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Disclaimer

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 Use of outdated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

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

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from the use of outdated forms or processes.

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

Copyright © 2014 by Information Services Corporation (ISC).

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

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

In this manual, underlining is used to emphasize important points.

Bold type is used to identify key terms the first time they appear in
the manual. It is also used for:

e The names of documents. The titles of standardized
documents, such as forms, are capitalized as well as bolded.

e Computer applications.

e Specific screens, screen sections, buttons, menus, menu
options and fields in those applications.

Italics are used for the titles of acts and regulations.

Green text is used for cross-references. If you are using an
electronic version of this document, you can click on this text to go
directly to the page number or section indicated.
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Overview

June 16th, 2014 saw legislative and business process changes for
condominiums. Users can now complete condominium transforms
in Online Submission (OLS). Previously, only surface and mineral
transforms were available in OLS.

The ability to set up an initial condominium complex from a
transform approval certificate (TAC) has been integrated into the
existing Transforms tab.

Once the TAC number you receive from Plan Processing is entered
into the TAC field, the Condominium Transform screen will
display, and you can fill in the necessary information.

The same rules apply when you are setting up a condominium
transform packet in in OLS as when you are using forms.

Target Audience

The target audience are customers who submit condominium
transforms to ISC.

Course Objectives

After reading this manual, customers will be able to:
e Access OLS to create a condominium transform.
e Create an OLS condominium transform packet.
e Add residential and parking units.
e Correct errors when entering residential and parking units.
e Correct errors when adding residential and parking units.

e Set up each residential and/or parking unit within the
transform.

e Edit condominium setups with the transform.

Know which documents are required to register the
condominium transform.

Condominium Transforms June 2014
Version 1.3
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e Complete and submit the condominium transform packet.
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How to Create a Condominium Transform

Accessing Condominium Transforms

1. Select the Online Submission (OLS) link on the ISC website.
The OLS Home screen will display.

tntormation — T1SC Home | Authorizations | AMGavics | Legal | Helo | Sion
@m ULSHOnline Submission Tool vl i g
fo v i ot S S LA W e 9 b b e ' Vgt o g
| otshome | Packet ugmnt | e oo A s A it oo i

OLS Home

Search By Land Description Client Reference: [ |
¢ Typical Rural (i.e. Section, Township, Range) Quarter Legal Sub Division: [ | Legal Sub Division: [ |
Typical Urban (i.e. Lot, Block, Plan) Quarter Section: :I Section®: :l
Other (any combination)
Township®: :I Range™: :
Meridian*:

* indicates a Required field
Return all titles
For more detailed information about this option, please click here.
Search

Land Description Help@

2. Choose the Transforms tab. The Transforms screen will
display.

| 15C Home | Authorizations | Affidavits | Leoal | Helo | Sion Oul

(€7 === 0LS | Online Submission Tool .

PRI Y B

. ey 4 i ) = ol o - el
[ Otsuoma | Packet romnt | Trenetars | intarests ] ransrorme [N
Iranstasmns Hek

Transforms

Select or Create Packel

Create in & New Packet

Add te Existing Packet

3. Click the Create in a New Packet radio button. The Select
or Create Packet screen will display.

Select or Create Packet

@ Create in a New Packet

Packet Header Info

Packet Information Account

Submitting Party: Currie, Barb 200 - 10 Research Drive, Regina, Account Number: [100599644 ]

Saskatchewan, Canada, S4S 717
Client No: |120386268 Find Packet Type: v
Client Ref. No Packet No

New Account Password:

Packet Description:

The Select or Create Packet section is effectively the same as a
packet cover page in forms, and contains much of the same
information.

Condominium Transforms June 2014 3
Version 1.3
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An OLS packet acts like a container for your applications. The

packet or container must be built before you can add applications
toit.

The information you signed in to the website with automatically
transfers to this screen. This information includes your name, your
client number and your account number.

4. Enter information into the Client Ref. No. field and/or the
Packet Description field. These fields should contain
information that makes this packet easily identifiable.

Select or Create Packet Hide this saction &

@ Create in a New Packet

Packet Header Info

Packet Information Account Information
. N 200 - 10 Research Drive, Regina, Account Number:
Subaitting]Pasty:; Conte, Bact Saskatchewan, Canada, S4S 7J7 N o 2
lew Account Password: |[sessssssssss
Client No: Eind Packet Type: >
Client Ref. No: (12345 | Packet No:

Condo [Transform 100249400 - DA Enterprises Inc
packet Description

Save | [ Continue " Clear

5. Click the Save or Continue button. A packet number will be
generated upon selection of either of these buttons.

Packet Header Info
Packet Information Account Information
5 . - (005
Submitting Party: Currle, Barb ;gg ?Jl;) Research Drive, Regina, Saskatchewan, Canada, Account Number: (100599644
Client No: 120386268 Packet Type: Title Processing

Client Ref. No: 12345 Packet No: 500260744

Packet Description: Condo Transform 100249400 - DA Enterprises Inc.
Status: Draft Expiry Date: 25-Nov-2014
Condominium Transforms June 2014 4
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How to Enter Information in a Condominium
Transform

Take the following steps to enter your information:
1. Scroll down to the Complete Transform(s) section.

2. Enter information in the Transform Description field. This is
an optional field.

Complete Transform(s)

Transform D [ Il Create |
View Tac Hide this section O

Enter Transform Number: [ | View TAC @

3. Enter the condominium transform number in the Enter
Transform Number field.

Complete Transform(s)

Transform Description: [DA Enterprise Inc_transform ] Create |
View Tac Hida this section &
Enter Transform Number: View TAC @

4. Click the View TAC button. The View TAC window will
display, showing the source (surrendered) parcel and the
target (new) parcel.

w Tac Hida all sections &
Enter Transform Number: [100249400 ViewTAC | @
Client Reference Number: Transform Number: 100249400 Request Number: Approval Date: 06-May-2014

Parcel Type: Surface Transform

Print List

e T Ty

Parcel No. Legal Land Description Parcel Class Code Parcel No. lLegal Land Description Parcel Class Code f:)""’ Ly
[~ [t12665045 [Eot 9-Bk/Par 2-Plan 101428882 Ext_|Parcel (Generic) 162045491 [Eondo Plan 98R44008 Ext0  arcel (Generic)
k2
jAs described on Certficate of Title

E7R574Z 1, description 22,

‘Condo Units: Parcel #

Linked To Unit

Update | Update

5. Create each new unit by filling in the appropriate field in
the Condo Units section of the window.

Condominium Transforms June 2014 5
Version 1.3
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How to Add Residential Units to the Condo Units

Grid
1.

Fill in the Unit No., Unit Factor, and Unit Value fields for
each unit. Do this for one residential unit at a time.

Condo Units: Parcel #

The total for all residential units and, if applicable, parking
units must be equal to 10,000, or an error message will be
generated upon validation.

Click the Add button. The unit will be added to the Condo
Units grid and will have a status of Added.

Condo Units: Parcel #
Linked To Unit

Init No. Unit Factor Init Value Init Type Linked To Unit
1 1000 250000 -
l || updete

Update ( Update |

Continue to add units to the grid. Make any information
changes that might be necessary. If the information in any
of the fields is the same as that for the previous unit added,

those fields do not need to be changed.

Condo Units: Parcel #
[Linked To Unit

nit No. Init Factor nit Value nit T [Linked To Unit
g oo oo . —

| Upoate | Upoase | upoate Updatle | Update

4. Click the Add button. The next unit will be added to the
grid. Continue to enter all the information for each
residential unit.

Select Al Condo Units: Parcel 8
l:nd No. !:l;;-tlnf :5;:00*1 Type Linked To Unit ;;:
2 1000 250000 Added
3 1000 250000 Added
. aur e -
6 1000 250000 Added
7 1000 250000 Added
8 1000 250000 Added
9 1000 250000 Added
10 1000 250000 Added
Unit No. Init Factor it Value JUnit Type Linked To Unit
10 | 1000 250000 -
‘ Update | Update | Update Update L Update
Condominium Transforms June 2014 6
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If you add a unit that already exists in the grid, you will
receive an error message telling you that the unit added is a
duplicate. This message will be located above the Condo
Units grid.

