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Introduction

Overview of Teraview
Teraview is a Windows® based information system that provides remote
access information from several databases to your desktop PC.
Teraview provides access to the following products:
• e-reg
POLARIS search and registration. The POLARIS (Province of
Ontario Land Registration System) data is owned by the Ministry of
Government Services.
• WritSearch
Search all of the Ministry of the Attorney General’s Writs of
Execution databases.

Operating Environment
The recommended computer specifications for the Teraview system are:
• Operating System:
• Windows® 8,
• 32 or 64 bit version of Windows® 7,
• 32 or 64 bit version of Windows XP SP2 or SP3 Home or
Professional Edition,
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• 32 or 64 bit version of Windows Vista SP2 or SP3 Basic or
Business Edition.
• Pentium® IV or higher processor with 512 MB of RAM. 1
• CD-ROM drive for installation from CD.
• 3 1/2" diskette drive or an available USB port and valid removable
USB storage device.
• The ability to display a screen resolution of 1024 x 768 pixels (800
x 600 minimum).
• Internet Access.
• Laser Printer with minimum 4 MB of RAM compatible with PCL
5, 5e or 6 and the ability to print legal size documents.
• Adobe Acrobat software is required to successfully view PDF
documents in Teraview.
• Users must have first-party cookies enabled.
• Users must have their browsers set to the default configuration in
order to obtain new Teraview release auto updates and
installations.
• Users must have an Internet Service Provider that is registered in
Canada. Access to the Teraview software outside of Canada is
prohibited.

1.) Minimum requirement is Pentium III processor with 128 MB of RAM with at least 370
MB of free hard disk space.
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Teraview Support
Teraview is available for:
Document search and creation(EST)
•
•
•
•

Monday to Thursday from 4:00 a.m. to midnight.
Friday from 4:00 a.m. to 9p.m
Saturday from 9a.m to 6p.m
Sunday from 9a.m-9p.m

Document registration (Local Time)
•
•
•

Monday to Friday from 8:30 a.m. to 5.00 p.m.
Sunday from 9:00 a.m. to 6:00 p.m. (Training only).
For a list of statutory holidays when registration hours do not apply, please
visit http://www.teranetexpress.ca

Writs Access and Transmission services (EST)
•
•

Monday to Friday from 8:00 a.m to 8:00p.m
For a list of statutory holidays when writs hours do not apply, please visit
http://www.teranetexpress.ca

Note: All times include daylight savings and time shifts.

Customer Service Centre
There are a variety of ways to get answers to your questions, both quickly
and easily.

ONLINE
For instructions and helpful information, try our online self-service centre
at http://www.teranetexpress.ca/tvusers

E-MAIL
E-mail us a question or request by completing the convenient Ask Us form
that can be found at the Customer Service Help Centre at:
• http://www.teranetexpress.ca/tvusers
• E-mail us at info@teraview.ca and include HELP in the subject
line.

TELEPHONE
For personal service, contact us by phone during normal business hours.
• Inside the Toronto area, call 416-360-1190.
• Outside the Toronto area, call toll free: 1-800-208-5263.

TERAVIEW BASICS
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Teraview Basics

Overview
This chapter provides information on logging on to Teraview as well as an
overview on how to navigate within Teraview and a brief explanation of
document security.

Logging on to Teraview
Since Teraview provides access to the Government of Ontario databases
(POLARIS and Writs) it is necessary to have a secure system that can
identify who has obtained access to the databases.
In addition to the authorization procedures required to log on to Teraview,
the use of a Profile (required by all users to log on to Teraview), ensures
that a high level of security is enforced.
For other details about security, see the User Security Guide sent with your
Welcome e-mail and available at http://www.teranetexpress.ca/tvusers.
Accessing Teraview involves initializing your Profile and logging on. Once
these two steps are completed, you can begin using the various products
and services within Teraview.

Important!

You must be a recognized Teraview user (having a completed Personal
Security Licence Application) to be granted access to Teraview.
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Initializing your Profile
You can initialize your profile online at http://www.portaspass.ca
Note: If you have lost your valid removable storage device and need to
have your Teraview Profile restored, you will need to provide a new
valid removable storage device before you restore your Profile.

ACCEPTABLE REMOVABLE STORAGE DEVICES
Your Profile must be stored on a valid removable storage device. Any valid
removable storage device that does not contain more than one Profile is
acceptable. See Operating Environment on page 1 for more information.
Your Profile must be located in the root directory of the storage device.
Non-removable devices are not acceptable. 
See http://www.teranetexpress.ca/tvusers for a full list of requirements.

CREATING PASS PHRASES
Initializing your Profile requires that you enter a pass phrase. The
following are a few hints to remember when creating a pass phrase:
• Must be a minimum of 8 characters to a maximum of 21.
• Should contain a mixture of letters, digits, and special characters
including spaces.
• Must contain at least one uppercase letter.
• Must contain at least one lowercase letter.
• Must contain at least one number.
• Different than your user name and account.
• No more than length divided by two occurrences of same character (for
example, if a pass phrase is 10 characters in length, one letter cannot be
repeated more than five times).
To initialize your Profile:
1 Connect your removable storage device. The storage device must stay

connected for the entire duration of the session.
2 Login to http://www.portaspass.ca

• In the Account field, enter your Account.
• In the User Name field, enter your User Name.
• Click Login.
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3 To register you must complete two steps:

(i) For the first step, answer the two questions (the information used
for this step was provided by you on your Personal Security License
(PSL) Application).
• Select the box beside the statement of “I acknowledge having read
the subscriber Agreement...”

• Click Continue.
Note: The questions listed below are for example purposes only; your
questions may be different.
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(ii) Step 2 requires that you provide answers to the two questions.
• You need to create 2 new questions including their
corresponding answers and hints as displayed below.
• Click Submit to complete your PASS Registration.
Note: These questions must be different for the previous questions
and answers provided.
Tips:
* Hints cannot be the same as their respective answers
* Answers requiring dates use the following format: MM/DD/
YYYY
* Answers must be at least two characters in length
* All fields are required
* Example questions could come from your favorite items- for
example, What is my favorite color?.
Note: Each time you access PASS in the future you will be presented
with three questions drawn from the above four questions and
Step 1 questions.

TERAVIEW BASICS

8

The following window opens if the registration is successful.

Recreating your Profile
If you are unable to log on to Teraview because you have forgotten your
pass phrase or you have lost the storage device, it is necessary to restore
your user profile.
You can recover your profile online at http://www.portaspass.ca through
Portas PASS.
To restore your Teraview profile:
1 Go to http://www.teranetexpress.ca
2 Click the Reset Pass Phrase link.
3 Follow the directions listed there. Your Profile will be

automatically restored.
4 You are now able to access Teraview.

Note: After restoring your security profile, you must re-sign all documents
that have not yet been registered and that contained a signature prior
to the recovery. This is due to the nature of the encryption technology
used in the Personal Security credential and is a standard security
feature of the system.

Logging on for the first time
To log on for the first time following initialization:
1 Connect your removable storage device. The storage device must stay

connected for the entire duration of the Teraview session.
2 Open the Teraview Folder and double-click the appropriate Teraview

shortcut.
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• The Teraview window and the Teraview Log In dialogue box open.

Tip!
Remember pass
phrases are case
sensitive.

3 In the Account field, enter your account number.
4 In the User Name field, enter your user name.
5 In the Pass Phrase field, enter your pass phrase.

• This is the pass phrase you created in Initializing your Profile on
page 5.
6 From the Profile Location menu, select the drive where your profile is
stored.
7 Click OK.

• The Change Pass Phrase window opens and you are prompted to
change your pass phrase.
8 Enter your pass phrase information and click OK.

• A system message appears indicating the pass phrase was changed
successfully.
9 Click OK.

Once you successfully log on to Teraview, a screen displays listing your
account balance and whether or not you have new messages or newsletters
to read.

Logging on Subsequently
Important!

To log on to Teraview subsequently, the steps are the same as outlined in
Logging on for the first time on page 8 except that you are not required to
change your password.

Logging On Troubleshooting
If you fail to log on successfully after a number of consecutive attempts,
the application will drop the connection and terminate the Teraview log on
process. You are not prevented from restarting the application and trying
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again. If you have continued problems accessing the system, contact the
Customer Service Centre.
• If you need to recover your profile, go to http://www.ternanetexpress.ca
and click the Reset Pass Phrase link and follow the directions listed there.
• If your pass phrase expires, a Pass Phrase Change dialogue box
automatically opens. You must change your pass phrase before being
allowed access to Teraview.

Changing Pass Phrases
Use this feature to change your current pass phrase. This safety measure
allows you to change your pass phrase if you suspect the confidentiality of
your pass phrase has been breached.
You may elect to change your pass phrase at any time. For security
purposes, every 35 days the system will automatically prompt you to
change your pass phrase.
Use the following instructions to change your pass phrase unless you are
an Entrust Desktop Suite user. Entrust Desktop Suite users should follow the
instructions in Navigating Teraview on page 11.
To change your pass phrase:
1 Connect your storage device. The storage device must remain

connected for the entire duration of the Teraview session.
2 Open the Teraview folder and double-click the appropriate icon.

• The Teraview Login dialogue box opens.
3 Log on to Teraview.
4 On the Administration menu, click Change Pass Phrase.
TIP!
For Pass Phrase
rules, see Creating
Pass Phrases on
page 5

a In the Old Pass Phrase field, enter your current pass phrase.
b In the New Pass Phrase field, enter a new pass phrase.
c In the New Pass Phrase Verify field, enter the new pass phrase again
and click OK.
d The system displays a message verifying the change.
5 Click OK.

• The pass phrase change is implemented only if the correct pass
phrase is successfully entered in all three fields.
• For unsuccessful attempts, the system prompts you with a message
that the pass phrase validation process has failed. You are
requested to try again.
• Successful pass phrase changes will take effect the next time you
are required to use your pass phrase.
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Navigating Teraview
This section provides you with basic navigation information for the
Teraview software.
Note: You can use standard Windows commands and techniques to scroll,
minimize, maximize, resize, open, close, etc.
To change from one product to another:
1 Open Teraview. (refer to Logging on to Teraview on page 4)
2 On the Products menu, click the name of the product you wish to open.

The main window for that product opens.
To exit a product:
1 On the Products menu, click Exit product name.
2 Click Yes to close the product.

Note: If only one product is opened, Teraview also closes.
To exit Teraview:
1 On the Products menu, click Exit Teraview.
2 A confirmation box opens.

• Click Yes. You will also be asked to confirm the exiting of any
products you have open.
Note: You must leave your storage device connected for the entire
time you are working and for a short time after you log out of
Teraview. The Teraview application must write information
back to the storage device at the end of each session. Removing
your storage device prematurely can result in lost data.

Using Online Help
The information in the Teraview Online Help is similar to the information
contained in this guide. Through Help, you can find information by topic in
the table of contents or by using the built-in index to search on a keyword.
To access Help:
1 Open the e-reg main window.
2 On the Help menu, click Contents.

• The online Help opens.
3 You have options to choose from to access information:
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a Contents tab - based on the Table of Contents.
b Search tab - using the keyword functionality.
4 Select the topic from the table of contents or enter a keyword if

accessing Search.
• Click Search.
5 The associated help text for that topic or keyword appears.

Note: A Help button can be found on most screens in Teraview.
Clicking the Help button opens the online Help to a specific
topic.
For more information, select Help on Help from the Help menu.

Hiding and Showing Toolbars
There are two toolbars available within the e-reg product to provide quick
access to some of the functions and features the in e-reg system:
• Main toolbar
• Map toolbar.
Both are independent of one another, you can select one, none, or both of
the toolbar(s) to appear below the Menu bar at the top of each window. The
default setting is to display both toolbars.
To show/hide a toolbar:
1 On the Options menu, point to Toolbars.
2 Click either Main or Map depending on which toolbar you would like to

show/hide.
Note: The check mark next to the option name is shown/removed and the
toolbar is shown/hidden.

Exiting Teraview
You may exit a Teraview session at any time. Any unsaved work will be
lost.
Note: Teraview will automatically log you out after 10 minutes of
inactivity. A warning message will display 60 seconds before
logging you out asking if you would like to extend your session.
If you are logged out, you must log back in to continue. All unsaved
work will be lost.
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To exit:
1 On the Products menu, click Exit product name. A dialogue box opens

asking you to confirm.
2 Click Yes to exit. For each product you have open, you will be asked to

confirm that you wish to exit.
Note: Remember to leave your storage device connected until all
information has been written back to it.
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Accessing Teraview Newsletters
The online Newsletter feature allows you to receive important updates and
information relating to Teraview products. This option also gives you the
ability to access new and previously released newsletters distributed by
Teranet.
When you first log on to Teraview, the Splash screen opens. If there are
any newsletters available for you to read, you will see an indicator in this
window. The new newsletters are available from any point within the
Teraview application. It is not necessary to open a docket to access the
newsletters. (For more information on dockets, refer to Dockets on
page 24.)
This option uses the Acrobat Reader to allow you to view, print, and
navigate any online newsletters. For information on using Reader, please
consult your Adobe documentation.
To view a newsletter:
1 From the Administration menu, click Newsletters.

2 The Newsletters dialogue box opens.

To view the newsletters, you can either:
• Select New to view new newsletters only, or
• Select All to view past and new newsletters.
3 To open a newsletter you want to read:

• Double-click on the newsletter, or
• Highlight the newsletter and click View.
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To print a newsletter
1 Select the newsletter you would like to print.
2 Click Print.

• The Print options dialogue box opens.
3 Select the appropriate print options and click OK. The newsletter prints.
To print an open newsletter:
1 Click the Print button on the toolbar.

• The Print options dialogue box opens.
2 Select the appropriate print options and click OK. The newsletter prints.
To save a newsletter from the Newsletter dialogue box:
1 Open the Newsletters dialogue box.
2 Select the newsletter you would like to save.
3 Click Save.

• The Save As dialogue box opens.
4 Enter the file name and directory where you wish to save the newsletter

and click Save.
To save an open newsletter to another file:
1 Click the Save button.

• The Save a Copy dialogue box opens.
2 Enter the file name and directory where you wish to save the newsletter

and click Save.
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Understanding Document Security
In addition to identifying who is using Teraview and thereby gaining
access to the government databases, Teraview provides security at the
document level.
This means that access to individual documents while they are In Progress is
restricted to those who have been authorized by way of one of the Grant
Access procedures listed in the following section.
The following three levels of security access are available when you create
a document in the e-reg system:
• Create/Update
• Complete/Approval
• Release/Registration

Creating/Updating Documents
The user who creates a new document has the ability to edit and view that
document while it is a Work In Progress. Following registration, the
document is no longer In Progress and cannot be edited.
The ability to update (edit) a document can be given to others, both within
the same account (Blanket Access) and outside the account (Messaging).
For complete details on how to grant access to documents, refer to:
•

Messaging to Grant Update and Release Authority on page 149

•

Accepting Access or Receiving Instrument Related Messages on
page 153.

Completing and Approving Documents
Prior to submitting a document for registration all parties must indicate that
it is completed satisfactorily and ready for release for registration. To
complete and approve a document, the document must be signed
electronically (refer to Signatories Branch on page 133). If a document is
two-sided, approval to ensure completeness is required by both the Party
From and the Party To.
Note: Party From and Party To are generic names.
For example, if you are working with a transfer type document, it
would be Transferor and Transferee.

TERAVIEW BASICS

17

Releasing and Registering Documents
Prior to registration a document must be approved for release by the
relevant party or parties (a two-sided document requires the release
approval of both parties); this signature is required in addition to the
Completeness/Approval signature.
Once release authority has been attached, the document can be submitted
for registration. It is also possible to send a document to a Third Party,
authorizing that party to attend to registration of the document(s). This
level of authority does not allow the person receiving it to make any
changes to the document (refer to Granting Access to Other Users on
page 147 ).
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Accounts, Dockets, and Reports

Overview
Teraview provides functions to assist you in administrative duties.
Common administration functions to all products are:
• Viewing account summaries.
• Maintaining deposit accounts.
• Creating, editing, and maintaining dockets.
• Obtaining and printing detailed reports and docket summaries.

Viewing Account Reports
A Teraview account is activated when the signed licence is delivered to
Teranet. You will require one or both of the following accounts:
• Teraview Deposit Account is used strictly for payments of fees incurred for
title searching using e-reg (parcel registers, document copies, etc.) and
for WritSearch.
• Electronic Registration Bank Account is used for handling Electronic
Registration Fees and Land Transfer Tax. See Electronic Registration
Bank Account on page 22.
The Splash screen that appears when you log on to Teraview displays the
current status of your deposit account and displays notification of new
messages and newsletters.
You can also view your account balance at any time after logging on.
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To view your account balance:

On the Administration menu, click Deposit Account Balance. The Deposit
Account Balance and the funds remaining in the account displays.

An Account Administrator is designated for each Teraview Account using
the Deposit Account Payment Plan. The Account Administrator has access to
the online administrative features that are used to maintain Deposit
Account balances as well as the Deposit Account Balance report.
Contact the Customer Service Centre (See Customer Service Centre on
page 3.) to obtain the forms necessary to sign up for the Deposit Account
Payment Plan and to designate an Account Administrator.
Note: Each Teraview account may only have one Deposit Account
Administrator.

Maintaining Deposit Accounts
The funds in the Deposit Account can be increased through one of two
payment plans:
• Increasing the Deposit Account online.
• Submitting Cheque Payments.
Important!

It is the subscriber's responsibility to maintain a positive balance in the
deposit account.

Increasing Deposit Account Balance
The Account Administrator can increase the available balance in your
Deposit Account. The increase is subject to your daily and monthly pre-set
maximums.(See Viewing Account Reports on page 20)

ACCOUNTS, DOCKETS, AND REPORTS

22

To increase your deposit account balance:
1 On the Administration menu, click Maintain Deposit. The Deposit Account
Maintenance

dialogue box opens.

2 From the Amount Requested menu, select an amount and click OK. A

confirmation message displays.
3 Click Yes to proceed with the transaction. If the message “This Account
has exceeded its monthly top-up limit”

displays, click Cancel.

This monthly limit is set when the Account Administrator for the
Teraview account is established (refer to Viewing Account Reports on
page 20). If you want to increase your monthly top-up limit, you should
contact the Customer Service Centre.
4 Click OK.

SUBMITTING CHEQUE PAYMENTS
Each month a statement is generated that totals the debits to your account.
The statement, along with the online view of your account balance, keeps
you advised of your balance. If you are not using the Deposit Account
Payment Plan (DAPP), you can forward monthly cheques to increase your
Deposit Account Balance at the following address:
Teranet Inc.
P.O. Box 9484,
Postal Station A,
Toronto, Ontario, M5W 4E1

ELECTRONIC REGISTRATION BANK ACCOUNT
Fees incurred through Electronic Registration are drawn from a separate
bank account specified on your Teraview application. Registration fees,
Retail Sales Tax, and the Land Transfer Tax are debited from the account
upon successful registration.
Note: It is the subscriber’s responsibility to maintain a positive balance in
this account.
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Generating Deposit Account Maintenance Reports
The Account Administrator can view the Deposit Account transactions
over a specified time period. The data in the Deposit Account Maintenance
Report is continually updated. The reports generated can summarize
activity for a maximum of 31 days.
To generate the deposit account maintenance report:
1 On the Administration menu, point to Maintain Deposit Account.
2 Choose Deposit Account Maintenance Report.

• The Deposit Account Maintenance Report window opens.

Calendar Selection

3 Enter the dates or click the Calendar Selection button to select the dates

and click OK.
• The report displays outlining all the deposits that were made into
the Deposit Account.
4 [OPTIONAL] Click Print to print a copy of the report.
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Dockets
As you perform billable events in Teraview, the system logs those events
to a docket of your choice. You can create new dockets or select an
existing one to track charges against a specific client or account.
Dockets are specific to a Teraview account; all user names on an account
have access to the same docket list. A maximum of 500 dockets can be
viewed on one account.
Any docket beyond the 500-docket point will not appear on the docket list
and can be d using Search by Docket ID or Search by Docket Name.
Important !

Before you proceed with a search, document creation or registration, a
client docket must be opened. For the first transaction of each Teraview
session, the system will automatically prompt you to open a docket if you
do not have one opened.
Note: All other billable activity performed within the same Teraview
session will be attached to this docket unless you change the docket.
If a transaction is to be charged to a different docket, you must
change dockets between each billable activity.

Creating Dockets
You can create dockets to record Teraview billable activities.
It is recommended that you create a docket for each paper file you are
processing. This allows you to print off a docket summary, detailing
charges incurred on the system, relating to a specific file.
TIP!
You can also create a
new docket from the
Open Docket
dialogue box by
clicking New.

To create a new docket:
1 On the Administration menu, click Create Docket.

• The New Docket dialogue box opens.
xxxxx-xxxxx

2 In the ID field, enter an identification number (maximum of 10

characters). A docket ID must be unique. You may find it useful to use
an internal filing method to assign IDs to your dockets.
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3 In the Name field, enter a name for the docket.

• For example, you may want to use your client’s name to identify
the docket name. The name does not need to be unique.
4 Click OK to create the new docket.

• A system message appears indicating the docket was created.
• Click OK. The System message and Docket List dialogue box
close.
The name and ID of the selected docket are displayed in the title bar. The
docket remains open and tracks any charges until you open another docket
or log off.

Opening Dockets
When using the Docket ID or Docket Name option, you may enter part of
the ID or name followed by an asterisk (*) to search. The asterisk
represents one or more characters that a name or ID have in common. For
example:
• If you enter SMITH* in the docket name field, Teraview will display all
dockets that have a docket name beginning with SMITH.
• If you enter *JONES in the docket name field, Teraview will display all
dockets that have a docket name ending with JONES.
• If you enter *KR* in the docket name field, Teraview will display all
dockets that have KR in the docket name.
• Similarly, the asterisk (*) can be used in the Docket ID field as a
wildcard.
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To open a docket:
1 On the Administration menu, click Open Docket. The Docket List dialogue

box opens.

2 There are three options available for opening a docket.

a) To open a docket for which you know the Docket ID:
• Select the Docket ID option.
• Enter the docket ID.
• Click Find. The docket with that ID is displayed in the top portion
of the dialogue box.
b) To open a docket for which you know the Docket name:
• Select the Docket Name option.
• Enter the docket nam.
• Click Find. The docket with that name is displayed in the top
portion of the dialogue box. If multiple dockets have that name,
you will be able to view all of them.
c) To select a docket from the list:
• Click List All. The first 500 dockets in your account are displayed in
the top portion of the dialogue box.
3 Select the Docket you would like to open.
4 Click OK to open the docket.

The name and ID number of the selected docket displays in the title bar. The
docket remains open, and tracks any charges until you open a new docket
or log off.
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Editing Dockets
This function is used to update or modify the name or ID of a docket.
To edit a docket:
1 On the Administration menu, click Open Docket.

• The Docket List dialogue box opens.
2 Search for the docket to edit. (refer to Opening Dockets on page 25)
3 Highlight the docket name and click Edit.
4 Enter a revised ID and/or a revised name for the docket.
5 Click OK to record the changes and update the Docket List.
6 A system message displays indicating the docket has been edited.

• Click OK.

Changing Docket Status
A docket can be Active or Inactive. An active docket appears in the Docket
List and an inactive docket is stored in the database for future use. Inactive
dockets can be displayed in the docket list if you select to view inactive
dockets in the Open Docket window. By retiring dockets to inactive status,
the Docket List will remain concise and easy to manipulate. Complete
billing information is retained for active as well as inactive dockets for two
years. To access the information for those dockets that have been inactive
for over two years, a request can be made to Teranet.
You may elect to temporarily change the status of an active docket to the
inactive status. As required, you can also view and change the status of
inactive dockets. It is suggested that once you have completely finished
with a docket you change its status to inactive.
To change the status of a docket to inactive:
1 On the Administration menu, click Open Docket.

• The Docket List dialogue box opens.
2 Select the docket name you wish to make inactive.
3 Click Edit.
4 Clear the Active option.
5 Click OK. A system message displays indicating the docket has been

updated.
6 Click OK to return to the Docket List. The docket is no longer listed.
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To change the status of a docket to active:
1 From the Administration menu, click Open Docket.

• The Docket List dialogue box opens.
2 Select Include Inactive to update the window listing.
3 Highlight the docket name you wish to reactivate.
4 Click Edit.
5 Select the Active option.

• A check mark indicates that the docket is active.
6 Click OK to record the changes and update the Docket List.
7 A system message displays indicating the docket has been updated.

• Click OK to return to the Docket List.
• The docket is now listed as active.

Viewing Inactive Dockets
You can view and change the status of inactive dockets.
To view an inactive docket:
1 On the Administration menu, click Open Docket.

• The Docket List dialogue box opens.
2 Click Include Inactive to update the window listing.

• The docket list displays the first 500 inactive dockets.
• Any docket beyond the 500 docket limit will not appear in the list
but can be d by entering the Docket ID or Docket name and
clicking Find.
Note: Displaying inactive dockets does not change the status of the
docket.
Once you are done with a docket, you need to change its status to
inactive.
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Reports
Teraview allows you to create online docket summaries as well as detailed
activity reports.
The following outlines how to run various reports in Teraview.

Creating Online Docket Summaries
The Docket Summary function enables you to run an online report of usage
on any given docket setup on your account and print a copy of that report.
The Docket Summary details fees by activity (for example; connect time,
pages) and by session. It also provides a total of charges incurred in
Teraview for a specific docket.
To see charges by account users you must run the Detailed Activity
Reports. (refer to Creating Detailed Activity Reports on page 30)
Note: It is recommended that you do not run a report on the current
docket; instead you should create an Administration docket.
To create an online docket summary:
1 Open or create a docket. (refer to Opening Dockets on page 25)
2 On the Administration menu, click Docket Summary.

