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Disclaimer

The materials in this reference guide are for demonstration purposes only. The
forms are subject to change at any time without notice. Use of outdated forms
may result in transactions being rejected or delayed.

Always go to the Information Services Corporation (ISC) of Saskatchewan
website to download the most recent versions of the forms.

Information Services Corporation (ISC) of Saskatchewan will not be responsible
for loss resulting from the use of outdated forms.

The characters and events depicted in this reference guide are fictional. Any
similarity to real events or persons (whether living or deceased) is unintentional.

Copyright © 2012 by Information Services Corporation (ISC) of Saskatchewan.

All rights reserved. No part of this publication may be copied, reproduced,
translated or reduced to any electronic medium or machine-readable form, in
whole or part, without prior written permission of Information Services
Corporation (ISC) of Saskatchewan.

While every reasonable precaution has been taken in the preparation of this
reference guide, the authors and publishers assume no responsibility for errors
or omissions or for uses made of the material contained herein and the
decisions based on such use. Neither the authors nor the publishers make any
images, warranties or guarantees of any kind, either expressed or implied.
Neither the authors nor the publishers shall be liable for any indirect, special,
incidental, or consequential damages arising out of the use or inability to use the
contents of this book whether the publisher has been advised of the use of this
publication or not.
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Overview

This module will provide you with a basic understanding of the
Online Submission (OLS) tool and provide specific information on
elements common to all areas of the tool.

Objectives

As a result of this module you will:

° Understand the technology requirements to use
the OLS tool.

. Understand how to sign-in to the OLS tool.

° Have a basic understanding of the Transaction
types.

. Understand the elements that are common to

all areas of the OLS tool including validation
errors, templates, searching for titles, and
creating and using client entities.

OLS: Common Elements December 2012 1
Version 3.0



Information Services Corporation

What Is OLS?

Online Submission (OLS) is a highly efficient and interactive packet
preparation alternative to the forms-based method of submitting
applications to the Land Registry.

OLS is available to anyone with a LAND System account and
provides customers opportunities to reduce the amount of manual
data entry, validate information prior to submission, and manage
personal workflow.

Note: Packets are still submitted for examination by a title
processor, but OLS helps ensure that all the required information is
included and valid before the packet is submitted.

OLS

Information that is commonly required is presented along with a
link to the full details if that information is necessary.

Interest No. Holder/Owner Title Na. Reference Land Description

200018887 T&D Incorporated 200029744 SE 22 62 30 3 Ext 0 As described on Certificate of Title 400001388,
200018898 T&D Incorporated 200029755 SE 22 62 30 3 Ext 0 As described on Certificate of Title 400001388,
200018900 T&D Incorporated 200029766 ME 22 62 30 3 Ext 0 As described on Certificate of Title 400001388,
200018911 T&D Incorporated 200029777 ME 22 62 30 3 Ext 0 As described on Certificate of Title 400001388,

The above is an example of the results screen that the system will
display. If you need more information, click on the hyperlink to
reveal additional details as illustrated below.

Land Description Owners Title No. Share|Last Amendment Date Parcel Parcel Type Municipality
D SE 2262303 EXKF As . Tauxalet, Paul 200029744 1/ 2 [04-Dec-2001 16:02:58.890 100894608|Surface UNKNOWN

described on Certificate of Title Regular

400001388.

[Ties [validated Ties_[commadity / Unit [Linked To Unit__[0ld Land Description Title Lock Information

I [ Not Applicable [rua

Land Description Owners Title No. Share|Last A Date Parcel Parcel Type
D :Et%i;:dgjnBCi:I:/::E e T=uxalot, Paul 200029766 1/ 2 |04-Dec-2001 16:03:05.303 100854615 i:;:‘::r UNKNOWN

4ﬂ6EDlBHH :

[Ties [Validated Ties [Commodity / Unit [Linked To Unit__[Old Land Description Title Lock Information

I [not Apslicable [

Benefits and Features of OLS

° Reduced Packet Rejections

o Real-time feedback on data
entered into system.

o Validation of packets before
they are submitted which
ensures that all required data
(nine digit numbers, etc.) are

OLS: Common Elements December 2012 2
Version 3.0
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entered and authorizations
and attachments are included
in your packet.

Note: This does not ensure that your authorizations and/or

attachments are completed accurately.

° Save Time
(0]

OLS: Common Elements
Version 3.0

Create customized templates
for re-use in common
transactions.

Real-time access to
information to compile your
transaction.

Edit, organize, and store work
already created within the
OLS Tool.

Upload, fax, or mail
authorization and attachment
documents which may be
stored securely in your
personal My OLS Documents
area.

Carries forward previously
entered data so you don’t
have to re-enter it.

December 2012 3



Information Services Corporation

Technical Workstation Requirements

You will need the following regardless of your computer’s
configuration:

° Browser: Internet Explorer 5.5 or higher
° Screen Resolution: 1024x768 or higher
. Additional Software: Adobe Acrobat Reader

The minimum requirements you will need:

. Operating System: Windows 2000, Windows XP
(Home or Professional), Windows Vista
° Processor or CPU
o Intel: Pentium 2
0 AMD: K5
° RAM Memory
o Windows 2000: 128 MB
o Windows XP: 256 MB
o Windows Vista: 512 MB
° Internet Download and Upload speed of 256
kb/s
. Fax machine to upload Authorizations and
Attachments

For optimal performance, you will have following or better:

° Operating System: Windows XP (Home or
Professional), Windows Vista
° Processor or CPU
o Intel: Pentium 4, Celeron,

Viiv, vPro, Centrino, T, M,

Duo, Xeon

o AMD: Athalon, K7, Athalon
64, Opteron

° RAM Memory

o Windows 2000: 128
MB

o Windows XP: 512
MB

OLS: Common Elements December 2012 4
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o Windows Vista: 1
GB
° Internet Download and Upload speed of 512
kb/s
° Scanner to upload Authorizations and
Attachments

Note: Details to identify the properties on your system may be
found in the OLS Technical Requirements Guide found by clicking
the Help link at the top of the OLS Home page.

OLS: Common Elements December 2012 5
Version 3.0
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File Uploads

When you submit most packets you also need to include additional
documents that may be uploaded to a secure area on ISC's system
that is only accessible with your client number and password.

You may add your documents at different points in the process.
For example, you may:

Upload a document from your PC or network
any time after creating the packet (the packet
must be created before you can add
authorizations or attachments to it).

Fax or Mail in documents using the Fax or Mail-
In cover page feature.

Use the My OLS Documents area to store and
retrieve documents that are regularly used
across packets.

The following guidelines exist for uploading documents to ISC:

Maximum file size for an uploaded file will be
8Mb
Scanned files in black and white files at 200x200

are smaller files than color scanned files that will
take longer to upload.
Valid files that will be accepted:
o Word (*.doc) — Office95,
Office97, Office2000,
OfficeXP, Office2003

o Acrobat PDF (*.PDF) - 1.0 to
1.4
(0] Tiff (*.TIFF)
OLS: Common Elements December 2012 6

Version 3.0
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Getting Started

Sign-In and Access

In order to access the Online Submission Tool you must have an
existing LAND Application username, password, client number, and
account. The user first signs-in to the LAND Application and then
clicks the Online Submission link to access the OLS tool.

» Aboul ISC

» Vital Statistics
0 Hlogiator for an Account
» Land Titles 2 Al — T— Wiy Raguitar?

» Parsanal Property Informaticn Services

. - . =
corporation responsible for registries in Saskatchewan S=idd R

» Survay Plans e s

» Maps & Photos

+ Corporations

Registering your business
s now just @ elle!f'ﬂ

What's New?

You may sign-in to the LAND Application by clicking the Sign-in
area on the right-hand of the screen.

At a minimum, you must enter your user name, password, and
client number. If you only have one account tied to this client
number, you do not need to enter it as the system will know that is
the only account that can be charged. If you have multiple
accounts, enter the account number and password you will be
charging your work against. These may be changed on individual
packets if you wish to charge a packet to a different account.

OLS: Common Elements December 2012 7
Version 3.0
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Accessing OLS

Tt Sz | Homal ] | Aot (S0

Informeticn

Services =

orporation e
w | Forms | Help | Fees | Products Signed In: oraind0 | Client # 400031530 | Sign Out | My Accoum

New West Partnership Streamlines Business
Registration Across the Wes!

Land fegistry
- Crdiow Submisaian {045)

+ Samch

‘GemsiSamch  Trying te stay up te date with whar's happening at 1SC7
Ganaral Recced Search

" Fackst Guek Check

e B Don't need 1o sew all of U8 NAWST

image Raquest Seach

Survey Plans g Online Submission enhanced to pravide improved onling experience
S, Hagh Subenission | Sep 7812
+ Charge Order Staweh o 7 3012
+ Guppen Documand Gherch How ISC works to prevent title fraud
Figks Booh Search 1 Corporate Hews, Land Registry | Aug 812
S T BRI Vst hom s hi o s o bl o e 8515 T i 00 gt v W Tl

P .l Proparty Regist “ Changes for business under the New West Parinership

» SPRR Apgiicaten Corporate News | Jul 2392

e mant fngary New money judgment enforcement legisiation now in effect

st Saneh Comporan Hews, Online Submission, Land Regisry. Satkaschaven Faranal Propemy Regastry |
WMy 26.42

Once you have successfully signed-in to the LAND Application, a
link to Online Submission (OLS) is located along the left-hand side
of the page. Click this link to access the OLS tool.

If you have successfully signed-in, the system displays the OLS
Home page illustrated below.

| I5C Home | Authorizaticns | Affidavits | Legal | Helo | Sign Oul

| e Sub E.}‘.jqw

B T i T e

Coamr U

[ otsHome [ packet ;1‘;“& 1l 1

OLS Home

Search By Land ription Client Reference: [ | LAND Full Search

@ Typical Rursl (i.e. Section, Township, Range) Quarter Legal Sub Divisions [ | Legal Sub Division: [ |
O Typical Urban (i.e. Lot, Bleck, Flan) X X
Quarter Section: [ Section*: 1

O other (any combination)
Township=: ] Range®:
Meridian®: ] Extension:

* indicates a Required field

Creturn all titles
For more detailed information about this option, please click here.

Lond Besaription Help @

Alerts

Ne alerts at this time.

OLS News

(] orline Submissien enhanced to previde imeroved online experience
ISC is pleased to announce that several minor enhancements to Gnline Submission (OLS) were implemented on September 27, 2012.

£ 15C making chanqes in response to new debr enforcement legiclation
Find out what we are doing to help sUpport a new provincial act expected to come inte effect on May 28, 2012.

Bl new Field in 015
As of March 5, you will see a slight addition to the Interest Registration and Interest Amendment screens in Online Submission.

] imerovements made to online submission methed
Now you can specify = condominium unit namber when registering an interest against  cando title.

OLS: Common Elements December 2012 8
Version 3.0
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Reference

The Online Submission tool is broken down into several
components that are accessed through navigational tabs located
on each page. A list of the OLS Tabs is as follows:

° OLS Home

. Packet Management
. Transfer

° Interests

. Transforms

Detailed information on packet management and the different
transactions is located in separate modules.

This module focuses on a number of elements that are common to
all areas of the OLS Tool. It also includes information on general
components of the system.

OLS Home Page

The OLS Home page is the first page the system displays when you
click on the Online Submission (OLS) link. Once you have opened
the OLS application, you may also access the home page at any
time by clicking the OLS Home tab.