Errors:

# Duplicate Unit Number

How to Add Parking Units to the Condo Grid

Some condominium plans set out parking units as well as
residential units.

A residential unit can link to a maximum of one parking unit. The
two units must have identical ownership.

A parking unit cannot have the same unit number as any of the
residential units on a plan.

Some parking units may not be linked to residential units. These
are classified as “stand-alone” parking units.

Use the following steps to add a parking unit to the Condo Unit
grid:

1. Fill in the Unit Number, Unit Factor and Unit Value fields
for one parking unit at a time.

Unit No. Junit Factor Unit Value funit Type Linked To Unit |

] | i | 1000 | = [ ]
Update Update Update Update Update

2. Choose Parking from the Unit Type dropdown menu.

3. Enter the residential unit number the parking unit will link
to in the Linked to Unit field.

Init No. Init Factor nit Value |unit T Linked To Unit |
# ] % | 1000 Pam:gpe - 1
‘ Update I Update Update Update Update
Condominium Transforms June 2014 7
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4. Click the Add button. The parking unit will be added to the
Condo Units grid and show a status of Added.

L Select Al Condo Units: Parcel #

___Unit No. [Unit Factor Unit Value [Unit Type lLinked To Unit [Status
1 599 250000 Added
2 999 250000 Added
3 599 250000 dded
a 599 250000 ‘Added
g 599 750000 Added
6 999 250000 Added
7 599 250000 Added
8 599 250000 ‘Added
g 599 750000 ‘Added
10 999 250000 Added
m T 1000 Parking T Added

5. Continue to add as many parking units as are designated on
the condominium plan and link to the applicable residential
units. Each parking unit must be added one at a time.

All residential and parking units must have a total of 10000
unit factors.

{Unit No. |Unit Factor Junit Value Junit Type LLinked To Unit [Status
1 999 250000 Added
2 999 250000 Added
3 939 250000 Added
4 999 250000 Added
5 999 250000 Added
6 999 250000 Added
27 999 250000 Added
8 999 250000 Added
9 999 250000 Added
10 999 250000 Added
11 1 1000 Parking 1 Added
12 1 1000 Parking 2 Added
13 1 1000 Parking 3 Added
14 1 1000 Parking 4 Added
15 1 1000 Parking £ Added
16 1 1000 Parking 6 Added
17 1 1000 Parlang 7 Added
18 1 1000 Parking a8 Added
19 1 1000 Parking 9 Added
20 1 1000 Parking 10 Added
Condominium Transforms June 2014

Version 1.3
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How to Correct Errors in the Condo Units Grid

You can correct the information in any or all fields by doing an
update to the unit and section with the error. There are different
methods you can use to make the changes.

Take the following steps if you want to change the unit factor of all
the units:

1. Click the Select All button. All units will be selected, and
marked with a checkmark.

Condo Units: Parcel #

p Linked To Unit Is
e 900 250000 Added
2 12 900 250000 Added
@ |3 900 250000 Added
7 |* 900 250000 Added
7 |5 900 250000 Added
7| 900 250000 Added
7 [T 900 250000 Added
7 |8 900 250000 Added
FRE 900 250000 Added
2 |10 900 250000 Added

Init No. Init Factor nit Value nit Type Linked To Unit
l = I
“ Update |‘ Update | | Update Update Update
Add Delte

2. Enter the change in the appropriate field at the bottom of

nit No. [unit Factor [Unit Value [Unit Type [Linked To Unit
100d = ——
Update Update Update Update Update

3. Click the Update button at the bottom of the applicable
grid. This will change all the units in the grid to the new
number entered.

Select All

nit No. nit Factor nit Value it T, Linked To Unit tatus
1 1000 250000 ‘Added
2 1000 250000 Added
3 1000 250000 Added
4 1000 250000 Added
5 1000 250000 Added
) 1000 250000 Added
7 1000 250000 Added
& 1000 250000 Added
9 1000 250000 Added
10 1000 250000 Added

Init No. nit Factor Init Value nit Type LLinked To Unit

1000 hd ]
‘ Update | Update ‘ Update Update Update
Add ( Delete

If the Select All button is chosen and not all units require the same
change, you can deselect the checkboxes for units that do not
require a correction.

Condominium Transforms June 2014 9
Version 1.3
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If you have one unit that has an error, follow the steps below. In

this example, unit 6 has an incorrect unit factor.

1. Click the checkbox preceding the unit number that has the
error.

Condo Units: Parcel #

nit Value Linked To Unit [Status
1 1000 250000 Added
2 1000 250000 Added
3 1000 250000 Added
a 1000 250000 Added
5 1000 250000 Added
w]le 10000 250000 Added
7 1000 250000 Added
8 1000 250000 Added
9 1000 250000 Added
10 1000 250000 Added
nit No. Init Factor nit Value [Unit Ty Linked To Unit
i -
| Update | Update ‘ Update Update " Update
Add Delete

2. Enter the change in the appropriate field at the bottom of
the grid. In this case, it is the Unit Factor field.

nit No. nit Factor nit Value |Unit Type Linked To Unit
0 -

| Update [: Update J Update Update Update

3. Click the Update button. The system will make the
correction for the unit you have selected.

Select Al

nit No. Unit Factor it Value Init Type Linked To Unit [Status
1000 250000 Added

1000 250000 Added
1000 250000 Added

1000 250000 Added
250000 Added
1000 250000 Added
1000 250000 Added
1000 250000 Added
1000 250000 Added
10 1000 250000 Added

nit No. Unit Factor nit Value nit Type Linked To Unit
iwoou -

J Updato [ Update l Update Update Updale
Add Delete

o o N[ o w| [ w[~[ =
g
=1

If you have more than one unit that has an error in the same
column, and the correction is the same number for all the units,
you can select the checkbox preceding each unit, enter the change
at the bottom of the appropriate column and then click the update
button. This will update all the units you have selected.

If you have a unit (or units) for which you need to make corrections
in more than one column, each column will have to be updated
separately.

Condominium Transforms June 2014 10
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Take the following steps If you have one or more units that need to

be completely deleted from the grid :

1. Select the checkbox(es) preceding the unit(s) for deletion.

2. Click the Delete button below the Condo Units grid.

Select Al Condo Units: Parcel #
nit No. Init Factor Init Value Init Type lLinked To Unit [Status
|1 1000 250000 Added
2 1000 250000 Added
3 1000 250000 Added
4 1000 250000 Added
] 1000 250000 Added
6 1000 250000 Added
7 1000 250000 Added
1|8 1000 250000 Added
[ 1000 250000 Added
v |10 1000 250000 Added
Init No. nit Factor Init Value nit Type Linked To Unit
|| Update | Update ] | Update ( Update Update |
Add | Delete |
The selected unit(s) will be deleted from the grid.
Select All Condo Units: Parcel #
[Unit No. [Unit Factor Unit Value Unit Type Linked To Unit [Status
1 1000 250000 Added
2 1000 250000 Added
3 1000 250000 Added
a 1000 250000 Added
5 1000 250000 Added
6 1000 250000 Added
7 1000 250000 Added
8 1000 250000 Added
9 1000 250000 Added
Unit No. [Unit Factor Unit Value lunit Type Linked To Unit
] ] T -
| Update | Update Update Update Update
Add Delete |

Condominium Transforms

Version 1.3
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How to Set Up Titles in a Condominium Transform

Once all of the units have been entered into the Condo Units grid,
you can begin the setup of the unit titles.