• The Docket Summary Options dialogue box opens.
3 Find and select the docket on which to run the report.

Note: It is not recommended that you run reports on the docket
currently open.
4 Select one of two options for the session:

• This Session to obtain a summary for the current session.
• Select Date/Time Range to obtain a summary for a given period of
time.
• Enter a From and To date and time range.
5 Click OK to run the report.

• The Docket Summary window opens providing the entire billing
detail specific to your request.
• [OPTIONAL] To obtain a paper copy of the docket summary, click
Print.
6 Click Close.
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Creating Detailed Activity Reports
Activity Reports are available for both the Deposit Account and the Electronic
Registration Bank Account. The reports summarize transactions for all your
dockets within your Teraview Account. The reports generated can
summarize activity for a maximum of 31 days at a time and are current to
the previous business day.
Access to the Detailed Activity Reports is user-based. However, all users are
given access by default during the Teraview installation. To suspend users
from the ability to generate these reports, call the Teranet Customer
Service Centre or download Form 400 located on the Teraview web site at
http://www.teranetexpress.ca/tvusers
As an added feature, the data contained within the Detailed Activity Reports is
exportable to other software packages.

PRINTING DETAILED ACTIVITY REPORTS
The following will provide you with the steps to print a detailed activity
report.
To print a detailed activity report:
1 Open a docket (refer to Opening Dockets on page 25).
2 On the Administration menu, click Detailed Activity Report.

• The Detailed Activity Reports dialogue box opens.

3 From the Select Report menu, select either Deposit Account Activity Report
TIP!
The Sort By options
(Date and Docket)
only apply to the
Electronic
Registration Activity
report.

or Electronic Registration Activity Report.
4 Enter the dates or click the Calendar Selection button to select the dates
and click OK.
5 Click Print to print out the Detailed Activity Report.
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EXPORTING DETAILED ACTIVITY REPORTS
The data within the Detailed Activity Reports can be exported into a number
of file formats to suit your needs.
For a complete list please refer to www.teranetexpress.ca
To export the detailed activity report:
1 Open a docket. (refer to Opening Dockets on page 25)
2 From the Administration menu, click Detailed Activity Report.
3 The Detailed Activity Report dialogue box opens.

a From the Select Report menu, select either Deposit Account or
Electronic Registration Activity Report.
b Enter the dates or click the Calendar Selection to select the dates.
c Click OK.
4 The report opens.
a Click the Export button. The Save As window opens.
b Enter a name, select the file type, and select where the report will

be exported.
c Click Save. The report is exported.

Docket Tax/Fee Summary
The Docket Tax/Fee Summary details the Land Transfer Tax, Retail Sales Tax,
and Registration Fees for all users within an account. This report can be run
for fees incurred by each instrument in a docket for either a specified
period of time or for your current session.
To view a Docket Tax/Fee Collection Summary:
1 Open a docket (refer to Opening Dockets on page 25).
2 On the Administration menu, click Docket Tax/Fee Summary.
3 The Docket Tax/Fee Summary dialogue box opens.
a Select the docket for which you wish to produce a Docket Tax/Fee
Collection Summary.

b Select one of two options for the session:

• Select This Session to obtain a summary for the current session.
• Choose Select Date/Time Range to obtain a summary for a given
period of time. Enter a From and To date and time range.
c Click OK to run the report.
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4 The report displays the Land Transfer Tax, Retail Sales Tax, and

registration fees for all users within an account.
5 [OPTIONAL] To obtain a paper copy of the Docket Tax/Fee Collection
Summary,

click Print.

6 Click Close.

Account Summary Statement
The Account Summary Statement details the total credits and debits for each
account for the last 24 months.
Access to the Account Summary Statement is user based. However, all
users are given access by default during Teraview installation. To suspend
users from the ability to generate these reports, call the Teranet Customer
Service Centre or download Form 400 from the Teraview web site at:
http://www.teranetexpress.ca/tvusers
To view the Account Summary Statement:
1 Open a docket.(refer to Opening Dockets on page 25)
2 From the Administration menu, click Account Summary Statement.
3 Select the month for which you would like to view the statement.
4 Click OK. The report opens in a new window.
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C h a p t e r 4

Product Overview

Overview
This chapter provides an overview of the two products available through
Teraview:
• e-reg which allows search and registration access to the Ministry of
Government Services POLARIS database. An important component of
the e-reg system is digital property mapping.
• WritSearch which provides access to the Ministry of Attorney General
Writs data.
For information on switching from one product to another, refer
to Navigating Teraview on page 11.

e-reg System
The Province of Ontario is the first jurisdiction in the world to provide a
remote electronic land registration system. The e-reg system is a PC-based
product that combines searching of title records with the ability to create
and submit for registration new title documents by accessing the
Province’s POLARIS database.
A search on a parcel of land yields most of the information necessary to
create new documents.
For example, when creating a transfer, you can enter the Property
Identification Number (PIN), and the new document will be pre-populated
with the legal description and transferor data already on file.
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In addition to creating and filing new documents, the e-reg product can be
used for title searches, or to registered instruments.
There are seven different methods can be used to access parcels to identify
properties and print paper maps.:
• PIN
• Address
• Name
• Instrument Number
• Condominium Plan Registration Number
• Subdivision Plan Registration Number
• Map.
Copies of parcel registers and documents can be viewed on screen and
printed.
Properties can be automatically subsearched at the time of submission of a
document for registration. Also, documents that require searches of the
Writs databases under the Land Titles Act are automatically searched at the
same time of an electronic submission.
Documents can also be submitted for registration electronically in most
Land Registry Offices (LROs).
• When the e-reg system is available in an office, the electronic
registration functions are enabled.
• Similarly if the e-reg system is not available in an office, the e-reg
system functions are disabled (greyed out).
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e-reg Main Window
The e-reg main window is comprised of the following:

1. Title bar: The title bar, located at the top of the Teraview windowdisplays

the name of the product, and the name of the active docket, if
open.
2. Menu bar: The bar located below the title bar displays the main functions
of the e-reg system. All functions in the application may be

initiated from this menu. Map is disabled (greyed out) unless
you have a map open.
3. Toolbars:

There are two toolbars located below the menu bar: the Main
and Map toolbars. These toolbars display buttons that provide
quick access to some of the functions and features in the e-reg
system.
The Main toolbar includes Print, Reprint Parcel Register,
Newsletters, Parcel Register, New, In Progress, View Projects,
Register, Add, Remove, Undo, Redo, Save, and Exit.
The Map toolbar includes Make Active, Retrieve Parcels, Add
PIN(s), and Remove PIN(s).
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and Request button:

Located directly below the Map toolbar, the Instrument
Registration Number field allows you to request images,
plans, e-mail, or courier copies of instruments.
5. Status bar:

Displayed in the bottom portion of the window, this bar
displays the status of the activity you are performing and
related messages. The active LRO is displayed in the centre.

Dockets and Electronic Registration
Dockets are used to track charges you incur while in Teraview, making it
easier for you to bill clients for relevant costs. With this in mind, you will
want to ensure that you have the appropriate docket open for the document
you are creating. The document you are creating is then attached to the
open docket.
Dockets are specific to an account; all user names on that account have
access to the same docket list. A maximum of 500 dockets can be viewed on
one account at one time.
When a document is sent to you via messaging you may assign it to a
docket of your choice after accepting access (refer to Accepting Access or
Receiving Instrument Related Messages on page 153). Again, you will
want to ensure you select the appropriate docket.
When opening a Work In Progress document, the In Progress window
displays the documents associated with the open docket. To open a Work
In Progress document, you must first open the applicable docket.
For information on creating a docket, opening a docket, changing the status
of a docket or producing a docket summary report refer to Dockets on
page 24.

POLARIS Property Mapping
An important component of POLARIS is the digital property mapping
database. The map is created in conjunction with the automation of the title
information and is modified to reflect new plans and changes in property
ownership. Mapping is not as current as the Title Index Database as
changes must first be reflected in title and then modified on the map.
The digital maps show most properties that are described in the Title Index
Database (with exceptions for unusual situations such as disjoint
properties).
For condominiums, only the complete condominium is shown. Individual
condominium units are not mapped. In addition to property boundaries and
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Property Identification Numbers (PINs), the map also shows road names,
railway names, major easements, municipal boundaries, rivers, and lakes.

The e-reg system includes a map component, which allows you to see map
data for an area.
There are two ways to use this map data:

• Once you have identified the property of interest (by means of the PIN,
name, municipal address, instrument number, sub plan, etc.), you can
display a map that shows the property and the surrounding area. Using
this map, you can:
• Automatically identify those properties that are adjacent to your
property.
• Measure (approximately) distances between points.
• Measure (approximately) the area and perimeter of any property.
• Print a copy of the map.
• Identify further properties for which you want to search.
• Create a custom list of properties to search.
• If you have no other means of identifying the property of interest (for
example, if you do not know the PIN, instrument number, etc.) you can
start with a high level map of the Land Registry Office(LRO). You may
then zoom in on an area or search for a specific road name to locate
your property. Once you have identified the property by this process,
you can proceed to search or perform the other map functions listed
above.
Although these maps are created as accurately as possible by using all
available survey information, they are NOT plans of survey.
Measurements are rounded to the nearest foot or metre. For accurate
information concerning measurements, you should continue to refer to
existing survey plans.
For information regarding Property Mapping, refer to Viewing a Parcel
Map on page 73.
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WritSearch
provides remote access to the Ministry of the Attorney General
(MAG) Writs of Execution databases through Teraview.
WritSearch

The WritSearch system is a computerized system that stores abstracted
information on active Writs of Execution filed with the Ministry of the
Attorney General.(MAG).
WritSearch is remote searching of the Writs databases by debtor name or
execution number.
WritSearch produces printed official Clear Certificates or Certificates of
Execution.
When a name search results in a Certificate of Execution, Writ details can be
viewed online or the official Writ Details report can be printed without
entering the execution number.
Geographic coverage of WritSearch includes the entire Province of Ontario.
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C h a p t e r5

Using e-reg for Search

Overview
Teraview provides search and view access to the Government of Ontario
POLARIS database via the e-reg product.

Changing Land Registry Offices (LROs)
When working within e-reg, you need to ensure that you are working in the
correct Land Registry Offices (LROs).
You have the ability to change LRO anytime and this will be illustrated
next.
To change Land Registry Offices(LROs):
1 On the Administration menu, click Change LRO. The Land Registry

dialogue box opens.
2 Highlight the Land Registry Office (LRO) and click OK.
.

The Land Registry Office you selected displays in the status bar.For
example, Land Registry Office - 33 - Middlesex.
Note: If you select a Land Registry Office where mapping is not yet
available, the mapping functions are greyed out. If you select a Land
Registry Office where electronic registration is not available, the
electronic registration options are greyed out.
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Search Options
There are several ways to search for properties with e-reg.

Searching by Property Identification Number (PIN)
The Search by PIN feature allows you to search for a property by its PIN in
order to access the parcel register/abstract.
If you are unable to obtain the PIN, you can identify a parcel using one of
the other search methods.
To search by PIN:
1 Open a docket. (refer to Opening Dockets on page 25)
2 On the Property menu, click Search by PIN.
3 In the PIN field, enter the Property Identification Number (PIN).

• If there are leading zeros in either part of the PIN, you do not need
to enter them.
For example, if you type 8075 in the block number field and 10 in
the property number field, Teraview interprets this as 08075-0010.
4 Click OK.

The Search Results window displays with the PIN Details tab open. (refer
to PIN Details tab on page 57 )
The PIN Tree displays the PIN of this property as the active parcel.

Searching by Address
The Search by Address feature allows you to search for a property by its
municipal address.
Based on the selected Land Registry Office (LRO), the Search by Address
feature uses the followings as search criteria:
• street number
• street name
• area (municipality).
It also uses the Unit Type and Unit No. for condominiums.
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To search by address:
1 Open a docket. (refer to Opening Dockets on page 25)
2 On the Property menu, click Search by Address.
3 Complete as many of the search criteria as possible:

• Street Number (required)
•

Suffix

• Street Name (required). Do not enter the street type.
• For example, if you are searching 10 King Street West, enter 10 in
the Street Number field and King in the Street Name field.
POLARIS Search returns all variations on 10 King.
• If required, change the search Area.
• If you are not sure of the area, select all, and POLARIS Search
will retrieve all the matching addresses (number and street) in
that LRO. A maximum of 90 properties can be retrieved. From
here, you can further select according to area. Area defaults to
the last value entered.
• If required, select a Unit Type (for condominiums only, if
available).
• If you do not know the unit type, leave as none. It is suggested
you leave this field as none as different variations may be
entered from registered document to document.
• Unit No. (for condominiums only, if available). If you do not know
the unit’s municipal number, leave this field blank.
4 Click OK.

Note: If multiple matches are found for the search criteria you
entered, a window displays with the matching records. Select
the desired match, and click OK.
The Search Results window displays with the PIN Details tab open (refer
to PIN Details tab on page 57).
The PIN Tree displays the PIN of this property as the active parcel.

Searching by Name
The Search by Name feature enables you to use the name of a Transferee on
an active transfer or a Party To on a document general to search for a
property.
Your search will retrieve name records where your criteria matches a
Transferee or Party To. By being as specific as possible, you can
considerably reduce the number of possible matches found in POLARIS.

USING E-REG FOR SEARCH

POLARIS Search may retrieve more than one match for a name if it
recorded as a Transferee or Party To on more than one instrument.

43

is

To search by name:
1 Open a docket. (refer to Opening Dockets on page 25 for details)
2 On the Property menu, click Search by Name.
3 Enter the Last Name of the individual or the Corporate Name in the field.

• If you know the complete last name or corporate name, place a
comma after the last character to reduce the number of hits.
• For example, if you enter “Johns” in the last name field, POLARIS
Search returns Johns, Johnston, and Johnstone etc. However, if you
enter “Johns,” POLARIS Search returns only Johns. You must enter
at least two characters.
4 [OPTIONAL] Enter the Given Name(s) of the individual.

• It does not matter if you enter the first or middle name as the
search process will retrieve any matches that were inputted as a
given or middle name.
• For example, if you enter Paul in the given name field, POLARIS
Search returns similar name matches such as Paul, Paul Adam,
Paul Robert, Kevin Paul, Stanley Paul, etc. to a maximum of 99
matches.
5 Click OK.

If there are similar name matches, a Name List window opens.
6 Select the name you want to search and click Property List.

The Search Results window displays with the PIN Details tab open. (see
PIN Details tab on page 57 )
The PIN tree displays the PIN of the property as the active parcel and
adjacent and custom branches.
If similar names were found and you select a name that does not match
the property you want to search, click Close to return to the Name List
window to select another match.
Repeat this step until you locate the property you want to search.
If multiple exact name matches are found, the Property Details tab and
the PIN Tree display each PIN of the corresponding properties.
Adjacent and custom branches are displayed for each of the PINs in the
PIN Tree.
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Searching by Instrument Number
The Search by Instrument feature allows you to search for a property by
registration number. The registration number must refer to an active
instrument in POLARIS. You must include any prefix assigned to the
instrument series. Prefix lists for offices available in Teraview can be
found at http://www.teranetexpress.ca.
The Search by Instrument Number displays a Property List that may contain a
number of properties against which the instrument is registered.
To search by instrument number:
1 Open a docket. (refer to Opening Dockets on page 25)
2 On the Property menu, click Search by Instrument.
3 In the Number field, enter the Instrument Number.

• For example, LT before the instrument number.
• Remember to include the instrument prefix.
• Do not include any spaces or hyphens in the instrument number.
4 Click OK.

The Search Results window displays with the PIN Details tab open (refer
to PIN Details tab on page 57).
The PIN Tree displays the PIN of the property as the active parcel and
adjacent and custom branches.
If the instrument has been registered on multiple properties, each property
is detailed in the Search Results window, the PIN Details tab, and a branch is
created in the PIN Tree for each PIN.
A maximum of 90 properties will be displayed if this instrument is over
multiple properties.

Searching by Condominium
The Search by Condominium feature enables you to locate a property by
reviewing the Condominium Cross Reference Index and selecting the Property
Identifier Number assigned to the Unit and Level.
To search by condominium:
1 Open a docket. (refer to Opening Dockets on page 25)
2 On the Property menu, click Search by Condominium.
3 In the Condominium ID field, enter the Condominium Plan registration
number

including the prefix number (for example, PCP1000).

USING E-REG FOR SEARCH

45

• Condo prefix lists can be found at: http://www.teranetexpress.ca
4 Click OK.

The PIN List showing the PIN and associated Unit and Level for the
requested Condominium opens.
5 Double-click the PIN to retrieve the Parcel Register.

The Search Results window displays with the PIN Details tab open. (refer
to PIN Details tab on page 57)
The PIN Tree displays the PIN of this property as the active parcel.

Searching by Subdivision
The Search by Subdivision feature enables you to locate a property by
reviewing the Plan of Subdivision Cross Reference Index and selecting the PIN
assigned to the Lot and Plan. This feature is available for plans registered on
the date or after the date of automation of the LRO and lists PINs assigned
to the original lots. Where subsequent transactions result in a PIN being
split, refer to the original (inactive) parcel register to determine the new
(active) PIN(s).
To search by subdivision:
1 Open a docket. (refer to Opening Dockets on page 25)
2 On the Property menu, click Search by Subdivision.
3 In the Plan ID field, enter the Plan of Subdivision Registration Number

including the Prefix number.
• For example: 33M600 or PL180.
4 Click OK.

• A PIN List showing the PIN and associated Lot and Plan for the
requested Plan of Subdivision opens.
5 Double-click the PIN to retrieve the Parcel Register.

The Search Results window displays with the PIN Details tab open. (See PIN
Details tab on page 57)
The PIN Tree displays the PIN of this property as the active parcel.
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Searching for Power of Attorney
In Land Titles and Registry, power of attorney documents and revocations
thereof, will now be registered in the automated system (not attached to a
PIN). This allows for remote searching and electronic registration of these
documents through Teraview.
In any office with electronic registration enabled, all power of attorneys
and revocations of power of attorney documents can be electronically
submitted for registration through Teraview. Electronically registered
documents are available to be searched remotely.
While the ability exists to enter power of attorney documents presented at
automated Land Registry Offices (without electronic registration) directly
into POLARIS, this may not be a practice adopted in all offices.
This will be a day forward registration approach. Power of Attorney
related documents previously registered in paper in the Power of
Attorney Register are not available for search via Teraview.
Before searching for a power of attorney or revocation in any
automated office, confirm where and how power of attorney
documents are registered to ensure you know where you must conduct
your search. Ensure you are familiar with the date that the specific
Land Registry Office began registering power of attorney documents
through the automated system. This will prevent you from incurring
any search fees for a power of attorney document previously
registered in paper into the Power of Attorney Register and therefore
unavailable through Search for POA.
Since power of attorney related documents would be registered not
attached to a PIN in POLARIS, they cannot be searched through the
normal search by name and instrument functions on the Property menu.
It is important to remember that any search of an index or register
(including the Power of Attorney Register) will result in a search fee under
the current fee schedule, whether or not the name or instrument number is
found.
To search for a power of attorney document by donor:
1 Open a docket. (refer to Opening Dockets on page 25)
2 On the Instrument menu, point to Search for POA.
3 Choose Search by Name.

• The Search by Name dialogue box opens.
• In the Last Name or Corporate Name field, enter the name of the
donor.
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• [OPTIONAL] In the Given Name field, enter the first name of the
donor.
• Click OK to search the Power of Attorney Register.
• If there is a power of attorney(s) registered against the name
searched, the registration number(s) is displayed.
4 To view the instrument:

• Highlight the instrument number.
• Right-click and choose Request Instrument.
• For viewing instrument images, refer to Retrieving Instruments
and Plans on page 65.
If no power of attorney exists for the name searched, the following
message is displayed: “No names were found”.
To search for power of attorney document by registration number:
1 Open a docket. (refer to Opening Dockets on page 25)
2 On the Instrument menu, point to Search for POA.
3 Choose Search By Instrument.

• The Search by Instrument dialogue box opens.
• In the Number field, enter the registration number of the
instrument.
• Click OK to search the Power of Attorney Register.
• If there is a power of attorney(s) registered against the instrument
number searched, the particulars are displayed.
4 To view the instrument:

• Highlight the instrument number.
• Right-click and choose Request Instrument.
• For viewing instrument images, refer to Retrieving Instruments
and Plans on page 65.
If no power of attorney exists for the registration number searched the
following message is displayed:“The specified instrument registration no. was
not found”.
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Searching by Map
enables you to identify your property by going through a
series of maps. Starting at a specified LRO, Area or Block, you have the
capability to view increasingly detailed maps until a desired area
containing a property (or properties) of interest is displayed.
Search by Map

The map has two distinct display levels and they are:
• Land Registry Office (LRO) — displays information such as major roads,
railways, secondary roads and road names, lakes and block boundaries.
• Parcel Level — displays individual parcels of land as well as road names.
At the parcel level, you can identify a PIN as the active PIN to allow you to
search the property.
Map tab

To search by map:
1 Open a docket. (refer to Opening Dockets on page 25)
2 On the Property menu, click Search by Map.

• The Search Map Options dialogue box opens.

USING E-REG FOR SEARCH

49

3 Select one of the followings:

view the entire area)
• Specific Area (to view a specific area - choose an area from the
menu)

•

Entire LRO (to

• Block (to view a specific block - enter the block number)
4 Click OK.

• The Search by Map window opens displaying the map and a legend.
• Only the Map tab is available, as no active PIN has been selected.
• To select an active parcel, you must be at the parcel level map
(refer to Selecting an Active Parcel on page 50)
Note: The maps require substantial information to be temporarily
transferred to your PC. The time required to open a map on your PC
is determined by several factors.
TIP!
Try to avoid
centering the map on
a road, river or
railway!

5 Using the Map Manipulation techniques such as Map Area, Zoom In/Out,

Search by Street, and Map Centre determine the approximate area
where the property is located.
As you change the scale of the map display (by using Map Area or Zoom
In/Zoom Out), different map features are displayed.

Retrieving Parcels (Search by Map)
The Retrieving Parcels option is available whenever the LRO map data is
displayed. When you select this option, parcel information is retrieved and
displayed.
Information retrieved includes:
• Property Identification Numbers (PINs)
• Property Parcels, including limited interest parcel PINs and/or
boundaries
• Additional information such as the different line works.
A legend is also displayed which defines the symbols in use for each of the
features on the LRO and Parcel Map. This legend can be hidden.
Note: An extended legend is available that illustrated what you see on the
map. See extended Legend on page 204
Retrieve Parcels

To retrieve the Parcel Map when the LRO map is displayed:
1 Position the area of interest in the centre of the Map tab using the Map
Centre

option (refer to Map Centre on page 77).
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• It is important to position your area of interest in the centre of the
tab.
• The system will not display properties for the entire area shown in
the tab.
2 From the Map menu, point to Tools.
3 Choose Retrieve Parcels.

• A dialogue box opens requesting you to confirm your intent to
retrieve parcels.
4 Click Yes to proceed.

• The Parcel map displays showing all parcels with their PINs.

Selecting an Active Parcel
Before you can view a parcel register for a property, you must select an
active parcel. If many parcels are displayed on the map, you may want to
zoom in to make the selection process easier.
Make Active

To select an active parcel:
1 Click the property you want to make your active parcel. The selected

property is highlighted in purple.
2 On the Map menu, point to Tools.
3 Choose Select Active Parcel.

• Map data is retrieved for that parcel.
• When complete, the PIN Details tab opens displaying parcel
information for the Active Parcel.
• The PIN Tree displays the PIN of the property as the active parcel
and adjacent and custom branches.
• The Active Parcel is indicated on the map.

Return to LRO Map
At any time when the Parcel Map is displayed in the Map tab, you can return
to the LRO Map.
• From the Map tabtoolbar, click on the button, Return to LROMap.
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Searching Highways Register
The Search by Highways Register feature enables you to search Land Tiles
index that records the Ministry of Transportation plans and documents.
To search by Highways Register:
1 Open the docket that you want associated with the new instrument.
2 On the Property menu, click on Search Highways Register
3 The Search Highways Register window opens.

The window is split into 4 parts:

Message -indicates the date of the entries that are in the database
and that all entries prior to that date are only available at the LRO
Office. The date will change as LRO staff continues to enter the
historical records into the ELRS.
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Sort By – allows the user to specify the way the results will be
sorted prior to requesting a search. It includes the followings:
Date
Municipality
Highway Number
Registration Number

Search By – allows the user to choose their own search method
and this includes:
Date Range
Municipality
P Plan Number
Highway Number
Registration Number

Deleted documents – For all searches, the user will have the
option to include deleted documents.
4 Under Sort By, choose one of the options.
5 Under Search By, select any combination of searches you wish.

• The only exception is if you choose to search by Registration
number, you will not be able to combine it with other searches
such as Date Range, Plan Number or Highway Number.
6 Click OK to proceed.

If your search results return more than 100 instruments, you will get the
following message:
"There are xxx instruments found. Only the first 100 will be displayed
and printed. If you need the complete register, please visit the Land
Register Office."
Solution:

Refine your search, or
Visit the Land Register Office to get the complete list.
7 The Search Results- Highways Register window appears showing all the

results for the search criterion you have entered.
a. Choose from the list a document to view by highlighting it.
b. Select either Print (English) or Imprimer (French) to display the
PDF version of the document.
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c. Once the PDF document is opened, you will have the option to either
save to disk or print.
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Searching Trans-Canada Pipeline Register
The Search by Trans-Canada Pipeline Register feature enables you to
search TCPL related instruments and plans.
To search by Trans-Canada Pipeline Register:
1 Open the docket that you want associated with the new instrument.
2 On the Property menu, click on Search Trans-Canada Pipeline Register
3 The Search Trans-Canada Pipeline Register window opens.