Note: If you are working on a transaction, be sure to save your
work before clicking on the OLS Home tab to prevent loss of work.

The OLS tool provides a number of functions and features on the
Home page as described below.

OLS: Common Elements December 2012 9
Version 3.0
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g — = S | I15C Home | Autherizaticns | Affidavits | Legal | Help | Sign Qut
B thion JLSEEUnlime submission 100l
r LA WG ’ o Y
_ | otsHome [ Packet Mgmnt | 1 1 . TR e o i T R e ,‘“."mﬂ‘
OLS Home

Search By Land Deseription | | Client Reference: [ | LAND Full Search

@ Typical Rursl (i.e. Section, Township, Range) Quarter Legal Sub Division: [ | Legal Sub Division:
O Typical Urban (i.e. Lot, Block, Flan) . .
Quarter Section: ] Section*:

O other (any combination)
Tewnship™: ] Range™:
Meridian®: ] Extension:

* indicates a Required field

Creturn all titles
For more detailed information about this option, please click here.

Lond Deseription Help

Alerts

N alerts at this time.
! OLS News
L
4

£ orline Submicsion enhanced to provide improved online experience
15€ is pleased to announce that several miner enhancements to Gnline Submission (OLS) were implemented on September 27, 2012.

f15c making chanaes in response to new debt enforcement legislation
Find out what we are doing to help sUpport a new provincial act expected to come inte &ffect on May 28, 2012.

] new Field in oLs
A= of March 5, you will see a slight addition to the Interest Registration and Interest Amendment screens in Online Submission.

] imerovements made t online submission methed
Now you can specfy 3 condominium unit number when registering an interest against a condo title.

° There are links to the ISC Home page,
Authorizations and Affidavits, Legal, Help, and a
link to Sign Out.

° There are Tabs to create or continue working on
title transfer transactions, interest transactions,
and transform transactions.

° The ability to perform a title quick search.

° There are sections that provide Alerts, OLS
News, and OLS Notifications.

Each section will be described in more detail later in this module.

OLS: Common Elements December 2012 10
Version 3.0
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Home Page Links

The top right-hard corner of the Home page contains five

hyperlinks. These links are used to provide information.

| ISC Home | Authorizations | Affidavits | Legal | Help | Sign Cut

The ISC Home link will take you to the ISC
Signed-In Home page.

The Authorizations and Affidavits links will take
you to the page that houses all the necessary
authorization and affidavit documentation you
will require for your transactions.

The Legal link will take you to the page that
houses information as to the policies and
practices ISC follows to manage your personal
information.

The Help link will take you to the page that
houses Online Submission help. This is described
in more detail later in this module.

The Sign Out link will take you out of the OLS
system and back to the Sign-In Home page.

OLS: Common Elements December 2012 11

Version 3.0
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Alerts

This area provides information on system downtimes or upcoming
system changes. The area will be blank if there are no alerts.

- Alerts
No alerts at this time.

OLS News

This area provides News about software or functional changes to
the OLS system. The area will be blank if there is no news.

News items appear in this area as “briefs.” To see the detail on any
News item, click the hyperlink and it will appear in a new window.

OLS News
i‘

f]15¢ making chanaes in response to new debt enforcement leqislation
Find out what we are doing te help support a new provincial act expected to come into effect on May 28, 2012,

GHE‘.‘. Field in GLS
As of March 5, you will see a slight addition to the Interest Registration and Interest Amendment screens in Online Submission.

ﬂlml:‘:u&m&\‘ts made to online submizsion method
Now you can specify a condominium unit number when registering an interest against a condo title.

GMD’E Imprevements Made te OLS
Find out how recent changes to OLS will help reduce packet submission errors.

{7 Uparages to OLS Should Result in Fwer Facket Errors
Learn about how we are improving OLS to better mest your needs.

ﬂlml:n‘ta\‘t Update an Printing Issues

I15C is aware that customers are experiencing issues with printing search results from Land Registry, Writ Registry and Survey Plans
searches. We are working hard to resclve this issue fully, and in the meantime have posted 3 temporary "Alternate Print” link to affected
pages that will allow you to successfully print your results. Read on for step-by-step instructions.

ﬂ'\'.“c\‘ufuu‘y Rejected Packets Will Now Get Top Priority
Learn what changes are in store for dealing with packets that were rejected in errer.

] system outage scheduled for April 30
Find out what's happening to improve 15C's online presence.

D tiews money iudament enforcement legislation now in sffect
©n May 28, ISC launched the Judgment Registry and enhanced two other registries to support this new legislation.

OLS: Common Elements December 2012 12
Version 3.0
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OLS Notifications

This area provides information about work in progress. Certain
functions in the OLS system are performed in the background.
When the function has completed, the system notifies you in this
area.

The list of possible notification messages is as follows:

° Authorization and/or Attachment documents
sent to ISC via Fax or Mail have been received
and are ready to use.

° Authorization and/or Attachment documents
sent to ISC via Fax or Mail that cannot be
attached to the packet.

. An uploaded Authorization or Attachment
document contained a virus.

. A Submitted packet passed or failed submit
validation.

° A Draft packet will expire soon.

° The Summary Report or Packet Print Request

that you created is ready to view.

OLS Notifications ®

[ oetmie | [ _Deee |

[ Trvee [created Date [rext |

‘ [F ] ‘Da:ket validstion Failed |16'lug'2012 03:47 |P5:ket 200080471 has failed validations. |

The notification can be opened to see more detail. In some cases,
the detailed notification includes a hyperlink that opens the packet
associated with the notification.

To see more detail for a notification:

1. Click the check box to the left of the notification
you want to view.

2. Click Details. The notification details display in a
new window.

OLS: Common Elements December 2012 13
Version 3.0
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Notifications will automatically expire and be deleted after one
month or you may delete them by clicking the check box to the left
of the notification(s) and then clicking Delete.

Note: If ISC has an email address on file for the client number you
used to sign in, a copy of each notification will also be sent to that
email address.

Email Notification System

You may also receive notification of changes to the OLS Tool using
ISC’'s Email Notification System (ENS). There are several options
that allow you to tailor the emails so that you only receive
information on your areas of interest. See the ISC website and sign
up today.

OLS: Common Elements December 2012 14
Version 3.0
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Online Help

There are four ways you can get help within the OLS tool:

° General Help which is available by clicking the
Help link at the top of every page.

° Transaction Specific Help which will take you to
a contextually specific area within the help files
based on the page you are on at the time.

° Field Level Help which can be accessed by
clicking on the question mark icon to find out
more information on a particular field or task
button.

° Error messages that will be returned to you
after clicking Validate or Submit if you have
provided data that is either inaccurate or that
does not exist in the database.

OLS General Help

| ISC Home | Authorizations | Affidavits | Legal | Help | Sign CQut

Clicking on the Help link will open the top level Help page. Help
information is presented in a hierarchical fashion and provides the
ability to click on links and “drill down” to get more detail. The left-
hand side of the screen includes links for other Land Registry areas.
The top right-hand corner of the screen includes a printer-friendly
link to Print current pages.

OLS: Common Elements December 2012 15
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Application Specific Help

Application specific help is available for packet management,
transfers, interests, and transforms. Click the link located on the
right-hand side of each Tab Header Bar to access application
specific help.

| ISC Home | Authsrizations | Affidavits | Legal | Help | Sian Cut

Information
Services

on ULsT 1 Unline submission 1ool
[ oLsHome [ Packet Mgmnt | Transfers Interests T s PARRNE R e e fite s zlmﬂ
Transfers Help

Transfers - Change of Ownership

Search By Land Description | v Client Reference: [ ] LAND Ful

(D Typical Rural {i.c. Section, Township, Range) Quarter Legal Sub Division: [ | Legal Sub Divisions [ |
(I Typical Urban (i.e. Lot, Elock, Plan)

Quarter Section: L1 Section®: ]
(O other (any combination)

= indicates a Required fisld

[return all titles

For more detailed information about this option, please dlick here.

Lend Deserption Help @)

The Help Content is specific to each Tab. Help information is
presented in a hierarchical fashion and provides the ability to click
on links and “drill down” to get more detail. The left-hand side of
the screen includes links to other areas of the system.

OLS: Common Elements December 2012 16
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Field Level Help
Throughout the OLS tool you will see a question mark icon. This
indicates there is help information available for that specific field.

Select the question mark help icon to view instructions or
descriptions that will assist you in completing your transaction. For
example:

| AddtomyoLsDocs | @

ISC Support - Add to My OLS Docs
Add to My OLS Docs

"My OLS Docs" is a storage area that allows the user to store and use documents previously used in another
packet as an authorization or attachment for the packet or application that they are currently working on.

It is similar to a "favourites list" for documents that will be re-used as an authorization or attachment for more than
one packet.

To add a document to "My OLS Docs”, simply upload the document in question to the current application or
packet and select the appropriate document by checking the "check box" and clicking "Add to My OLS Docs".

A confirmation message stating the following will ensure that vour document was successfully added to "My OLS
Does™

"Informational: The File "Insert Filename" has been added to vour My OLS Documents list successfully.”

Error Messages Help

The OLS tool provides the ability to validate information once it has
been entered into a transaction. When Validate is clicked, the
system goes through a series of checks. If errors or warnings are
encountered the system will provide a message that includes
information on how to resolve the error.

e-Learning Tutorials

The e-Learning tutorials consist of 13 web-based modules that
show you how to use the Online Submission (OLS) tool. When you
are signed into the ISC website, these tutorials are located under
the Training section of the Help tab. Click the Online Submission
link (it is the last link found under the Online Submission Help
heading. This site also provides you with a User’s Manual link that
houses step-by-step learning modules in PDF format that you may
view, print and save to your hard drive if you choose. You may
want to print this module to use as a resource while taking the e-
Learning tutorials.

OLS: Common Elements December 2012 17
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Note: The eLearning tutorials may also be accessed using the
following path: Forms > Training Registration > training
opportunities.

Transaction Tabs

The various transactions that the OLS Tool allows you to perform
are found under the Transaction Tabs. Refer to the corresponding
module for details on conducting these transactions.

[ 0OLS Home I Packet mMgmnt T Transfers I Interests T Transforms ]

. Transfers
o Title Transfer
o Transfer to Surviving Joint
Tenant
o Transmission
o Mineral Commodity Split
o Alternate Authority
° Interests
(0] Interest Registration
o Interest Discharge
o Interest Amendment
o Interest Assignment
o Judgement Registration
° Transforms
o Surface
o Mineral

Note: Condo Transforms cannot be handled in OLS at this time.

OLS: Common Elements December 2012 18
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Search Section

The Search section is accessible from the OLS Home page,
Transfers tab, Interests tab, and Transforms tab and allows you to
locate current title information.

Note: The Search criteria defaults to “Land Description,” however,
you may also search by “Owner Name,” “Parcel Number” or “Title
Number.”

Search by Land Description

The OLS tool provides the ability to search for titles by Land
Description for Typical Rural, Typical Urban, or Other which is any
combination of the fields.

Note: When searching by Land Description “Typical Rural” or
“Other,” you can retrieve all parcels related to the land
description, such as Legal Subdivisions and Blocks/Parcels on Plan,

by checking the “Return all titles” check box.