All types of units must initially be set up in the name of the current
registered owner of the source parcel(s). Although you have
several options for setting up titles (individually, identically or
using current information), it is often easiest to set up the parcels
identically. This is because this type of setup allows more than one
unit to be selected for setup at one time. The information entered,
such as the title value and conditions, is applied to all setups
selected and can be edited on each title. This is called a bulk setup.

If you have a combination of residential units and parking units,
you may choose to do the residential units as one bulk setup and
then parking units as a second bulk setup. All the units in a bulk
setup will have the same information. If the units have many
different values, it may be best to leave that portion of the bulk
setup blank and go back to enter the title value in each individual
setup.

You could also complete the title value field while completing the
first unit setup for the bulk setup, and then open each setup that
has a different value and change it. The disadvantage to this
approach is that if you have a large number of setups, you may
inadvertently miss one when you are going back to amend title
values. If a title value is left blank, an error will be generated upon
validation.

Another option might be to set up all the units as one bulk setup,
and then go back and open each setup to enter the information
that is different for each unit, such as the new title value.

A fourth option to set up the unit titles using current information.
Certain pieces of information will be carried forward from the
source parcel(s), but other information, such as title value and
conditions, will not.

Condominium Transforms June 2014 12
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The final option would be to setup each unit individually, but that
is very time consuming if you have a large condominium plan to set

up.

Steps for Option 1

In this scenario, there will be 10 residential units and they will be
setup all the same. They will all have the same title value.

1. Select the checkbox preceding the new target parcel in the
section of the TAC.

Select All Source (Surrendered) Parcels List Tities ﬂ Clear Al

|Parcel No. [Legal Land Description Parcel Class Code Parcel No.

[Legal Land Description Parcel Class Code

T [112665045 ot 9-Bi/Par 2-Plan 101428882 Ext _Parcel (Generic) 7 |1620454091 [condo Plan 98R44009 Ext 0 [Parcel (Generic)
22

|As described on Certificate of Title
[87R57421, description 22.

2. Click the Select All button in the Condo Units grid. This will
select each unit number listed in the Condo Units grid.

Condo Units: Parcel #

i Init Value Linked To Unit Status
E 1000 250000 Added
v |2 1000 250000 Added
7 [3 1000 250000 Added
v |4 1000 250000 Added
7|5 1000 250000 Added
v |6 1000 250000 Added
|7 1000 250000 Added
v |8 1000 250000 Added
7 |9 1000 250000 Added
2 |10 1000 250000 Added

3. Scroll down and click the Setup parcels identically radio
button.

Setup parcels individually @
© Betup parcels identically @
Setup parcels using current information @

This will allow you to use the same setup data for selected
new parcels. This means that you only need to enter the
setup data once and the system will ensure that the same
data is used for all selected parcels.

Condominium Transforms June 2014 13
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4. Click the Begin Setup button. The system will display the
New Parcel Setup screen. The Bulk Setup option will be
chosen from the Select New Parcel dropdown by default.

Select New Parcel: Buk Setup ~ | Delete Setups for Selected Parcel |
Parcels included in this bulk setup:
Parcel Number |Legal Land ipti Parcel Class Code|
162045491 |Condo Plan 98R44009 Ext 0Parcel (Generic)
162045491 Condo Plan 98R44009 Ext O|Parcel (Generic)
162045491 |Condo Plan 98R44009 Ext 0Parcel (Generic)
162045491 |Condo Plan 98R44009 Ext O|Parcel (Generic)
162045491 |Condo Plan 98R44009 Ext O|Parcel (Generic)
162045491 |Condo Plan 98R44009 Ext O|Parcel (Generic)
162045491 |Condo Plan 98R44009 Ext 0Parcel (Generic)
162045491  |Condo Plan 98R44009 Ext O|Parcel (Generic)
162045491 |Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 |Condo Plan 98R44009 Ext 0|Parcel (Generic)

| Setup Selected Parcels Indmdually |

Source Title(s) for this setup:

Parcel: 11 Title No. Parcel Class Reference Land Description

Lot 9-Bli/Par 2-Plan 101428882 Ext 22 As described on Certificate of Tite

106374393 Amasan, Mariene Denise-+ Parcel (Genenc) |70 o001 eccrionon 22

The screen will also display the condominium units that
were selected to be set up identically, and will list them as a
group. This is known as a bulk setup.

The information entered in the first setup will be applied to
all the units that were selected. Once the information is
entered into the initial setup and the Save button is
selected, the units will be distinguishable from each other.
Each will have a different unit number.

The source parcel(s) that has been surrendered in favour of
the new target parcel for the bulk setup will also be shown.

Condominium Transforms June 2014 14
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Completing the Ownership Section

To finish filling in ownership details
1. Scroll down to the New Owners section.

2. Click the appropriate radio button. This will be Single
Owner if one corporate entity is going to be the owner,
Tenants in Common if two corporate entities will each have
a fractional share of ownership, or Joint Tenants if two or
more corporate entities will share the ownership as one.

New Owner(s): # Single Owner] (2

Tenant In Common Number of New Titles (Setups): 2 - Q@

Joint Tenants (2
Joint Tenants with no survivorship &

New ownership structure cannot be changed once setups have been created. To change ownership structure, delete current setup items
@
@

3. Click the Continue button. The Setup Creation screen will
display, showing one bulk setup and the source parcel
information.

Setup Creation:

Setup Currently Displayed: () Setup 1- Bulk Setup ~ Delete Current Selup
=
Title No.  |Owner(s) Pparcel No. |Parcel Class Code|Reference Land Deseription g:"':"':x No. / Mineral u"i"':“""
08374508 gma?an‘ Marlene 112665045 |Parcel (Generic) L:lr:ll a:;:;r?z;:ar;lyafs&:‘azz;im 22 As described on Certificate Not Applicable /A
L G
Fractional Title Share: [ 11 ] New Title Value: §[ ] Mew Tive vatue represents the tie's snare i the parcet )
. Reduced Fee Transaction
Owner 1:
WNo client selected TSelection Change Options
Create New @
Select from Packet @
Search for Client @)
4. Scroll down to the Title 1 section.
5. Enter 1/1 in the Fractional Title Share field if the owner will
own 100% of the title.
6. Enter avalue in the New Title Value field. The system will
not accept dollar signs, commas or decimal points. If all
values are the same, you will want to fill in this field now.
ik da this saction =
Fractional Title Share:[1___ |/t ] New Title Value: $[250000 | (ew Tite Value represents the tite's share in the parcel )
Condominium Transforms June 2014 15
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Note: If the value of each unit is different, there are other options

to consider:

e Enter the value on the first setup and then go back
and edit the title value on any unit title that is
different. If this field is completed and the title value
is not changed to the correct value, the system will
not see that as an error as the title value field has
been completed.

e Leave the value blank in the bulk setup and then go
back and enter the value into each new unit setup
separately.

The next section to complete is the Owner 1 section. A client
number cannot be set up for a corporate entity at this stage,
because the entity must use its existing COBRA-related client
number. This number allows the corporation to hold land in
Saskatchewan.

The COBRA-related client number can be searched in the Owners
section. If you know the number, you can enter it using the Quick
Add function.

Take the following steps to search for a corporate entity:

1. Click the Search for Client button in the Selection Change
Options section on the right-hand side of the screen.

[No client selected Selection Change Options
[ Create New 2
Soect from Packet | (3)
Search for Chent ®

Quick Selection by Client Number
Client Number: [

Quick Add

Delete Owner

Add Owner

Condominium Transforms June 2014 16
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The Search for Client screen will display. Leave the Search

By dropdown menu defaulted to Corporation Name.