The window is split into 4 parts:

Message – indicates the date of the entries that are in the database
and that all entries prior to that date are only available at the LRO
Office. The date will change as LRO staff continues to enter the
historical records into the ELRS.
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Sort By – allows the user to specify the way the results will be
sorted prior to requesting a search. It includes the followings:
Date
Municipality

Search By – allows the user to choose their own

search method

and this includes:
Date Range
Municipality

Deleted Documents – For all searches, the user will have the
option to include deleted documents.
4 Under Sort By, choose one of the options.
5 Under Search By, choose one of the selections.
6 Click OK to proceed.

If your search results return more than 100 instruments, you will get the
following message:
"There are xxx instruments found. Only the first 100 will be displayed
and printed. If you need the complete register, please visit the Land
Register Office."
Solution:

Refine your search, or
Visit the Land Register Office to get the complete list.
7 The Search Trans-Canada Pipeline Register window appears showing all the

result for the search criterion you have entered.
a. Choose from the list a document to view by highlighting it.
b. Select either Print (English) or Imprimer (French) to display the
PDF version of the document.
c. Once the PDF document is opened, you will have the option to either
save to disk or print.
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Search Results window
Once you have identified one or more properties, the Search Results window
opens. This window displays the results of your search and allows you to
view the parcel register/abstract for a property. This window consists of
four tabs and a PIN Tree view. The open tab on this window depends on
how you started your search. The number of properties displayed also
depends on the number of matches in the database for your search criteria.
For example, if you conducted a search by name and the name was in the
database on more than one active transfer (as a Transferee) or document
general (as a Party To), more than one PIN would be displayed in the PIN
Details tab and on the PIN Tree.

The Search Results window is used to confirm that the PIN and description
reflect the property you wish to search before you incur the charge for the
parcel register as you open it by clicking the Parcel Register button.
The Search Results window contains the following:
• Parcel Register button:
• It allows you to access the parcel register/abstract for a highlighted
PIN.

• This button is active when a PIN is highlighted in the PIN Tree and
either the PIN Details, Adjacent, or Custom tabs are open.
• It is unavailable at all other times. The applicable search fees are
applied whenever you open a parcel register.
• If you inadvertently close the parcel before you obtain your print
out you can still obtain the print out of the Parcel Register on the
same day without charge by going to Reprint Items under the
Administration Menu.
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• Close button: It allows you to close the window, thus terminating the
search.
• Help button: It displays help screens for the functionality of this window.
•

Parcel type indicator:

• It is a legend displayed on the bottom portion of the window.
• (LT) is for a Land Titles property,
• (R) is for a Registry property,
• (RD) is for a Parcelized Day Forward Registry (PDFR) property.

PIN Details tab
The PIN Details tab displays the following informations that match your
search criteria (if on the automated system):
• PIN
• Type (LT, R, RD)
• Status (active or inactive)
• Address
• Property description for the property (ies).
The PIN Details tab is the open tab if you start your search by:
• PIN
• Municipal address
• Name
• Instrument number.

Map tab
The Map tab displays map data associated with the currently selected active
parcel or with an LRO during the Search by Map function. This is the open
tab if you start your Search by Map.
• If mapping is NOT available in the Land Registry Office (LRO) you
are searching, the Map tab is unavailable.

Adjacent tab
The Adjacent tab displays parcel information for parcels adjacent to the
active parcel. You may only view the parcel registers for the adjacent
properties if you have already viewed the parcel register of the active
parcel within the current window.
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• If you want to view the parcel registers for adjacent properties,
ensure you do so before you close the Search Results window.
• The Adjacent tab is enabled when you retrieve adjacent parcels.
(See Identifying Adjacent Parcels on page 82)
This tab displays the following informations for the properties adjacent to
the active parcel (if available):
• PIN
• Type (LT, R, RD)
• Status (active or inactive)
• Address (if available)
• Property description for the property (ies).

Custom tab
It displays parcel information for a custom list of parcels associated with
the active parcel that you have identified through the map (if available).
• You may view a parcel register for a PIN listed in the Custom tab at
any time.
This tab displays the following informations that you have added to your
custome list:
• PIN
• Type (LT, R, RD)
• Status (active or inactive)
• Address
• Property description for the properties.
See Adding PIN(s) to your Custom tab on page 85 for further details.

PIN Tree
The left portion of the Search Results window is reserved for the PIN Tree.
It contains the following information if those properties have been selected
from the map:
• Active PIN
• Adjacent parcel PINs
• Custom parcel PINs.
You can expand/collapse the tree from the tree view itself or via the Options
menu > Expand Tree/Collapse Tree command.
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• The tree can also be expanded to show the PINs under each
heading by clicking (+).
• The tree can be collapsed to show only the active PIN and the
headings adjacent and custom by clicking (-).
• If you started your search by Search by Map and you have not
selected an active PIN, the PIN Tree will be blank.
• If a PIN in the tree is highlighted, the corresponding information in
the tabs is also highlighted.
• The PIN Tree view can be resized according to your needs.

The Parcel Register/Abstract
It provides all the information on the property that has been registered in
the POLARIS Title Index Database.
To display the parcel register/abstract:

[From the Search Results window.]
1 Open either the PIN Details tab or the Adjacent tab or the Custom tab.
2 Highlight the PIN for which you want to view the parcel register.

• You can only view the parcel register for PINs in the Adjacent tab
after the corresponding active PIN’s parcel register has been
viewed in the PIN Details tab.
3 Click Parcel Register.

• The Parcel Register Options dialogue box opens.
4 Select All Active Instruments to view all.

- OR Select Selected Date Range and specify the date range for instruments you
want to include in the From and To fields.
Note: The To field automatically defaults to today’s date.
5 [OPTIONAL] Select Include Deleted Instruments if you want to include

deleted instruments.The default criteria is All Active Instruments.
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6 Click OK. The parcel register for the property opens.

The parcel register contains essential information abstracted from
registered instruments that includes:
• Description: The property description.
• Estate: The interest that an owner has in the property. Fee Simple
represents the highest form of ownership outside of the Crown.
• Qualifier: Used to further describe the parcel.
For example:
Property

Land Titles LT Conversion Qualified Registry

Estate/Qualifier Absolute

LTCQ

(Blank)

•PIN Creation Date: The date the PIN was activated in the automated
system.
• Recently: Where the parcel register originated.
From this point in your search, you can:
- Continue searching
- View instruments (refer to Retrieving Instruments and Plans on page 65)
- View the map.
To continue searching the property:

• Click the tab (Owners, Instruments, Remarks, Qualifier, Consolidation)
you wish to view.
• Detailed information about the property displays according to the
tab selected.
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Exporting POLARIS data
If you want to import POLARIS data into your Real Estate documentation
preparation software, you must first convert the data to a text file.
To export the POLARIS data to a text file:
1 Click the Export button in the Parcel Register window.

• The Select File window opens.
2 Select where the file will be saved and enter a file name. The file is

saved as a text file (.txt).
3 Click Save.

OWNERS

TAB

It provides a listing of the Property Owners, the Capacity of each owner and
their respective Share, if applicable.
The Owners tab is automatically displayed when accessing a Land Titles
parcel. For a Registry property, this tab is unavailable.

INSTRUMENTS

TAB

The Instruments tab displays instruments registered against a property.
Instruments tab

The Instrument tab includes the following information:
• Reg. Number: The number assigned to an instrument at the time of
registration.
• Date: The date the instrument was registered.
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• Instrument Type: Identifies the instrument type (transfer, charge).
•

Certified/ Checked:

• In Land Titles, the C indicates that the instrument has been
certified and that all government guarantees are applicable.
• In Registry, the C indicates the instrument has been checked
(verified).
• A D indicates that an instrument has been deleted.
• Deleted instruments are only displayed if you select to include
deleted instruments from the Parcel Register Options window.
From the Instrument tab you can further display additional instrument
details for any of the documents registered against the property.
Note: Instruments found in the property description, the property
remarks, and those listed in the Instrument tab can be requested via
the Instrument request field.
Instruments in the property description and remarks are only
available in limited offices.
To view additional instrument details:

[From the Parcel Register window with the Instruments tab open.]
1 Click the appropriate instrument.
2 Click Detail.

• The Instrument Detail window opens showing further instrument
information (for example; amount, parties, instrument remarks).
• The amount of information available in the Detail window or on the
printed parcel register/abstract depends on where the document is
in the registration process.
• If the document is only registered you will see the registration
number, registration date, instrument type, and amount, if
applicable. Once the document is abstracted, party information is
available and if applicable, instrument remarks.
• Once the document is certified/verified, a C is displayed. For
documents registered electronically, the party information is
available once the document is registered.
Note: Only Party To information is displayed for deleted instruments or
instruments entered by the implementation teams at the time of
automation.

REMARKS

TAB

Property remarks may be attached to a property. Although these remarks
are not registered as instruments, important information may be contained
in the tab.
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For example, a correction notice may appear in the Remarks tab.
For a Parcelized Day Forward Property, the remark “This parcel was created
based on information contained in document(s) ####, which is (are) recorded
for PIN identification only” is recorded in the Remarks tab.

Note: It is recommended that you review the Remarks tab for every property
searched.

QUALIFIER

TAB

Qualifiers for Land Titles Conversion Qualified (LTCQ) properties differ
slightly from Absolute Land Titles qualifications. LTCQ property qualifiers are
recorded in the Qualifier tab.
Upon first conversion, the following Section 44 qualifiers do not apply to the
converted title:
• Paragraph 11, Planning Act.
• Paragraph 14, Dower and Spousal Rights.
• Provincial Succession Duties.
• Escheats or Forfeiture to the Crown.
• Writs of Execution Not Registered on Title.
• Railway Interest Claims.
In addition to Section 44 qualifiers, the following apply to the title issued
under Land Titles Conversion:
• The rights of any person who would, but for the Land Title, be
entitled to the land or any part of it through adverse possession,
prescription, misdescription or boundaries settled by convention.
• Leases to which section 70(02) of the Registry Act apply.
For Registry properties, this tab contains the remark, “This parcel includes
all instruments and documents from: yyyy/mm/dd.”

This tab also displays information for inactive properties (what PIN(s) the
property has now been assigned).

CONSOLIDATION

TAB

The Consolidation tab identifies the original PINs associated with the
creation of the current PIN.

Printing a Parcel Register
You can request a copy of a parcel register for Land Titles properties or an
abstract index for Registry properties to be printed from the Parcel Register
window.
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The parcel register can be printed with either an English or French
template; that is, the headings, fields, etc. are in the selected language but
the content of the Parcel Register displays in the language in which it was
created. You would have already determined whether the French or
English template is to be used for printing when you opened the parcel via
the Parcel Register Options window.
You may also request an image of a document to be displayed on your
desktop or a copy of instruments to be delivered via courier or e-mail for
Land Registry Offices (LROs) specified in your Teraview application.
See Retrieving Instruments and Plans on page 65.
Note: Instruments found in the property description, the property
remarks, and those listed in the Instrument tab can be requested via
the Instrument Request field.
Instruments in the property description and remarks are only
available in limited offices.
The Print feature can be accessed from the toolbar, or by clicking Print Parcel
Register from the Property menu.
To print a copy of a parcel register or property abstract:

[From the Parcel Register window.]
1 Click the Print icon on the Toolbar.

--- OR--On the Property menu, click Print Parcel Register.
• The Parcel Register will display in PDF format.
2 Click the Print icon from the standard toolbar of the PDF file.

• The Print options dialogue box will open.
• Ensure that the default paper selection is for legal sized paper.
3 Click OK. The parcel register will print to your printer.

Note: If the printer settings are not set to print on legal sized paper, a
message will display. Click Yes to display the parcel register as a
PDF file. You may now print it by selecting the Print icon in the
standard toolbar.
If needed, you may reprint the Parcel Register on the same day without
charge by clicking Reprint Item found under the Administration Menu.
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Retrieving Instruments and Plans
Teranet is currently imaging millions of instruments registered in Land
Images of instruments are in a central database.
This database will support POLARIS Search access via Teraview by
enabling you to view images of instruments on your desktop or by
requesting copies of instruments by courier or e-mail.
Registry Offices (LROs).

Note: The following instruments may only be requested using the Courier
option: instruments referred to in the property description but not
registered on parcel registers. See Ordering Instruments by
Courier on page 68.
If you request an instrument by e-mail, it will be sent directly to your email account or if you requested the instrument by courier, it will be sent
directly to your physical address.
Both active and deleted instruments can be requested to view on screen, or
to be delivered by courier or e-mail.

Viewing Instruments on Screen
Documents can be viewed online from your desktop. There are three types
of images that can be retrieved from the system:
• Electronic instruments (specifically, instruments registered through
electronic registration) and any supplemental attachments.
• Instruments imaged into central database, POLARIS (specifically, paper
documents registered directly into the POLARIS database).
• Instruments and plans found in the property description for a PIN or in the
case of Crown Patents found in the property remarks, but not contained in
the instrument list for that PIN.
Note: Instruments in the property description and remarks are initially
only available in limited offices.
Viewing instruments online requires the Adobe Reader software. The Reader
is free and is available at http://www.adobe.com.
Images can be retrieved via the Instrument Request field or by right-clicking
within the Parcel Register window with Instruments tab open.
Note: Instruments found in the property description, the property remarks
and those listed in the Instrument tab can be requested via the
Instrument Request field.
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To view an instrument online (via the Instrument Reg No field):
1 Open a docket (refer to Opening Dockets on page 25)
2 In the Instrument Registration Number field, enter the registration number

of the instrument.
• Remember when entering the registration number do not include
spaces or non-alpha numeric characters.

3 Click the Request icon.

• The Instrument Options dialog box opens.
• The requested instrument registration number and number of
pages are displayed here.
• If the selected instrument is indicated as containing 0 pages, then
the image is not available within the database. (refer to Exception
Instruments on page 72)
• If the selected instrument is not available in the image database,
you will receive a message asking to confirm the information
displayed i.e. the LRO and the instrument number.
• Once you click the Submit button, your request will be
submitted and processed within the next 48 hours.
• For more information, please refer to Exception Instruments on
page 72
4 Select the instrument you wish to view and enter the page range you

want to request.
• Enter page numbers or page ranges .
• For example: 5-7.
5 Click View. The image opens.
To view an instrument from the Parcel Register window:

[Within the Parcel Register of the selected property.]
1 Open the Instrument tab.
2 Right-click anywhere within the Instrument tab.
3 Click Request Instrument.

• The Instrument Options dialog box opens.
• All the registration numbers and number of pages of the
instrument(s) within the Instrument tab are displayed here.
• If the selected instrument(s) are indicated as containing 0 pages,
then the image is not available within the database.(See Exception
Instruments on page 72)
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4 Select the instrument(s) you wish to view.
5 Enter the page range for each instrument you request

• Enter page numbers or page ranges .
• For example: 5-7.
6 Click View. The image opens.

Request for Instrument Availability
Please use the Request for Instrument Availability form available at:
https://www.teranetexpress.ca to submit requests to find out whether the
following instruments will be available for download or printing in
Teraview:
• Instruments not found in the POLARIS Instrument database (i.e.,
non-title instruments).
• Instruments not found in the Property Description.
• Instruments not found in the Property Remarks.
Exclusions:
• All documents where the instrument number is available in
Teraview including Uncertified Paper Documents.
• First Application Documents (FAD).
• Mining Claims and Summer Resort Locations.
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Ordering Instruments by Courier
Through the Plan Courier Request feature you can request copies of all or
selected instruments/plans to be delivered to your office via courier.

To order instruments by courier (via Instrument Request bar):
1 Open a docket (refer to Opening Dockets on page 25)
2 In the Instrument Request Bar, enter the registration number of the

instrument.
Note: When entering the registration number include the prefix.
Do not include spaces or non-alpha numeric characters.
3 Click the Request icon.

• The Instrument Options dialog box opens the requested document
registration number and lists the number of pages each document
contains.
• If the selected instrument(s) are indicated as containing 0 pages,
then the image is not available within the database. (refer
to Exception Instruments on page 72)
4 Select the instrument(s) you wish to have couriered.
5 In the Range field, enter the page range for each instrument you

requested. (for example: 5-7).
6 With the Courier tab open, confirm your Address or edit if required.
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7 [OPTIONAL] In the Delivery Instructions field, enter any special instructions.
8 Click Courier.

• A confirmation message appears confirming that the selected
instrument(s) will be couriered.
9 Click OK.
To order instruments by courier from the Parcel Register window:

[Within the Parcel Register of the selected property.]
1 Open the Instrument tab.
2 Right-click anywhere within the Instrument tab window.
3 Click Request Instrument.

• The Instrument Options dialog box opens.
• All the registration numbers and number of pages of the
instruments within the Instrument tab are displayed.
• If the selected instrument(s) are indicated as containing 0 pages,
then the image is not available within the database. (refer
to Exception Instruments on page 72)
4 Select the instrument(s) you wish to be couriered.
5 Enter the page range for each instrument you requested.(The page

numbers or page ranges; for example, 5-7)
6 With the Courier tab open, confirm your address or edit if required.
7 [OPTIONAL] In the Delivery instructions field, enter any special instructions.
8 Click Courier.

• A confirmation message opens confirming that the selected
instrument(s) will be couriered.
9 Click OK.
To order instruments by courier via the Instrument menu:

[Instruments referred to in property descriptions but not yet loaded into the
system can be requested for delivery only via the Courier option.]
1 Open a docket. (refer to Opening Dockets on page 25)
2 From the Instrument menu, click Courier Request.
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• The Courier Request dialogue box opens.

3 Confirm your Address and edit if required.
4 [OPTIONAL] In the Delivery Instructions field, enter any special instructions.
5 Select the check boxes to activate the corresponding Plan Number Only

field.
6 In the Plan Number Only field(s) enter the instrument number(s).
7 Click OK.

• A confirmation message opens confirming that the instrument(s)
will be couriered.
8 Click OK.

Ordering Instruments by e-mail
To order instruments by e-mail via Instrument Reg No field:
1 Open a docket. (refer to Opening Dockets on page 25)
2 In the Instrument Reg No field, enter the registration number of the

instrument.
• When entering the registration number, include the prefix.
• Do not include spaces or non-alpha numeric characters.
3 Click the Request icon.

• The Instrument Options dialogue box opens.
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• The requested instrument registration number and number of
pages are displayed here
• . If the selected instrument(s) are indicated as containing 0 pages,
then the image is not available within the database. (refer
to Exception Instruments on page 72)
4 Select the check box(es) to indicate the instrument(s) you wish to have

e-mailed.
5 Enter the page range for each instrument you request. (The page

numbers or page ranges; for example 5-7)
6 Click the E-Mail tab.
7 In the E-Mail field, enter your e-mail address.
8 In the Subject field, enter a subject for the e-mail.
9 Select the Save as Default check box if you want this to be your default e-

mail address.
10 Click E-Mail.

• A confirmation message displays confirming that the selected
instrument(s) will be sent to your e-mail account.
• You will also receive a Reference number. Please note the number is
in case you need to make additional inquiries.
11 Click OK.
To order instruments by e-mail via right-click:

[From the Parcel Register window within the Parcel Register of the selected
property.]
1 Open the Instrument tab.
2 Right-click anywhere within the Instrument tab window.
3 Click the Request icon. The Instrument Options dialogue box displays. All

the registration numbers and number of pages of the instruments within
the Instrument tab are displayed here. If the selected instrument(s) are
indicated as containing 0 pages, then the image is not available within
the database. (refer to Exception Instruments on page 72)
4 Select the check box(es) of the instrument(s) you want e-mailed.
5 Enter the page range for each instrument you request. (The page

numbers or page ranges; for example 5-7).
6 Click the E-Mail tab.
7 In the E-Mail field, enter your e-mail address.
8 In the Subject field, enter a subject for the e-mail.
9 Select the Save as Default check box if you want this to be your default e-

mail address.
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10 Click E-Mail. A confirmation message displays confirming that the

selected instrument(s) will be sent to your e-mail account. You will also
receive a Reference number. Please note the number is in case you need to
make additional inquiries.
11 Click OK.

Exception Instruments
Some instruments including plans on title will not be available in the image
database. When you request an instrument not available in the image
database, a message window will appear asking you to confirm the
followings:
• LRO
• Instrument Registration Number.
Note: These fields are not editable.
Before proceeding to click the Submit
button, you need to ensure that:

1 It is the correct LRO
2 The Instrument number contains a
prefix and no space.

Note:

If you are unsure about the
prefix, a list is available here.

If you select Submit in this window, you will receive a message that your
request has been submitted and will be processed within the next 72 hours.
Note: If you are requesting a plan, it will be delivered in approximately 48
hours.
For information on the Request for Instrument Availability form, refer
to Request for Instrument Availability on page 67.
However, if the instrument number you have entered contains invalid
information, you will get an error message.
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There are 2 error messages that you can encounter:
• If the selected instrument has an invalid prefix, you will get an error
message indicating that the instrument number entered is wrong.

• If the selected instrument has an invalid character, you will get an
error message indicating that the instrument number entered contains
invalid characters.

Once you click OK on either error message, a second message appears
displaying the instrument number that you have entered which will allow
you to see if there is any mistake.
• If there is no mistake, contact Customer Service Centre.

USING E-REG FOR SEARCH

74

Viewing a Parcel Map
Once you have identified one or more active properties through the search
by PIN, Address, Name, Subdivision, or Instrument option, you can select
to view the Parcel Map for any of those properties. The Active parcel is
displayed in the centre of the map when you open the Map tab.

If multiple PINs exist in the PIN Tree, select the PIN (by highlighting it) for
which you want to view the map.
Information retrieved includes:
• Property Identification Numbers.
• Property Parcels.
• Road Names.
• Railway Names.
• Major Easements and text.
• Water Boundaries and text.
• Township Names.
A legend displays which defines the symbols used for each of the features
on the LRO or Parcel.
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Note: An extended legend is available that illustrated what you see on the
map. See extended Legend on page 204

To display the Parcel Map for an Active PIN:
1 Select the property (Active PIN) from the PIN Details tab or the PIN Tree.
2 Click the Map tab. A dialogue box opens confirming you wish to

retrieve the map.
3 Click Yes to view the map.

• A message displays indicating information is being retrieved from
the server.
• The Parcel Map for that property is displayed.
• The maps require substantial information to be temporarily
transferred to your PC. The time required to open a map on your
PC is determined by several factors.
• For example, the characteristics of your PC or the number of
parcels being retrieved.
• The parcel that corresponds to the selected parcel displays in
purple on the map.

Map Menu and Tools
One of the purposes of the mapping component of the e-reg system is to
allow you to select and perform functions on individual properties. For
instance, you may want to identify a new property to search title on or
adjacent properties to your property of interest. Tools are provided within
the Map tab to enable you to perform these functions.
This section details the functions that are available for manipulating the
map. The Map menu is only available when the Map tab is open and a map
is displayed.
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ZOOM IN
Zoom In

lets you increase the scale (magnification) of the map.

• The number of parcels displayed will be less, but what is displayed
will be shown at a larger scale.
• The point you select when you zoom in becomes the new centre
point of the map.
• Once you select Zoom In and identify the point to zoom around,
you can keep zooming in on that area until you reach the minimum
display area or until you select another command. You can select a
different point to zoom around each time.
To zoom in on a point:

[From the Search Results window, Map tab with a Parcel Map or LRO Map
displayed.]
1 On the far left hand side of the Map, place your cursor on the zoom

level control bar.
2 To Zoom In, move the zoom control level bar up.

• An alternative way to zoom in is to click on the arrow pointing up.

Important!
You need to click
the MAP AREA
button again at the
end to exit this
functionality.
Otherwise, if you
select another area,
you will keep
zooming in.

ZOOM OUT
Zoom Out lets you view a greater area of land.Therefore, more parcels are
displayed.

• The point you select when you zoom out becomes the new centre
point of the map.
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• Once you select Zoom Out and identify the point to zoom around,
you can keep zooming out on that area until you reach the
maximum display or until you select another command. You can
select a different point to zoom around each time.
To zoom out on a point:

[From the Search Results window, Map tab with a Parcel Map or LRO Map
displayed.]
1 On the far left hand side of the Map menu, place your cursor on the

zoom level control bar.
2 To Zoom Out, move the zoom control level bar down.

• An alternative way to zoom out is to click on the arrow pointing
down.

MAP AREA
is a specialized form of Zoom In. Whereas Zoom In changes the
display area by a fixed amount, Map Area allows you to, very precisely,
determine the area to be displayed. In effect, you define the limits of a
rectangle and the view is adjusted so that your rectangle fills the map.

Map Area

Note:

To use Map Area:

[From the Search Results window, Map tab with a Parcel
You can also zoomdisplayed.]
in or out by using
the mouse scroll 1 From the Map tab toolbar, choose Map Area.
wheel.

Map or LRO Map

2 Place the cursor where you would like the corner of the rectangle.
3 Press the left mouse button.
4 Drag the cursor to the opposite corner. A rectangle is displayed.
5 When you reach the opposite corner, release the left mouse button.

• The Map tab now displays an area as defined by the rectangle.

MAP CENTRE
allows you to pan/move in any direction. The size of the area
displayed will not change. The point that you select will become the centre
of the map.

Map Centre

To use map centre:

[From the Search Results window, Map tab with a Parcel Map or LRO Map
displayed.]
1 From the Map tab toolbar, choose Map Centre.
2 Position the centre of the cursor on the spot that you want to be the new

centre of the map.
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3 Click to update the map.

• The display adjusts to make the point you selected the new centre
of the map.