Typical Rural
Search sy Land Description ] Client Reference: [ | LAND Full Search
@ Typical Rural (i.e. Section, Township, Range) Quarter Legal Sub Division: [ | Legal Sub Division: [ ]
g;‘::i;jE”ﬂﬁfi:ﬂf;:::ﬂf‘”“- B Quarter Section: ] Section®: ]
Township®: | Range=: —
Meridian*: ] Extension: 1
* indicates a Required field
[JRreturn all titles
For more detailed information about this option, please click here.
Land Description Help @
1. Select Land Description from the Search By drop
down box.
2. Click the Typical Rural radio button.
3. Enter the relevant land description information

into the appropriate fields. The required fields
are indicated.

4, Click Search. The Search Results will be
displayed.
OLS: Common Elements December 2012 19
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Typical Urban

Search By Lang Description [ Client Reference: [ | LAND Full Search

O Typical Rural (i.e. Section, Township, Range) Lot: 77771 unitne: 1
@ Typical Urban (i.e. Lot, Block, Flan) Block: 1 (Condeminiums Only)
(O other (any combination)

Flan = L |

* indicates a Required field

Land Descripton Help @

1. Select Land Description from the “Search By”
drop down box.

2. Click the Typical Urban radio button.

3. Enter the relevant land description information
into the appropriate fields. The required fields
are indicated.

4, Click Search. The Search Results will be
displayed.

Other

Search By Land Description [ | Client Reference: | LAND Full Search

O Typical Rural (i.e. Section, Township, Range) Quarter Legal Sub Division: [ | Legal Sub Division: [ |

(O Typical Urban (i.e. Lot, Block, Plan) .
Quarter Section: L 1 Section™ L 1

(3) Other (any combination)
Tonnship*: L1 Range™ L1
Meridian™ L | Extension: L1
L feasalowence [ ]
Block: [ {Condominiums Only)

* indicates a Required field

[ return all titles
For more detailed information abaut this option, please click here.

Lord Deseription Help @)

1. Select Land Description from the “Search By”
drop down box.

2. Click the Other radio button.

3. Enter the relevant land description information
into the appropriate fields. The required fields
are indicated.

4, Click Search. The Search Results will be
displayed.

OLS: Common Elements December 2012 20
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Search by Owner Name

This search allows you to search for titles by the Owner Name. This
could be a family name or a corporation name. You may also
search for names that are similar in spelling. This search provides
an intermediate step. The first results list returned is a listing of
names that match the entered criteria. From this list you may
select the correct individual or corporation and view all titles for
that entity.

[T —
Search By OwnerName || Client Reference: || LAND Full Search
O company tamers ]

@ Famiy Name=: [ ] [include names that are similar in spelling

* indicates a Required field

Search Advanced Search

1. Select Owner Name from the “Search By” drop
down box.
2. Click the radio button for the type of name you

wish to search for.

3. Enter the name in the appropriate field. Select
the “Include names that are similar in spelling”
check box if applicable.

4, Click Search.

Search By OwnerName v Client Reference: [ | LAND Ful
O Company tamei ]
() Family Name*: [ Include names that are similar in spelling

R

= indicates a Required field

St

Owner Name Client Number |Client Type Mailing Address
O [ Tauxalot, Charolette 400032504 Other 827 Meandering Lane, Smallville, Saskatchewan, Canada
O [Tzuxzlot, Paul 400032452 Other 827 Meandering Lane, Smallville, Saskatchevwan, Canads
(@) [T=uxalot, Paul 400034333 Other 700 Storey Road. Huge City. Saskatchevan, Canads A
5. The name search results display. Use the scroll
bar to see all the results.
6. Click the radio button beside the appropriate
name.
7. Click View All Titles. The Search Results will be
displayed.
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NOTE: An advanced search option is also available when searching
by Owner Name. Click on the link and the system displays the
screen illustrated below. Entering information into the Advance
Search fields further limits the search results. Enter information
into any or all of the fields and click Search. You will need to make
sure that the information that you are entering in the Advanced
Search field is accurate; otherwise you may end up with no (or
incorrect) results.

| I5C Home | Authorizatione | Affidavits | Leaal | Help | Sign Cut

Information x S :
e SU LS BEUnline submission ool
o AW y il { "
[ Oustome | Packetmgmnt | Transfars | nterests | Teansforms |00 nL
OLS Home

Search By Qwner Name [ Client Reference: [ | LAND Full Search

o1 -
@ FamilyName=: [ | [Jinclude names that are similar in spelling

* indicates a Required field

Advanced Search

If you would like to further limit your search, please provide any of the following additional values:

Ares Code  Numbere.g 5551234
Mailing Address
P.O. Box / Street: [
City: ]
Province: »
Country: w
Deceased / Bankeupt: [ ]
Basic Search
OLS: Common Elements December 2012 22
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Search by Parcel Number

ian
Search By Parcel Numbsr |v Client Reference: [ | LAND Full Search

Parcel Number [ searsh |
1. Select Parcel Number from the “Search By” drop
down box.
2. Enter the Parcel Number.
3. Click Search. The Search Results will be
displayed.
Search by Title Number

Title Number | [ search |

1. Select Title Number from the “Search By” drop
down box.
2. Enter the Title Number.
3. Click Search. The Search Results will be
displayed.
OLS: Common Elements December 2012 23

Version 3.0



Information Services Corporation

Title Search Results
[ Scorch Resuts Tt normaton 2 Recordts) o (IFETEEeeY EECEIITY GEECEE G

Land

Owners

Title No.

Share|

Last Amendment Date

Parcel Parcel Type

400001388,

[J|sE2262303Ext 0 As
described on Certificate of Title

Tzusxalot, Paul

200029744

1/2

04-Dec-2001 16:02:38.850

100834808 |Surface
Regular

UHKNOWN

‘Tles

[Validated Ties |[Commadity / Unit

[Linked To unit

|u

Id Land Description

Title Lock Information

| Mot Applicable

||-1.';

Land

Owners

Title No.

Share|

Last Amendment Date

Parcel Parcel Type

400001388,

[J|#E2262 203 Ext 0 As
described on Cartificats of Title

Tzusxalot, Paul

200025788
@]

1/2

04-Dec-2001 16:03:05.503

100894618 |Surface
Regular

UNKNOW

[Ties

[Validated Ties |Commadity / Unit

[Linked To unit

[old Land Description

Title Lock Information

[ 1ot Applicasie

[nea

1. Click the check box next to the desired title.
2. Click one of the action buttons:
o The Use Selection in Transfer

button moves you to the
Transfers Transaction tab
and populates the Titles to
Transfer section with the
selected search results.

The Use Selection in Interest
button moves you to the
Interests Transaction tab and
populates the Attach Interest
to section of an interest
registration with the selected
search results.

The Print button prints a
copy of the search results on
your printer.

The Close button removes
the search results from the
screen.

Note: If the count shows “0 Record(s) Found,” it indicates that

there are no title results that match the entered search criteria.

Note: It is important to ensure your browser print setting is set to

“Print background colors and images.” If these settings are not

selected, portions of the screen will not print correctly. To locate

this setting in the Internet Explorer browser, select the Internet

Options item under the Tools menu. When the Internet Options

OLS: Common Elements
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screen appears, click the Advanced tab and scroll down to the
Printing item, click the “Print background colors and images” check
box, and then click OK. You will also need to ensure that your print
settings are set to “Landscape” mode or else the report will not
print properly.

The Title No. field includes two icons that are hyperlinks. Click the
document icon to view the title details. Standard fees apply to
access title details. Click the dollar icon to see the fees for viewing
title details.

Note: When conducting a title search on the OLS Home page or on
the Transfer, Interest, or Transform Tabs of the OLS Tool, you can
print the search results grid.
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Common Components

Templates

Templates are a convenient tool that assist in completing
applications that contain the same or similar information. When
you use a template you do not have to enter all of the information
in the application each time. A template can include information
from any or all the relevant fields. Once a template has been
applied to an application, any of the information in that application
(except Interest Type in an Interest Registration) may be changed
or updated. The updated information can be saved back to the
template by replacing the existing template or saving it as a new
template.

Templates can save time by allowing you to fill in the appropriate
fields and use the information in multiple setups. If you need to
setup the same or similar title setup information on multiple items
you may use a template. Templates may also be used in other
packets.

Note: Each template you create is unique to the client number that
you sign in with.

Note: The list of templates displayed is specific to the transaction
that you are currently performing.

The system provides the ability to build templates for the following

applications:
. Title Transfer setup details
. Interest Registration details
° Interest Assignment details
° Transform setup details

The specific fields that form a template differ between each
application type. Any or all of the fields can be included in the
template. A description of the fields for each application type is as
follows:

OLS: Common Elements December 2012 26
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° Title Transfer and Transform Setup

0}

0}
o
o

0}

Ownership Structure
Fractional Title Share

New Title Value

New Owner information (only
if an existing ISC client
number is used)

Conditions of Registration

° Interest Registration

0}
o

O O O 0O 0 O

Interest Type
Holder's Mortgage or Interest
Reference Number
Interest Value
Feature Number
Scheduled Expiry Date
Description of Interest
Conditions
Interest Holder Setup
information including:
o Number of
Shares
o Fractional Share
o Holder
information
(only if an
existing ISC
client number is
used)

. Interest Assignment

OLS: Common Elements
Version 3.0
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Interest Holder Setup
information including:

o Number of
Shares

o Fractional Share

o Holder
information
(only if an
existing ISC
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client number is
used)

The four functions that may be performed with templates are:

Create a New Template

Apply an Existing Template to an Application
Replace an Existing Template

Delete an Existing Template

OLS: Common Elements December 2012 28
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Create a New Template
This function allows you to save the application information
entered into the OLS tool as a template.

Transfer Template

=

Select Setup Source: | Surrendered item 1 - Parcel 100803407 | » [ Delete Setups for Selected SourceTitles ]
Source Title(s) for these setups:
[ftleno. Jowner(s)  [Parcelno. |
Apply Template/Copy From Previous Setup: v
Save Setup Data As Template: @
O Replace existing Template: v
O Save as new template:

1. Work through the setup and fill in the fields that

will make up the template.

2. Scroll back up to the Template section.

3. Click the “Save as new template” radio button.
4. Enter a unique template name.

5. Click Save Template.

Interest Registration Template

New Interest Setup

£pply Template: |
Save Interest Registration Data As Template @
O Replace Existing Template: v]
O save as new template: [ |
1. Work through the setup and fill in the fields that

will make up the template.

2. Scroll back up to the Template section.
3. Click the “Save as new template” radio button.
4, Enter a unique template name.
5. Click Save Template.
OLS: Common Elements December 2012 29
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Interest Assignment Template

nterest Number  [Attached To [Share | Fractionally,io oot share Holders
Number |Shares
[Title: 4 i N \ <
200028934 oonnazss: |P00030184 Jia |[EveSpy Developments
200028345 ;‘;';0‘436_2 200030195 [1/1 |EveSpy Developments
Interests for this setup: : Z
- [Title: 1y i, . -
200028356 obonszsgs  [200030207 [i758 |Evespy Develepments
_ fritie: , sy P .
200028367 oopassss |200030218 Jia |[EveSpy Developments
_ fritie: / e B <
200028578 200043708 [200030229 hsa |[Evespy Developments
Apply Template: v Apply
Save Assignment Data Az Template @
O Replace Existing Template: % Delete Template

© Seve a8 new template: |

1. Work through the setup and fill in the fields that
will make up the template.

2. Scroll back up to the Template section.

3. Click the “Save as new template” radio button.
4. Enter a unique template name.

5. Click Save Template.

Transform Template

Select Mew Parcel: | 100300268 Lot 15-5kPar 21-Plan 200000058 Ext 0 Parcel (Generic) | v [ Delste Setups for Selected Parcel ]

Source Title(s) for this setup:

Parcel: mnaunuqlﬁtle No. ‘Dwner[s) ‘Par(el Class CDdElREfEren(e Land Description

|200048251 [Blanket, Hank|parcel ric) Lot 15-Blk/Par 31- 0000047 Ext 0

Parcel: 100900157|11tle No. ‘D‘wner[s) ‘Parcel Class Codelkeference Land Description
|200048294‘Elanket, Hank‘Rcad Allovance |OR; 124-17 19 2 Ext 0 DESCRIPTION 5

Apply Template/Copy From Previcus Setup: v Apply

Save Setup Data As Template: @
O Replace existing Template: v

O 5ave as new template:

1. Work through the setup and fill in the fields that
will make up the template.

2. Scroll back up to the Template section.
3. Click the “Save as new template” radio button.
4. Enter a unique template name.