Search for Client

Search By: Corporation Name v

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

Find

2. Enter the corporate name in the Corporation Name field.

3. Select the Include names that are similar in spelling
checkbox.

Search for Client

Search By: Corporation Name v

Corporation Name: |DA Enterprises Inc # Include names that are similar in spelling

Find
0K I Cancel
4. Click the Find button. The Search Results grid will display,
showing corporate names that are similar to the name
searched.
Search for Client
Search By: -
C Name: [DA Enterprises Inc.___| ¢/ Include names that are similar in spelling
Find
Chent Number Client Name Address
100491678 D.E. ENTERPRISES LTD. 0000 NewTest Street, NewTestRegina, SK, Canada, HOHOHO
100782053 DAWE ENTERPRISE INC. 0000 NewTest Street, NewTestRegina, SK, Canada, HOHOHO
117894303 DA ENTERPRISES INC. 0000 NewTest Street, NewTestRegina, SK, Canada, HOHOHO
5. Choose the appropriate corporate name by selecting the
corresponding radio button, and then click OK. The screen
will refresh and the selected corporate entity will display in
the Owner 1 section.
Owner 1:
[Client #: 117894303 Selection Change Options
IDA ENTERPRISES INC. Create New (:'))
0000 NewTest Street Select from Packet @
INewTestRegina, SK
g;:(agim Search for Client @
Quick Selection by Client Number
Client Number:
QulckA}id
Delete Owner
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To use the Quick Add function of OLS:

1. Enter the COBRA-linked client number of the corporate
entity into the Quick Selection by Client Number field.

2. Click the Quick Add button. The screen will refresh and the
selected corporate entity will display in the Owner 1
section.

Owner 1:

lient #: 117894303 Seloction Change Options
DA ENTERPRISES INC. Eodn v, @
0000 NewTest Street Selectfrom Packet__ | (@)
NewTestRegina, SK

anada Search for Client @
IHOH OHO

Client Number:

Quick Add

Delate Owner

To resume completing the owner information:

6. Verify the information that the corporate name and
COBRA-linked client number are correct.

7. Click the Delete Owner button to remove a previously
entered corporate entity that has been added to the Owner
section.

A pop-up will display, asking Are you sure you want to
delete this owner? Click the OK button. All information will
disappear from the Owner 1 section of Title 1.

2

Message from webpage

9 Are you sure you want to delete this owner?
-

0K Cancel
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8. Click the Add Owner button to add a new owner or an
owner that has been deleted. The Owner 1 section will
display. If you need to add other owners, you can do so by

following the steps above.

Owner 1

No client selected Selection Change Options
Creata New @

Select from Packet @

Search for Client @

Quick Selection by Client Number
Client Number:

Quick Add

Delete Owner

Add Owner

Completing the Conditions

The next step is to identify the appropriate type of conditions. The
following types of conditions of registration are available:

e No Conditions. The registration of the transfer will be
accepted subject to any interest registered against the titles
or existing in the Judgment Registry at the time the
application is processed.

e Free and Clear. The registration of the transfer will be
accepted only if there are no other interests on the title at
the time the application is processed.

e Conditional Registration Date and Time. The registration of
the transfer will be accepted subject to the interests
registered on the title at the particular date and time the
title was searched.

Note: If the title does change from the time it was searched, the
application will be rejected to provide you with an opportunity to
search and view the title again to determine if you want to
proceed with the registration.

Condominium Transforms June 2014 19
Version 1.3



Information
Services
Corporation

1. Choose the applicable radio button for the condition you
wish to use.

Conditions
No Conditions ®
Free and Clear @
Conditional Registration @

2. Scroll down and click the Save button.

3. Scroll back up to the Select New Parcel dropdown in the
New Parcel Setup section. Each condominium unit will be
easily identifiable so that if you have to go in and change
any information such as the title value, it will be easy to do
so.

Select New Parcel: 162045491 Condo Plan 98R44009 Ext 0 - Unit 1 =

162045491 Condo Plan 98R44009 Ext 0 - Unit 1
Source Title(s) for tI'162045491 Condo Plan 98R44009 Ext 0 - Unit 2
162045491 Condo Plan 98R44009 Ext 0 - Unit 3
| 162045491 Gondo Plan 98R44009 Ext 0 - Unit 4
162045491 Condo Plan 98R44009 Ext 0 - Unit 5
162045491 Condo Plan 98R44009 Ext 0 - Unit 6
162045491 Condo Plan 98R44009 Ext 0 - Unit 7 |
162045491 Condo Plan 98R44009 Ext 0 - Unit 8 b
162045491 Condo Plan 98R44009 Ext 0 - Unit 9
162045491 Condo Plan 98R44009 Ext 0 - Unit 10

4. Continue to the Managing Authorizations and
Attachments section.

Steps for Option 2

In this scenario, there will be 10 residential units, all with the same
unit factor and title value, and 10 parking units. Each parking unit
will link to one of the residential units. The parking units will have a
different unit factor and title value than the residential units.

If you have a combination of residential units and parking units,
you may choose to do the residential units as one bulk setup and
then parking units as a second bulk setup. All the units in a bulk
setup will have the same information.
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If the units have many different values, it may be best to leave that
portion of the bulk setup blank and go back to enter the title value

in each individual setup. See the section on Editing Unit Setups.

After entering all of the residential units and parking units in the
Condo Units grid, take the following steps:

1. Select the checkbox preceding the new target parcel in the
New Parcel(s) section of the TAC.

List Titles Clear All

Parcel Class Code lLegal Land Description

i Parcel No.
112665045 E:: 9-Blk/Par 2-Plan 101428882 Ext Fm::l (Genenc) [J162045491 ‘(ondo Plan 98R44009 Ext 0
22

Parcel Class Code

Parcel (Generic)

described on Certificate of Title
7R57421, description 22.

2. Select each of the residential units that are to be set up.
You can do so by clicking the Select All button in the top
left hand corner of the Condo Units grid and then either
deselecting all the parking unit checkboxes or selecting the
checkbox for each residential unit individually.

Seiect Al
" Tonit No. Junit Factor [Unit Value Unit Type Linked To Unit tatus
ZlE 599 250000 “Added B
7 [10 599 250000 ‘Added
[T T 500 Parking T “Added
12 1 500 Parking 2 Added =
[onit No. [Unit Factor Unit Value Unit Type Linked To Unit
20 | 1 | 500 | Parking ¥ 10
Update Update Update Update Update

3. Use the white scroll bar on the right hand side of the Condo
Units grid to view all units in the grid.

4. Click the Setup parcels identically radio button.

Setup parcels individually @

© Betup parcels identically @

Setup parcels using current information ®

5. Click the Begin Setup button. The New Parcel Setup screen
will display, with Bulk Setup showing in the Select New
Parcel dropdown menu.
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Select New Parcel: BukSetp v | Deleto Setups for Sokected Parcel |

parcel

juded in this bulk setup
T = ==

162045491 | Condo Plan 9BRA400 Ext 0

162045491 |Condo Plan 98R44009 Ext

162045491 __|Condo Plan 9BRA4009 Ext

162045491 |C
162045491 |C

162045491

162045491 |G

2

tan GBR44009 Ext 0)

Sotup Selected Parcels Indwdualy |

Source Title(s) for this setup

Parcel: uzusmslr& No.  |Owner(s) Reference Land Description

Lot 9-B8/Par 2-Pian 101426882 Ext 22 As descrbed on Certificats of Title
87057421, descrption 22

106374393 Amason, Madene Dense-+ [Parcel {Genenc)

The screen will also display the condominium units that you
chose to have set up identically, and will list them as a
group. This is known as a bulk setup.

The information entered in the first setup will be applied to
all the units that were selected. Once the information is
entered into the initial setup and the Save button is
selected, the units will be distinguishable from each other.
Each one will have a different unit number.

The screen will also show the source parcel(s) that has been
surrendered in favour of the new target parcel for the bulk
setup.

6. Select the New Owner(s) radio button.

7. Fill in the Fractional Title Share and the New Title Value
fields, as well as the Owner 1 section. Ensure you have
selected the appropriate Conditions option.

The step-by-step instructions for these actions are located
in the Completing the Ownership Section and Completing
the Conditions sections of this manual.