SEARCH BY STREET
Search by Street allows

you to locate a street on the LRO map by searching

for the street name.
Note:
You can also zoom
in or out by using
the mouse scroll
wheel.

To locate a street:
1 Click on the Search By Street button on the Search by Map tool bar. The
Find Streets

dialogue box opens

2 In the Street Name field, enter the name of the street you want to locate

• The street name can be between 1 to 34 characters.
• Entering 1 character will often return a message saying there are
too many matches. It is recommended to enter a minimum of 3
characters for best results.
• Do not enter the street description such as Road, Crescent, Avenue
if you are not sure what the suffix of the street is.
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• If you are looking for a very specific street i.e. Spadina Avenue,
you can enter the suffix to minimize your search results.
3 Click Find Streets.

• The search results of the road name are displayed in the Select
Street to Display list box.
4 Select the street you wish to view
5 Click Display.

• The LRO Map displays the location of the street.
• The street name is highlighted and centred on the map.
• The scale of the map may change as a result of this search.
Note: You can move the Find Streets dialogue box to better see the
map.
6 Click Close button or the “X” button to exit the Find Streets dialogue box

and view the map.
Some streets have more than one listing. When parcel maps are created, the
street name may exist more than once. The Find Streets option identifies
all street text which matches your search criteria.
If the street name exists more than once, all instances will be listed.
Selecting different instances on the list may under such circumstances take
you to the same street in a different location.

MEASUREMENT
Measurement allows you to measure the area or the distance of any object on
the map.You are also given the ability to choose in what unit you want the
result to be displayed.

Note: The Measurement button will only display if you are zoomed in at
or near the Parcel Level.
The Parcel Level is when you can see all the parcel information.
To use the Measurement tool to calculate the area of an object:

[From the Search Results window, Map tab with a Parcel Map or LRO
Map displayed.]
1 Zoom in to the Parcel Level of the map
2 From the Map tab toolbar, click on the Measurement button
3 Click on Area

• The first icon on the far left is Area.
• You can also hover your mouse over the icon and it will display
the supporting text for it.
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4 Choose the unit that you wish to measure in:

• SQ Miles
• SQ Kilometers
• SQ Feet
• SQ Meters
5 Choose the area you want to measure

• For example, you want to measure a rectangular plot for 4lots
• You click on the 4 corners of the plot to outline the shape you want
to measure.
• On the fourth corner, double-click to complete the selection.
6 The area of the property that you wish to measure will be displayed

under Measurement Results at the top.
Note: The area is an approximate value.

To use the Measurement tool to calculate the distance between
different points:

[From the Search Results window, Map tab with a Parcel Map or LRO
Map displayed.]
1 Zoom in to the Parcel Level of the map
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2 From the Map tab toolbar, click on the Measurement button
3 Click on Distance

• The second icon on the far left is Distance.
• You can also hover your mouse over the icon and it will display
the supporting text for it.
4 Choose the unit that you wish to measure in:

• Miles
• Kilometers
• Feet
• Meters
5 Choose the spots on the map that you want to know the distance for.

• For example, we will measure the distance between 3 points on a
map
• Click each spot
• On the third spot, double-click to complete the selection.
6 The distance will be displayed under Measurement Results at the top.

Note: The distance is an approximate value.
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IDENTIFYING ADJACENT PARCELS
This option allows you to identify all parcels that share a common
boundary or corner with the Active parcel.
You can define in the Adjacent Preferences option whether or not you want to
include road and railway PINs in this search. (refer to Adjacent Search
Preference on page 89 )
To use this function, an active parcel must be identified.
Once you have identified adjacent parcels, PIN details are displayed in the
the PIN is listed in the Adjacent PIN tree branch and they are
indicated as adjacent in the Map tab.
Adjacent Tab,

To identify adjacent parcels using the Adjacent tab:

[From the Search Results window.]
1 Double-click the Adjacent PIN Tree branch (listed below the desired

Active PIN) in the PIN Tree.
• A message displays confirming whether you wish to retrieve
adjacent parcel data.
2 Click Yes.

• The Map tab opens (if it was not already opened) and the map data
is retrieved.
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• The time it takes to complete the retrieval of the map data depends
on the characteristics of your PC and the number of parcels that are
being retrieved.
• Once the retrieval is complete, a system message is displayed
indicating the map is not a plan of survey.
3 Click OK. The adjacent parcels are identified on the map as adjacent

(colour changed).
• Once you have retrieved adjacent parcels, the Adjacent tab lists the
PIN details for the adjacent properties.
• This tab lists the PIN, status, address, and property description of
the adjacent properties.
• The Active parcel appears above the adjacent parcels. The PINs
are also displayed under the Adjacent PIN Tree branch.
• To remove PINs from the adjacent list, refer to Removing a PIN
from List on page 88.
• You cannot add PINs to the adjacent list.
• To search any of these properties:
• Select the property you want to search (in either the PIN Tree or
Adjacent tab)
• Click Parcel Register.
• The parcel register displays.
• You must have already retrieved the parcel register for the
Active parcel in the Search Result window. If you have not, a
corresponding message is displayed.

LAYERS
There are two options under Layers which allows you to decide what to
show or hide on your map and they are as follows:

Geographic Information
Geographic Information displays the plan information. You can remove the
geographic information to view the map with fewer details displayed.

Note: By default, the Geographic information is always displayed.
To display Geographic Information:

[From the Search Results window.]
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1 From the Map tab toolbar, select Layers.
2 Click Geographic Information
3 A check mark appears beside Geographic Information to indicate the
Geographic Information is

displayed.

To remove the Geographic Information:

[From the Search Results window.]
1 From the Map tab toolbar, select Layers.
2 Click Geographic Information

The check mark beside Geographic Information is removed to indicate the
Geographic Information is NOT displayed.

Key Map
When this view is enabled, an additional map is displayed at all times
showing a small-scale map of the entire LRO.
The Key Map shows the location of the area that is displayed in the Map Tab
window. Indicated by a grey rectangle on the Key Map, this is especially
helpful when trying to find the location of the property with respect to the
entire LRO.
You can adjust the view in the Map tab when in the LRO Map by moving the
grey rectangle by clicking in the Key Map window. Once the parcel data has
been retrieved in the Map tab, you cannot change the view of the Map tab
via the Key Map.
If you change the view of the parcel map or LRO map in the Map tab, the
grey rectangle in the Key Map window adjusts accordingly.
Note: The Key Map is disabled at the highest view of the LRO Map. It
becomes available after zooming in a few times.
The data displayed in the key map is:
• Water Bodies.
• Township Boundaries.
• Political Boundaries.
• Land Registry Office Boundaries.
• Location of area displayed in Map Tab with respect to entire Land
Registry Office.
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To display the Key Map:

[From the Search Results window.]
1 From the Map tab toolbar, select Layers.
2 Click Key Map
3 A check mark appears beside Key Map to indicate the Key Map is

displayed.
To remove the Key Map:

[From the Search Results window.]
1 From the Map tab toolbar, select Layers.
2 Click Key Map
3 The check mark beside Key Map is removed to indicate the Key Map is

NOT displayed.

ADDING PIN(S)

TO YOUR

CUSTOM

TAB

The Adding PINs option allows you to add a PIN to your Custom tab and the
Custom PIN Tree branch. This option is available when the Map tab is open
displaying a parcel map and an active PIN is selected.
To add a PIN to Custom list:

[From the Search Results window, Map tab with the Parcel Map displayed.]
Add PINs

1 Select the PIN on the map you want to add to the list.
2 On the Map menu, point to Tools.
3 Choose Add PIN(s) To List.
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• The PIN is added to your Custom tab and Custom PIN Tree branch.
• The property is displayed in the expanded tree view and appears
highlighted in brown on the Parcel Map.
• The Legend is updated to show a Custom Parcel(s) entry.
To remove PINs from the custom list, refer to Removing a PIN from
List on page 88.
To search any of these properties:
1 select the property you want to search. (in either the PIN Tree or Custom
tab)

2 Click Parcel Register. The parcel register displays.

ADD PINS

TO YOUR

CUSTOM TAB

USING

DRAW SHAPE

The Draw Shape tool enables you to add multiple PINs to your Custom tab
and Custom PIN Tree branch by outlining the area that you want included on
the map. Using this tool, you can draw an irregular shape on the map. Any
parcels that are partially or completely contained in the shape will be added
to the Custom tab and in the PIN Tree under the Custom branch.
To add PINs using Draw Shape:

[From the Search Results window, Map tab with the Parcel Map displayed.]
1 From the Map tab toolbar, choose Draw Shape.
2 Click the spot on the map where you want to place the first point of the

shape.
• Move the cursor to the spot where you want to end the first side of
the shape.
• As you move the cursor, a line extends to show you the first side of
the shape.
• Continue to move the cursor and click the map to place points until
the drawing is in the shape you want.
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3 On the last point, double-click to finish drawing the shape. The area is

defined when it changes the selected properties to a greyish colour
outlined by a red line.

4 To add the selected PINs to the custom list, you can either:

• Go to Map menu, point to Tools and choose Add PIN(s) To List, OR
• Go to Map toolbar, choose Add PIN(s) button, OR
• You can right-click on any of the selected objects and select Add
PIN(s) To List

5 The selected PINs are added to your Custom tab and the Custom PIN Tree
branch.

• The properties are displayed in the expanded Tree View and are
highlighted in brown on the Parcel Map. The shape disappears.
Note: You need to click the Draw Shape button at the end to exit this
function. Otherwise when you click on the map again, the
system will think you are trying to draw a new shape.
To remove PINs from the custom list, refer to Removing a PIN from
List on page 88.
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To search any of these properties:

• Select the PIN in either the PIN Tree or Custom tab.
• Click Parcel Register. The parcel register displays.

REMOVING

A

PIN

FROM

LIST

The Remove a PIN option allows you to remove a PIN from the Adjacent or
Custom List.

Remove PINs

To remove a PIN from a list:
1 Select the PIN on the map or in the PIN Tree.
2 On the Map menu, point to Tools, then click Remove PIN(s).

The PIN is removed from the expanded Tree View and the corresponding
tab.
If the PIN is in the Adjacent and the Custom tabs, and you select to remove
it from one of the tabs, the Remove dialogue box opens. There are three
options in this box. Select one of the following options:
• Remove from adjacent.
• Remove from custom.
• Remove from both.
3 Click OK and the PIN is removed from the selected tab(s) and PIN Tree.

Removing PINs from List using Draw Shape
The Draw Shape and Remove PIN(s) options enables you to remove multiple
PINs from the Adjacent or Custom PIN Tree branch by outlining the area of
the PINs to remove on the map. When you draw a shape, any parcels that
are partially or completely contained in the shape will be removed from
your Adjacent or Custom branch. This option is available when the Map tab is
open displaying a parcel map and an active PIN is selected.
To remove more than one PIN from list using Draw Shape:

[From the Search Results window, Map tab with the Parcel Map displayed.]
1 From the Map tab toolbar, choose Draw Shape.
2 Draw a shape that incorporates all the PINs you would like to remove.

(refer to Add PINs to your Custom Tab using Draw Shape on page 86)
3 To remove the selected PINs to either your adjacent or custom list, you

can either:
• Go to Map menu, point to Tools and choose Remove PIN(s) To List,
OR
• Go to Map toolbar, choose Remove PIN(s) button, OR
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• You can right-click on any of the selected objects and select
Remove PIN(s).

4 The selected PINs are removed from your list.

• The parcels now display without the highlighting. The shape
disappears.
• If the PINs selected belong to both the Adjacent and Custom lists,
you will be prompted to choose which list that you want the PINs
to be removed from.

Map Preferences
ADJACENT SEARCH PREFERENCE
You have the option to set preferences for the adjacent parcel search.
Note: These preferences are not saved when you exit.
The default search criteria for adjacent parcels include all parcels that share
a common boundary or corner with the Active parcel. Roads and railways
are included in this search. By setting preferences, you can select to
exclude roads and/or railways from the adjacent parcel search.
To set your Adjoining Search preferences:

[From the e-reg main window.]
1 On the Map menu, click Preferences.
2 To exclude roads, clear the Include Roads check box.
3 To exclude railroads, clear the Include Railroads check box.
4 Click OK.

• The new preferences will take effect for all subsequent adjacent
searches during this session.

Parcel Information
The Parcel Information bar provides certain information for parcels in the
Map tab given that you have retrieved the parcels.
When the Map tab is opened and as you select a parcel, it will be
highlighted in red.
The Parcel Information bar displays:
• PIN
• Parcel type includes: Parcel, Road, Rail, Condo, Disjoint Parcel,
Disjoint Condo, Crown Land, First Nations Land, Boundaries
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Undefined, Many to Many, Number Properties Unknown, Other,
Leasehold, Natural Resource, Strata
• Street Address
• Area (approximate)
• Map Status- indicates if the parcel is subject to map maintenance.
To display the Parcel information:
1 Select an object on the map.
2 The Parcel Information appears at the bottom of the map.

PARCEL TYPES
The Parcel Information window includes a brief description of the type of
parcel.
The property types are described as follows:
– Most properties will be this type. This is used to describe “normal”
properties. Parcels described as “property” include single family homes,
apartment complexes, commercial properties, and industrial properties.
Parcel

Condo – This is used to denote a property, which is a normal condominium.

These are situations where a single piece of land is occupied by a single
condominium development.
– This is a property which appears to be a public road. This would
include lateral reserves, but not flanking reserves.

Road
Rail

– This is a property which appears to be part of a railway system.

Boundary Undefined – This represents a very unusual situation. It is similar
to “unknown” except that, in this case, the number of properties is known
but the boundaries between them are not. This situation is handled by
mapping a single parcel and assigning multiple PINs to that parcel.

– This is another very uncommon situation. This occurs when a
single property is split into two or more parts by some other property. For
instance, a farm might be divided into two pieces by a road. (The standard
procedure during automation in such situations is to create two separate
properties for the two parts on the farm. However, there may be obscure
situations in which this is not possible.) If this situation does occur,
separate parcels are mapped for each part of the property and a single PIN
is assigned.
Disjoint

– This represents a disjoint condominium property. This is
analogous to disjoint parcel type. However, it is considerably more
common than disjoint parcels, especially in larger urban centres. It is
handled by mapping separate parcels for each part of the condominium and
assigning a single condominium PIN.

Disjoint Condo
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Many to Many – This is used to describe very complex and extremely rare
property ownership/boundary situations. In one case, two condominiums
occupy what looks like three parcels of land. The middle parcel is shared
between them, at different levels above and below the ground. The map
shows three parcels and two condominiums PINs have been assigned.
First Nations Land – This represents land, which falls within an Indian
Reserve. It may consist of the entire Indian reserve or it may be a parcel
within the Indian Reserve. If the Registry Office has created a separate
parcel for one of these entities a PIN is assigned to it.

– This is used to identify most unpatented land (except for
Indian Lands, see above). If the Registry Office has created a separate
parcel for one of these entities a PIN is assigned to it, otherwise the area
appears as white space on the map.

Crown Land

Unknown – This represents a very unusual situation. Sometimes, when the
Registry Office records are being searched as part of the POLARIS
automation process, the records indicate the existence of multiple
properties on a certain piece of land, but not the exact number. This is
handled by mapping a single parcel and assigning a single PIN to that
parcel.

Sidebar
The sidebar on the side of the map provides a legend containing some brief
information about the lines, texts and polygons that you see displayed on
the map.
Note: An extended legend is available under Appendix to provide further
insight on what you are seeing. See extended Legend on page 204

Legend
A legend can be displayed which defines the symbols used and what it
represents on the LRO or Parcel Maps. The legend is displayed by default.
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Enlarge/Shrink the Map Legend
The Map Legend displays in the upper left corner of the map. You can
enlarge or shrink this legend. The legend must be visible in order to enlarge/
shrink it.
Enlarge/Shrink
Legend

To enlarge or shrink the map legend:

Click on the arrow on top of the legend to either Enlarge or Shrink it.
• If the arrow is pointing right, it will shrink the legend.
• If the arrow is pointing left, it will enlarge the legend.

Print Map
Print Map enables you to print and/or save a copy of the displayed map.
You can only print a map if you are zoomed in at or near the Parcel Level
which allows you to clearly see the PINs and the Parcel layer information.
To print a map:

[From the Search Results window with the Map tab open.]
Ensure you have
selected the correct
printer and settings
from the Options
Menu/Printer Setup
command.

1 From the Map tab toolbar, click Print Map.

2 The Please Select Display options dialogue box opens. This dialogue box

displays various Map printing options such as:
• Paper Orientation
• Paper size
• Language
• Highlight. (If you have selected an object on the map, you have
the ability to print the map with the object highlighted or not)
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3 Click Continue.

• The map is displayed as a PDF file. You have the option to print or
save the file.

Important!

POLARIS MAPS

ARE

NOT PLANS

OF

SURVEY

• The map displayed is not a plan of survey.
• Any measurements derived from the map are approximate.
• For the actual dimensions, please refer to the plans/documents
registered or deposited in the Registry System.
• Measurements are rounded to the nearest metre or foot.
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C h a p t e r 6

Using e-reg for Registration

Overview
This chapter will guide you through the creation of documents. In addition,
you will learn how to sign, message, and submit documents for
registration.

Creating Documents
Important!
The terms
document and
instrument are used
interchangeably.

The Create New option should be used whenever you want to start the
preparation of a new document for registration.
To begin, you should ensure that you have the correct docket open.
When creating a new document, a Create New Form window is displayed
listing available instrument groups and types.
Some instruments have subgroups of instrument types attached to them.
Instrument types that have subgroups are indicated with a small file folder
and a (+).
To display the subgroups (expand the tree):

• Click the (+).
• All subcategories for that instrument are displayed and the (+) is
replaced with a (-).
To collapse the category back to main instrument group, click the (-).
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Here, the
Application folder
has been selected.

The type of instrument you select from this window determines what
statements are displayed in the Work In Progress window.
It is very important you select the correct instrument type so all necessary
statements are displayed for your completion.
The available instruments in electronic registration are detailed in
Appendix B.(Refer to Instrument Types on page 194)
To create a new instrument:
1 Open the main e-reg window.
2 Open the docket that you want associated with the new instrument.

(refer to Opening Dockets on page 25)
3 From the Instrument menu, click Create New.

• The Create New Form window opens containing the available form
types.
4 Locate the form type by scrolling through the list of available forms or

by using the Find feature.
To use the Find feature:
• Enter a search term in the text field
• Click Find.
• The first form containing the key word will be highlighted with
an arrow. If this is the form you wish to use, click OK.
• If you wish to search further, click FIND. Continue clicking
FIND until you locate the form to complete.
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5 If necessary, expand the group by clicking (+) and select the desired

instrument within the subgroup.
• An arrow displays next to the selected document type.
6 Click Create New.

• The Work In Progress window displays. Refer to the specific
document type for further information for completing the Work In
Progress window.
Warning! You cannot change the document type from the Work In Progress
window. If you selected an incorrect document type, you must
create a new document, selecting the correct type.
To open an existing instrument:
1 Open the main e-reg window.
2 Open the docket that you want associated with the new instrument.
3 From the Instrument menu, click Create New. The Create New Form

window opens containing the available form types.
4 Locate the form type by scrolling through the list of available forms or

by using the Find feature.
To use the Find feature:
• Enter a search term in the text field
• Click Find.
• The first form containing the key word will be highlighted with
an arrow. If this is the form you wish to use, click OK.
• If you wish to search further, click FIND. Continue clicking FIND
until you locate the form to complete.
5 If necessary, expand the group by clicking (+) and select the desired

instrument within the subgroup.
• An arrow displays next to the selected document type.
6 Click Create From Existing.

• The Select Source By WIP Instrument window displays.
• Select the Work in Progress instrument to be opened.
7 Click Select.

• The selected instrument displays in the Work in Progress window.
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Viewing Documents – Instruments In Progress
Instruments can be saved and completed at a later time. Using the
Instruments In Progress option allows you to view, edit, and complete the
information you have already entered by re-opening the instrument.
Once an instrument has been submitted for registration, you cannot use this
option to view the instrument.

To open or delete a Work In Progress instrument:
1 Open the docket associated with the instrument.(refer to Opening

Dockets on page 25)
2 On the Instrument menu, click View In Progress.

The Instruments In Progress window opens. All In Progress documents
attached to the open docket are displayed. The name of the document
(created through the Document Identification branch), the type of
document, and the Last Action on the document are shown here. Actions
that may be recorded in the Last Action field are:
• Date the document was created.
• Message sent to another user (user’s name included).
• Message received from another user (user’s name included).
• Instrument returned for correction (registration number shown).
• Instrument registered (registration number shown).
3 Right-click the document you want open and select Open.

• The Work in Progress window opens.
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Note: Selecting Delete will erase the document once the confirmation
message is accepted.
When deleting a Work In Progress document, any user granted
authority for view or update or with blanket authority prior to the
deletion will still have this document in their Instruments in Progress
list.

Work In Progress window
The Work In Progress window is displayed whenever you create a new
document or select to view an In Progress document.
This window consists of two main parts:
• Tree view (on the left side of the window)
• Data entry fields. (on the right side)
The branch selected on the tree determines the information displayed on
the right side of the window.
At the top of the Work In Progress window,the followings are displayed:
• Document type
• Name of the current document
• Window name.
The document can only be edited by one user at a time, that is the first user
to open the document has edit capability. If another user with access tries
to open the document, they will have view access only.
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VIEW

The Tree View is displayed on the left side of the Work In Progress window.
The tree is made up of “branches” which reflect the information needed to
complete the instrument.
If you click a branch (for example, Properties, Transferor, Signatories) on
the tree, the information displayed on the right side of the window changes
to reflect that branch.
An arrow is displayed in the Tree View beside the branch that is
currently displayed on the right side of the window.
The branches in the Tree View vary depending on the document type you
have selected from the Create New Form window.
All necessary information to be completed for each document type is
displayed in this window when the specific document is selected from the
Create New Form window.

To expand the tree view:
• Click the (+) sign beside the branch you want to expand.
To collapse the tree view:

• Click the (-) sign beside the branch you want to collapse.

Saving a Document
A Work In Progress document is saved when certain events occur on the
system. The events that prompt automatic saving of a document are:
• Closing the Work In Progress window;
• Signing a Document; and
• Submitting a Document for Registration.
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You can select to save a document at any point while the Work In Progress
window is open. It is recommended that you periodically save your
document.
Note: The system will automatically close after 10 minutes of non-use.
Save button

To save a document from the Work In Progress window:
1 From the Options menu, click Save.

• A confirmation message appears.
2 Click OK.

Refer to Document Identification Branch on page 138 for instructions on
how to assign unique names to your documents.

ABANDON CHANGES
You can abandon changes that you have made to a document since the
document was last saved (includes automatic saves and user initiated
saves).
To abandon changes from the Work In Progress window:
1 From the Options menu, click Abandon Changes.

• A system message displays indicating that all information entered
will be lost.
2 Click Yes to abandon changes or No to continue with the session.

• Clicking Yes also closes the Work In Progress window.
Note: The next time you open the document, the changes you have made
after the last save and prior to use of the abandon changes
functions, are discarded.

UNDOING

AND

REDOING CHANGES

Teraview allows you to undo or redo a change you just completed in a
large text field.
For example, you can undo a text entry in the additional provisions for a
charge or the property description field.
Undo/Redo

To redo/undo a saved change from the Work In Progress window:

• From the Options menu, select either Undo or Redo.
• The last change is undone or redone.
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Completing Information for Instruments
This section details all possible branches that you may see when creating
an instrument. If an instrument you are creating does not display one of the
branches identified below in the Work In Progress window, therefore it
means that the information contained in that branch is not required for the
instrument you are creating.
To open the Work In Progress window for a new document, refer
to Creating Documents on page 94.
To open the Work In Progress window for a document that you have already
created and want to update refer to Viewing Documents – Instruments In
Progress on page 97.

Work In Progress Window for All Instruments
The Work In Progress window has different variations based on the
instrument type chosen. The major difference depends on how the
instrument is sourced. Instruments are sourced in one of two ways:
• Sourced by Property (PIN)
• Sourced by Instrument.
Sourced by Property indicates that you must enter the PIN
the Properties branch of the Work In Progress window.

of the property in

• When you enter the PIN, information such as the description and the
Party From, are pre-populated in the electronic document from the
POLARIS database.
When a document is sourced by Instrument, an Instrument branch is displayed
prior to the Properties branch.
• You will need to enter the document registration number of the related
interest that is already registered on title.
• For example, when creating a Transfer under Power of Sale, enter the
registration number of the charge under which the default occurred.
• Pre-populating of information such as the PIN, description, and
transferors still occurs and a Properties branch (similar to when a
document is sourced by PIN) is displayed for you to check/change the
description.
• The other difference is the displayed statements. The allowable
statements are pre-selected and displayed under appropriate branches
and tabs according to the instrument type.
• Ensure you select the correct document type from the Create New Form
window to display the appropriate statements.
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Properties Branch (Instruments Sourced by
Property)
For instruments sourced by property, the Property Branch has to be completed
first.
Note: An instrument is sourced by property if the Properties branch is the
first branch in the tree view.

CONSIDERATION
The consideration should be entered in the Consideration field, if
applicable to the instrument type you are creating.
To enter the Consideration:
1 Click the Properties branch.
2 In the Consideration field, enter the consideration.

• The POLARIS database records whole numbers and it is not
necessary for you to enter commas.
To complete the Properties branch, expand the tree by clicking the (+)
beside the Properties branch in the Tree View.