5. Click Save Template.
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Apply an Existing Template to an Application

This function allows you to use a previously saved template to
populate the application setup fields. Once the template has been
applied, any information in any application field (except interest
type) can be changed or updated.

Transfer Template

Select Setup Source: | Surrendersd tem 1 - Parcel 100302407 v [_Delets Setups for Selected SourceTiies |

Source Title(s) for these setups:

[7tleno. [owner(s)  [Parcelno. |

200040578 Tauxalot, Paul|100303407

Apply Template/Copy From Previous Setup: v
Save Setup Data As Template: @
O Replace existing Template: v
O Save as new template:
1. Select the template name from the “Apply

Template” drop down box
2. Click Apply.

3. Update or modify any of the information
populated from the template and enter any
missing information.

Interest Registration Template

New Interest Setup
Apply Template: v

Interest Registration Data As Template @

O replace Existing Template: ~

O save as new template: [ ]

1. Select the template name from the “Apply
Template” drop down box

2. Click Apply.

3. Update or modify any of the information
populated from the template and enter any
missing information.
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Interest Assignment Template

nterest Number  [Attached To [Share | Fractionally,io oot share Holders
Number |Shares
[Title: 4 i N \ <
200028934 oonnazss: |P00030184 Jia |[EveSpy Developments
200028345 ;‘;';0‘436_2 200030195 [1/1 |EveSpy Developments
Interests for this setup: : Z
- [Title: 1y i, . -
200028356 obonszsgs  [200030207 [i758 |Evespy Develepments
_ fritie: , sy P .
200028367 oopassss |200030218 Jia |[EveSpy Developments
_ fritie: / e B <
200028578 200043708 [200030229 hsa |[Evespy Developments
Apply Template: v Apply
Save Assignment Data Az Template @
O Replace Existing Template: % Delete Template

© Seve a8 new template: |

1. Select the template name from the “Apply
Template” drop down box

2. Click Apply.

3. Update or modify any of the information
populated from the template and enter any
missing information.

Transform Template

Select New Parcel: | 100800268 Lot 15-Bk/Par 21-Plan 300000058 Ext 0 Parcel (Generic) | v [ Delete Setups for Selected Parcel ]

Source Title(s) for this setup:

Parcel: 100900224[Title No. _|Owner(s) | Parcel Class Code|Reference Land Description
|2DUU“EZ§L‘E|BHkEE, Hank‘Par:el (Generic) |Lct 15-BElk/Par 31-Plan 300000047 Ext O

Parcel: 1[)I)§IDI)257|TltIE No. ‘Dwner[s) ‘Par(el Class CDdElREfEren(e Land Description

|2DDD4EZEI4‘E|ankEt, Hank‘Rcad Allovance |CR; 124-17 19 2 Ext 0 DESCRIPTION 5

Apply Template/Copy From Previcus Setup: v Apply

Save Setup Dats A Template: (D

O replace existing Template: v Delete Template
P—

O zave as new template:

1. Select the template name from the “Apply
Template” drop down box

2. Click Apply.

3. Update or modify any of the information
populated from the template and enter any
missing information.
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Replace an Existing Template
This function allows you to replace information previously saved in
a template with updated information.

Transfer Template

=
Select Setup Source: | Surrendered frem 1 - Parcel 100903407 [w] [_Delete Setups for Selected SourceTitles |
Source Title(s) for these setups:
[ftleNo. Jowner(s)  [Parcelho. |
200040578|Tauxalot, Paul|100503407
Apply Template/Copy From Previous Setup: >

Save Setup Dats A Template: (2

O Replace existing Template:

OSave s new tempiate:
1. Edit any details that you want changed.
2. Scroll back up to the Template section.
3. Click the “Replace Existing Template” radio
button.
4. Select the template you wish to replace from

the drop down box.
5. Click Save Template.

Interest Registration Template

New Interest Setup

Apply Template: v

Interest Registration Data As Template )

O replace Existing Template:

1. Edit any details that you want changed.

2. Scroll back up to the Template section.

3. Click the “Replace Existing Template” radio
button.

4, Select the template you wish to replace from

the drop down box.

5. Click Save Template.
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Interest Assignment Template

nterest Number  [Attached To [Share | Fractionally,io oot share Holders
Number |Shares
[Title: 4 i N \ <
200028934 oonnazss: |P00030184 Jia |[EveSpy Developments
200028345 ;‘;';0‘436_2 200030195 [1/1 |EveSpy Developments
Interests for this setup: : Z
- [Title: 1y i, . -
200028356 obonszsgs  [200030207 [i758 |Evespy Develepments
_ fritie: , sy P .
200028367 oopassss |200030218 Jia |[EveSpy Developments
_ fritie: / e B <
200028578 200043708 [200030229 hsa |[Evespy Developments
Apply Template: v Apply
Save Assignment Data Az Template @
O Replace Existing Template: % Delete Template

© Seve a8 new template: |

1. Edit any details that you want changed.
2. Scroll back up to the Template section.

3. Click the “Replace Existing Template” radio
button.

4, Select the template you wish to replace from
the drop down box.

5. Click Save Template.

Transform Template

Select Mew Parcel: | 100300268 Lot 15-BkPar 21-Plan 200000058 Ext 0 Parcel (Generic) |+ [ Delete Setups for Selected Parcel ]

Source Title(s) for this setup:

Parcel: 1“09“0224|Tlt|2 No. ‘D’wnEr(s) ‘Par(el Class CDdElREfErEn(E Land Description
|200048251 [Blanket, Hank|parcel (Generic) [Lot 15-Blk/Par 21-Plan 300000047 Ext O

Parcel: 100900157'1’!“& No. ‘D‘wner[s) ‘Parcel Class CDdElRefErence Land Description
|200048294‘Elanket, Har\k‘RcEd Allovance |CR£ 124-17 19 2 Ext 0 DESCRIPTION 5

Apply Template/Copy From Previcus Setup: v Apply

Save Setup Data As Template: @
O Replace existing Template:

O 5ave as new template:

1. Edit any details that you want changed.
2. Scroll back up to the Template section.

3. Click the “Replace Existing Template” radio
button.

4, Select the template you wish to replace from
the drop down box.

5. Click Save Template.
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Delete an Existing Template

This function allows you to remove a template from the system.

Transfer Template

Select Setup Source: | Surrendered tem 1 - Parcel 100803407 [ [ Delete Setups for Selected SourceTitles ]

Source Title(s) for these setups:

[mitie No.  Jowner(s) [Parcel No. |

|2nnn4557a|Tauxa\ut, paul| 100503407 |

apply Template/Copy From Previous Setup: w
Save Setup Data As Template: (D
O Replace existing Template: v
O save as new template:
1. Click the “Replace Existing Template” radio
button.
2. Select the template name from the “Replace

Existing Template” drop down box.

3. Click Delete Template. The system displays a
pop-up window to confirm your deletion.

Interest Registration Template

New Interest Setup

Apply Template: ~|

Interest Registration Data As Template &)

O replace Existing Template: >/
O save as new template: [
1. Click the “Replace Existing Template” radio
button.
2. Select the template name from the “Replace

Existing Template” drop down box.

3. Click Delete Template. The system displays a
pop-up window to confirm your deletion.
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Interest Assignment Template

nterest Number  [Attached To [Share | Fractionally,io oot share Holders
Number |Shares
[Title: 4 i N \ <
200028934 oonnazss: |P00030184 Jia |[EveSpy Developments
200028345 ;‘;';0‘436_2 200030195 [1/1 |EveSpy Developments
Interests for this setup: : Z
- [Title: 1y i, . -
200028356 obonszsgs  [200030207 [i758 |Evespy Develepments
_ fritie: , sy P .
200028367 oopassss |200030218 Jia |[EveSpy Developments
_ fritie: / e B <
200028578 200043708 [200030229 hsa |[Evespy Developments
Apply Template: v Apply
Save Assignment Data Az Template @
O Replace Existing Template: % Delete Template

© Seve a8 new template: |

1. Click the “Replace Existing Template” radio
button.

2. Select the template name from the “Replace
Existing Template” drop down box.

3. Click Delete Template. The system displays a
pop-up window to confirm your deletion.

Transform Template

Select New Parcel: | 100800268 Lot 15-Bk/Par 21-Plan 300000058 Ext 0 Parcel (Generic) | v [ Delete Setups for Selected Parcel ]

Source Title(s) for this setup:

Parcel: 100900224[Title No. _|Owner(s) | Parcel Class Code|Reference Land Description

|2Duun&251‘elankat, Hank‘Par:el (Genaric) |Lct 15-Blk/Par 31-Plan 300000047 Ext 0

Parcel: 1[)I)§IDI)257|TltIE No. ‘Dwner[s) ‘Par(el Class CDdElREfEren(e Land Description

|2DDD4EZEI4‘E|ankEt, Hank‘Rcad Allovance |CR; 124-17 19 2 Ext 0 DESCRIPTION 5

Apply Template/Copy From Previcus Setup: v Apply

Save Setup Dats A Template: (D
O replace existing Template:

~ Delete Template
P—

O zave as new template:

1. Click the “Replace Existing Template” radio
button.

2. Select the template name from the “Replace
Existing Template” drop down box.

3. Click Delete Template. The system displays a
pop-up window to confirm your deletion.
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Client Entities

Throughout the OLS tool you will need to specify new title owners,
interest holders, or title print recipients. These are known as client
entities in ISC’s systems.

The OLS tool provides a number of options to specify these
entities:

. Submitting Party is the client number used when
you logged in to the system or entered as the
submitting party when you created the packet.
In most cases, this selection is only used for Title
Print Requests.

° Create New Client Entity allows you to create a
new Client Entity in the LAND System. For Title
Transfers and Transforms, the entity MUST be a
person rather than a corporation. For Interest
Registrations or Title Print Requests, the entity
can be either.

° Select from Packet allows you to select Clients
previously used in this packet.

° Search for Client allows you to search for a
corporation with a COBRA-related client number
by either the Corporation Name or the
Corporation Number.

Note: You may also search for individual entities.

° Quick Add allows you to enter the client number
of an existing client entity.

