancing Professional.

> 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, expand the tree.

> ™My Messages
Displays a list of messages sent to you about transactions. These messages can have attachments.

&> 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. Select View | Refresh.
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B - Use the messages function

You view messages in Workspace in the:

> Messages tab for a selected e-dealing, instrument or e-survey.

> My Messages folder for messages sent to you.
Refresh
To view the latest messages in Workspace:

1. Select View | Refresh.

Messages for a selected e-dealing, instrument or e-survey

To view messages: Step 2

1. Select the e-dealing, instrument or Sl o Masiaaes |
e-survey in the Workspace Tree. st inieimaton
; . 12/04,/2002 10:42.27 Maria Dobzon
- # Dealing 40057 You are a Primary Contact for Dealing 40045

2. Click the Messages tab in the
Workspace Detail panel.

Continued on next page
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B - Use the messages function cont...

My Messages

& Mywoark Ieszages Received |
To view messages in the My Messages ----ﬁ Supervised Wark
folder: B Allwhark
1. Click the My Messages folder. The -

messages are listed in the Messages
Received tab in the Workspace Detail panel. Step 1
2. Select the message you require to display the

content and any associated attachments in the Details area.

Message Attachments

To save a message attachment:

1. Select & for the message attachment in the Details area.

2. Click 9avesds..

3. Specify the location on your computer where you want to save the attachment.
4. Click OK to save.

When Landonline detects a new message, the My Messages icon in the Workspace Tree changes
from f=4 to &
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C - Save details from Workspace

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.

Information you can save for an e-survey or instrument in an e-dealing is:

> The Detail Information for the e-survey or instrument.
> Messages for the e-survey or instrument

To save information:

1. Select the e-dealing, instrument or e-survey in the Workspace Tree.

2. 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, instrument or e-survey.

3. Click Ok | to display the UniPrint Preview screen.
4

Click Save to display the Save As screen.

5. Specify the location on your computer to save the file to and click Save |
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D - Print details from Workspace

To print the Detail Information
for an e-dealing, instrument or Step 2

The information
displayed in this
tab will print

e-survey: | T T— ~iol x|
File Edit View Dealing Instrument Help
My wiork etail Information essages
. . jy Dealing 40045 D e l foweg
1. Selectthe itemin the Oiate Dealra =
Workspace Tree.
Step 1
2. Select File | Print... to e/ M 400453 -
. . . . Dealing 40057
display the UniPrint Preview e B & Sach OCome >
. o/ Dedling 40015 S
screen. Find Work o/ Dealing 40026
o/ Desling 40027
-/ Dedling 40032 - - - —
, & 7 e ione View Dealing Details
3. Click to — 7 Desling 40045
. . d +/ Dedling 40057
display the Print screen. 15125 My Mossages - -
@ Dealing Number 40043
= Last Modified 12/04/2002 10:42:26
4. Select your printer options. Paseuord Lasc Modified By Matia Dabson
Client Reference TWET261
@ Responsible for Submit Transferee's Representative
5. Click Frint | Help Last Pre-validated Dealing not pre-validated
Instruments
1 DM  Discharge of Mortgage
Jq Mortgagee' sRepr:senmlm L|;I

[Fieady Available Credit  [Unlimited  Curent Balance  [$0.00 4
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E - Find an e-dealing

To find an e-dealing:

1. Click @ in the Workspace Toolbar
area to open the Find Dealing Work
screen.

2. Enter your Search Criteria in at least one
field (eg Dealing Number, Title
Reference).

3. Click  =earch Now |to display

the results in the Search Results
area.

4. Highlight the required
e-dealing from the Search Results.

5. Click Select | to locate the

[z CLW_502a - Find Dealing Work
—Search Criteria

Diealing Mumber I <:|I Step 2 Dealing Ma I Step 3 rl/

Title Reference I

=10l

Mew Search |

L
Family Hame I Given Names Step 5

Corporate Name I

Primary Contact I I Search |
Conveyancing
Professional I I Search |

> Select |

Search Result

Dealing Mumber _ Last Updated By Last Updated D ate |

Cancel

e-dealing in the Workspace Tree. The Find Dealing Work screen minimises and remains open.

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

> Click Cancel |5 close the Find Dealing Work screen.
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I -

Change your details

Change your contact details and preferences.

In Workspace:

> Click @ to display the Maintain User screen.

> Change your contact details as required in the Contact Details tab.

> Select the Preferences tab and change your preferences as required:

>

Select Yes or No in the Warning of Lodgement Fee Charge area.
> Itis recommended the default setting of Yes remains unchanged.
Select where notices will be sent in the Destination of Notices field (ie Firm or User).

Select whether to request search products in the Display Post Registration Search area (when
submitting e-dealings).

Select your preferred Notifications Medium (eg, email).
Select your default Land District and LINZ office.

Select the firm and name of your preferred Conveyancing Professional if you are a Primary Contact in
a conveyancing firm (Conveyancing only).

Your contact details must support your preferred notifications medium.
Continued on next page
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F - Change your details cont...

Change your password

In Workspace:

1. Click @ to display the Change Password screen.
2. Enter your old password in the Old Password field.

3. Enter your new password in the New Password field.
4

Enter your new password again in the Re-enter New Password field.

5. Click k.

q Your password must be between eight and ten alpha-numeric characters. Please note: Release 3.0
will increase this to be between eight and twenty alpha-numeric characters.
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