PIN Branch (Instruments Sourced by Property)
After the consideration,the PIN branch should be the next field completed
when creating an instrument Sourced by Property.
When you complete this field, certain information is pre-populated.
• For example: Description, and Party(ies) From.
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If you do not know the PIN of the property, you can search for the property
PIN by using any of the following search options:
• Name
• Address
• Instrument
• Registration Number
• Condominium
• Subdivision
• Map.
To enter the PIN:
1 Click the Properties branch.
2 In the PIN field, enter the Property Identification Number (PIN).

• It is not necessary to enter leading zeros when entering the PIN.
Note: At this point it is essential to verify that the correct PIN has been
entered in this field by checking the pre-populated description.
If you have entered the PIN incorrectly, follow the steps to
remove a PIN listed below.
Once the document has been pre-populated, the followings are displayed:
• Status (A - Active)
• Municipal address (if available on the automated system)
• Description of the property.
Note: You cannot change the status, address or description of the property in
this window.
To enter multiple PINs:
1 Click the Properties branch.
2 On the Instrument menu, click Add Property Range.

• The Property Range dialogue box opens.

3 Enter the block number and property range.
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• Property ranges must be in the same block.
4 Click Add.

Note: Two types of messages can possibly result from entering a PIN
range:
Warning Messages - These

indicate a possible problem with the PIN
(for example, a property is subject to no dealings). This will not
prevent the PIN from being added to the instrument.

Error Messages - These indicate a problem with the PIN (for example,
PIN is inactive) that will prevent the PIN from being added to the
instrument. All PINs entered in the Property Range will be added to the

instrument except for those with error messages associated with
them.
To remove a PIN:
1 Expand the Properties branch.
2 Choose the appropriate PIN.
3 Click the Remove (-) button on the toolbar.
--- OR ---

Press the <Delete> key.
• The PIN is removed from the instrument.

CHANGING

A

PIN

It is not recommended that you change the PIN after the Party From branch
has already been expanded, as the pre-populate function in the Party From
field will not reflect the new PIN.
To change a PIN:
1 Expand the Properties branch.
2 Choose the appropriate PIN.
3 Edit the PIN.

All, Part or None Indicator (Documents Sourced by
Instrument)
If the document you are creating was sourced by instrument (a document is
Sourced by Instrument if the Source Instruments branch is the first branch in the
tree view) indicate in the Properties branch whether or not the instrument
affects all, part or none of the PIN(s) listed in this window. The default is
None.
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To indicate the portion of the properties the document affects:
1 Click the Properties branch.
2 Select the appropriate indicator for the PIN(s) in the All/Partial Indicator

column by clicking on the desired indicator.
• Complete this function for each PIN the source instrument is
registered on.

PIN Branch
The Properties branch must be expanded in order to complete the PIN branch.
Click the (+) sign beside the Properties branch in the Tree View to display the
PIN branch.

Interest/Estate
The Interest/Estate field is located on the PIN branch.
The Interest/Estate is pre-populated into the document by POLARIS.
• If necessary, amend it.
To change the Interest/Estate:
1 Expand the Properties branch.
2 Choose the appropriate PIN.
3 From the Interest/Estate menu, select the applicable interest/estate.

Current Registered Description
When the PIN branch is selected, the Current Registered Description displays.
You can change the description in this window.
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To amend the Description:
1 Expand the Properties branch.
2 Choose the appropriate PIN branch.
3 From the Reason for Change menu, select the reason for the change.

• The description field below the Reason for Change field is now
enabled and defaulted to contain the Current Property Description.
• Enter or amend the appropriate description in this field.

Municipal Information
When the PIN branch is selected, you can amend or enter the municipal
address of the property.
The address is pre-populated (if in the automated system) from previous
registrations on that property in the POLARIS database.
• Check to ensure the accuracy of this information.
• If incorrect, amend the appropriate field.
Note: The address fields are for municipal addresses; rural route
addresses are not entered in the electronic document in this area.
To complete the address:
1 Expand the Properties branch.
2 Choose the appropriate PIN branch.
3 From the City/Town menu, select the City/Town of the property.
4 In the Street No. field, enter the street number of the property.

• The street number field allows a maximum of 10 characters and must
be completed if any portion of the address is entered.
5 In the Street Name field, enter the street name of the property including

the street type (For example: King Street).
6 If the property is a condominium property, enter the unit number.
7 If the property is a condominium property, select the unit type (unit,

number, apartment, penthouse, suite, or townhouse).

Instrument Branch (Documents Sourced by
Instrument)
A document is Sourced by Instrument if the Source Instruments branch is the
first branch in the Tree View. For documents that are Sourced by Instrument,
the first piece of information entered is the registration number of the related
interest (source instrument) that is already registered.
For example:
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• When creating a Transfer under Power of Sale, enter the registration
number of the charge under which the default occurred.
• You are also required to enter the most recent assignment, if
applicable.
When you enter the registration number of the related interest, the system
uses this information to pre-populate certain fields. For example: PIN(s),
Description, and Party(ies) From.
Note: Do not forget to enter any prefix assigned to the registration number on
the automated system (for example, LT123445).

To complete the Instrument branch:
1 Click the Source Instrument branch.
2 In the Instrument field, enter the registration number of the related interest

or if the source instrument is a Work In Progress document and in the
same docket, select the appropriate document from the menu.
• When the Work In Progress document is submitted for registration,
the system will insert the registration number for the source
instrument.
• If the source document is not in the same docket, register it
separately. You can then include its registration number in the still
unregistered instrument.
• The registration date of the source instrument is pre-populated.
You cannot edit this date.
3 In the Assignment field, enter the registration number of the last

assignment, if applicable.
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• The registration date of the last assignment is pre-populated. You
cannot edit this date.
The next step is to complete the Properties branch. This branch is similar to
the branch described above – the difference being the PIN is pre-populated.
Refer to Properties Branch (Instruments Sourced by Property) on
page 102 for instructions on how to complete the Properties branch.

Party From Branch
To complete the Party From information, click Party From in the Tree View.
The Party From window is displayed.
Note: Party From is a generic branch name used in this section. When
creating documents, the Party From branch is named according to the
document type.
For example:
For a Transfer, the Party From branch is named the Transferor
branch.

For a Charge, the Party From branch is the Chargor branch.
Some text is hard-coded into the top portion of the window depending on
the instrument type.
For example:
• For a transfer, the transferor(s) hereby transfers the land to the
transferee(s) is hard coded.
• For a transfer of easement, the transferor(s) hereby transfers the
easement to the transferee(s) is hard-coded.
The Party(ies) From Name(s) is also displayed in this window. The name(s) is/
are pre-populated by the system.
To complete Party From information (Family Law Act and Age Statements,
Other Statements, Writs, Address for Service) you must expand the Party
From branch.

To expand the branch, click the (+) beside the Party From branch on the
tree. Each party(ies) from name(s) is now a branch below the Party From
Branch on the tree.
You may need to add an additional Party(ies) From on this window.
Add

To add a Party From:
1 Click the Party From branch.
2 On the Instrument menu, click Add.

• A New Party branch is displayed in the Tree View.
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3 Complete the steps as listed in Individual Party From Name Branch

(Name in Tree view) on page 109.
In some instances, you may need to remove a Party From in this window.
For example:
• Only one Party From is dealing with his/her interest or share.
Remove

To remove Party(ies) From:
1 Expand the Party From branch.
2 Highlight the Party From’s name you want to remove either in the Tree
View

or under the Name column in the Party From window.

3 On the Instrument menu, click Remove.

• The Party From is removed.

Individual Party From Name Branch (Name in Tree view)
When an Individual Party From Name branch is selected, you must check and
complete information for the individual or company.

Party From Name
The Party From Name is displayed in the top portion of the window. Check
to ensure it is accurate.
If you need to amend the name of a person, ensure to enter the name as last
name, comma, space given names (For example: Smith, James).
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When adding new party names:
• Enter the Name
• Press the <Tab> key to enable the Party Type Indicator field.
To amend a Party From name:
1 Expand the Party From branch.
2 Choose the Party Name you would like to amend.
3 In the Name field, amend/enter the Party From Name.

Party Type Indicator
The Party Type Indicator prompts the system to display the applicable
statements (For example: The system only displays Family Law Act and Age
statements when Person is selected). This indicator is also used in the
WritSearch product.
To change the Party Type Indicator:
1 Expand the Party From branch.
2 Select the appropriate Party Name.
3 Choose the appropriate Party Indicator Type.

Family Law Act and Age Statements Tab
Family Law Act and Age Statements

must be completed for each Party From,

where applicable.
The following statements are examples of statements found in the Family
Law Act and Age Statements tab:
1 I am not a spouse.
3 NAME and I are spouses of one another and are both parties to this
document.
11 I am at least 18 years of age.
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To select the appropriate Family Law Act and Age Statements:
1 Expand the Party From branch, and select the appropriate Party Name.
2 Click the Family Law Act and Age Statements tab.

• The Family Law Act and Age Statements are displayed.
3 Select the appropriate statements. If you chose a conflicting statement

the first choice is automatically deselected.
• The window is defaulted to Show All. When selected, all available
Family Law Act and Age Statement(s) are displayed.
• Select Show Selected to show only those statements you have
selected for the Party From.
A word in uppercase (for example: NAME) in a statement indicates
additional information must be added to the statement. Refer to Entering
Free Form Text on page 142 for more information.

Other Statements Tab
Other Statements

must be completed for each Party From.

The following are examples of statements found in the Other Statements tab:
10 I, NAME, have the authority to bind the corporation.
12 This transaction deals with % OR FRACTION OF PROPERTY
interest in the property.
2909 This document is not authorized under Power of Attorney by this
party.
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To select the appropriate Other Statements:
1 Expand the Party From branch.
2 Choose the appropriate Party Name.
3 Click the Other Statements tab.

• The Other Statement(s) are displayed.
4 Select and clear statements as appropriate.

• The window is defaulted to Show All. When selected, all available
Other Statement(s) are displayed. You may select Show Selected to
show only those statements you have selected for the Party From.
• A word in uppercase (for example, NAME) in a statement
indicates additional information must be added to the statement.
Refer to Entering Free Form Text on page 142 for further
information.

Writs Tab
The Ministry of the Attorney General (MAG) Writs databases have been
integrated into Electronic Registration. You are able to complete a Writs
name search on a Party From on certain documents (for example: Transfer)
at any point during the creation of a document.
Writs are also automatically checked at the time of submission for
registration of documents requiring the search under the Land Titles Act
unless checked earlier in the day. This check is performed only against
those documents for which the Land Titles Act requires a writs search upon
registration.
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The system will only allow you to search a person’s name in the same
Enforcement Office (EO)once per day within the same document in the e-reg
system.
If you check for Writs using the Instrument menu, Writs command, Writs
option the day of submission, the autocheck at the time of registration will
not be completed since a search was already completed that day.
In multiple transfers or ownership changes that require a writs search to be
performed at registration, if the Party From Name is the same for these
documents, you will only be charged once per Land Registry Office (LRO).
• This will be limited to the current account for the current day
where the writs search was performed (For example: Party To must
register the documents).
This writs search feature is only available through the e-reg product.
To complete a Writs of Execution on a Party From:

1 Expand the Party From branch.
2 Choose the appropriate Party Name.

• The window displays information for that Party From.
3 On the Instrument menu, point to Writs, and then click Writs. The search

of Writs data is completed.
Note: When you request a writs search, all Party From Names are searched.
To check the result of your search of Writs data:
1 Expand the Party From branch.
2 Choose the appropriate Party Name.

• The window displays information for that Party From.
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3 Click the Writs tab.

• The Search Date, Search Results (Status), and the Enforcement Office
(EO) display.
• If a Writ was found, the Writ Number and Name are displayed in this
tab.
4 Repeat for all Parties From.

Note: Remember that for the purposes of this section, the Party From is a
generic branch name. When creating documents, the Party From
branch is named according to the document type.
For example:
For a Transfer, the Party From branch is named the Transferor branch.
To clear a Writ:
1 Expand the Party From branch.
2 Choose the appropriate Party Name.

• The window displays information for that Party From.
3 Click the Writs tab.

• The Writ Number and Name on the Writ displays.
• The statement “the property is subject to this Writs” defaults in the
Writs clearing statements field.
4 From the drop-down menu, select the desired statement.
To view Writ Details:
1 Expand the Party From branch.
2 Choose the appropriate Party Name.

• The window displays information for that Party From.
3 Click the Writs tab.
4 Click the Writ number you want to view the details for.

• An arrow is displayed by that Writ.
5 On the Instrument menu, point to Writs.
6 Select Writ Detail.

• The Writs Detail window opens.
7 [OPTIONAL] To print the Writ Certificate, click Print. (refer to Printing a

Writ Certificate on page 116)
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Adding a Writ
If you have searched Writs outside of the e-reg product, you may need to
add a writ to a Party From.
To add a Writ:
1 Expand the Party From branch.
2 Choose the appropriate Party Name.

• The window displays information for that Party From.
3 Click the Writs tab.
4 In the Writ field, enter the Writ number.
5 In the Name and Clearance field, enter the party name as set out on the

Writ.
To add an additional Writ:
1 Expand the Party From branch.
2 Choose the appropriate Party Name.

• The window displays information for that Party From.
3 Click the Writs tab.
4 On the Instrument menu, point to Writs.
5 Select Add Writ.
6 In the Writ number field, enter the Writ Number.
7 In the Name and Clearance field, enter the party name as set out on the

Writ.

Removing a Writ
This option is only available to those Writs that have been added manually.
(refer to Adding a Writ on page 115)
To remove a Writ:
1 Expand the Party From branch.
2 Choose the appropriate Party Name.

• The window displays information for that Party From.
3 Click the Writs tab.
4 Highlight the Writ Number to be removed.
5 On the Instrument menu, point to Writs.
6 Select Remove Writ.

• The Writ entry is removed from the document.
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Printing a Writ Certificate
To print a Writ Certificate:
1 Expand the Party From branch.
2 Choose the appropriate Party Name.

• The window displays information for that Party From.
3 On the Instrument menu, point to Writs.
4 Select Writ Certificate.

• The Writ Detail window opens.
• The Writ Certificate(s) for each Party From is printed.
• The certificate(s) must be printed the same day of the Writs
retrieval and within the same document or else you will be charged
another Writs search fee.

Address for Service Tab
Enter the Address for Service for the Party From individual.
If different parties share the same Address for Service, you only need to
complete the information once.
Enter the address applicable for the Party From listed in the top portion of
the window (highlighted in the Tree View).

To enter the Address for Service:
1 Expand the Party From branch.
2 Choose the appropriate Party Name.

• The window displays information for that Party From.
3 Click the Address for Service tab.
4 Enter the complete address for service, including the postal code in the

field.
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Party To Branch
is a generic branch name used in this section. When creating
documents, the Party To branch is named according to the document type
For example:
Party To

• For a Transfer, the Party To branch is named the Transferee branch.
If the document you are creating is a single party document, a Party To
branch is not displayed. (For example: a Discharge)
To complete the Party To information, click on Party To in the Tree View. The
Party To window is displayed.
New Party is displayed in the Party To window.

To complete the Party To branch, you must expand the tree. You can do this
by clicking on the (+) by the Party To branch in the Tree View.
To complete Party To information (Name, Capacity, Share, Birthdate, Party
Type Indicator, Other Statements, Address for Service) you must expand
the Party To branch.
• To expand the branch, click on the (+) by the Party To branch on
the tree.
• New Party (unless you have already added a Party To, in which case
name(s) are displayed) is now a branch below the Party To branch
on the tree.

You may need to add an additional Party(ies) To for this document.
Once you have entered the information required for the first Party To (refer
to Individual Party To Name branch on page 118), you are able to add
another Party To on the electronic document.
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To add a Party To:
1 Click the Party To branch.
2 From the Instrument menu, click Add.

• A New Party branch is displayed in the tree view.
3 Complete the steps as listed in Individual Party To Name branch on

page 118.
• In some instances, you may need to remove a Party To if you
entered one in error.
To remove a Party To:
1 Expand the Party To branch.
2 Highlight the Party To name you want to remove.
3 From the Instrument menu, click Remove.

• The Party To is removed.

INDIVIDUAL PARTY TO NAME

BRANCH

When an Individual Party To Name branch is selected, you must complete
information for the individual or company.

Party To Name
The Party To name must be entered in the name field.
When entering an individual’s name, ensure you enter the last name,
comma, space and then the given names. For example, Smith, James.
When adding new party names, enter the name and press the <Tab> key to
enable the other fields in the window.
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To enter/amend a Party To Name:
1 Expand the Party To branch.
2 Choose the Party Name you would like to amend.
3 In the Name field, amend/enter the Party To name.

Capacity
The appropriate capacity must be entered for each Party To.
To enter a capacity:
1 Expand the Party To branch.
2 Select the appropriate party name.
3 From the Capacity menu, select the correct capacity.

Share
Shares can be entered for each Party To, if any. Shares can be entered as
percentages or decimals but may not be greater than 100 per cent (or 1 as a
fraction) or less than 0 per cent.
The system will allow text to be entered in this field to accommodate
situations where a Party To share differs between properties.
To enter a share:
1 Expand the Party To branch, and click the appropriate party.
2 In the Share field, enter the share.

Birth date (For Transfer Type Documents)
If the Party To is an individual, you must enter their date of birth. Date
formats are flexible.
For example: Sept.12, 1954 can also be entered as 540912.
The system default is yyyy/mm/dd.
If the format is invalid, the system will display a corresponding message.
To enter a Party To’s birth date:
1 Expand the Transferee branch.
2 Choose the appropriate Party Name.
3 In the Birthdate field, enter the Party To’s date of birth.
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Party Type Indicator
A Party Type Indicator is displayed by the Party To Name (Person or
Company).
• Check to ensure that the correct Party Type Indicator is selected.
Amend if necessary.
• This indicator prompts the system to display the applicable
statements.
• It is also used in the WritSearch product.
To change the Party Type indicator:
1 Expand the Party To branch.
2 Choose the appropriate party.
3 Select either Person or Company

.

Other Statements tab
If necessary, complete the Other Statements tab.
The following are examples of statements found in the Other Statements tab:
10 I, NAME, have the authority to bind the corporation.
610 Documentation regarding the death of NAME, which is sufficient
to deal with this transaction, is attached to registration no.
INSTRUMENT NO.
3710 The person giving this discharge is the original chargee and is the
person entitled to give an effective discharge.
3714 I am the party entitled by law to grant the discharge as to the land
described herein.
2909 This document is not authorized under Power of Attorney by this
party.
To select other statements:
1 Expand the Party To branch, and click the appropriate Party Name.
2 Select and clear the statement boxes as necessary.

A word in upper case (for example: NAME) in a statement indicates
additional information must be added to the statement. Refer to Entering
Free Form Text on page 142.
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TAB

The Address for Service defaults to the municipal address of the property as
entered in the automated system. Check the properties branch to ensure this
is accurate and amend the address if necessary.
If different parties share the same Address for Service, complete the
information for one only.

To enter the Address for Service:
1 Expand the Party To branch.
2 Choose the appropriate Party Name.
3 Click the Address for Service tab.
4 Amend/enter the complete Address for Service, including the postal code

in the field.

Planning Act Statement(s) Branch (Transfer Type
Documents)
Statements 22 and 23 (statements of the solicitor for the transferor and
transferee) are considered law compliance statements. Only lawyers in
good standing with the Law Society of Upper Canada have the authority to
sign an instrument for completeness in which they are contained.
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To complete Planning Act Statement(s):
1 Click the Planning Act Statement(s) branch.

• The Planning Act Statements branch opens.
2 Select and clear the appropriate statements.

Statement(s) Branch
The Statement(s) branch allows you to select specific statements associated
with the document. The document type you have chosen from the Create
New window determines what statements are available for you to select.
Examples of statements displayed in the Statements tab for some transfer
type documents in the Transfer group are:
20 The transferee(s), who is purchasing from a devisee/heir-at-law, is
not aware of any specific debts against the deceased.
61 Schedule:TEXT.
92 This document is supported by evidence which is indexed at the
Land Registry Office as index number INDEX NO.
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To complete Statement(s):
1 Click the Statement(s) branch.
2 Select and clear the statements as required.

• The Show All option is defaulted here.
• When selected, all available statement(s) are displayed.
• Selecting Show Selected will display only those statements you have
selected for the instrument.
A word in uppercase (For example: NAME) in a statement indicates
additional information must be added to the statement. Refer to Entering
Free Form Text on page 142 for further information.
Note: Some statements conflict with each other. When a statement is
selected that conflicts with a previously selected statement, the first
statement is automatically cleared.

Tax Branch
The Tax branch allows you to complete the Land Transfer Tax Statements. The
consideration of the document, if any and/or any relevant statements must
be completed in this branch.
When your instrument contains Land Transfer Tax Statements, remember to
check the Township field within the Assessment Nos. tab to see if it has been
pre-populated from the POLARIS database.
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• If it has not, please complete the Township field before attempting
to register the document.
Note: The system supports Land Transfer Tax Statements made by the Party To
OR the Party From, but not both within the same document.
To complete the Land Transfer Tax Statements:
1 Click the Tax branch.
2 Complete the appropriate tabs.

• A word in uppercase (For example: NAME) in a statement indicates
additional information must be added to the statement. Refer
to Entering Free Form Text on page 142 for further information.

DEPONENTS

TAB

There are a number of ways that the Land Transfer Tax Statements can be
completed for the Party To Individual(s).
Ellipsis button

Tip!
You can use
Windows Ctrl-Click
or Shift-Click to
select multiple party
names from the list.

Note: The best way to enter names is by using the ellipsis button [...] or
the All check box. The ellipsis button opens a list box where you can
select the name to appear on the Land Transfer Tax Statements. This
ensures the name exactly matches the name(s) in the Party To or Party
From branch.
1 Click the Ellipsis button [...].

• All the Party To and Party From names are displayed.
• Select the Party To or Party From individual name(s) making the
Land Transfer Tax Statements.
• To select all of the Parties To, click the All check box.
2 Select the appropriate statements.
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To complete individual Land Transfer Tax Statements:
1 Click the Ellipsis button [...].
2 Select the Party To or Party From Individual name(s) making the Land
Transfer Tax Statements.

3 Click OK.

• To select All of the Parties To, click the All check box.
4 Select appropriate Land Transfer Tax Statements.
To make Land Transfer Tax Statements on behalf of a spouse:
1 Click the Ellipsis button [...].
2 Select the name of the Party To or Party From individual name(s) making

the Land Transfer Tax Statements.
3 Choose the appropriate Land Transfer Tax Statements.
4 Fill in the appropriate spousal name or select the spousal name.
5 Complete the paragraph boxes accordingly.
To make Land Transfer Tax Statements on behalf of a company:
1 Complete the signing officer’s name in the field and select the

appropriate statements.
2 Click the Ellipsis button [...].
3 Select the name of the appropriate Party To or Party From individual(s).
4 Click OK.
To make Land Transfer Tax Statements on behalf of all or any number
of Party To individuals:
1 Enter the name of the agent or representative.
2 Select the appropriate Land Transfer Tax Statement.
The Party
3
Individual(s) can
make individual
4
Land Transfer Tax
Statements.
5

Click the Ellipses button [...]
Choose the name of the appropriate Party To or Party From individuals.
Click OK.
• If the agent or representative is acting on behalf of all the Party To
individuals, click the ALL check box.

To add Land Transfer Tax Statements:
1 On the Instrument menu, click Add Tax Statements.

• A blank “Statements” appears in the Deponents tab box.
2 Follow the process above to complete the Party To information.
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• You can continue to add Party To individual’s Land Transfer Tax
Statements in this manner.
Note: The system supports separate Land Transfer Tax Statements made by
the Party From OR the Party To when both are in the same document.
Also, a Party To can create multiple Land Transfer Tax Statements.
To remove Land Transfer Tax Statements:
1 Select the Land Transfer Tax Statements to remove.
2 On the Instrument menu, select Remove Tax Statements.

• The Tax Statement is removed.
>$400,000 tab
If the value of your property is over $400,000, select the appropriate
statements. Refer to the Land Transfer Tax section in the Electronic
Registration Procedures Guide for more information.

CONSIDERATION

TAB

The Land Transfer Tax and Retail Sales Tax fields in the top portion of this
window become populated when you complete fields (a) to (i).

Enter the appropriate amounts for this transaction in the corresponding
fields.
Note: When entering an amount, do not enter a comma as the system will
automatically insert commas.
When a consideration is Nominal, it is not mandatory that it be entered.
• If a consideration is not entered, you must select an appropriate
statement in the Nominal tab.
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TAB

When the consideration is Nominal, either enter an amount in the
consideration field or leave it blank, but you must select appropriate
statements from this tab explaining the relationship and reasons for the
nominal consideration.
Refer to the Land Transfer Tax section in the Electronic Registration
Procedures Guide for more information.

EXPLANATIONS

TAB

Select appropriate statements from the Explanations tab if the transaction is
nominal or exempt.
Statements regarding encumbrances are also displayed here.
Refer to the Land Transfer Tax section in the Electronic Registration
Procedures Guide for more information.
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TAB

If the transaction is exempt from Land Transfer Tax, select the appropriate
statement(s) in the Exemptions tab to indicate why the transaction is exempt.
Refer to the Land Transfer Tax section in the Electronic Registration
Procedures Guide for more information.
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TAB

The Assessment Nos. tab can be completed with the City/Town Information.
The Assessment Number should be entered if assigned, but can be left blank
if not assigned.
The assessment number and township (if already in the automated system)
are pre-populated.
• Check to confirm the accuracy of the information.
• If incorrect, edit the assessment number or select the correct City/
Town from the City/Town menu.
If an assessment number has not been assigned to a property, leave the
assessment number field blank.
Warning! The City/Town field is mandatory and must be completed.
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TAB

This tab contains the optional statements in regards to French Language
Rights and the direction of school taxes.