8. Click the Save button.

9. Scroll back up to the Select New Parcel dropdown in the
New Parcel Setup section. Each condominium unit will be
easily identifiable so that if you have to go in and change
any information such as the title value, it will be easy to do
so.
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Select New Parcel: 162045491 Condo Plan 98R44009 Ext 0 - Unit 1

162045491 Condo Plan 98R44009 Ext 0 - Unit 1

Source Title(s) for tI'162045491 Condo Plan 98R44009 Ext 0 - Unit 2
162045491 Condo Plan 98R44009 Ext 0 - Unit 3

{ 162045491 Condo Plan 98R44009 Ext 0 - Unit 4
162045491 Condo Plan 98R44009 Ext 0 - Unit 5
162045491 Condo Plan 98R44009 Ext 0 - Unit 6
162045491 Condo Plan 98R44009 Ext 0 - Unit 7
162045491 Condo Plan 98R44009 Ext 0 - Unit 8
162045491 Condo Plan 98R44009 Ext 0 - Unit 9
1162045491 Condo Plan 98R44009 Ext 0 - Unit 10

10. Once you have saved, scroll back to the TAC near the top of
the screen. The setups that were part of the bulk setup will
display in the Setup Item(s) column.

Select Al Source (Surrendered) Parcels List Tities. E

Select All

tup Item

Parcel No. lLegal Land Description Parcel Class Code Parcel No. Legal Land Description Parcel Class Code 5
7 |r1266505 JCot 0-Bik/Par 2-Plan Parcel (Generic) 162045491 [condo Pian 98R44009 Ext 0 [Parcel (Generic) %3, App # 4, App
101428882 Ext 22 5, App # 6, App # 7,
lAs described on Certificate p £ 8, App # 9, App &
Jof Title 87R57421, 110, App # L1, App # 12
Hescription 22.

11.

12.

Re-select the target parcel checkbox.

Select the parking units that will be part of the bulk setup.

Again, you can click the Select All button and deselect all

the residential units or select each of the parking units
separately.

Unit Factor
T

Condo Units: Parcel # 162045491

nit Value

Parking 7

Parking 8

Parking 9

1
1
1
1

Parking

Unit Value

Init Ty JLinked To Unit

Fnil Factor

| Update

| Update

Update | Update

13.

Units grid to view all units in the grid.

14.

Setup parcels individually @

© Betup parcels identically @

Click the Setup parcels identically radio button.

Setup parcels using current information ®

15.

Click the Begin Setup button. The system will display the

Use the white scroll bar on the right hand side of the Condo

New Parcel Setup section, with Bulk Setup showing in the

Select New Parcel dropdown menu.
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Select New Parcel: BukSetup v [ Delota Setups for Selected Parcel |

arcels included in this bulk setup:
Land

162045491 _|Condo Plan 98RA4009 Ext 0 |Parcel (Generic)
162045491 [Condo Plan $8R44009 Ext O|Parcel (Genenc)
162045491 __|Condo Plan 9844009 Ext 0|Parcel (Generxc)
162045491 | Condo Plan 98RA4009 Ext 0|Parcel (Genenc)
162045491 [Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 Condo Plan 98R44009 Ext O|Parcel (Generic)
162045491 | Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 |Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 | Condo Plan 98R44009 Ext 0|Parcel (Generic)

[ Setup Selocled Parcels Indmdualy |

Source Title(s) for this setup:

Parcel Class.

Parcel: 112665045 Title No.  |Owner(s) e

Reference Land Description

Lot 9-Bk/Par 2-Plan 101428862 Ext 22 As described on Centficate of Ttk
B7R57421, description 22.

106374393 | Amason, Mariene Denise+ |Parcel (Genenc)

16. Repeat step 7, filling in the information for the parking
units this time.

17. Click the Save button. The parking units you chose to set up
identically within the bulk setup will be split into the
corresponding parking units.

Select New Parcel: 162045491 Condo Plan 98R44009 Ext O - Unit 1 E
162045491 Condo Plan 98R44009 Ext 0 - Unit 1

Source Title(s) for t| 162045491 Condo Plan 98R44009 Ext 0 - Unit 2
162045491 Condo Plan 98R44009 Ext 0 - Unit 3
162045491 Condo Plan 98R44009 Ext 0 - Unit 4
162045491 Condo Plan 98R44009 Ext 0 - Unit 5
162045491 Condo Plan 98R44009 Ext 0 - Unit 6
162045491 Condo Plan 98R44009 Ext 0 - Unit 7
162045491 Condo Plan 98R44009 Ext 0 - Unit 8
162045491 Condo Plan 98R44009 Ext 0 - Unit 9
162045491 Condo Plan 98R44009 Ext 0 - Unit 10
162045491 Condo Plan 98R44009 Ext 0 - Unit 11
162045491 Condo Plan 98R44008 Ext 0 - Unit 12
162045491 Condo Plan 98R44009 Ext 0 - Unit 13
Apply Template/Cc 162045491 Condo Plan 98R440089 Ext O - Unit 14
162045491 Condo Plan 98R44009 Ext 0 - Unit 15
162045491 Condo Plan 98R44009 Ext 0 - Unit 16
162045491 Condo Plan 98R44008 Ext 0 - Unit 17
Save Setup Data A 4e5045491 Condo Plan 98R44000 Ext 0 - Unit 18
Replace existin 162045491 Condo Plan 98R44009 Ext 0 - Unit 19
162045491 Condo Plan 98R44009 Ext 0 - Unit 20

18. Once you have saved, scroll back to the TAC near the top of
the screen. The parking setups that were part of the bulk
setup will display in the Setup Item(s) column, along with
the residential units previously set up.

T o oo roos QOO WECTD e

Parcel No. ESoat Lo [Parcel Class Code Parcel No. lLegal Land Description Parcel Class Code 55“‘" L
112665045 [Lot 5-Bik/Par 2-Plan [Parcel (Genenc) 162045451 [condc Plan 98Ra4009 Ext 0 Parcel (Genenc) o # 3, Aop # 4, App # 5,
101428882 Ext 22 Wop # 6, Aop # 7, App # 8,
las descrived on Bop # 9, App # 10, App #
[Certiicate of Title 11, App # 12, App # 13, Apo]
l7R57421, description| # 14, App # 15, App # 16,
3 hop 2 17, App # 18, App #
19, App # 20, App ¥ 21, Appt
[# 22

19. Continue to the Managing Authorizations and
Attachments section.
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Steps for Option 3

The third option is set up all the residential and parking units (if
applicable) as a bulk setup, but not enter a title value for any of the
units (or, alternatively, enter the same value for all units). Either
way, you will need to go into each residential and parking unit and
enter or change the value in the New Title Value field. Once the
information in the initial setup is entered and the Save button
selected, the units will split apart to individual units. You can then
open each unit setup and enter or edit any information.

After entering all of the residential units and parking units in the
Condo Units grid:

1. Select the checkbox preceding the new target parcel in the
New Parcel(s) section of the TAC.

List Tities Clear All

Parcel No. Parcel Class Code

Legal Land Description

Parcel Class Code
112665045 E:x 9-Blk/Par 2-Plan 101428882 Ext ruml (Generic) ’ v [162045491 ‘(nndn Plan 98R44009 Ext 0
B Led

It egal Land Description

Parcel (Generic)

2
described on Certificate of Title
7RS7421, description 22.

2. Click Select All button in the top left-hand corner of the
Condo Units grid. This will select all units in the grid.

[ selcta ondo Units: Parcy

nit No.
o

Unit Factor
T

Init Value
ey

nit Ty
TR

3 |17

500

Parking

Added

2 |18

500

Parking

Added

2 19

500

Parking

Added

=

20

500

Parking

Added

nit No.

nit Factor

Unit Value

nit Type

[ Update | Updale | Update Update Update

3. Use the white scroll bar on the right hand side of the Condo
Units grid to view all units in the grid.

4. Click the Setup parcels identically radio button.
Setup parcels individually @

© Betup parcels identically @

Setup parcels using current information @

5. Click the Begin Setup button. The New Parcel Setup screen
will display, with Bulk Setup showing in the Select New
Parcel dropdown menu.
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Select New Parcel: Bulk Setup ~ [ Delete Setups for Selected Parcel ]

Parcels included in this bulk setup:

Parcel Number|Legal Land Description Parcel Class Code
162045491 Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 Condo Plan 98R44009 Ext 0|Parcel (Generic)

6. Fill in the Fractional Title Share and the New Title Value
fields, as well as the Owner 1 section. Ensure you have
selected the appropriate Conditions option.