Note: Not all options are available for all transactions types. For
example, you cannot create a new corporate entity as the owner
of a title. The corporation must already exist and have an active
Corporations Branch (COBRA) number and an ISC COBRA-related
client number.
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Submitting Party

Request Title Prints

Select application for Title Print Request: | Application #2 - Transfer Titls Setup ]

Recipient(s):

Send copy(ies) of the Title Print to:

Client : 400031930 Selection Change Options

[Trainso Submitting Party

egina, Saskatchewan

Canada Select from Packet
Search for Client

[CRCNCNS]

Quick Selection by Client Number
Client Number:

Quick Add

Delivery Method(s): Select All Preferred
[ [Delivery Method [Details [Grouping |
| ¥ Email train.train@isc.ca Preferred |

1. Click Submitting Party. The system populates
the Recipient(s) field with the necessary
information.

NOTE: The Submitting Party button only appears when you are
requesting title prints. See the Title Prints section of this module
for details on completing this step.
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Create New Client Entity
election Change Options

Create New ] @

5
[
[ Select from Packst ] @
[

Search for Client ] @

Quick Selection by Client Number

Client Mumber: I:l
Quick Add

1. Click Create New. The system displays the

Create Client entry screen.

Create Client
Client Type
©person @
Last Name™: l:l
First Mame™: l:l Secoend Name: Third Name:

Generation: e

) Non-Person @

* indicates a Required field

Mailing Address

Attention: |

Address 1% | |
Address 2: | |
City™: l:l Province/State: | 3K v

Postal Code: l:l

Zip Code / Other: l:l e Mew Subdivision
Country: Canada v

* indicates a Required field

Other Contact Information

Email Address: ‘

recmmber () [ ]
Preferred Method of Delivery @
email [Jrax [ mailcpapery [ wmail (co-rowm;

2. Select the Client Type by clicking the “Person” or
“Non-Person” radio button.

0] If Person is selected, enter
the Last Name and Given
Name. You may also enter
the Second Name, Third
Name, and Generation,
although these fields are not
required.
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o If “Non-Person” is selected,
enter the Corporation Name.

3. Enter the Mailing Address information. The
system indicates the required fields.

4. Optionally enter the Other Contact Information.
Certain fields are required based on your
selection of Preferred Delivery Method.

5. Select the Preferred Method of Delivery for
notifications.

6. Click Save. The system returns to the
Recipient(s) section which is now populated
with the necessary information.

Select From Packet
Selection Change Options

Create New ] )

[
[ Select from Packst ] )
[

Search for Client ] )

Quick Selection by Client Number

Client Mumber: I:I
Quick Add

1. Click Select from Packet. The system displays
the Select from Packet entry screen.

Search Results 1 Record(s) Found
[client Number [Name [Address, |
@ |4DDDB[EED |Tra|rv5£l |lD Research Dr, egina, Saskatchewan, Canada |
2. Click the radio button beside the Client you wish
to select.
3. Click OK. The system returns to the Recipient(s)

section which is now populated with the
necessary information.
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Search for Client

election Change Optionz

Create New ] @

S
[
[ Select from Packst ] @
[

Search for Client ] @

Quick Selection by Client Number

Client Number; I:l
Quick Add

1. Click Search for Client. The system displays the

Search for Client entry screen.

Search for Client

Search By: | Corporation Name V.

Corporation Name: l:l D Include names that are similar in speling

[ oK ] [ Cancel ]
2. Select an option from the “Search By:” drop
down box.
3. Enter the name or number. If you select name

you may also click the check box to “Include
names that are similar in spelling.”

4. Click Find. The system returns a list of entities
that match the search criteria.

5. Click the radio button beside the correct entity.

6. Click OK. The system returns to the Recipient(s)
section which is now populated with the
necessary information.
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Existing Client

election Change Optionz

Creats New ] @

E
[ Select from Packst ] @
[

Search for Client ] @

Quick Selection by Client Number

Client Mumber: I:I
Quick Add

1. Enter the Client Number and click Quick Add.
The system returns to the Recipient(s) section
which is now populated with the necessary

information.
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Entering Packets Into the System

In order for ISC to process your work in OLS, you must enter a
packet into the system. You have two options to do this:

° Create a new packet.
° Select an existing packet.
Create A New Packet

To create a new packet in the OLS system:

Select or Create Packet

() Create in a New Packet

() Add to Existing Packet

1. To create a new packet, select the "Create in a
New Packet" radio button. The system will open
the Select or Create Packet screen.

Select or Create Packet

@ Create in a New Packet

Packet Header Info

Packet Information Account Information

Submitting Party: Trainso 10 Research Dr, egina, Saskatchewan, Account Number: [200001082

Canada

Client No: [200031320 Find Packet Type: esiitaotntpas Mok

Packet Description:

() Add to Existing Packet

2. If the packet is to be submitted under a different
client number, enter the new Client No: and
click the Find link. The system will display the
name and address of the new submitting party.

3. The account information can be changed if this
packet is to be charged to a different account.
Enter the Account Number and Account
Password for that account.

4. Enter an optional Packet Description to help
you identify the packet in the Packets List.
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5. Click Save or Continue. The system will generate
a packet number and refresh the screen
allowing you to carry on with the transaction.

NOTE: If you entered a Client Reference during login, it is carried
forward to this field. You can change or remove it if required. This
number is for your information and is another way to distinguish
this packet from others. The Client Ref. No. will appear on your ISC
invoice for this packet.

Select an Existing Packet

To add to a packet that you have already entered into the OLS
system:

Select or Create Packet

O Create in a New Packet

(O Add to Existing Packet

1. Click the “Add to Existing Packet” radio button.
The screen expands.

Select or Create Packet

() Create in a New Packet

(3 Add to Existing Packet

Select Existing Packet: Packet No: _ ‘
— Select

Description: v

Search for Packets by: FacketNo | | ClientReflo. [ | Advanced Search | ‘

There are several options to retrieve an existing packet in order to
add additional applications.

Select Existing Packet

Select or Create Packet

() Create in a New Packet

(3 Add to Existing Packet

Select Existing Packet: :;t;tp:zn . ‘
Search for Packets by: Packet No [ | ClientRefno. [ | Advanced Search | ‘
1. Enter the Packet Number or select a Packet

Description from the drop down.

2. Click Select. The system will open the packet
and allow you to add additional applications.
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Search for Packet

Select or Create Packet

(O Create in a New Packet

(3 Add to Existing Packet

Select Existing Packet: Packst No:

Descripticn: [v]
Search for Packets by: Packst s | | Clientrefine [ | Advanced Search

1. Enter the Packet Number or Client Ref. No. into
the corresponding field.

2. Click Search. The system will display a list of
packets that match the search criteria.

Select or Create Packet

() Create in a New Packet

(@ Add to Existing Packet

Select Existing Packet: Packet No: e
Select
Description: [v]

Search for Packets by: Packet No [2000805¢8 | Client Ref. Ne. |

Search Results 1 Packet(s) Found

Packst No. Refarance no. | Description [

[z00080543 ‘

3. Select the check box for the appropriate Packet.
4, Click Select. The system will open the packet
and allow you to add additional applications.
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Advanced Search for Packet

Select or Create Packet

() Create in a New Packet

(%) Add to Existing Packet

Select Existing Packet: I:E:Stjtp:zn . ‘
search for Packets by: Fackst i || Cliencrefno. [ | Advanced Search | ‘
1. Click the Advanced Search link. This will then

give you the ability to search for an existing
packet by packet description and/or the date
range the packet was created or last modified.

Select or Create Packet

(© Create in a New Packet

(3) Add to Existing Packet

Select Existing Packet: Packet No:

EE—

Description: -

Search for Packets by: Packet No | | client Ref. No. [ Sasic Search
Description
Date Rangs Packet Create Date | ¥ FromDate [ ] T Topae [ ] i

i (DD-MMM-YYYY) (DD-MMM-YY¥¥)

_——
2. Enter any or all of the Packet Description and/or

select the date range criteria from the drop
down and enter or select the From Date and To
Date.

3. Click Search. The system will open the packet
and allow you to add additional applications.
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Request Title Print
Note: Requesting a title print is optional.
The title print request list is displayed by clicking the Twisty or the

Show this section link. Title print requests must be added to the
list before they will appear in the list.

Request Title Prints

Select application for Title Print Request: | Application #2 - Transfer Tile Setup [w

Summary of Title Requests @ ( dd ) £, | [[_Remo |
Cpe s — £ Jeman = |m . T ‘
1. Click Add. The Request Title Prints section

opens with the submitting party receiving one
copy by default.

Request Title Prints

Select application for Title Print Request: | Application %2 - Transfer Title Setup v

Recipient(s):
Send copy(ies) of the Title Print to:
[Client =: 400031930 Selection Changs Options
N @
o
2

Quick Selection by Client Number

Cliont umber: [ |
Quick Add

Select All Preferred

Delivery Method(s):

[ [Delivery Method [Details [Grouping |
| [F ‘Emal\ ‘tralmtram@l;:.:a ‘DrEFErrEd ‘
2. If more than 1 copy is required, enter the
number of copies in the Send field.
3. You may change the Title Print recipient in the

Selection Change Options area on the right hand
side. The options are:

o] Submitting Party — The Client
Number used to sign in to the
OLS application or entered as
the submitting party in the
Packet Header.
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o] Create New — Allows you to
create a new Client entity in
the Land System.

o] Select from Packet — Allows
you to select a Client
referenced in this packet.

o] Search for Client — Allows
you to search for a corporate
client number (Cobra related
client number) or an
individual client number.

o] Quick Add with Client
Number — Allows you to
enter an existing Client

number.
4, Select the preferred delivery method(s) for the
displayed client.
5. Click End Edit to save your selection. The system

displays an updated list of the requested title
prints that includes:

o The application to which the
title print request applies.

o The name of the recipient
with delivery information.

o The number of copies.

o The method of delivery.

NOTE: To request additional title prints, click Add and repeat the
above steps.

Request Title Prints

Select application for Title Print Request: | Application #2 - Transfer Ttie Setup [

Summary of Title Requests @ (

Application for Title - #of — - Dalivery
Requested Copies| Method

[] |Transfer Title Setup Trains0 1 |train.train@isc.cs
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To edit or remove a title print request, click the
check box in front of the request and click Edit
or Remove.

If the list of title print request(s) is correct, click
Save at the bottom of the screen.
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Managing Authorizations and Attachments

Authorizations and attachments are documents that form part of
the packet and are added to the packet prior to submission. The
OLS Tool has the ability to upload documents as well as store and
retrieve documents for future use.

Many applications require authorization and/or attachment
documents to confirm the signatory has authority to approve the
transaction or to provide additional information about the
transaction. These documents are kept on file at ISC. The same
business rules and requirements for authorization and
attachments continue to apply as in the past.

Authorizations vs. Attachments

Authorization(s) must accompany every application except an
interest registration. Authorizations allow ISC examiners to confirm
the signatory has the authority to approve the transaction. The
Land Titles Act, 2000 prescribes the proper execution of certain
Authorizations. Also, various other Acts have specific prescribed
forms of Authorization or additional requirements that relate to
the particular Act. In these cases, the specific Act should be
consulted.

Attachments are documents that provide additional disclosure to
the application. ISC does not examine attachments for validity. In
the context of an interest registration, an attachment constitutes
notice to third parties. Customers should be aware that they are
only protected against third parties for what they disclose.

Within the Online Submission tool, documents must be in
electronic format. The OLS system provides the ability to fax and
mail paper based documents to ISC for users without a scanner to
create an electronic copy of the file for use.

Once the document is in the OLS system, its use must be indicated
as either an authorization or attachment for the relevant
application.