Related Deletions Branch
In instances where an instrument is certified, a previous registration on the
property may be deleted. The Related Deletions branch allows you to suggest
which instruments the Land Registry Office staff should delete at the time of
certification. Only active instruments in POLARIS can be added to this list.
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Examples of Related Deletions for transfer type instruments are: Application to
Change Name and Application of Survivorship.

To add a document to the Related Deletions branch:
1 Click the Related Deletions branch.
2 In the Registration field, enter the registration number of the document to

be deleted.
• The registration date and instrument type are pre-populated. You
cannot edit this date.

Add button

To add another related deletion:
1 Click the Related Deletions branch.
2 From the Instrument menu, click Add.

• Another registration number field displays.

Remove button

To remove a related deletion:
1 Click the Related Deletions branch.
2 Select the related deletion to be removed by clicking the registration
number.

3 From the Instrument menu, click Remove.

• The suggested related deletion is removed from the instrument.
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Message(s) Branch
The Message(s) branch allows you to view messages that you have sent or
messages that have been sent to you relating to the current document.

To view messages you have sent to another user for the current
document:
1 Click the Message(s) branch.
2 Select the Out Box option.

• The display shows who the message was sent to in the To column,
the type of message (for example, grant access), and the date and
time the message was sent.
3 To view the text of the message, click the folder on the left-hand side of

the user name.
• The message is displayed in the lower portion of the window.
To view messages you have received from another user for the
current document:
1 Click the Message(s) branch.
2 Select the In Box option.

• The display shows who the message was sent from in the From
column, the type of message (For example: grant access), and the date
and time the message was received.
3 To view the text of the message, click the folder on the left-hand side of

the user name.
• The message is displayed in the lower portion of the window.
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Signatories Branch
Prior to a document being submitted for registration, the parties involved in
the transaction must sign it.

ONE PARTY SIGNATURE REQUIRED
For a document with one party, only one Completeness signature is required.
The appropriate authorization statement from the Authorization Statements
tab in the Statements section must be selected before the Completeness
signature is applied and the document is submitted for registration.

TWO PARTY SIGNATURES REQUIRED
Most transfer of title documents require two different lawyers to sign for
completeness:
• one for the transferor
• one for the transferee.
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These requirements do not apply to other types of interests.
For example:
do not need a lawyer to sign for completeness and no
law statement will be required.

Transfers of easements

Please refer to http://www.teraview.ca/mcbs/downloads/Bulletin_200901.pdf for more information on these requirements.
For a document with two parties, two types of electronic signatures are
required:
• a Completeness signature
• a Release signature.
In Two Party documents, the appropriate authorization statement from
Authorization Statements tab in the Statements section must be selected.

the

In addition, depending on the party(ies) you are signing for, appropriate
unique lawyer statements or exemption law statements from the Unique
Lawyer Statements or Exemption Law Statements tabs in the Statements section
must be selected prior to signing and submitting the document for
registration.
Both the Completeness and Release signatures, in addition to the selection of
the appropriate statements, if required, must be completed prior to a
document being submitted for registration.

COMPLETENESS SIGNATURE
The Completeness signature indicates that you have completed the document
and validates the accuracy of the statements made. This signature is
required by all parties prior to registration.
For most transfer instruments and also if a law compliance statement (e.g.,
Planning Act Statement) is included in the document being signed, the
person electronically signing the document for completeness must be a
lawyer in good standing with the Law Society of Upper Canada.
Electronic Registration will require the selection of the authorization
statement and will not allow a non-lawyer to electronically sign documents
for completeness that contain law compliance statements.

• A statement number that is bolded within the e-reg product
indicates the statement is a law compliance statement.
• Any Teraview user can select the statement but when the
document is electronically signed for completeness, the signing
user must be a lawyer.
For Two Party documents, additional unique lawyer or exemption law
statements must be selected, as required, prior to a document being
submitted for registration.
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RELEASE SIGNATURE
This signature indicates that the instrument is ready for registration. This
signature is required by both parties prior to registration.

THIRD PARTY REGISTRATION
If you have a third party (different account) submitting the document, the
Completeness signature must be applied and the third party must have access
to release the document for electronic registration before submitting the
document for registration.
You may grant a third party access to sign for release and submit the
document for registration without being given edit capabilities on the
document. (Refer to Messaging to Grant Update and Release Authority on
page 149 )
If any changes are made on the electronic document after a document has
been signed for either completeness or release, the signature(s) and
selection of the statements in the Statements tab will be removed.
• The statements will need to be re-selected and the document will
need to be re-signed by the appropriate party(ies) before the
document can be submitted for registration.
To sign a document that requires the signature of both sides (for
either Completeness or Release):
1 On the Instrument menu, click Sign.

• The Signature dialogue box opens.
• The name of the Work In Progress document is displayed in the top
portion of the dialogue box.
• You cannot rename the document in this window.
2 Select the Type of Signature (Completeness and/or Release) you would

like to complete.
3 Select the party you are Acting On Behalf Of.
4 Select the appropriate authorization statement from Authorization
Statements

tab, if signing for Completeness.

5 Select the appropriate unique lawyer statements or exemption law

statements from the Unique Lawyer Statements or Exemption Law Statements
tabs, as required, if signing for Two Party documents.
6 Enter your Pass Phrase.
7 Click Sign.

• The Signatories window now displays your name and the date you
electronically signed the document
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To remove your signature:

On the Instrument menu, click Remove Signatures.
• The signatures are removed.
If any changes are made to the electronic document after it has been
signed:
• Selection of the statements in the Statements tab will be removed,
• Statements will need to be re-selected
• The document will need to be re-signed by the appropriate
party(ies) before the document can be submitted for registration.

SIGNING

IN

BULK

Signing in bulk enables you to sign one or multiple documents of the same
type and on the same side of the transaction, (For example: all transfers
where you are acting as the Party From). This can be accomplished by
selecting multiple documents in the In Progress window.

Note: It is recommended that documents are not open while signing in
bulk.
If you are signing for Completeness, the appropriate authorization statement
from the Authorization Statements tab in the Statements section must be
selected before the Completeness signature is applied and the document is
submitted for registration.
In addition, for Two Party documents, additional unique lawyer statements
or exemption law statements must be selected from the Unique Lawyer
Statements or Exemption Law Statements tabs, as required, prior to signing and
submitting the document for registration.
• Documents that have already been signed (based on the side of the
transaction) will not be resigned.
• Only those without a signature will be signed.
• If a document in the group of instruments being signed fails the
verification checks, the system will move onto the next instrument
for verification.
• Upon completion the validation results window displays and
indicates which instruments were signed successfully.
• Any document with associated errors that did not pass validations
will not signed.
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To sign multiple documents of the same type and same side of the
transaction:
1 Open the e-reg main window.
2 On the Instruments menu, click View In Progress. The Instruments In
Progress

window opens.

3 Select the documents to sign using <Ctrl>-click.
4 On the Instruments menu click Sign. The Signature dialogue box opens

with the Instrument field showing Signing Multiple Instruments.

5 Select the Type of Signature (Completeness and/or Release).
6 Select the party you are Acting On Behalf Of.
7 Select the appropriate authorization statement from the Authorization
Statements

tab, if signing for Completeness.

8 Select the appropriate unique lawyer statements or exemption law

statements from the Unique Lawyer Statements or Exemption Law Statements
tabs, as required, if signing for Two Party documents.
9 In the Pass Phrase field, enter your pass phrase.
10 Click Sign.

To view the signature status of a document:
• Click the Signatories branch.
• The Signatories window displays your name and the date you
electronically signed the document.
If you enter an incorrect password when attempting to sign, the error
message “The Pass Phrase entered was incorrect. Please, try again.” displays.
• Click OK, then click Close.
• You will need to reselect your documents and start again.
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Document Identification Branch
At any point during the document preparation stage, the document can be
saved and completed at a later date. The Document Identification branch
enables you to name the Work In Progress document, indicate who you are
acting for, and who will be paying the fees.
When naming a document, it is recommended that you use the same
naming convention you use in your office. Prior to starting document
preparation, open a docket for a client. If you are working on multiple
deals for a client you may want to include in the document identification a
date stamp or some indicator as to which deal each document relates to.
When you open the Work In Progress Window, it displays the type of
document.
Note: This branch also allows you to indicate which party you are acting
for and which Electronic Registration Bank Account (ERBA) will be
deducted for the Registration fees, Retail Sales Tax and Land Transfer
Tax (LTT), if any.

To complete the Document Identification branch:
1 Click the Document Identification branch.
2 In the Document Name field, enter a document name. The name can be up

to 40 characters in length.
3 From the Acting For menu, select the party for whom you are acting.
4 From the Fee Payment menu, select which party is responsible for the fee

payment. The party that is indicated in this field will be charged the
registration fee when the document is submitted for registration.
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5 [Optional] Enter a Client File Number. This field accepts up to 40

characters including most special characters (except special characters
~ | _ or ^).
Note: The field name label will be specific to the document type for
example: Party From Client File Number or Party To Client
File Number.
You can change or delete the file number at any time. Deleting
or amending a file number once the document has been signed
will not result in the removal of a signature. If you do not
complete this field it will not appear in the Work In Progress or
registered instruments.

Schedules Branch
When you attach a text (.txt) file, a scanned image (.tif) file, PDF (.pdf) or an
attachment from another registered document, the statement where the
information has been attached states “See Schedules”.
A plus (+) sign next to the Schedules branch denotes an attachment has been
successfully added.
The Schedules branch displays the attached statement information.
To view attached statement information:
1 Expand the Schedules branch.
2 Click the desired schedule.

The attached information is displayed on screen.
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Changing Pre-Populated Information
Documents Sourced by Property (PIN)
When you enter the PIN for the Work In Progress document, the property
branch information is pre-populated. If you entered the PIN incorrectly,
change the PIN before you select any other branch. The documents will
then be pre-populated with the information for that property.
Important!

If you have already selected the Parties From branch (which is prepopulated), you can return to the Properties branch and amend the PIN.
• However, the party information will not update with the
information for that property.
• You will be required to remove the parties and add the correct
parties.

Documents Sourced by Instrument
If you have entered the wrong source instrument, you can change it only if
you have not opened the Properties or Parties branches.
If you have opened these branches, you must start the document creation
from the beginning.
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Viewing/Printing the Parcel Register when Creating
a Document
From the Work In Progress window you can view the parcel register for the
property that the document affects. You can also print the parcel register.
To view/print the parcel register from within the Work In Progress
window:
1 On the Property menu, click View Parcel Register. The Parcel Register
Options

dialogue box opens.

2 Select the desired options.
3 Click OK to select the English template for printing.

OR
Click OK en français to select the French template for printing.
• The language selection will not affect the display of the parcel
register but will determine which template is to be used for
printing, if required.
4 [Optional] Click the Print icon on the toolbar.
---OR---

On the Property menu, click Print Parcel Register.
• The Parcel Register will display in PDF format.
5 Click the Print icon from the standard toolbar of the PDF file.

• The Print options dialogue box will open.
• Please ensure that the default paper selection is for legal sized
paper.
6 Click OK.

• The parcel register will print to your printer.

Adding Additional Information into Statements
At times, you will want to add information into statements.
For example: Family Law Act Statement for an individual has the option to
select the statement, NAME and I are spouses of one another and are both
parties to this document.
• You must put the name of the spouse in this statement. Other
statements require you to enter a registration number, date,
schedule, index number etc.
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If additional text is required in a statement, it is indicated by a word in
uppercase letters (for example, NAME, TEXT).
The most common types of additional entry areas are names, instrument
numbers, dates, text, and index numbers.
The following are entry requirements/maximums:
• Names can be a maximum of 128 characters.
• Flexible date format but will default to yyyy/mm/dd in Date fields.
• In other field types (for example, text), the date will appear exactly
the way you enter it.
• Text is unlimited.
Note: Although there is no limit as to the amount of text that may be
entered or imported, only 32K text is displayed during the Work
in Progress stage. Print the Document Preparation report to view the
entire text entry. All text is visible online once registered.
• Instrument numbers can be a maximum of 10 letters/numbers.

ENTERING INFORMATION

INTO A

STATEMENT

When you are required to enter information into a statement, you can
complete it in several ways. You can enter the information by:
• Entering the text into the Edit Field Values dialogue box.
• Cut and paste from a document.
• Importing a text file, PDF or a scanned image file.
• Referencing an attachment on a previously registered document.
• Referencing the file name of a document in the same docket.

ENTERING FREE FORM TEXT
To enter text into a statement:
1 Open the appropriate branch where the statement requiring the text is

located.
2 Double-click on the UPPERCASE word in the statement where

information is to be entered.
• For example: NAME and I are spouses of one another and are both
parties to this document.
• The Edit Field Values dialogue box opens.
3 Enter the required information.
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IMPORTING TEXT (.TXT) FILES
Text files should not exceed 1.5 megabytes in size. Generally, this amounts
to approximately 750 pages. If you are creating the text file with a word
processing package, it is best to use a non-proportional font type such as
Courier or Courier New. This reduces the amount of formatting lost when
saving to a text file.
Note: When saving a file to be imported, you should ensure that the file
name does NOT have extra periods or spaces.
For example, instead of naming a file sample.1.txt you should name
the file sample1.txt
To import text into a statement:
1 Open the appropriate branch where the statement requiring the text is

located and select the check box beside the statement.
2 Double-click on any UPPERCASE word in the statement

• For example: TEXT
• The Edit Field Values dialogue box opens.
3 Right-click in the Text box.
4 Choose Import From File.

• The Select File to Import dialogue box opens.
5 Select the file to import from your PC.

• The file must be saved as a “.txt” file.
• The file is imported into your document.
• The statement inserts See Schedules.
• To view the imported text, you must open the Schedule branch.
• The name of the text is the Instrument Statement and the number of
the statement where the text was imported.

IMPORTING SCANNED IMAGE (.TIF) FILES
Prior to importing a scanned image, ensure the document has been scanned
in black and white and that it is saved as a tagged image file format (.tif or
.tiff).
The files should not exceed 20MB in size and must be properly scanned and
compressed before they are imported. If the document to be attached has
multiple pages, all pages of the document must be in one “.tif” file.
Note: When saving a file to be imported, you should ensure that the file
name does NOT have extra periods or spaces. For example, instead of
naming a file sample.1.tif you should name the file sample1.tif.
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To import a scanned image into a statement:
1 Open the appropriate branch where the statement requiring the text is

situated and select the check box beside the statement.
2 Double-click any UPPERCASE word in the statement.

• For example: TEXT
• The Edit Field Values dialogue box opens.
3 Right-click in the Text box.
4 Choose Import From File.

• The Select File to Import dialogue box opens.
• The default file type is “.txt”.
5 From the Types of Files menu, select “.tif”.
6 Select the file you want to import from your PC.

• The file must be saved as a “.tif” file.
• The file is imported into your document.
• The statement inserts See Schedules.
• To view the imported image, you must open the Schedule branch.
• The name of the image is the Instrument Statement and the number
of the statement where the image was imported.

IMPORTING PDF FILES
Prior to importing a PDF, ensure the document does not exceed two
and that it is saved in PDF. Depending on the compression and
down sampling rate, this usually amounts to about 40 pages. If the document
to be attached has multiple pages, all pages of the document must be in one
PDF file.

megabytes

Note: When saving a file to be imported, you should ensure that the file
name does NOT have extra periods or spaces. For example, instead of
naming a file sample.1.pdf you should name the file sample1.pdf
To import a PDF into a statement:
1 Open the appropriate branch where the statement requiring the text is

situated and select the statement check box.
2 Double-click any UPPERCASE word in the statement.

• For example: TEXT
• The Edit Field Values dialogue box opens.
3 Right-click in the Text box.
4 Choose Import From File.
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• The Select File to Import dialogue box opens.
• The default file type is “.txt”.
5 From the Types of Files menu, select “.pdf”.
6 Select the file to import from your PC.

• The file must be saved as a“.pdf” file.
• The file is imported into your document.
• The statement inserts See Schedules.
• To view the imported image, you must open the Schedules branch.
• The name of the image is Instrument Statement and the number of
the statement where the image was imported.

EXISTING ATTACHMENT
You can import an existing attachment to your document from a previously
registered electronic document.
To add an existing attachment to a statement:
1 Open the appropriate branch where the statement requiring the text is

situated and select the statement check box.
2 Double-click any UPPERCASE word in the statement.

• For example: TEXT.
• The Edit Field Values dialogue box opens.
3 Right-click in the Text box.
4 Choose Existing Attachment.

• The Select Attachment dialogue box opens.
5 Enter the registration number of the document that contains the

attachment you want to import.
• The attachments for the registration number you entered are
displayed in the lower portion of the dialogue box.
6 Select the attachment you want.
7 Click OK.
8 The attachment is imported into your document.

• The statement inserts See Schedules.
• To view the image, you must open the Schedules branch.
• The name of the text is the Instrument Statement and the number of
the statement where the attachment was imported.
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REMOVING ATTACHED FILES (.TXT, .TIF, .PDF )
To remove an attached file:
1 Open the appropriate branch where the statement with the attached file

is located.
2 Double-click See Schedules in the statement. The Edit Field Values

dialogue box opens.
3 Right-click in the text box, then click Remove.
4 Clear the check box beside the statement.

AUTOMATIC INSERTION

OF

REGISTRATION NUMBER

When a statement requires the registration number of a document that is
not yet registered but is within the same docket currently open, you may
select the unregistered document (yet to be assigned a registration number)
by using the menu displayed when you select to enter the information.
• All In Progress documents for the open docket are displayed in the
menu and can be selected for a statement.
• When the document is submitted for registration, the system will
insert the registration number assigned to the In Progress document
in the statement.

USING E-REG FOR REGISTRATION

147

Granting Access to Other Users
There are three main types of authority available to users of Teraview:
• Blanket Authority
• Update Authority
• Release Authority.
Once a document has been created, you may grant access to any user
within Teraview to update, sign for release or completeness, or submit the
document for registration.
Note: The first type of access given is the only one the user will have.

Blanket Authority
Another user in the
same account can
update and submit
any document you
have created or
have been given
access to after you
have given the user
Blanket Authority.

Blanket Authority allows any user(s) you select, within your account, to have

full access (edit, sign for release and completeness, submit for registration)
to any document you have created or have been given access to subsequent
to the granting of authority.
If law compliance statements have been selected within the document, the
user with Blanket Authority can only sign the document for completeness if
he/she is a lawyer in good standing.

Update Authority
Document specific can update
document and
submit for
registration.

Update Authority is specific to a document. Once you have given Update
Authority to a user, that user can edit, sign for completeness and release,

and submit for registration a specific document. If law compliance
statements have been made within the document, the user with Update
Authority can only sign the document for completeness if he/she is a
lawyer in good standing.

Release Authority
Cannot modify
document, can only
submit for
registration.

Release Authority is specific to a document. Once you have given Release
Authority to a user for a document, that user can sign the document for

release and submit the document for registration once it has been signed
for completeness by an authorized authority.
For example: lawyer in good standing.

Blanket Authority
To grant Blanket Authority:
1 On the Administration menu, click User Authority.

• The User Authority dialogue box opens with the user names of the
people in your account.
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2 Select the user you want to give Blanket Authority to by clicking the

name.
• A check mark is displayed beside the name(s) of the user(s) who
have Blanket Authority over your documents.

Important!

Blanket Authority

is not retroactive.

Documents you have access to prior to granting a user Blanket Authority are
not accessible by the user given Blanket Authority.
To give access to documents you have created prior to granting Blanket
Authority, you are required to grant access to the documents through Update
or Release Authority.
Refer to Messaging to Grant Update and Release Authority on page 149
for more information.
Note: The User Authority window also notifies users as to who is the
Instrument Access Administrator in their account.
Acquiring Access to an Instrument:

The “Granted By” dropdown list box displays the list of all authorizing users
in the account. Users will seleect a name from the list box to display all
instruments that can be accessed. Multiple instruments may be selected.
The user will click the “Acquire Access” button to be granted access to the
selected instruments.
Note: If the user does not have any instruments to “Acquire Access” to, the
field will be disabled.
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To revoke Blanket Authority:
1 On the Administration menu, click User Authority.

• The User Authority dialogue box opens with the user names of the
people in your account.
• A check mark is displayed beside the name(s) of the user(s) who
have Blanket Authority over your documents.
2 To remove the authority, click the user name and the check mark is

removed.
Access is not removed from documents that have already been created.

Messaging to Grant Update and Release Authority
Release only authority for a document must be specified on the first
message you send to a person.
If you do not select Limit User to Release Authority on the first message, the
recipient will have Update Authority for that document.
You may only send a message to one recipient at a time.
Before you send a message, it is important to verify that the authority you
wish to grant a recipient is correct.
The first authority granted will override all subsequent authorities granted
through messaging. That is, if a user sends the first message granting
Update Authority and subsequently sends the second message with Release
Authority only, the Update Authority will govern.
Note: Sending a message can also be accessed via the Instrument menu by
clicking Forward.
To send a message to grant update and/or release authority:
1 Open the docket that contains the document to which you want to grant

another user authority.
2 On the Messages menu, click Compose.

The Compose Message dialogue box opens and it is split into 3 sections :
• User Selection- allows you to find and select the correct user/s to
send the message to by either searching the Account Name or the
user’s name
• Instrument Selection- allows you to select the instruments to add to
the message by choosing from the list of instruments in progress or
by filtering by specific project
• Message- allows you to perform the following changes:
• Remove extra users and/or instruments
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•

Change the Party Indicator

•

Limit the authority you are granting to Release Authority only.

Each section needs to be completed in order for you to be able to send
the message.

User Selection area

Instrument menu

Message area

3 Under User Selection, you can perform a search either by:

Account
i

Enter a minimum of three characters for the Account Name

ii Click Find
iii From the Account Name menu, select the correct account
iv All the users under that account will be displayed in the drop-down

list for the User: field
v From the User menu, select the appropriate user/s
vi Click Add User

• If you do not click Add User, the user selected will not appear in
the To: field under Message and you will not be able to send the
message.
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• If you accidentally added the wrong recipient, you can always
remove it by selecting the wrongly added name and clicking on
Remove User.
OR
User
i

Enter a minimum of three characters for the recipient's name

ii Click Find
iii From the User menu, select the correct recipient/s name
iv Click Add User

• If you do not click Add User, the user selected will not appear in
the To: field under Message and you will not be able to send the
message.
• If you accidentally added the wrong recipient, you can always
remove it by selecting the wrongly added name and clicking on
Remove User.
Note: You can use a wildcard search in these fields.
•

In the Account or the User field, enter a % symbol, then the
first few characters of the Account or recipient name.

•

For example, if you enter % Smi in the User field and click
Find, a list of names with the letters Smi will be available.

•

Scroll down the drop-down list of names to locate the
correct name.

4 Under Instrument Selection, select the instrument/s to which the message

relates.
• To select multiple instruments, press and hold the key and click
on the documents you want to highlight.
• If you have In Progress documents for the open docket you are in,
those documents will be displayed in the list.
• You can also sort the documents according to the different projects
they relate to.
To filter documents by project:

a) Click the check box, Filter by Project
b) Select the related project from the drop-down list
c) The list of documents will only show the documents related to the
specific project you have selected.
5 Click Add Instrument
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• If you accidentally added the wrong instrument, you can always
remove it by selecting the wrongly added document and clicking
on remove instrument.
6 Under Message section, you will notice that the Party Indicator is now

enabled.
• It usually defaults to opposite of what you have selected when
creating the document.
• You can change this if required by selecting the appropriate Party
Indicator.
• For single party instruments, the party indicator will default to the
only available option “Party From”.
7 Under Message section, enter your note for the receiver in the Message

text field.
8 If you want to limit the authority you are granting to Release Authority

only, select the statement “Limit User to Release Authority” check box.
• The receiver will only have Release Authority.
• If not selected, the receiver will have Update Authority.
9 Click Send.
10 A new window called Send Messages will appear to show you the status

of the messages you have sent.
• For example: If you have sent multiple documents to multiple users,
the window will show you the status of each document sent to each
individual user.

11 Click Close.
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Accepting Access or Receiving Instrument Related
Messages
Access to a document (aside from blanket access which attaches to a
specific user) is given to other e-reg system users by sending the person a
message relating to the document. In order to gain access to a document,
the recipient must accept the document and assign it to a docket.
To accept access to a document or view a new message:
1 The system will notify you that you have new messages to read when

you log on to the e-reg system.
• The Splash screen displays a new message indicator when you
have messages you have not yet read.
2 Open an Administration docket. (refer to Dockets on page 24)
3 On the Messages menu, click View New Messages.

• The Received Messages dialogue box opens.
4 Click the senders name to view the new message in the bottom portion

of the dialogue box.
5 If the type of message is to grant access, right-click the message name

and select Accept Access.
• A dialogue box opens.
6 Click Yes to confirm your acceptance of access.

• The Docket dialogue box opens.
7 Select the docket you want to attach the document to.

• Create a new docket if necessary by using the New button in the
Docket dialogue box.
8 Click OK.

Once you have selected access to the document, you may open it either
by :
• Right-clicking the name of the sender, and select Open Instrument
---OR---

• Opening the docket you attached it to and select In Progress from
the button bar.
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DELETING INSTRUMENT RELATED MESSAGES
Once a message has been accepted, it remains in the inbox stored with your
document until you chose to delete it.
Note: Deleted messages cannot be recovered.
To delete a message:
1 On the Messages menu, click View New Messages.

• The Received Messages dialogue box is displayed.
2 Right-click the message, and select Remove.

• The message is removed.

Adding a Document to a Docket
You can add a document to more than one docket (for example, billing two
clients for work on an instrument).
Note: You may not assign a document to another docket once the
document has been registered.
To change a docket:
1 Open the docket currently associated with the document.
2 Open the Work In Progress window for the document you want to

associate with another docket.
3 On the Instruments menu, click Add to Docket.