The step-by-step instructions for these actions are located
in the Completing the Ownership Section and Completing
the Conditions sections of this manual.

7. Click the Save button. The bulk setup will be split into the
corresponding units.

Now that the units have been saved, all the units will
display in the Select New Parcel dropdown menu.

Select New Parcel: 162045491 Condo Plan 98R44009 Ext 0 - Unit 1 E

Source Title(s) for tl 152045491 Condo Plan 98R44009 Ex! 0 - Unit 2
162045491 Condo Plan 98R44009 Ext O - Unit 3
162045491 Condo Plan 98R44009 Ext O - Unit 4
162045491 Condo Plan 98R44009 Ext O - Unit 5
162045491 Condo Plan 98R44009 Ext O - Unit 6
162045491 Condo Plan 98R44009 Ext O - Unit 7
162045491 Condo Plan 98R44009 Ext O - Unit 8
162045491 Condo Plan 98R44009 Ext O - Unit 9
162045491 Condo Plan 98R44009 Ext O - Unit 10
162045491 Condo Plan 98R44009 Ext O - Unit 11
162045491 Condo Plan 98R44009 Ext O - Unit 12
162045491 Condo Plan 98R44009 Ext 0 - Unit 13
Apply Template/Cc 162045491 Condo Plan 98R44009 Ext 0 - Unit 14
| 162045491 Condo Plan 98R44009 Ext 0 - Unit 15
162045491 Condo Plan 98R44009 Ext O - Unit 16
162045491 Condo Plan 98R44009 Ext O - Unit 17
Save Setup Data A 467045491 Condo Plan 98R44009 Ext 0 - Unit 18
Replace existin 162045491 Condo Plan 98R44009 Ext O - Unit 19
162045491 Condo Plan 98R44009 Ext O - Unit 20
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As each unit is now a separate setup, you can now open each one
individually. Each setup will display the information entered during
the bulk setup. If a field has been left blank, or if there is incorrect

information in the field, you can make corrections at this point.

Editing Unit Setups

Once each of the unit setups is identified by its unit number, you
can click on any unit setup from the dropdown menu and edit
information for that particular unit. The unit selected will display in
the Select New Parcel field.

From there, you can edit fields such as the New Title Value field.
You have to click Save after your edits to each setup in order to
retain your changes.

To begin editing:

1. Choose the unit setup that you want to edit from the Select
New Parcel dropdown menu.

Select New Parcel: 162045491 Condo Plan 98R44009 Ext0 - Unit1  +

) 162045491 Condo Plan 98R44009 Ext 0 - Unit 1
Source Title(s) for tl162045491 Condo Plan 98R44009 Ext 0 - Unit 2
162045491 Condo Plan 98R44009 Ext 0 - Unit 3
| 162045491 Condo Plan 98R44009 Ext 0 - Unit 4
162045491 Condo Plan 98R44009 Ext 0 - Unit 5
162045491 Condo Plan 98R44009 Ext 0 - Unit 6
162045491 Condo Plan 98R44009 Ext 0 - Unit 8
162045491 Condo Plan 98R44009 Ext 0 - Unit 9
162045491 Condo Plan 98R44009 Ext 0 - Unit 10
162045491 Condo Plan 98R44009 Ext 0 - Unit 11
162045491 Condo Plan 98R44009 Ext 0 - Unit 12
162045491 Condo Plan 98R44009 Ext 0 - Unit 13
Apply Template/Cq 162045491 Condo Plan 98R44009 Ext 0 - Unit 14
162045491 Condo Plan 98R44009 Ext 0 - Unit 15
162045491 Condo Plan 98R44009 Ext 0 - Unit 16
162045491 Condo Plan 98R44009 Ext 0 - Unit 17
Save Setup Data A 455142401 Gondo Plan 98R44009 Ext 0 - Unit 18
Replace existin| 162045491 Condo Plan 98R44009 Ext 0 - Unit 19
162045491 Condo Plan 98R44009 Ext 0 - Unit 20

The title setup for that unit will display, but with a condominium

the only way you will know which unit setup is displaying is by
looking at the Select New Parcel field.

The parcel is the same for each unit, so the Setup Currently
Displayed dropdown will show the same new parcel number each
time you view a unit setup.
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2. Edit the required fields. The example shown is changing the

value from $250,000 to $375,000.

e 1 Hide this section &
Fractional Title Share: [T |/[T___ | New Title Value: § (New Tite Value represents the lile’s share in the parcel)

“Title 1 Hide this section 5
Fractional Title Share: [T |/[1 New Title Value: $ (New Title Value represents the litie's share in the parcel )

3. Click the Save button at the bottom of the screen to save
the edits made to that unit setup.

Save | Validate | Cancel Transaction| | Delete

4. Choose another unit setup and repeat steps 1 — 3.

5. Continue editing until all unit setups have the correct
information. Save after each application has been edited.

6. Continue to the Managing Authorizations and
Attachments section.

Steps for Option 4

In this scenario, the ownership of the new units will be set up using
current information from the source parcel. Certain pieces of
information will be carried forward from the source parcel(s), but
other information, such as title value and conditions, will not.

All units in the Condo Unit grid will be chosen and the Setup
parcels using current information button will be clicked. This will
set up each of the new units with the owner(s) of the source
parcel. All information will carry forward except the title value and
the conditions.

To set up ownership this way:

1. Select the checkbox preceding the new target parcel in the
New Parcel(s) section of the TAC.

Source (Surrendered) Parcels List Titles Clear Al

{Parcel No. |Legal Land Description Parcel Class Code [Parcel No. lLegal Land Description
112665045 JLot 9-Blk/Par 2-Plan 101428882 Ext rcel (Generic) v |162045491 ondo Plan 98R44009 Ext 0 PParcel (Generic)
22
lAs described on Certificate of Title
IB7R57421, description 22.
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2. Click Select All button in the top left-hand corner of the
Condo Units grid. This will select all units in the grid.

Clear All 0
it No. nit Factor nit Value nit T Linked To Unit tatus
7 |1 2000 300000 Added
s |2 2000 300000 Added
s |3 2000 300000 Added
2 e 2000 300000 Added
7|5 2000 300000 Added
nit No. nit Factor Init Value nit T Linked To Unit
2000 300000 -
I Update | Update l Update Update | Update

8. Use the white scroll bar on the right hand side of the Condo
Units grid to view all units in the grid.

9. Click the Setup parcels using current information radio
button.

Setup parcels individually @
Setup parcels identically @

® Setup parcels using current information @

|  Begin Setup |

10. Click the Begin Setup button. The system will display the
New Parcel Setup section.

11. Select a unit to edit.

Select New Parcel: 162045491 Condo Plan 98R44009 Ext 0 - Unit 1 [+

)

Source Title(s) for t/162045491 Condo Plan 98R44009 Ext 0 - Unit 2
162045491 Condo Plan 98R44009 Ext 0 - Unit 3
162045491 Condo Plan 98R44009 Ext 0 - Unit 4
162045491 Condo Plan 98R44009 Ext O - Unit 5
162045491 Condo Plan 98R44009 Ext 0 - Unit 6
162045491 Condo Plan 98R44009 Ext 0 - Unit 7
162045491 Condo Plan 98R44009 Ext 0 - Unit &
162045491 Condo Plan 98R44009 Ext 0 - Unit 9
162045491 Condo Plan 98R44009 Ext O - Unit 10
162045491 Condo Plan 98R44009 Ext 0 - Unit 11
162045491 Condo Plan 98R44009 Ext 0 - Unit 12
162045491 Condo Plan 98R44009 Ext 0 - Unit 13
Apply Template/Cc 162045491 Condo Plan 98R44009 Ext O - Unit 14
162045491 Condo Plan 98R44009 Ext 0 - Unit 15
162045491 Condo Plan 98R44009 Ext 0 - Unit 16
162045491 Condo Plan 98R44009 Ext 0 - Unit 17
Save Setup Data A 165045491 Condo Plan 38R44009 Ext 0 - Unit 18

Replace existin 162045491 Condo Plan 98R44009 Ext 0 - Unit 19
162045491 Condo Plan 98R44009 Ext 0 - Unit 20

The ownership structure of the source parcel(s) will display.