A number of functions are available to manage documents. These
include the ability to upload, rename, view, or remove documents.
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Copies of documents can also be stored in the My OLS Documents
area where they are accessible for use in other packets.
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Managing Authorizations and Attachments - The
Basics

To manage authorizations and attachments:

1. Add Authorizations or Attachments to
Applications in the Packet

o Upload, fax, or mail
documents, or move
documents from the My OLS
Documents storage area to
the packet within the OLS
system.

o Use DSL.

2. Identify Documents as Authorizations or
Attachments

o Add the document(s) to the
appropriate transaction(s)
within the packet and identify
as an Authorization or
Attachment.
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Step-By-Step Reference

The following provides detailed instructions that will guide you
through successfully managing your authorizations and
attachments.

Step 1: Add Authorizations or Attachments to
Applications in the Packet

These steps may be performed from within a transaction or from
the Packet Content List screen. The Manage Authorizations &
Attachments screen in the Packet Content List is similar to the
screen in the transaction tabs except it also includes a drop down
box to indicate the appropriate application in the packet. Locate
the Manage Authorizations & Attachments header on the Packet
Content List screen and expand the section by clicking the Twisty
or Show this section link. The header is found near the bottom of
the screen. You may need to scroll down to find it.

Upload Documents to Packet

Manage Authorizations & Attachments

Packet List (Uploaded documents associated with thie packet)
) Show Packet Docs () Show Application Docs @
Uploaded Document DSL Number /Attached to Application As WVirus Detected? File Type  File Size
[ New Upload ] [ Add From OLS Docs ]
Add DSL Item To Packet
e [ agoTopacket | |[ searcnbsL |
Download Cover Page
Submission Method (® Fax (Fax-In Cover Page)
O Mail (Mail-In Cover Fage) @)
1. Click New Upload. The upload screen will
appear.
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Select Files to Upload

Browse... Upload
[ Juploaded Document List |
Upload Progress:
0.00%

[ Done

] [ Cancel ]

* Any documents uploaded and listed above will not be

attached to your packet if you

click Cancel.

Click Browse to display the Choose File screen
to access files saved on your PC or network.

Choose File to Upload

e

My Recent
Documents

Look in: I E‘l My Documents

Ji [ s

=:-,

My Music
2} My Pictures

I3 Snaglt Catalog

LMy Adobe Captivate Projects
EM}' Captivate Projects
My Data Sources

IC3My Received Files

@ [(_l I | [l]
Mypll‘ietwork File name: I j COpen
aces
Files of type: | &l Files ) - Cancel |
24
3. Browse to locate the file. Double click on the file

name or Single click on the file name and click
Open. The system places the location and name
of the file in the “Select Files to Upload” field.

OLS: Common Elements

Version 3.0
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Select Files to Upload
\tfsprd02\CGhekorb$\Authorization.doc

Select Al

(Browse... ]

[ [uploaded Document List

Upload Progress:
Epproximate time remaining 11 =secondis)

25.90%

[ Done ][ Cancel ]

* Any documents uploaded and listed abo

we will not be

attached to your packet if you click Cancel.

4, Click Upload. The system displays a progress
metre with the estimated time remaining and
uploads the file. Once the file has finished
uploading it will appear in the list of uploaded
documents. Continue to browse and upload files
until all documents are uploaded.

Select Files to Upload

Select All

Browse.. Upload

Uploaded Document List

[ |Authorization.doc

Upload Progress:

OLS: Common Elements
Version 3.0

0.00%

[ Done ] [ Cancel

)

* Any documents uploaded and listed above will not be

attached to your packet if yvou click Cancel.
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5. When all documents have been uploaded, click
Done. The system returns to the Manage
Authorization and Attachment screen.

Manage Authorizations & Attachments

Hide this section &
Select application to view uploaded documents: | Application #1 - Title Surrender | @

Packet List (Uploaded documents associated with this packet)
Select Al @) Show Facket Docs () Show Application Docs [ View Doc ] [ Rename ] [ Remove ] [ Addto My OLS Docs (2
Upleaded Document DSL Number  Attached to Application As Virus Detected? File Type [File Size
[] [interest Autherization.pdf n/a [¥] Autherization CAttachment  |No POF 70000 Bytes
[ New Upload ] [ Add From OLS Docs ]
Add DSL Item To Packet
DSL# [_adoTopacket | |[ searchost |
Download Cover Page
Submission Method (%) Fax (Fax-In Cover Page)
O mail (Mail-In Cover Page) @

Save

6. The uploaded documents will appear in the list.

Fax or Mail Documents to Packet

If you do not have electronic copies of your documents or you
prefer to submit paper copies, you will need to print a cover page
for each set of documents. Do NOT photocopy the cover page
since the bar codes may not be readable.

Manage Authorizations & Attachments

Packet List (Uploaded documents associated with this packet)
® Show Packet Docs O Show Application Docs | Ji I [ @
Uploaded Document DSL Number  Attached to Application As Virus Detected? File Type  File Size
[ New Upload ] [ Add From OLS Docs ]
Add DSL Ttem To Packet
Eoe [ agoTopacket | |[ searcnbsL |
Download Cover Page
Submission Methad @) Fax (Fax-In Cover Page)
O Mail (Mail-In Cover Fage) @
Save
1. Click the radio button for Fax or Mail cover

page.

2. Click Download Cover.
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~

-
File Download
Do you want to open or save this file?
q- Mame: MEMORY,pdf200028056 1.pdf
| Type: Adobe Acrobat Docurnent

From: training.isc.ca

Open ][ Save ]| Cancel |

|--' e, While files from the Intemet can be useful, some files can potentially
0 harm your computer. f vou do not trust the source, do not open ar
= save this file. What's the rsk?

3. AFile Download dialog box opens and provides
options to Open or Save the file.

NOTE: If you select Open, the cover page opens in a new window.
If you select Save, the file can be saved on your PC and opened
later. Click Open unless you want to save a copy to your PC.
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AR A P

OLS-ATTCH Services

Corporation

OF SASEATCHEWAN

Online
Submission
Authorization &

Attachment
Fax Cover Page

200080561

Fax vour package to:
306-798-1525

1) If submitiing multiple applications in one
Facket and you want the authorizations
andior attachments separated by
applications, print a copy of the fax cover
page (FCP) o place before each application

2} If you want all docurnentation in an
applicaton attached as a single upload and
linked to the same applicaton, place one
FCP before all of the documentation.

i If you want all sutherizations andior
attachments in an application to remain as
separate attachments, print 3 copy of the
FCP to place between 2ach authorization
andior attachment.

This fax cover page can only be used for this
packet.
Please print copies as needed.

Additional questions? Call us at
1-808-275-4721 or e-mail aski@isc.ca

4, The Fax Cover Page you download will look as
illustrated above. Print a copy of the cover page
for each document to be submitted. Do not
photocopy the cover page as the bar code may
not be readable. It is also important to set the
“Printer Properties” on your PC to “Best Quality”
or “High Quality.” This will help to ensure that
the bar codes are readable.

o The first bar code identifies
this as a document that will
be attached to an OLS packet.
The second bar code is the
unique packet number.
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Note: You may receive two dialog boxes when you click Download
Cover. If you receive the second dialog box, it is caused by a
security setting in your browser and is normal.

5. Assemble the documents with a cover page in
front of each set of documents.

o If you are submitting by fax,
the entire package of
documents is faxed together.
Fax the package to 306-798-
1525. Do NOT fax this
package to any other ISC fax
number. It is very important
your fax is set to the highest
resolution available. The
setting may be “Very Fine” or
“Extra Fine.” If you do not use
this setting, the bar codes
may not be readable.

Note: If the documents are submitted by fax, they should be ready
for use in 10 to 15 minutes. This time frame may be longer if there
is a backlog on the fax server. If the documents are submitted by
mail, it could take a couple of days before they are ready for use.

Note: If the bar codes on the cover page are not readable, the
documents will not be added for use in the packet. If this happens,
you will receive a notification letter by fax indicating that the bar
codes were unreadable. The letter will also provide details on the
steps you should take to help ensure that the bar codes are
readable. You will need to re-fax the documents.

o If you are submitting by mail,
only send copies of your
original documents with each
mail cover page, as ISC does
not return these documents.
Send the entire package to:
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Information Services
Corporation

1301 - 1st Avenue
Regina, Saskatchewan
S4P 3V7

Manage Authorizations & Attachments

Select application to view uploaded documents: | Application #1 - Title Surrender | |

Packet List (Uploaded documents asseciated with this packet)
Select Al ® Show Packet Docs O Show Application Docs [ View Doc ] [ Rename ] [ Remove ] [ Addto My OLSDocs (D)

Uploaded Document DSL Number  |Attached to Application As Virus Detected?
[ Interest Authorization.pdf n/a Authorization

File Type _[File Size
[ sttachment Ne PDF 70000 Bytes

[ New Upload ] [ Add From OLS Docs ]

\Add DSL Item To Packet

DsL# [_agoTopacket | |[ searchost |
Download Cover Page
Submission Method (® Fax (Fax-In Cover Page)
O Mail (Mail-In Cover Fage) @)
6. When the document is ready for use, it will

appear in the list of uploaded documents for the
packet and you will receive a notification for
each document on the OLS Home page in the
OLS Notification area.

NOTE: It is recommended that you view each document submitted
by fax or mail to ensure that it is complete and that all pages
included are submitted. To view the notification details, click the
check box in the left column and then click Details. The notification
details appear in a pop up window.

Note: The system generates a unique name for each document
submitted by fax or mail. You may want to rename each document
to something that is easy to identify.
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Add Documents to Packet from My OLS Documents

The My OLS Documents storage area is used to store documents
that can be accessed from any of your packets. Documents can be
uploaded to this area, added from this area to a packet, and added
from a packet to this area.

Manage Authorizations & Attachments Hide this section

Packet List (Uploaded documents acsociated with this packet)
® Show Facket Docs O Show Application Docs | Ji I I @

Uploaded Document DSL Number /Attached to Application As Virus Detected? File Type  [File Size

[ New Upload ] [ Add From OLS Docs ]

\Add DSL Item To Packet

DSL# [_agoTopacket | |[ searcnbsL |

Download Cover Page

Submissien Method (51 Fax (Fax-In Cover Page)
O mail (Mail-1n Cover Page) @
1. From the Manage Authorizations and

Attachments screen, click Add From OLS Docs.
The system opens the My OLS Documents

screen.
My OLS Documents
[ New Upload ] [ View Doc ] [ Renams ] [ Remove ] [ Add to Packet List ]
Uploaded Document List File Type File Size
O Interest Authorization.pdf EDF 70000 Bytes
2. Click the check box to the left of the

document(s) you want to move.

Note: More than one document may be selected at once.