• The Docket dialogue box opens.
4 Select the docket you want to attach the document to.
5 Click OK.

• You can now access the document from either docket. Users
granted access to the document which was added to another docket
can access the document providing they set up their own access.

Funds Transfer
The registration fee is deducted from your Electronic Registration Bank
Account (ERBA)at the time of registration if you have been selected as the
Fee Payment Party on the Document Identification branch.
The Land Transfer Tax is also deducted from the Electronic Registration Bank
Account (ERBA)you identified on your Teraview Application after the
registration of a document with Land Transfer Tax.
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Projects
You can import documents into Teraview created using your third-party
documentation software.

Creating a Project To Import Third-Party Documents
This capability enables you to use third-party document creation software
to enter most of the relevant instrument information and use that same
information to create the electronic instruments in Teraview.
Files that are created from third-party software are imported into the
Teraview software as XML formatted files. An export standard is
maintained by Teranet and all participating third-party documentation
software vendors must comply with this standard.
Note: For instructions on creating your XML files, refer to documentation
provided by your third-party documentation software vendor.
A project consists of one file (XML). Your project may contain many
instruments of the same type.
For example: If you have completed five Transfers in your third-party
documentation software, all five transfers can be exported to Teraview as
one XML file.
From the Teraview main menu, you may open these documents in your
Instruments In Progress window, make changes and sign and submit your
documents for registration. You may submit more than one project at one
time.
Note: Ensure that you are in the correct LRO before you proceed with the
importing of your documents.
To create a project to import your third-party documents:
1 Open the e-reg main window.
2 Open a docket. (refer to Opening Dockets on page 25)
3 On the Projects menu, point to Create From Import.
4 Choose Find.

• The Select File To Import dialogue box opens.
5 Locate and open the folder with your XML file(s).
6 Select the XML file that you wish to import.
7 Click Open.

• Then the Select Import File(s) dialogue box opens with a check mark
beside the file name you opened in the previous step.
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8 You can select additional file names to add to your projects list by

simply selecting the check box beside the file name.
• Additional files will be created as separate projects, but can be
submitted with this one request.
9 You can keep the default Project Name which is the name of your XML

file or you can change it by editing the default name. The name can be
up to 30 characters.

10 Click Submit.

• The status bar changes to show Importing File(s)… which is your
progress indicator.
• Once your project(s) have been submitted, you will receive a
System Message: “Project X has been successfully submitted. Request Id
is 'XXX'.” While your requests are being processed, you can
continue to work in Teraview.

Viewing the Status of Projects
When a project has been completed, you will see displayed including the
time, the following informations in the View Projects window:
• Instrument Type
• Project ID (icon)
• Project Name
• Docket ID
• Creation Date.
If the Instrument Type beside your request is blank, it is mostly likely
because your request is still being processed.
The maximum time your request should take to process is two hours. If your
request is submitted at the end of the day and it is determined that the
system would not be able to complete processing by the end of business

USING E-REG FOR REGISTRATION

157

hours, it will be queued to be processed at the beginning of the next
business day.
The View Projects window will be available for the user that created the
request and any prior users in the same account for whom they have
granted blanket authority. This will be associated with your user account
rather than by docket. You do not need to open a docket to view projects or
the related instruments to update.
To view as Work In Progress instruments, refer to Viewing Documents –
Instruments In Progress on page 97.
To view the Status of Project Requests:
1 Open the e-reg main window.
2 On the Projects menu, click View Projects.

• The View Projects window opens.
• When a project has completed, the Project ID appears as a Transfer
icon beside the Project Name and that the Instrument Type Transfer is
displayed.

3 Right-click the Project Name and select View Requests.

• The Requests Against Projects - Montgomery Lane Transfers window
opens.
• For this example only, Montgomery Lane Transfers is the name of
the Project.
• The Request ID, Request Type, and Last Action including date and time
are displayed.
• Request Types include: Create, Common Update, Selective Party(s)
Update, and Delete.
• For Last Action Messages, see Project Status Messages on
page 158.
4 If your project is in any status other than Completed or Queued, you can

right-click on the project Request ID and select View Errors.
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Note: If you see a “syntax error” in the error message or cannot find any
entry errors in your third-party document, contact your third-party
documentation software vendor.

Project Status Messages
There are five possible status messages that you may receive after
submitting your request(s). The following table shows the on screen status
on the left and the meaning on the right.
Table 1: Project Status messages
Status Message

Status Meaning

Submitted on May 16, 2001 1:30 PM

Queued

Request processing started on May 16, 2001 1:30 PM

Pending

Completed on May 16, 2001 1:31 PM

Completed

Completed with errors on May 16, 2001 1:31 PM

Partially
completed

Rejected on May 16, 2001 1:31 PM

Rejected

If any of your projects display Completed with Errors or Rejected status, check
that all your entries in your third-party documentation software are
complete and accurate. If you locate an error or missing information, you
can correct it and go through the export and import process again. If the
problem is a missing statement, (for example, change of name or address)
you can correct this in Teraview using Update Common Information or
Selective Party(s) Update.
Refer to Bulk Updating your Projects on page 161 for more information.

Example of View Errors
The following is an example for demonstration purposes of errors
produced as a result of an incorrect statement being selected.
The first half of the View Errors Against Request dialogue box can be seen
beside A. It identifies the Instrument Type and Party From Information.
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A

B

When you scroll over to the right (B), you see that the error was caused by
the selection of statement 10 on all of these instruments when the Party
From name is a person and not a company.You can easily correct this type
of error by performing a bulk update on all the instruments. (refer
to Update Common Information on page 161)
If only one or two instruments need to be changed use Selective Party(s)
Update.

Refer to Selective Party(s) Update on page 162 for more information.

Viewing Project Instruments
Follow these steps to view the instruments list in your project.
To view the Project Instruments:
1 Open the View Projects window.
2 Right-click the Project Name, and select View Instruments.

The Instrument in Project window opens displaying
Instrument Name(s) associated with your project.

the PIN(s) and
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Deleting Projects from your Project list
Use Delete to remove a project from your Project list for projects no longer
needed. If your project contains multiple instruments, all of the instruments
in the project will be deleted.
To delete project(s) from your Project list:
1 Open the e-reg main window.
2 On the Projects menu, click View Projects.

• The View Projects window opens.
3 Right-click the Project Name that you want to delete, and select Delete.

• Your project and all the instruments within that project are deleted.

Refreshing the View Projects window
Use Refresh to update your View Projects window and check the status of
your request(s).
To refresh the Project list:
1 Open the View Projects window.
2 Right-click the Project Name and select Refresh.

• The information in your View Projects list is updated.
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Bulk Updating your Projects
In this section, the two methods for updating your Projects are detailed:
•
•

Update of Common Information
Selective Party(ies) Update.

Update Common Information
When performing an Update Common Information, any change to a party
results in the modification being applied to all parties for the side you are
modifying (Party From or Party To). This means that if you were to change
the full name of the Party To, the change would be applied to the Party To
for all of the selected instruments in your project. This feature is especially
useful when you need to change a statement selection that is common to
several instruments of the same type and are on the same side of the
transaction.
Another example of when you might want to use the Common Information
Update feature is when you need an address change applied against all the
instruments within your project. Whenever you choose the Update Common
Information feature, it means that you will be choosing the selection of
instruments consecutively from your Instrument list for modification.
Note: If you wish to make a change to only one instrument or a selective
group of instruments in the project, you must use the Selective
Party(ies) Update. Refer to Selective Party(s) Update on page 162
for more information.
To update multiple documents consecutively:
1 Open the e-reg main window.
2 On the Projects menu, click View Projects.

• The View Projects window opens.
3 Right-click the Project Name that contains the documents you wish to

modify, and click View Instruments.
Note: When updating a consecutive list of documents, use Click-ShiftClick.

4 Select the documents you are updating using Ctrl-Shift-click.
5 Right-click the list and select Update Common Information menu.
6 Locate the area or statement and enter your change(s).
7 Click Submit.

• Once your project(s) have been submitted, you will receive a
system message: “Project X has been successfully submitted. Request Id
is 'XXX'.”
8 Click OK.
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Selective Party(s) Update
When performing a party specific update, you only change specific
instruments within a project.
For example, you may wish to change a statement or an address in one or
more instruments by choosing them selectively from the Instrument list.
When you do this the change is applied to all of the selected instruments.
Important!

You will need to know the order of the parties so that you make the change
to the correct party. If you wish to make a change to all instruments in your
project, you should use the Update Common Information feature.
Updating multiple documents selectively:
1 Open the e-reg main window.
2 On the Projects menu, click View Projects.

• The View Projects window opens.
3 Right-click the Project Name that contains the documents you wish to

modify, and select View Instruments.
4 Select the documents you are updating using Ctrl-click.
5 Right-click the list, and click Selective Party(s) Update.
6 Locate the area or statement and enter your change(s).
7 Click Submit.

• Once your project(s) have been submitted, you will receive a
system message: “Project X has been successfully submitted. Request Id is
'XXX'.”

8 Click OK.
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Filtering the Instruments In Progress list
A filter may be applied against your current docket’s Instruments In Progress
list. You can apply a filter on this list from the Options menu or if you are in
the Instruments In Progress list, you can right-click on any document in the
list.
You can filter documents by PIN or by Status:
• Registered
• Receipted
• Returned
• Work In Progress.
Note: You can also filter PIN and Status documents at the same time.
For example: PIN and Registered.
This filtering only applies to the current docket. If you close and re-open
the Instruments In Progress list using the same docket, the current filter will
still apply.
The filter that you apply is also reflected in the listing of instruments in
other screens.
For example: Compose Message, Signature, Remove Signature, and the
Register folder.
If a filter has been set to Receipted, then the Register Folder will be empty.
You must reset the filter on the Instruments In Progress list to either Work-inProgress, Returned, PIN or Apply No Filter.
If, when you are working, you find that you cannot see a document that
should be in the docket, try resetting or removing the filter.
Note: All references in this section to Apply WIP Filter means applying
your filter to the Instruments in Progress List.
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Filtering documents by Property Identification
Number (PIN)
The PIN(s) must be entered and must be an exact match. Once validated,
the current docket will be filtered and only those documents that contain
the PIN entered will be displayed.
To filter documents by PIN:
1 Open the e-reg main window.
2 On the Options menu, click Apply WIP Filter. The Instrument In Progress
Filter dialogue

box opens.

3 Select the PIN check box.
4 Enter the PIN.
5 Click Filter.

Only the documents with the PIN you selected are displayed in the
Instruments In Progress window.

Filtering Registered Documents
Only those documents that have been registered for the current docket will
be displayed. These are documents in the database that have been certified
by the Land Registry Office (LRO).
To filter Registered documents:
1 Open the e-reg main window.
2 On the Options menu, click Apply WIP Filter.

• The Instrument In Progress Filter dialogue box opens.
3 Select the Status check box.
4 From the Status menu, select Registered.
5 Click Filter.

• Only the documents that have been Registered are displayed in your
Instruments In Progress window.
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Filtering Receipted Documents
Only those documents that have been receipted for the current docket will
be displayed. These are documents that have been submitted for
registration and receipted, but not yet certified.
To filter Receipted documents:
1 Open the e-reg main window.
2 On the Options menu, click Apply WIP Filter.

• The Instrument In Progress Filter dialogue box opens.
3 Select the Status check box.
4 From the Status menu, select Receipted.
5 Click Filter.

• Only the documents that have been Receipted will be displayed in
your Instruments In Progress window.

Filtering Returned Documents
Only the documents that have been returned by the Land Registry Office
(LRO) are displayed.
To filter Returned documents:
1 Open the e-reg main window.
2 On the Options menu, click Apply WIP Filter.

• The Instrument In Progress Filter dialogue box opens.
3 Select the Status check box.
4 From the Status menu, select Returned.
5 Click Filter.

• Only the documents that have been Returned are displayed in your
Instruments In Progress window.
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Filtering Work In Progress Documents
Only those documents that have not been submitted for registration and are
in a Work In Progress status will be displayed.
To filter Work In Progress Documents:
1 Open the e-reg main window.
2 On the Options menu, click Apply WIP Filter.

• The Instrument In Progress Filter dialogue box opens.
3 Select the Status check box.
4 From the Status menu, select Work-in-Progress.
5 Click Filter.

• Only those documents that are In-Progress and have not been
registered for the current docket are displayed.

Filtering both PIN and Status of Documents
Filtering of both PIN and Status documents can be done at the same time.
Enter the PIN which must be an exact match. Then select a status (for
example, Registered) from the Status menu.
To filter PIN and Status documents at the same time:
1 Open the e-reg main window.
2 On the Options menu, click Apply WIP Filter.

• The Instrument In Progress Filter dialogue box opens.
3 Select the PIN check box.
4 Enter the PIN.
5 From the Status menu, select Registered.
6 Click Filter.

Once validated, the current docket is filtered and only those documents
that contain the PIN and the status documents are displayed.
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To reset or remove the filter:
1 Open the e-reg main window.
2 On the Options menu, click Apply WIP Filter
---OR---

Right-click any document in the Instruments In Progress window.
• The Instrument In Progress Filter dialogue box opens.
3 Select the Apply No Filter check box.
4 Click Filter.The filter is removed and all documents for that docket are

displayed in your Instruments In Progress window.
Note: In addition to Options on the menu bar, you can also access the
Apply WIP Filter option from your Instruments In Progress window.
Right-click any document in the list and select Instrument, then
click Apply WIP Filter.
To refresh the Instruments In Progress window, right-click any
document in the list, select Instrument, then click Refresh.
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Reports
The following reports are available for instruments:
• Acknowledgment and Direction
• Document Preparation
Once a document is registered, these reports are no longer available. To
view a registered instrument, refer to Viewing Instruments on Screen on
page 65.

Acknowledgment and Direction Report
This report is generated to provide a hard copy of the clients’
Acknowledgment and Direction with regards to the document that is being
prepared on their behalf. This report has been designed by the Joint
Committee on Electronic Registration of Title Documents of the Law Society of Upper
Canada and the Canadian Bar Association-Ontario.

Intended for signing by the clients prior to registration, any user having
access to that document can generate an Acknowledgment and Direction report.
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To print the Acknowledgment and Direction:
1 Open the main e-reg window.
2 Open the docket where the document is located.
3 From the Instruments menu, click View in Progress.

• The Instruments In Progress window opens.
4 Select the appropriate Instrument.
5 On the Instrument menu, click Reports.

• The Instrument Report Selection dialogue box opens.
6 From the Select Report menu, select Acknowledgment and Direction.

Note: The User Name and Account are pre-populated. These can be
edited if necessary. The subject of the transaction can be added
to the Re text box.
Do not use the <Enter> key in the text box.
Text will wrap automatically.
7 From the Select Party menu, select the available parties.

• The party must be selected to enable the Print button.
• If the party name is not listed, you can add a new name using the
Add Name button and then select it
• The added party names are for temporary use only meaning that
they will not be saved in the system once you close the Instrument
Report Selection window
To add a new name:

a Choose Add Name button
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b The Add Party Name window appears
c Enter the party name
•

You can enter up to 250 characters

•

If you leave the party name blank, it will not be added to the
party list

•

Long party name will be displayed on multiple lines in the
report

d Click OK
e The new Party name is added in the party list of Instrument Report
Selection screen
8 Select Include Attachments and/or Include Land Transfer Tax Statements
Report,

if applicable.

9 Click Print. The report is printed in the following order:

• Acknowledgement and Direction Report.
• Document in Progress.
• Schedules (if selected).
• Land Transfer Tax Statements (if selected).

10 Once the report is printed, you will get a message notifying you that the

report was printed
11 When you are done, click Close button.
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Document Preparation
This report can be generated to help in completing the preparation of a
document.
Available to any user who has access to the document, the Document
Preparation report can be printed at any point during the preparation
process.

To print the Document Preparation report:
1 Open the e-reg main window.
2 Open the docket where the document is located.
3 From the Instrument menu, click View in Progress.

• The Instruments in Progress window opens.
4 Select the appropriate Instrument.
5 On the Instrument menu, click Reports.

• The Instrument Report Selection dialogue box opens.
6 From the Select Report menu, select Document Preparation.

• The Select Party field is not available.
7 Select Include Attachments and/or Include Land Transfer Tax Statements
Report,

if applicable.

8 Click Print.

• The report is printed.
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Document Registration
Prior to a document being submitted for registration, the completeness and
release signatures must be completed by both parties (or single party for
Completeness if a single party instrument). Document Preparation may be
completed prior to the day of registration and electronically signed. On the
day of closing, any party that has the authority can submit the document for
registration. Documents can be submitted for registration in a folder (a
folder can only consist of documents in the same docket) or individually.
If a document requires a Writs of Execution search be completed the day of
registration, the system will automatically search for Writs of Execution and
print a writs certificate. If you have already searched writs on the day of
registration in the e-reg system (through Instruments/ Writs) the search is
not done again. If you searched Writs outside of the e-reg system
registration on the day of submission, the search is completed again at the
time of registration and a charge is incurred.
If there are Writs of Execution that have not been dealt with that are
discovered at the time of registration, you will have the option to cancel the
registration or submit the document subject to the execution.
At the time of registration you can also request a sub search of the
properties the document is being registered on. If you want to do a further
sub search prior to registration as a result of the sub search information the
system s for you, you can select to cancel the registration process. If you
select to complete a sub search at the time of registration, the system will
the last registration number and instrument type registered on each
property the document is going on.
Also, at the time of registration, certain information in the electronic
document is checked against information in the POLARIS database. If the
information does not match (for example, owners of parcel do not match
transferor on transfer), you may receive a warning at the time of
registration or the registration may not proceed. If a document fails the
registration checks, none of the documents in the registration folder will be
receipted.
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To submit a document for registration:
1 Open the docket to which the document is attached.
2 On the Instrument menu, click Register.

• The Register dialogue box opens which allows you to create an
electronic folder for registration.
• The Instruments In Progress documents for the docket are displayed
on the left side of the dialogue box.
• If you have a Work In Progress document open, that document is
displayed in the right side of the box (the register side).
3 Move the documents you want to submit for registration to the right

side of the Register dialogue box in one of two ways by:
• Selecting the document name on the left side then clicking the
arrow button pointing to the register side.
• Dragging a document from the left to the register side on the right.
Ctrl + Click and SHIFT + Click can be used to move multiple/ranges
of documents respectively.
4 Place documents in the order you want to submit them for registration

on the Instruments for Registration side of the dialogue box.
5 To remove a document from the registration folder (right-side of the

box) click the document then click the arrow button pointing to the left
side.
6 If you want to complete a sub search at the time of registration, ensure

you have selected the Sub Search option.
• Clear the check box to change the setting.
7 Once you have the documents in the desired order for registration and

your sub search option in the desired setting, click Register.
• The system displays the last registered instrument and type if you
selected to complete a sub search.
8 Click OK.
9 If the automatic writs search finds a writ, a window opens showing the

instrument type and document identification name of the affected
instrument. If there are Writs of Execution for which you have not made
the appropriate clearing statement within the Writs tab of the document,
a window opens showing the execution number and name. At that time
you have the option to:
• Cancel the registration by clicking Cancel.
--- OR---

• Register the document subject to the Writs of Execution. The
statement that the property is subject to the writs is the default
statement.
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• A Writ Certificate prints.
10 Click OK to submit the document once any outstanding Writs of
Execution

have been addressed.

Once the document has been electronically submitted successfully, a
dialogue box is displayed stating the registration number of the
document.

Printing Customer Copy of Remotely Registered
Documents
Upon successful registration of a document, a customer copy of the
document can be printed. No additional costs will be incurred for this copy.
This option can be turned on or off. The default is on.
To turn the customer copy printing option on or off:
1 Open the main e-reg window.
2 From the Options menu, click Registration Reports.

• A check mark appears and the Registration Reports prints upon
successful registration.
• If no check mark appears, no reports are printed.

Documents Returned for Correction by LRO Staff
After the receipt of an electronically submitted document, Land Registry
Office staff will complete the certification functions.
If a document requires changes prior to certification, the document is
returned to the party(ies) involved through Teraview. The Land Registry
Office staff will indicate what areas need to be corrected and only those
fields indicated are available for correction. Some corrections may require
completeness/approval electronic signatures to be completed by both
parties involved (as determined by certification staff at the Land Registry
Office [LRO]). Once the changes are made, you will need to electronically
sign for completeness and then re-submit the document using the
registration function. Once re-submitted for registration, the document will
maintain the same registration number and priority.
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To correct a document returned for correction:
1 Follow the steps in Accepting Access or Receiving Instrument Related

Messages on page 153 to display the View New Messages box to access
the instrument returned for correction.
2 Right-click the returned instrument, and select Open Instrument.

• The following message is displayed: “Switching the current Docket to
the Docket of the Instrument you selected.”
3 Click OK.

• The Returned window for the instrument opens.
4 Click the Area(s) To Be Corrected branch.

• The explanation for the correction displays.
5 Click the area requiring correction and make the appropriate changes.
6 On the Instrument menu, click Sign.

• The Signature dialogue box opens.
• The Completeness signature is defaulted as the Type of Signature as
this is the only signature necessary for re-submission.
7 Select the party you are Acting On Behalf Of.
8 Select the appropriate authorization statement from the Authorization
Statements

tab.

9 Select the appropriate unique lawyer statements or exemption law

statements, from the Unique Lawyer Statements or Exemption Law Statements
tabs, as required, if signing for Two Party documents.
10 Enter your Pass Phrase.
11 Click Sign.

• The Signatories window displays your name and the date you
electronically signed the instrument.
• The instrument is now ready for re-submission.
To resubmit a document for registration:
1 Open the docket to which the document is attached.
2 On the Instrument menu, click Register.

• The Register dialogue box opens.
• The corrected document displays in the Instruments for Registration
side of the dialogue box.
Note: The functionality of the Sub Search option is disabled for
document re-submissions.
3 Click Register.
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• The system confirmation screen indicates, Re-submission was
successful.

4 Click OK.

• The original registration number has been maintained and priority
remains unchanged.

EXITING

THE E-REG SYSTEM

At any time during an e-reg session, you may exit the e-reg product.
Refer to Exiting Teraview on page 12 for more information.
Note: After 10 minutes of inactivity you will be logged off for security
reasons.
You will receive a warning 60 seconds prior to being logged off
asking if you would like to extend your session.
All unsaved information will be lost.
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C h a p t e r 7

Using WritSearch

Overview
• WritSearch provides remote access to the Ministry of the Attorney General
(MAG) Writs of Execution data through Teraview.
• The writs system is a computerized system that stores abstracted
information on active writs of execution filed with the Ministry of the
Attorney General (MAG).
• WritSearch provides remote searching of any of the 49 databases in the
system by debtor name or execution number.
• WritSearch produces printed official Clear Certificates or Certificates of
Execution and Writ Detail Reports.
• When a name search results in a Certificate of Execution, writ details can
be viewed online or the official Writ Detail Report can be printed without
entering the execution number.
• Geographic coverage of WritSearch in Teraview includes the entire
Province of Ontario.
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WritSearch Log In
You must log on before you can access the Ministry of the Attorney General’s
Writs databases.
To log into WritSearch:
1 Connect your storage device.

• It must stay connected for the entire duration of the Teraview
session.
2 Open the Teraview folder on your desktop.
3 Double-click the Teraview WritSearch shortcut.
4 Log on to Teraview. (refer to Logging on to Teraview on page 4)

• The Teraview Splash screen opens.
• It displays your account balance and whether or not you have new
messages or newsletters to read.
• This window automatically closes.
5 The Writs of Execution main window opens.

Note: If you are already logged on to Teraview or the e-reg system, you
can access WritSearch on the Products menu, by clicking
WritSearch.
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Writsearch Main Window
The Writs of Execution main window is comprised of the following:
1. Title bar: Displays the name of the application and the name of the current

docket.

1.
2.

3.

2. Menu bar:

Displays the main functions of WritSearch. All functions in the
application may be initiated from here.

3. Status bar:

Displays information and messages at the bottom of the
window to indicate the status of the activity you are
performing.
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Searching by Name
The Search by Name feature allows you to search the Ministry of the Attorney
General’s Writs databases by debtor name, view the results of the search,
and print certificate(s).

To search by Name:
1 Open the Writs of Execution Main window.
2 Open a docket. (refer to Opening Dockets on page 25)
3 On the Writs menu, click Search by Name.

• The Writs of Execution Name Search window opens.
4 Select an Enforcement Office to search.

• Your key county is defaulted.
5 Select either the Person (to search a person) or the Company (to search a

company) option.
• The default is Person.
6 In the Given field, enter the person’s given names (maximum of three)

OR the full company name and press the <Tab> key.
• If the company name is longer than this field, enter the remainder
of the name in the surname field. The field size for Given is 60
characters.
Important!

A writ search cannot be performed on a given name that is a single
letter. To perform a search where the person’s name is one letter, you
must do so at the appropriate Enforcement office (EO).
7 In the Surname field, enter the person’s surname or the remainder of the

corporation name.The field size for Surname is 60 characters.
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To enter additional names click Add Names. You may enter a maximum
of fifteen names, subject to your account balance containing sufficient
funds. If the account balance is below the minimum search charge a
warning message is displayed.
If a person has four
or more given
names, additional
searches are
required.

8 When you have entered all the names you wish to search, and ensured

that they are spelled correctly, click OK.
• The View Writ Certificate window opens.