New Owner(s): Single Owner @

Tenant In Common Number of New Titles (Setups): 2 A ® I

Joint Tenants @
Jolnt Tenants with no survivorship &
New ownership structure cannot be changed once setups have been created. To change ownership structure, delete current setup items.

Continue
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The Fractional Title Share field in the Title 1 section will be
populated.

Setup Creation:
Setup Currently Displayed: @ Sotup 1 - New Parcel 162045491 ~ | Delola Current Seivp

Tide No.  |Owner(s) Parcel Mo. [Com 1. 7 st et V&

Com. Type

Lot 9-88c/Par 2-Plan 101428882 Ext 22 As described on Certficate

feaanavid of Tive 87857421, description 22 ros Seskentle

Fractional Title Share: [1 it New Title Value: § [ %ew Tte Vawe represents e te's snare i e parces )

Reduced Fee Transaction

@

Amason, Martene
s 1 (Genenc) WA

The New Title Value field will be blank.

The Owners section will be populated with the owners of the
source parcel(s)

Owner 1

Client #: 104187179 [Seiecton Ghange Options
Creaie Hew &
Select from Packet | ()

IArnason, Martene Denise
00 NewTest Street
WNewTestRegina, Saskatchewan

ICanada ‘Search for Chent @
HOH 0HO
Quick Selection by Client Number
Client Number:
Quick Ad
Daketo Owner
Owner 2:
[Client #: 104187168 [Selection Change Options
Greato Now @

jnason, Wayne Ami Joseph
Street

00 NewTest Street Select from Packat__| (3)
MNewTestRegina, Saskatchewan ’
[Canada

‘Search for Chent )
HOH oHO o
Quick Selection by Client Number
Client Number:

Quick Adg

Note: The image above is a sample from our testing environment
and may not reflect the actual information you will see in a
condominium setup.

The conditions will not be selected.

12. Enter the title value in the New Title Value field.

|
New Title Value: $[___ | |

13. Choose the radio button that corresponds to the condition
you wish to use.

Conditions
> No Conditions @
° Free and Clear (@
- Conditional Registration @
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14. Click the Save button.
15. Scroll up to the Select New Parcel field.

16. Choose the next unit in the list and fill in the title value and
the conditions.

17. Click the Save button after you make changes to each
setup. See the Editing Unit Setups section for details.

18. Once all setups have been completed, continue to the
Managing Authorizations and Attachments section.

Steps for Option 5

In this scenario, each unit, whether residential or parking, will be
set up individually. There are two methods you can use for
individual setups.

One is to use a bulk setup, but to click the Setup Selected Parcel
Individually button instead of completing the first setup. The bulk
setup will become separate setups, and you will be able to open
each setup and enter the information.

The second is to select one unit at time in the Condo Units grid,
and then click the Setup Parcels Individually button and complete
the setup for that unit. Each unit in the grid will have to be
completed in this way.

Option 1
After entering all of the residential units and parking units in the

Condo Units grid:

1. Select the checkbox preceding the new target parcel in the
New Parcel(s) section of the TAC.

Select Al Source (Surrendered) Parcels List Titles Clear All
Parcel No. Legal Land Description parcel Class Code Parcel No. lL egal Land Description Parcel Class Code ,5:“'" e
112665045 ot 9-Bik/Par 2-Plan 101428882 Ext Parcel (Generic) 7 [162045491 ICondo Plan 98R44009 Ext 0 Parcel (Generic)
2 L
described on Certiicate of Title
7R57421, description 22.
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Click Select All button in the top left-hand corner of the

Condo Units grid. This will select all units in the grid.

L Select Al i
Tt . Unit Factor unit Value Unit Type Linked To Unit tatus -

2 |17 1 500 Parking 7 Added

7 |18 1 500 Parking 8 Added

v 19 1 500 F-IMV\g 9 Added
Z] 20 1 500 Parking 10 Added -

nit No. nit Factor unit value [unit Type lLinked To Unit
-
j Update | Update | Update Update Update

Use the white scroll bar on the right hand side of the Condo
Units grid to view all units in the grid.

Click the Setup parcels identically radio button.
Setup parcels individually @

@ Setup parcels identically @
Setup parcels using current information @

Click the Begin Setup button. The New Parcel Setup section
will display, with Bulk Setup showing in the Select New
Parcel dropdown menu.

Select New Parcel: Bulk Setup ~ [ Delete Setups for Selected Parcel ]

Parcels included in this bulk setup:

Parcel Number|Legal Land Description Parcel Class Code
162045491 Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 Conde Plan 98R44009 Ext 0|Parcel (Generic)
162045491 Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 Condo Plan 98R44009 Ext 0| Parcel (Genenic)
162045491 Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 Condo Plan 98R44009 Ext 0|Parcel (Generic)
162045491 Condo Plan 98R44009 Ext 0|Parcel (Generic)

6. Click the Setup Selected Parcel Individually button. This

button is located beneath the Parcels included in this bulk
setup list.

| Setup Selected Parcels Individually |
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7. Once this button is clicked, the bulk setup splits into
separate units. Choose the first setup from the list. You will
have to enter all information required for this setup and
each subsequent one.

Select New Parcel: 162045491 Condo Plan 98R44009 Ext 0 - Unil 1 E

Source Title(s) for t| 152045491 Condo Plan 98R44009 Ext 0 - Unit 2
162045491 Condo Plan 98R44009 Ext O - Unit 3
162045491 Condo Plan 98R44009 Ext 0 - Unit 4
162045491 Condo Plan 98R44009 Ext 0 - Unit 5
162045491 Condo Plan 98R44009 Ext 0 - Unit 6
162045491 Condo Plan 98R44009 Ext 0 - Unit 7
162045491 Condo Plan 98R44009 Ext 0 - Unit 8
162045491 Condo Plan 98R44009 Ext 0 - Unit 9
162045491 Condo Plan 98R44009 Ext O - Unit 10
162045491 Condo Plan 98R44009 Ext O - Unit 11
162045491 Condo Plan 98R44009 Ext 0 - Unit 12
162045491 Condo Plan 98R44009 Ext O - Unit 13
Apply Template/Cc 162045491 Condo Plan 98R44009 Ext 0 - Unit 14
| 162045491 Condo Plan 98R44009 Ext O - Unit 15
162045491 Condo Plan 98R44009 Ext 0 - Unit 16
162045491 Condo Plan 98R44009 Ext O - Unit 17
Save Setup Data A 165045491 Condo Plan 98R44009 Ext 0 - Unit 18
Rep|ace existin| 162045491 Condo Plan 98R44009 Ext O - Unit 19
| 162045491 Condo Plan 98R44009 Ext O - Unit 20

8. Enter all information required for each setup. Refer to the
Completing the Ownership Section and Completing the
Conditions portions of this manual for step-by-step
instructions.