3. Click Add to Packet List.
4, Click Done.
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Manage Authorizations & Attachments

Select application to view uploaded documents: | “pplication #1 -

Packet List (Uploaded documents associated with this packet)

Select All

@ Show Fackst Docs O Show Application Docs |
Uploaded Document

ViewDos | [ Renams | [

Remove | [ AddtoMyOLSDocs (D
DSL Number  Attached to Application As Virus Detected? File Type [File Size
[ [interest Autharization.pdf n/a [¥] Authorization [ Attachment Mo PoF 70000 Bytes
[ New Upload ] [ Add From OLS Docs ]
Add DSL Item To Packet

DSL#

[ AgoTopacket | |[ searchDsL |

Download Cover Page

Submission Method (3 Fax (Fax-In Cover Page)

(I Mail (Mail-In Cover Page)

Download Cover | ()

The system closes the My OLS Documents

screen and the document(s) is added to the
uploaded document list.
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Add Standard Mortgage Documents from Document
Submission Library

Manage Authorizations & Attachments

Packet List (Uploaded documents associated with this packet)
(31 Show Packet Decs () Shew Applicatien Docs @
Uploaded Document DSL Number  Attached to Application As Virus Detected? File Type  File Size
[ New Upload ] [ Add From OLS Docs ]
Add DSL Item To Packet
DS |_AgaTopacket | || searcnpsL |
Download Cover Page
Submissien Method (51 Fax (Fax-In Cover Page)
O mail (Mail-1n Cover Page) @
1. If you know the DSL#, you may enter it. If you do

not know the DSL#, you may search for it by
clicking Search DSL. This will launch the DSL
application and allow you to identify the
number.

2. Click Add to Packet. The standard document will
be added.

Step 2: Identify Documents as Authorizations or
Attachments

Once documents have been uploaded to the OLS system, they
must be identified as an Authorization or Attachment for the
respective transaction. This step can be accomplished in the
Manage Authorizations & Attachments screen in either the
transaction tab or the Packet Content List.

Note: There are also radio buttons to indicate if you want to view
all documents in the packet or only those associated with the
selected transaction. Click on the “Show Packet Docs” radio button
to see a list of documents uploaded to the packet. Click on the
“Show Application Docs” radio button to see documents that are
only associated with the current application.

OLS: Common Elements December 2012 63
Version 3.0



Information Services Corporation

Manage Authorizations & Attachments

Select application to view uploaded documents: | Application #1 - Title Surrender | @

Packet List (Uploaded documents associated with this packet)
Select Al ® Show Packet Docs O Show Application Dacs [ View Do ] [ Rename ] [ Remove ] [ Addto My OLS Docs &2
Uploaded Document DSL Number  Attached to Application As Virus Detected? File Type [File Size
[ [interest Autharization.pdf n/a [¥] Authorization [ Attachment Mo PoF 70000 Bytes
[ Wew Upbad | [ Add FromoLs Does |
Add DSL Item To Packet
DsL# [ AgoTopacket | |[ searchDsL |
Download Cover Page
Submission Methed (3 Fax (Fax-In Cover Page)
(2 mail (Mail-In Cover Page) @)
Save

1. Click the check box for the Uploaded Document.

2. Click either the “Authorization” or “Attachment”
check box as appropriate.

o Repeat steps 1 and 2 for each
uploaded document.

3. Click Save.

NOTE: The packet list displays all of the documents uploaded to
the packet. The “Select Application to view uploaded documents:”
drop down allows you to view the specific documents “Attached to
Application As” associated with the selected application. If you
have two applications listed under the drop down, for example,
one application may only have an authorization while the second

may have both an authorization and an attachment (see below for
details).

[Esos ATRCAIMISS R ARSI Asnn]

Balacl SOl CEOn 18 viee LEISESeD AOCUMERTE] | ADDIM T 0F 10

FACUED LIl (LEI0aT88 A0TITENTE SEASTBIEN Al [ral pa

Samct 21 [T TSN S T Te—p—

Whplnmided Docmmment AT sched e Apploation As

] Bunrssigmtinn. gt T e — [ r— e ror

A DR i1ees Vo Fecket
osLe
Bhrrvrrbsiad € uwwr Pasge

Beslermnire Mt iR (P

Band (el

Details for Application #1
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Details for Application #2
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Manage Authorization and Attachment
Documents

The OLS system provides a number of functions to assist in
managing authorization and attachment documents. Uploaded
documents can be viewed, renamed, removed, and moved to the
My OLS Documents storage area. These actions are performed
from the Manage Authorizations and Attachments screen in
either the transaction tab or the Packet Content List.

These functions are also available for documents stored in the My
OLS Documents area from the My OLS Documents screen.

View Uploaded Documents

The OLS system provides the ability to view documents uploaded
to the packet. It is recommended that you view each document
you upload to ensure the upload succeeded and the document is
complete.

Manage Authorizations and Attachments

Packet List (Uploaded documents associated with this packet)

(@ Show Packet Docs O Show Applicati c ] [ Rename ] [ Remove ] [ Add fo My OLS Docs ] @
uploaded Document t DSL Number lAttached to Application As Virus Detected? File Type  File Size

[ |authorization.doc n/a [ authe [¥] Attachment No Dpoc 6503808 Bytes

[ Mew Upoad | [ AddFromOLSDocs |

Add DSL Item To Packet

DSL# [ AdoToPacket | |[  searcnDSL |

Download Cover Page

Submission Method (¥ Fax (Fax-In Cover Page)

O Mail (Mail-In Cover Fage) @

1. Click the check box to the left of the document
you wish to view.

2. Click View Doc. A File Download dialog box
opens and provides options to open or save the
file. Select an option.

Note: If you select Open, the document opens in the appropriate
application. For example, if the document is a .DOC file, it opens in
Microsoft Word. If you select Save, the file can be saved on your
PC and opened later. Click Open unless you want to save a copy to
your computer or network.
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Rename Uploaded Documents

The OLS system provides the ability to rename documents
uploaded to the packet. This function is especially useful for
documents sent in by fax or mail, as they are stored with unique
system generated file names.

Manage Authorizations and Attachments Hide this rection &

Packet List (Uploaded documents associated with this packet)

® Show Facket Docs O Show Application Docs [ VewDoc | [ Rename | [ Remove | [ AddtomyOLSDecs | (@

uploaded Document DSL Number Attached to Application As Virus Detected? File Type  File Size
[ |authorization.doc n/a [ Authorization [v] Attachment No Doc 6903808 Bytes
[ Mew Upioad | [__AddFromOLSDocs |

\Add DSL Item To Packet

DSL# [ AddToPacket | || searcnDsL |

Download Cover Page

Submission Method (%) Fax (Fax-In Cover Page)

O Mail (Mail-In Cover Page) @

1. Click the check box to the left of the document
you wish to rename.

2. Click Rename.

Rename Uploaded Document
Current Document Name: Authorization

MNew Document Name:

[ (o] 4 ] [ Cancel ]

3. A Rename dialog box opens and provides a field
to enter the New Document Name.

4, Enter the new name.

5. Click OK.
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Remove Uploaded Documents

The OLS system provides the ability to remove documents
uploaded to the packet. Once documents are removed, they are no
longer available for use.

Manage Authorizations and Attachments Hide this section &

Packet List (Uploaded documents associated with this packet)

@ Show Packet Docs O Show Application Docs | viewDos | | Rename | [ Remove | [ asawuwyoisoecs | @

Uploaded Document DSL Number [Attached to Application As Virus Detected? File Type _File Size
[]/Authorization.doc n/a [ Authorization [¥] Attachment Mo poc 6903808 Bytes
[ New Upload ] [ Add From OLS Docs ]

Add DSL Item To Packet

DSL# [ AdaTopacket | [ searcnosL |

Download Cover Page

Submission Methad (3 Fax (Fax-In Cover Page)
O Mail (Mail-In Cover Page) @
1. Click the check box to the left of the

document(s) you want to remove.
NOTE: More than one document may be selected at once.

2. Click Remove. The document(s) is removed from
the system and the list of uploaded documents
is updated.

Note: The system does not provide a dialog box to confirm the files
are to be removed. The documents are removed as soon as
Remove is clicked.
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Validation, Errors, Create Summary Report and
Submit Packet
The OLS tool provides a function to validate the information

entered into a transaction. Three levels of validation take place in
the system. The levels are:

. Field level
) Transaction level
° Packet level

Field Level Validations

Field level validations are performed on certain fields as
information is entered into the system. For example, title numbers,
interest numbers, client numbers, and transform approval
certificate (TAC) numbers are validated as they are entered. If the
number is invalid or does not exist, the system provides the
appropriate error message.
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Transaction Level Validations

Transaction level validations are performed when Validate is

clicked on one of the Transaction tabs. The system goes through a

series of checks to ensure that all the information entered in the

transaction is correct. When the validation is completed the

system displays a message box indicating whether or not any

errors or warnings were encountered during validation.

All transaction screens have the following buttons at the bottom of

the screen:

\alidate ] [Cﬂncel_rﬂnsﬂmicn] [ Delete ]

The Save button saves the data, as entered, to
the database without business rule validations.
The Validate button saves the data to the
database, as entered, and runs through a series
of validations for the transaction.

The Cancel Transaction button cancels changes
made on the screen and reverts the data back to
its last saved state. If the transaction is new and
has not been saved, the transaction portion of
the screen disappears.

The Delete button deletes the current
transaction. A message box displays to confirm
you want to delete the transaction. If the
transaction is new, the button behaves the same
as the Cancel Transaction button.

It is a good idea to save your work frequently throughout the

packet building process.

You should Validate your application when you are satisfied that

all required elements are correct. If errors are encountered during

the validation, a pop-up message box will be displayed and the

screen will be repositioned to the Validation Errors section.

NOTE: If you have multiple applications in your packet, validate

each application prior to submitting the packet.
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If the transaction validates successfully, the following message is
displayed.

e o

Message from webpage

L] "_n. Mo errars ar warnings encountered during validation,
L

If an error or warning is encountered during validation, the
following message is displayed.

[ 1

Message from webpage

L] E Errors or warnings encountered during validation,
L

If errors or warnings are encountered the system repositions the
screen to the Error section when OK is clicked. The Error section
provides a list of the errors or warnings. Errors appear in red and
warnings appear in yellow. Informational messages appear in blue.
The message also provides information on the action you need to
take to resolve the error. An example of an error message is
provided below.

Validation Errors

Application #1 - Title Surrender
Errors:

 Authorization missing and required

Application #2 - Transfer Title Setup

Correct the error(s) and click Validate again. Repeat this process
until all errors are resolved.

Warning messages are for informational purposes. An example of a
warning message may pertain to Locks on Titles. You may need to
take action before submitting the packet.
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Packet Level Validations

Packet level validations are performed when you Submit the
packet. The system goes through a series of checks to ensure that
the information entered in each transaction is correct and that
transactions within the packet do not conflict with one another.
For example, a packet cannot contain transactions for both a
Transform and a Transfer.

Results of the packet level validation are returned to the OLS
Notification area. If the packet is successfully validated, the system
provides a message indicating this and then places the packet into
the queue for examination by a title processor.

If errors are encountered, the OLS Notification indicates this and
provides a hyperlink to view the packet in the Packet Content List.
The Packet Content List includes an Error section that lists all the
errors. The Error section also provides hyperlinks to open the
appropriate transactions to fix the errors. An example of the Error
section is included below.

Validation Errors

Application #1 - Title Surrender
Errors:

Validation
All transaction screens have the following buttons at the bottom of
the screen:
[ Save ] [ “Validate ] [Cﬂnc&l_ransﬂdicn] [ Delsts ]
° The Save button saves the data (as entered) to
the database without business rule validations.
° The Validate button saves the data (as entered)

to the database and runs a series of validations
for the transactions.

° The Cancel Transaction button cancels changes
made on the screen and reverts the data back to
its last saved state. If the transaction is new and
has not been saved, the transaction portion of
the screen disappears.