9 In the Searched Performed By field enter your initials or name (maximum

of 20 characters). This is a mandatory entry field, but is not printed on
the certificate.
10 [OPTIONAL] In the Your Reference field enter an internal reference number

(maximum of 10 characters) for your own tracking purposes.
• This is an optional entry field and is printed on your certificate.
11 Click OK. At this point, two processes are set in motion:

• The Writ certificate(s) is displayed as a PDF file.You can save the
file or print it
• The results of your search are displayed on the screen.

Printing a Writ of Execution Certificate
The certificate(s) is displayed as a PDF file when you Search by Name. The
file can be printed or saved on your computer.
• If you entered names for which the system did not find executions, you
receive a Clearance Certificate listing all the clear names.
• If you entered a name for which the system found executions, you
receive a Certificate of Execution listing all execution numbers matching
each name searched.
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Viewing the Name Search Results on the screen
Search by Name displays the Writs of Execution Search List

window. The list of

all clear names (if any) displays.

You are able to:

• Click View Certificate to view, free of charge, the SAME certificates that
were requested on the same day,
---OR ---

• Click Next >>> to proceed to the next Writs of Execution Search List
dialogue box and view the execution numbers associated with the next
name searched for which executions were returned.
• If there is only one dialogue box or you are on the last dialogue
box, Next will be replaced with Done.
After clicking Next, or if there are NO clear names, the names with
executions displays, one List dialogue box per name.
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From there, you are able to:

• Click View Certificate to view, free of charge, the SAME certificates that
were requested previously.
• Click Next >>> to view all of the Writs of Execution Search List dialogue
boxes. If there is only one dialogue box or you are on the last dialogue
box, Next will be replaced with Done.
• View writ details directly from this screen.
The Writs of Execution Search List dialogue boxes that you previously viewed
are not closed.They are stacked one on top of each other.
To view a previously viewed List Window:
1 Click the title bar at the top of the dialogue box.
2 Drag it to the side so that you can see the list(s) behind.
To view the Writ Detail:
1 Open the Writs of Execution Search List window.
2 Select the row with the writ you wish to view by clicking anywhere on

the row. The row is highlighted.
3 Click Detail. The Writ detail opens.

• Detailed information about the writ is displayed according to the
Index Tabs. You may print a Writ Detail Report.(refer to Printing a
Writ Detail Report on page 185)
Writ Detail screen

Click Close to return to the Writs of Execution Search List Window from the
Writs Detail Window.
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Re-requesting a WritSearch
You may re-request a writ search that you have already performed (and
paid for) within the same account in the same Enforcement office (EO)on the
same business day.
Simply perform the search again as outlined above. The re-requested
search does not appear on any reports as there is no charge.
The search must be identical to the one performed earlier in the day.
Each retrieval of writ details will be charged, even if those particular
details have already been done that business day.
Note: If you do not wish to re-request the same search, you can always
save the PDF file on your computer for future reference.

Closing the WritSearch by Name Window
When you have viewed all the Writs of Execution Search List Windows, the
Done button is displayed in place of the Next >>> button.
To close the WritSearch by Name Window:

• Click Done.
• The Writs of Execution Search List windows close.
• If you chose Search by Name a second time, before viewing all the
current results, the list windows are closed and the results deleted.
• A warning window is displayed before the results are deleted.
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Searching By Writ Number
If you know the writ number, you may view the details of that writ through
Teraview.

To search for Writs using Writ Number:
1 Open the Writs of Execution main window.
2 On the Writs menu, click Search by Writ#.

• The Writs of Execution Number Search window opens.
3 Select an Enforcement Office to search.

• Your key county is defaulted.
4 In the Writ Number field, enter the Writ number.

• You must enter all leading zeros and hyphens when entering the
Writ number.
• For example: 90-02891.
5 Click OK. The details of the writ displays.
6 Click the Index tab you wish to view.

• Detailed information about the writ displays according to the title
of the tab selected.

USING WRITSEARCH

185

Printing a Writ Detail Report
When you Search by Name or Search by Writ Number and display the writ
details, you are able to print a Writ Detail Report directly from the Writ Detail
Window.

To print a Writ Detail Report:
1 Open the Writ Detail dialogue box.
2 Click View.

• The View Writ Certificate window opens.
3 In the Searched Performed By field enter your initials or name (maximum

of 20 characters).
• This is a mandatory entry field, but is not printed on the certificate.
4 [OPTIONAL] In the Your Reference field enter an internal reference number

(maximum of 10 characters) for your own tracking purposes.
• This is an optional entry field and is printed on your certificate.
5 Click OK.

• The Writ Detail Report is displayed in a PDF file.You can save it or
print it.

Closing The Writ Detail dialogue box
After you have finished viewing the Writ Detail, or have printed the Writ
may close the Writ Detail dialogue box.

Detail Report you

To close the Writ Detail dialogue box:

• Click Close to return to the Writs of Execution Search window for the
search name or the Writs of Execution Search for the Writs Number search.
• The dialogue box closes. The Writs of Execution main window is
now displayed.

Exiting WritSearch
At any time during a writs session, you may exit WritSearch. (refer
to Exiting Teraview on page 12.)
Note: After 10 minutes of inactivity, you will be logged off for security
reasons. You will receive a warning 60 seconds prior to being logged
off asking if you would like to extend your session.
All unsaved information will be lost.
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G LOSSARY
Account Holder
The person responsible for paying the charges incurred while
using the Teraview system (also known as the Client). The
Account name is registered with Teranet and is a maximum of
20 characters long. This is the first piece of information
required when accessing the Teraview system.

Active Parcel
When using the Property Mapping component of e-reg, you
must define an Active Parcel to be able to create a property list
to search. For example, when you search by PIN, address, or
name and select map or adjacent the Active Parcel is the PIN
that satisfies your criteria. However, if you search by map, you
must select an Active Parcel from the map. The Active Property is displayed in green.

Adjacent Parcel
Any property, which shares a boundary or corner with the
Active Property, is considered to be adjacent. These properties
are displayed in orange.

Area
Represents the surface area of a parcel or defined area. Area
measurements are approximate.

Desktop
Each Teraview software set is one desktop and can be installed
on only one computer at a time.

Disabled
Used in relation to commands on the menu bar or button on the
toolbar. A command or button is disabled (greyed out) when
that command is not available to be used. If the command is
highlighted or enabled it is available for use.
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Docket
A user sets up a Docket and names it in order to create Documents; Dockets roughly equate to files in your office. Each
Docket contains a number of Documents; monthly billing
statements will contain the name of the Docket.

Document
A Document is “owned” by the person who created it; to allow
anyone else to add information to it or change it in some way,
the “owner” must give Access Authority to the other person by
sending it to them (see Access Authority for details).

Electronic Signature
The identifying information contained on a valid removable
storage device by which Teranet will:
•

Provide Service access to the Teraview software.

•

Track activities of that user - including granting of
approval for registration of documents, registrations,
changes made to documents, etc. - creating an electronic
audit trail.

•

Provide a unique Electronic Identifier for the user and
which signature is “affixed” to an electronic document
through use of the Teraview software.

Enabled
Used in relation to commands on the menu bar or buttons on
the toolbar. A command or button is enabled (highlighted)
when that command is available to be used. If the command is
greyed out then it is disabled or unavailable to use.

e-reg Product
That portion of the Teraview software that enables a user to
search POLARIS and create and register new documents to the
POLARIS database.

e-reg Main window
The e-reg main window is one of the ways to interact with the
Teraview software. Several components that make up the main
window are: Title Bar, Menu Bar, Toolbars (Main and Map),
Instrument Request Bar, and Status Bar.
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Hard-coded text
Text displayed in a window that is referred to as “hard-coded”
is unchangeable and is built into the software or hardware in
such a way that it cannot be modified.

Instrument Access Administrator
The Instrument Access Administrator has the authority to
Acquire Access to all Instruments created by all users in an
account.

Law Compliance Statements
Those statements that call for a conclusion of law and can
therefore be made only by a lawyer in good standing. For
example, transfers pursuant to a Power of Sale, Planning Act
statements.

Pass Phrase
The unique set of characters created by an individual user and
subsequently entered by that User, together with their storage
device, in order to gain access to Teraview.

Perimeter
Represents the total length of all boundaries for a property or
defined area. Perimeter measurements are approximate.

Personal Security Licence Holder
An individual registered with Teranet as a person who is permitted to access the system and whose usage will be separately
tracked by the Teraview billing system. Also called a user.

Personal Security Licence
Provides the security profile used to access Teraview software.
It is required for each individual who will be using Teraview
software.

POLARIS
The acronym for Province of Ontario Land Registration and
Information System, which is a computerized system that
stores information on all properties in Ontario.
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Prefix
Certain instrument series are assigned a prefix at the time of
automation. Generally prefixes are used if instrument series
numbers overlap. When searching by instrument number, you
must include a prefix if one has been assigned. Land Registry
Offices have a complete listing of the prefix series codes for
their office.

Pre-populate
The process whereby title information is automatically
inserted into a Work In Progress electronic document usually
as a result of the user entering the PIN but in some cases, such
as a Discharge of Mortgage, it is as a result of entering an
instrument number as the source of information.

Property Identification Number (PIN)
The unique nine-digit number assigned to each property in the
automated system. It consists of a five-digit block number and
a four-digit property number. This identifier is used to access
information in the automated system.

Property Mapping Database
A mapping database that contains data defining the position of
property boundaries and other entities.

Private Key/Public Key
Transparent to the user, these “keys” are used by the Teraview
software to ensure the messages and documents sent by an
individual accessing the system are encrypted and, if tampered
with or altered, such a change will be revealed; the private key
is contained on the user’s storage device and the public key is
in the e-reg product which uses public key infrastructure system.

Search Results window
This window displays properties available to search. It lists the
PIN, indicates if the property is Register or Land Titles, indicates if the property is Active or Retired, shows the municipal
address and a brief legal description.
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Title Index Database
A computerized version of the Abstract Index and Parcel Register.

Unit No.
This field is used only for condominium address searches. If
you know the municipal number assigned to the unit, type it in
this field.

Unit Type
This field is used only for condominium address searches.
Unit types include # (number), unit, suite, th (townhouse), ph
(penthouse), or apt (apartment). If you know the unit type
assigned to the unit, type it in this field.

User
See “Personal Security Licence Holder” on page 189.

User Authority
The feature that enables you to grant access to other users
within your account to documents you create. This may be
granted on a blanket or per document basis.

User Name
The combination of characters used by an individual user to
sign into the system and identify himself/herself. Maximum
length of a user name is 15 characters.

Valid Removable Storage Device
A removable storage device that contains a user profile.

WritSearch Product
provides remote access to the Ministry of the
Attorney General (MAG) Writs of Execution databases search
system.

WritSearch

APPENDICIES

192

APPENDICES

CHAPTER 0

A PPENDIX A:P ARCELIZED DAY FORWARD REGISTRY
(PDFR)
Parcelized Day Forward Registy (PDFR) is a process used to automate and
parcelize registry properties by bringing forward the last apparent change
of wonership document onto the automated system. Instruments registered
prior to a property’s automation date must be searched in the paper abstract
index located in the Land Registy Office (LRO). Instruments registered on
or after the automation date are recorded in the automated system and are
available through the Teraview software.

The automation date is the date the property was automated. This date is
found on the Parcel Register window or on the printed abstract under the
filed block automation date.
You must continue to do a 40-year search on these properties by using a
combination of paper records at the Registry Office and automated records
found through the Teraview software.

Identifying and Searching PDFR Properties
• Enter your initial search criteria (e.g. PIN, Municipal Address,
Instrument Number, Owners Name or Map).
• If a match exists on the automated system for the above-entered
criterion, the Property List Window is displayed.
• Check the Parcel type indicator in this window to determine what Act
governs this property. The parcel type indicator is displayed
immediately following the PIN.
• (RD) indicates the PDFR process was used to automate this property.
• If the property is (RD) continue to view/print the automated abstract on
the Teraview software. You require this report to view registrations
subsequent to the automation date of the property.
• Distinguishing Features on the Parcel Register Window and printed
abstract for PDFR properties are:
• The Owners tab in the Parcel Register window is not available and
owners are not displayed in the top portion of the printed report.
• The Recently field states “Parcelized”.
• Property Remarks are entered in the Remarks tab and in the property
remarks field on the printed abstract. The PDFR remark is, “THIS
PARCEL WAS CREATED BASED UPON INFORMATION CONTAINED IN
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DOCUMENT(S) REGISTRATION NUMBER(S), WHICH IS (ARE)
RECORDED FOR PIN IDENTIFICATION PURPOSES ONLY.”

• The only instrument(s) in the Instruments tab or on the printed abstract
is (are) the last apparent change of ownership document(s) used to
create the parcel and any instruments registered subsequent to the
automation date.
• Once you have opened the Parcel Register window, a (R) is displayed as
the parcel type indicator. This indicates the property is a Registry
property. A (R) is also displayed on the printout. (RD) is only used on the
Property List window to help you determine if the PDFR process was
used to automate the property prior to beginning your search.
• At the Registry Office, pull the abstract book to view the registrations
for the property prior to the automation date. You must continue to do a
40-year search on these properties by using a combination of paper and
automated records.

Fees
You pay one search fee to access both the automated and paper record for a
PDFRproperty. By showing your copy of the printed abstract from
Teraview at the Land Registry Office (LRO), you will be able to access the
paper abstract for that property without an additional search charge.
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A PPENDIX B:INSTRUMENT TYPES
Instrument types available to you through the Teraview software include
the following:

Table 1: Instrument Types
Instrument Types
Transfer
Transfer by Partnership
Transfer By Personal Representative
Transfer By Religious Organization
Transfer By Trustee In Bankruptcy
Transfer Easement
Transfer Release & Abandonment
Transfer: Power Of Sale

Charge
Charge By Partnership
Charge By Religious Organization
Charge/Mortgage
Notice Of Charge Of Lease

Discharge of Charge or Other Interest
Application Delete Housing Development Lien
Discharge Of An Interest
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Table 1: Instrument Types
Instrument Types
Discharge Of Charge
Discharge Of Common Elements Condominium Interest
Discharge of Condominium Lien
Discharge of Construction Lien
Application (General)
Application Consolidation Parcels
Application Delete Execution
Application For Vesting Order
Application Foreclosure Order

Application to Register a Court Order
Application To Amend Based on Court Order
Application To Register Court Order

Bylaws and Government Order
Application Bylaw Deeming Plan Not A Plan
Application Bylaw To Establish Public Highways
Application To Register Bylaw
Application to Register Government Order
Condominium Bylaw
Condominium Bylaw
(Condominium Act 1998)

Cautions
Caution-Charge
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Table 1: Instrument Types
Instrument Types
Caution-Land (Estates Administration Act)
Renew-Caution
Withdrawal Of Caution

Cautions- Land
Caution of Agreement Of Purchase And Sale
Caution-Land
Certificate

Change Of Name Application
Application To Change Name-Instrument
Application To Change Name-Owners

Compliance Subdivision Agreements
Compliance of Subdivision Agreement
Partial Compliance of Subdivision Agreement

Death Of Owner Applications
Survivorship Application-Charge
Survivorship Application-Land
Transmission By Personal Representative-Charge
Transmission By Personal Representative-Land
Transmission Devisee/Heir At Law-Land
Transmission Devisee/Heir at Law-Change
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Table 1: Instrument Types
Instrument Types
Inhibiting Orders
Application For Inhibiting Order-Charge
Application For Inhibiting Order-Land
Application To Delete Inhibiting Order

Lease or Interest in a Lease Documents
Application For Leasehold Parcel
Notice of Assignment Of Lessee Interest In Lease
Notice of Assignment Of Lessor Interest In Lease
Notice of Determination/Surrender Of Lease
Notice Of Lease
Notice of Oil And Gas Leases
Notice of Sublease
Power Of Sale For Notice Of Charge Of Lease

Liens
Certificate Of Lien-Housing Development Act
Condominium Lien
Condominium Lien
(Condominium Act 1998)
Construction Lien
Lien

Notice of Change Of Address For Service
Notice Of Change Of Address For Service-Condo
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Table 1: Instrument Types
Instrument Types
Notice Of Change Of Address For Service-Instrument
Notice Of Change Of Address For Service-Owners
Notice of Option To Purchase

Notices
Notice Of Assignment Of Rents-Specific
Notice of Assignment Of Rents-General
Notice Of Security Interest
Notice Of Subdivision Agreement
Notice Of Vendors Lien
Notice Under S.71 Of The Land Titles Act
Plan Document
Postponement Of Interest

Power Of Attorney
Power Of Attorney
Revocation Of Power Of Attorney

Restrictive Covenants
Annex Restrictive Covenants S.118-Charge
Application To Annex Restrictive Covenants S.118
Application To Annex Restrictive Covenants S.119
Application To Delete Restrictions
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Table 1: Instrument Types
Instrument Types
Title Application Documents
Application For Absolute Title
Notice Of Application For Absolute Title
Transfer Of Charge

Trustee In Bankruptcy Application
Application Trustee In Bankruptcy-Instrument
Application Trustee In Bankruptcy-Owner
Caution-Charge (Bankruptcy & Insolvency Act)
Caution-Land (Bankruptcy & Insolvency Act)
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A PPENDIX C:ERROR M ESSAGES DURING DOCUMENT
PREPARATION
When preparing documents in the e-reg product, clients are required to
make certain statements. Statements are dependent on the transaction and
type of document selected.
Many options are available to e-reg clients, and, subsequently, many
combinations of statements are possible. When a document is signed for
Completeness, the “final” combination of selected statements is evaluated by
the system. If any anomalies or conflicts are detected, the system does not
allow the signing to proceed. The problem must be resolved by revising
some aspect(s) of the statement selection. Once the overall set of statement
selections is satisfactory, electronic signature(s) can be affixed.
For real property transactions, the statements are a reflection of the
business being conducted. In general, professionals who prepare
documents in the system rarely experience problems with regard to
statements. When problems arise, they typically are the result of simple
omissions (for example, forgetting to make a statement about the relevance
of any Power of Attorney). In rare cases, perhaps when completing an
electronic document of a type that is used only under special, complex
conditions, a client may encounter less familiar statements, and may be
uncertain about which statement choices can coexist successfully.
Internally, the system keeps track of statements by number (using the same
numbers which are visible to clients on the system’s document
preparations screens). These numbers are referred to by various rules that
govern the system’s actions.
Some rules are so fundamental that the system can enforce them
universally (for example, the same person cannot claim simultaneously to
be both under 18 and also 18 years of age or older). In such cases, selecting
one statement negates an earlier selection of a conflicting statement, and
the most recent choice is treated as a correction, rather than as an error. In
this circumstance, the client clearly sees the rules at work, and never needs
to worry about their internals.
The e-reg product cannot safely make assumptions about less universal
rules. For example, if a given document type requires that one of several
statements be made relative to Family Law, the system cannot determine
which one ought to be made; an individual must make the choice. When
the system finds that such a rule has been violated, it creates an error
message that displays the actual rule to the person who attempted to sign
the document. A client who prepares documents regularly soon learns to
recognize what to do in such cases, and probably responds to the error
message without ever probing the details of the rule’s display.
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Specialized rules which are applied to infrequent transactions may be
another matter, as the client may never before have seen the displayed rule,
and the rule itself may look quite complex. Business realities sometimes
are sufficiently complex to make even verbal summaries a careful exercise.
(“A person must make one of the offered statements about Family Law and
one of the offered statements about Power of Attorney and one of the
offered statements about age; or instead, a person must. . .”).
Note that the rules have been formulated using a simplified Boolean logic
notation, which indicates in what combination statements are to be made.
The statements offered during document preparation are not intended as a
puzzle – they are supposed to be a means of recording all the known
relevant facts about a business dealing.
When a rule violation message is not understood immediately, it is
effective to review the portion of the document indicated by the error
message (for example, a given Party To the document), and to consider
which statements in that portion have been selected or which ones might
have been omitted. The client’s business expertise will probably provide
the correct answer. Again, most rules are so straightforward that errors can
be corrected readily and without detailed problem analysis.
According to personal style and the norms of their respective practices,
system users may frequently encounter similar, simple problems, which
soon become immediately recognizable (despite the apparent complexity
of the rules displayed in the consequent error messages). Thus, a client
who normally deals in private sales may consistently forget to click a
statement about age, and soon learn to double-check for this omission
before signing a document.
If it does occasionally become necessary to delve into the Boolean logic
that is displayed as part of an error message, the following material may
provide a start toward understanding what must be done.
Boolean logic consists of the following:
• Statement Numbers. For example: 2907.
• Operators:
NOT
AND
OR
• Groups of Terms in Parentheses. For example: (2907 OR 2908 OR
2909).
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Table 1: Statement Basics
STATEMENT BASICS
STATEMENT

LOGIC

..........AND.............

BOTH statements must be present.

............OR..............

AT LEAST 1 of the statements must be
present.

NOT (..................)

The statement CANNOT be present.

Table 2: Group Basics
GROUP BASICS
STATEMENT

LOGIC

(........) AND (........)

The internal conditions for BOTH Groups
must be satisfied.

(.........) OR (.........)

The internal conditions of AT LEAST 1 of the
Groups must be satisfied.

NOT (.............)

The Group’s internal condition MUST NOT
be satisfied.

Table 3: Examples
Example 1
(1 OR 3 OR 4)
AND
NOT 74

There must be at least one of the first
group of statements, and the other
statement cannot be present.

Example 2
(1 OR 3 OR 4)
AND
(2907 OR 2908 OR 2909)

There must be at least one of the first
group of statements, and one of the
second group must be present.

Example 3
(1 OR 3 OR 4)
AND
(2907 OR 2908 OR 2909)
AND
(8765)

There must be at least one of the first
group of statements, plus at least one
of the second group, and the last statement must always be selected.
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Table 4: Groups within Groups
Groups within Groups
Statement

Logic

(..............)
AND
((......) OR (......))

The first group’s conditions must be
satisfied, and the conditions of at least
one of the subgroups within the second group also must be satisfied.

(1 OR 3 OR 4)
AND
((5001 OR 5002) OR
(101 AND 199))

One statement in the first group must
be present; for the second group, at
least 1 of these conditions must be
satisfied:
• At least one of the statements in
the first subgroup must be present.
• Both of the statements in the
second subgroup must be present.

Table 5: Example 4
Example 4
7771
OR
((1 OR 3 OR 4)
AND
(2907 OR 2908 OR 2909))

If the first statement is not present,
then what is needed is a combination
of:
• At least one of the first sub-group
and
• At least one of the second subgroup.
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A PPENDIX E:ACCOUNT ADMINISTRATION
The implementation of Account Administration allows the Account Holder
Representative of your account to:
• Maintain their account current
• Change the access of their own users without filling out any form
• Assign or change a DAPP Administrator.
In the next pages, you will be shown how to:
• Access and make changes to your account
• Modify user information and ease of use.

Accessing your account
1 Go to Administration > Account Administration
2 The Account Administration opens up and it is split into 5 sections:

Note: All the greyed out fields can not be edited.

Note:
By default, the Office
Subscriptions and Bank
Information are minimized,
you can expand them by
clicking on the arrow next to
the respective titles.

All greyed out fields can not
be edited.
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a Account Information

•

You are only allowed to change the DAPP Administrator,
who is responsible for adding funds to the account.

•

There can only be one person per account.

b Address

•

You can edit any field for the address as well as change the
phone number.

c Office Subscriptions

•

It provides you with:
• The number of LROs and EOs you are subscribed to
• The default LRO and EO for your account
• A list of LROs and EOs.
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d Bank Information

•

You can only edit the Monthly Max, which dictates the
amount that is deducted from your bank account to your
Teraview Account.

e Users

•

This section provides you with a table of users that are
currently active under your account. You can sort the table
using any of the columns.

•

You can also view inactive users by checking the checkbox,
Include Inactive.

•

To help you understand the abbreviations of the columns,
below is a table to show the full terms:

Table 1: Abbreviations
ERBA

Access to Electronic Registration Bank Account

AHR

Determine if you are or not an Account Holder Representative

IAA

Determine if you are or not an Instrument Access
Administrator

BR

Access to Billing Reports

ASR

Access to Account Summary Report

LSUC

Law Society of Upper Canada’s number will appear
here if you have entered one for the user.

Ver.

Refer to the Teraview Version installed on the user’s
computer.

3 Once you are done making your changes, click the

at the top of the screen to ensure that all your modifications are
captured.

button
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Modifying a user account
In this section, you will be walk through the steps on how to modify
information and access of a user from your account.

1 Double-click on the user to edit
2 The Account Administration window opens for this user

The window is split into 2:
• Details
•

You can only add or edit the E-mail address and LSUC ID.

• User Authorization
•

The DAPP Administrator checkbox is the only thing that you
can not change.

•

If you wish to change the DAPP Administrator, you need to
go back to Account Information and select the new person
from the DAPP Admin drop-down list.
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You can define the access for the user by checking and
unchecking any of the following boxes:

Table 1: Definitions of the User Authorization checkboxes
Terms
Allow Billing
Report Requests

Definitions
Allows the user to access the following reports
detailing the account activity:
•
•
•

View Account
Summary Report

Docket tax fee summary
Docket summary
Detailed activity reports.

Allows the user to access the following reports
summarizing the account activity:
•
•
•

Monthly account summary report
Docket summary
Docket tax fee summary.

Instrument Access
Administrator

Allows the user to view and access the work in
progress documents for the entire account, including
any that have been returned by the Land Registry
Office for Correction.

Account Holder
Representative

This person must have the authority to bind the
company and is responsible for all users on the
account. This person will have the authority and
access to view and make changes to the Teraview
Account details including banking information and/or
user access.

Allow ERBA
Access

Allows the user to register instruments electronically,
and allows for payments to come out of the identified
Electronic Registration Bank Account associated to
the Teraview Account.

3 Once you are done, click on Save.

• If you want to go to the account level, click on the Back button.