OLS: Common Elements December 2012 72
Version 3.0



Information Services Corporation

° The Delete button deletes the current
transaction. A message box displays to confirm if
you want to delete the transaction. If the
transaction is new, the button behaves the same
as the Cancel Transaction button.

Note: It is a good idea to save your work frequently throughout the
packet building process.

You should Validate your application when you are satisfied that
all required elements are correct. If errors are encountered during
the validation, a pop-up message box will be displayed and the
screen will be repositioned to the Validation Errors section.

Note: If you have multiple applications in your packet, validate
each application prior to submitting the packet.

The Validate button is used to validate each application. The
process only validates the application that you are in or that is
being worked on at the moment.

The following buttons are found at the bottom of the screen:

[ View Packet Content ][ Create Summary Report ][ Add Transfer ][ Submit Packet ][ Cancel Packet ]

° The View Packet Content button allows you to
see the contents of your “draft” packet.

° The Create Summary Report allows you to
create a comprehensive packet report.

° The Add Transfer button allows you to add an
additional transfer transaction to the packet
while the Add Interest button allows you to add
an additional interest transaction to the packet.

° The Submit Packet button allows you to submit
the packet.
° The Cancel Packet button cancels changes made

on the screen and reverts the data back to its
last saved state. If the transaction is new and
has not been saved, the transaction portion of
the screen disappears.
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[ View Packet Content ][ Create Summary Report ][ Add Transfer ][ Submit Packet ][ Cancel Packet ]

Clicking the View Packet Content button allows you to see the
contents of your “draft” packet.

View Packet

Search for Packets by: Packst s | | Clisntrefona. [ | Advanced Search

Packet Error List

Header Print @

Header & Application List Zrint (D)

[Packet Report @

Include [ Autnorization(s)
[ Attachmentis)

Cos ) Came)

|Application Type |Des:r'||>t'|m|

Print
|Authorization

Print
|Attachment

Create Summary Report | (3)
Packet Content Est Heater . Subit Packet .

Packet Header Info

Packet Information Account Information
Submitting Party: Trainso 10 Research Dr, egina, Saskatchewan, Canada Account Number:
Client No: 400031930 Packet Type: Title Processing
Client Ref. No: Packet No: 200088446
Packet Description:
Status: Draft Expiry Date: 10-Apr-2013
add: O Transform Onterest O Transfer [ Add ]| [ Reseguence ]@

Request Title Prints

Manage Authorizations & Attachments

n,
Walidate Packet Submit Packet

1. Click Validate Packet. The system will display
the following dialogue box:
Message from webpage

Validation will set the status of the packet to "Being Validated™.
L. You will not be able to open or view the packet until validation is complete,
Would you like to proceed?

£ ok |[ Cancel ]

Note: The Validate Packet button will move your packet offline
where the OLS system performs an automated check of the
assembly of each application within your packet to ensure that all
requirements of ISC’s business rules are met. Once the offline
validation has been completed, notification of success or failure
will be sent to your OLS Notifications section on the OLS
Homepage and the packet will return to “Draft” status. The
notification will indicate if any validation errors were found and
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include a link to open the packet (which is in the Packet Content
List page). Errors will be listed in the Validation Errors section of
the packet.

2. Click OK to validate the packet or Cancel if you
do not want to validate the packet at this time.

Note: You will not be able to open or work on the packet until the
validation has completed.

Note: If you exceed the maximum number of applications within
your packet or if your transaction contains more than the system
allotted attached items, validation will take place off-line. The
maximum number of items in an OLS application group before
validation is done offline is:

Application Type Maximum Item Type
Title Transfer 15 Applications
Transform 100 Applications
Interest Registration 100 Interests
Interest Discharge 15 Interests
Transmission 15 Titles
Surviving Joint Tenant 15 Titles
Alternate Authority 15 Titles/Interests
Commodity Split 100 Applications
Interest Assignment 100 New Shares
Interest Amendment 100 New Interests
Judgment Registration 101 Interests

3. When the off-line validation is complete, the

packet status will return to “Draft” and you will
receive a notification in the OLS Notification
area on the Home page. The notification will
indicate if validation errors were encountered
and include a link to open the packet in the
Packet Content List page. Validation errors will
be listed in the Validation Errors section of the

page.
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Create Summary Report
Once you have saved and validated your application within your
packet, you should create a summary report.

Note: The summary report generated will be for the current
application only.

[ View Packet Content ][ Create Summary Report ][ Add Tranzfer ][ Submit Packet ][ Cancel Packet ]

1. Click Create Summary Report.

Informational:

+ Application print request has been successfully queued, Please check the OLS notifications area on the OLS homepage to view details.

2. An informational message (in blue) will appear
advising you that the report has been queued.
The report will be created behind the scenes
and when it is ready, you will be notified in the
OLS Notifications area on the Home Page.

OLS Notifications @

Select Al [ Dpetmis ] [ Deste )
‘ ‘Tvpe |Created Date ‘Text ‘
‘ Packet Print Request Complate |09—O:t—201.2 01:49 Packeet Erint Requast for packet 200088457 has completed

3. Click the check the box in front of the Packet
Print Request that you need and click Details.

& View Notification -- Webpage Dialog
31 https: isc.ca )

Facket print request for packet 200088457 has completed. Click on the following link to view the cutput.

wiew Notification Link
4, The View Notification — Webpage Dialog

window will open. The OLS Notification will
include a link to the report. View the
Notification Details and click the report link.
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L T
File Download
Do you want to open or save this file?
m?:- Mame: 375fee75-2033-45a7-82c3-d53551329636.FDF
| Type: Adobe Acrobat Document

From: training.isc.ca

Open ][ Save ]| Cancel |

|--"‘~| While files from the Intemet can be useful, some files can potentially
,a harm your computer. f vou do not trust the source, do not open ar
= save this file. What's the rsk?

5. The system will open a dialog box with options
to Save or Open the report. Select an option. If
you select Open, the report will open in a new
window. From this point you may Save or Print
the report.

If you have more than one (1) application within your packet and
you wish to create a summary report for each application, you will
need to create the report from the packet content list. This option
allows you to select the Applications in the packet that should be
included in the report. You may also specify if the Authorization
and/or Attachments documents should be included on an
Application by Application basis.

Facket Report @

Select all Applications

Print
Authorization

Print
Attachment

Application Type Description

Create Summary Report | (3)

1. Select the applications from the drop down box.

Note: If you choose “Select all Applications,” the list will include all
applications in the packet.
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2. Click the check boxes to include the attachments
and authorizations if required.

3. Click Add. The system adds the selected items to
the list.

NOTE: As items appear in the list, the Remove button is enabled. If
you wish to remove items from the list, click the check box to the
left of the item and then click Remove.

Header srint (2

Header & Application List £rine 2

Packet Report @

Include [¥] authorization(s)
[¥] attachmentis)

[ ) e

Application Type Description

|application = 1 - Title Surrender Yes Yes

|application = 2 - Transfer Title Setup Yas Yas

og|ig

Yes Yasz -

Create Summary Report | (2)

|asplication = 3 - Title Surrendar

4, Click Create Summary Report. An informational
message will appear advising you the report has
been queued. The report will be created behind
the scenes. When it is ready you will be notified
in the OLS Notification area on the Home page.
The report is also accessed from this section.
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Submit Packet

[ View Packst Content ][ Create Summary Report ][ Add Interest ][ Submit Packet ][ Cancel Packst ]

1. Click Submit Packet. The system will display the
following confirmation screen. This page
contains information from the packet header, a
packet confirmation date, and an estimate of
the fees for this packet.

This packet will be submitied for deia validation. You will be notified on the OLS Mome page if there are any
vabdation errors, otherwise the packet will be submitted to the gueue for processing.

Facket Header Info

Packat Infarmation
Submi i Sonme Gy L0 Resaarch
O SRTELAIM

Accoun! Information

Murmber LIASETES

1 Some Transaction

Status: Draft

Packet Confirmation Date:

Ay flac: the aciual dats r - -
&t by choang on the "0 Briata.
[-l-lllﬂﬂlled Fees:
Nete - Final cost wall be determred at fegatraticn, thud 14 an adlfnmate afly.}
Total esttmated fees for the paciet sre: $200.00
Continue submission of this packet? oK
2. Once you have verified the accuracy of the

information, click OK to submit the packet. The
system takes you to the All Packets view of the
Packet Management tab. The packet status will
change from “Draft” to “Pending Submit.”

Note: If you are unable to submit at this time or feel you would like
to wait and review your application packet before submitting, you
would click Cancel. This button will only cancel the submission of
your packet (at this time) and leave your packet in draft status until
you decide to submit. Your packet can be found in the Packet
Management tab under either the Draft packet list or All packet
list.

Note: If you want a copy of this validation, print from here.
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Notables

It is important to ensure your browser print
setting is set to “Print background colors and
images.” If these settings are not selected,
portions of the screen will not print correctly. To
locate this setting in the Internet Explorer
browser, select the Internet Options item under
the Tools menu. When the Internet Options
screen appears, click the Advanced tab and
scroll down to the Printing item. Click the “Print
background colors and images” check box and
then click OK. Ensure that your print settings are
set to landscape mode or the report will not
print properly.

Although the OLS Tool ensures that all required
data (nine digit numbers, etc.) are entered and
authorizations and attachments are included in
your packet, it does not ensure that your
authorizations and/or attachments are completed
accurately.

If you are working on a transaction, be sure to
save your work before clicking on the OLS Home
tab to prevent loss of work.

If ISC has an email address on file for the client
number you used to sign in, a copy of each
notification will also be sent to that email
address.

Condo transforms cannot be handled in OLS at
this time.

When conducting a title search on the OLS
Home page or on the Transfer, Interest, or
Transform Tabs of the OLS Tool, you can print
the search results grid.

Each template you create is unique to the client
number that you sign in with.

The list of templates displayed is specific to the
transaction that you are currently performing.
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° You may receive two dialog boxes when you
click Download Cover. If you receive the second
dialog box, it is caused by a security setting in
your browser and is normal.

° If the documents are submitted by fax, they
should be ready for use in 10 to 15 minutes. This
time frame may be longer if there is a backlog
on the fax server. If the documents are
submitted by mail, it could take a couple of days
before they are ready for use.

. If the bar codes on the fax cover page are not
readable, the documents will not be added for
use in the packet. If this happens, you will
receive a notification letter by fax indicating that
the bar codes were unreadable. The letter will
also provide details on the steps you should take
to help ensure that the bar codes are readable.
You will need to re-fax the documents.

. It is recommended that you view each
document submitted by fax or mail to ensure
that it is complete and that all pages included
are submitted. To view the notification details,
click the check box in the left column and then
click Details. The notification details appear in a
pop up window.

° The system generates a unique name for each
document submitted by fax or mail. You may
want to “rename” each document to something
that is easy to identify.

° The Packet List displays all of the documents
uploaded to the packet. The “Select Application
to view uploaded documents:” drop down
allows you to view the specific documents
“Attached to Application As” associated with the
selected application. If you have two
applications listed under the drop down, for
example, one application may only have an
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authorization while the second may have both
an authorization and an attachment.

The system does not provide a dialog box to
confirm the files are to be removed. The
documents are removed as soon as Remove is
clicked.

If you have multiple applications in your packet,
validate each application prior to submitting the
packet.

You will not be able to open or work on the
packet until the validation has completed.

The summary report generated when you click
Create Summary Report will be for the current
application only. To create a summary report for
the entire packet, ensure that you create the
report from the Packet Content List.
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