9. Click the Save button after each unit has been set up.

10. Once all setups have been completed, continue to the
Managing Authorizations and Attachments section.
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Option 2

After entering all of the residential units and parking units in the

Condo Units grid:

1. Select the checkbox preceding the new target parcel in the
New Parcel(s) section of the TAC.

2. Click the checkbox for the unit that is to be setup in the

List Titles Clear All
lLegal Land Description Parcel Class Code Parcel No. lLegal Land Description
JLot 9-Bik/Par 2-Plan 101428882 Ext [Parcel (Generic) 7 [162045491 ondo Plan 98R44009 Ext0  Parcel (Generic)
22
JAs described on Certificate of Title
[B7TR57421, description 22.

Condo Units grid.

a___ED

Select All

nit No. nit Factor nit Value Init T Linked To Unit tatus
1 999 250000 Added
2 999 250000 Added
3 999 250000 Added
4 999 250000 Added
3 999 250000 Added

Linked To Unit

Fnit No. Fni: Factor [Unit Value Init T

| Update

I Update | Update Update

Update

3. Use the white scroll bar on the right hand side of the Condo
Units grid to view all units in the grid.

4. Click the Setup parcels individually radio button.

@ Setup parcels individually @

Setup parcels identically @

Setup parcels using current information @

Begin Setup

5. Click the Begin Setup button.The unit selected will display
in the Select New Parcel dropdown list. As it is the first unit
being setup, it will be the only unit in the dropdown list.

Select New Parcel: 162045491 Condo Plan 98R44009 Ext 0 Unit 1 - Unit 1 E

BRPRNPIIN 62045491 Condo Plan 98R44009 Ext O Unit 1 - Unit 1 |

6. Continue and complete all required information for this

setup. Refer to the Completing Ownership Section and

Completing the Conditions for step by step guide
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7. Click the Save button once all the information is entered in
the setup.
8. Scroll back up to the up to the TAC and re-select the new
target parcel checkbox.
9. Click the checkbox for the next unit that is to be set up in
the Condo Units grid.
=] = — - i
| Update | Update | Update Upd;!e Update
10. Click the Setup parcels individually radio button.
@ Setup parcels individually @
Setup parcels identically @
Setup parcels using current information @
|  Begin Setup |
11. Click the Begin Setup button. The unit selected will display
in the Select New Parcel dropdown list. It will display along
with the first unit setup.
Select New Parcel: 162045491 Condo Plan 98R44009 Ext 0 - Unit 2 F
. 162045491 Condo Plan 98R44009 Ext 0 - Unit 1
bl Skl 162045491 Condo Plan 98R44009 Ext 0- Unit2 |
12. Continue and complete all required information for this
setup. Refer to the Completing the Ownership Section and
Completing the Conditions portions of this manual for step
by step instructions.
13. Click the Save button once all the information is entered in
the setup.
14. Continue this process until all units are set up.
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Managing Authorizations and Attachments

There are certain documents that are required as authorization for

the condominium transform. The following documents must be

included in the packet as authorizations:

Regular/ Normal Condominiums

Regular transform authorization.

Condominium affidavit of value.

Affidavit for reduced fee transaction.

Information to obtain condominium corporation number.
Form F - The Condominium Property Regulations, 2001.

Consent of Mortgagee to Transform (if applicable).

Bareland Condominiums

Regular transform authorization.

Condominium affidavit of value.

Affidavit for reduced fee transaction.

Information to obtain condominium corporation number.
Form F - The Condominium Property Regulations, 2001.

Consent of Mortgagee to Transform (if applicable).

Phased Condominiums

Regular transform authorization.

Condominium affidavit of value.

Affidavit for reduced fee transaction.

Information to obtain condominium corporation number.
Form F - The Condominium Property Regulations, 2001.

Consent of Mortgagee to Transform (if applicable).
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There are three components to managing authorizations and

attachments:

a. Upload the documents to your packet from a file where you
have saved the scanned documents.

b. Add those documents to the appropriate transaction with
the packet.

c. Identify each document as an authorization or an
attachment.

There are two different ways that authorizations that will be
attached to the surrender authorization can be scanned.

a. The documents can be scanned together as one document,
then uploaded and added to the Manage Authorizations
and Attachments section as one document.

b. The documents can be scanned as separate documents,
then uploaded and added to the Manage Authorizations
and Attachments section one at a time.

To upload a document or documents:

1. Save the completed document(s) to your computer in PDF
format.

2. Click the New Upload button in the Manage Authorizations
and Attachments section. The Select Files to Upload screen

will display.
Select Files to Upload

Browse... Upload

Select All Delete
| |Upleaded Document List |

Done Cancel
* Any documents uploaded and listed above will not be attached to your packet if you click Cancel.
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3. Click the Browse button. This will allow you to access saved

files on your personal computer or network.

Documents library

Arrange by:  Folder ~
Includes: 3 locations

Name

Date modified Typ
4 My Documents (47)
\Witfsprd02\Users\My Documents
! 4 KB witness signature.png PNG image 24/03/2014 2:46 PM
"X 27k8 DA Enterprise Inc. Condo Transform Authorization.pdf Adobe Acrobat Doc...  04/06/2014 8:19 AM

4. Double click on the file name, or click it once and then click
the Open button at the bottom of the screen. The Select

Files to Upload screen will display, showing the path to the
document.

Select Files to Upload
Witfsprd02\Users\BCurrietMy Documents\DA Enterprise Inc. Condo Transform Authorization.pd | Browse... | Upload
Select All

Delate
| Juploaded pocument List |

Done Cancel
= Any documents uploaded and listed above will nat be attached to your packet if you click Cancel.

5. Click the Upload button. The blue progress bar will show
you the time remaining in the upload. Once the file has

been uploaded, it will display in the Uploaded Document
List.

Select Files to Upload

Browse... ‘ Upload |
| Select All | Delete |
Uploaded Document List
DA Enterprise Inc. Condo Transform Authorization.pdf
Done | | Cancel |

* Any documents uploaded and listed above will not be attached to your packet if you click Cancel.
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You can only browse and upload one document at a time. If
necessary, continue to browse and upload files until all

documents are uploaded.

6. If you want to delete a document, click the checkbox to the
left of the document you want to delete in the Uploaded
Document List. Then click the Delete button.

Select Files to Upload
Browse... Upload

Select Al Delete

} |uplnaded Document List |

|[ 7 jlnn Enterprise Inc. Condo Transform Authorization.pdf |

7. Click the Done button when all the documents have been
uploaded. The system will display the uploaded
document(s) in the Manage Authorization and
Attachments screen.

Manage Authorizations and Attachments

Packet List (Uploaded documents associated with this packet)
Select Al * Show Packet Docs  Show Application Docs View Doc Rename Remove Add to My OLS Docs @
Uploaded Document DSL Number Attached to As Virus File Type File Size
DA Enterprise Inc. Condo Transform Authorization.pdf n/a Authorization | Attachment No PDF 27603 Bytes

New Upload Add From OLS Docs

8. Click the checkbox to the left of any uploaded document to
view, rename or remove the document, or add the
document to My OLS Do. See the Managing Authorizations
and Attachments e-learning tutorial for details.

9. Click the Authorization or Attachment checkbox, as
appropriate, for each document.

Manage Authorizations and Attachments
Packet List (Uploaded docu sociated with this packet)
Select Al * 5 ket Docs  Show Application Docs View Doc Rename Romaova Add 1o My OLS Do

Uploaded Document DSL Number Attached to Application As Virus Detected? File Type File Size
DA Enterprise Inc. Condo Transform Authorization.pdf  n/a ¢ Authorization  Attachment No POF 27603 Bytes

Even though the document appears in the grid, the OLS
system does not acknowledge its existence until the
appropriate checkbox is selected. In the sample shown,
only one document has been uploaded, and it is required as
an authorization in the packet.
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Note that all the authorizations can either be uploaded as one
single document or as individual documents.

10. Scroll to the bottom of the application and click the Save

button.
Save Validate Cancel Transaction| | Delete
Condominium Transforms June 2014
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Saving and Validating

It is a good idea to save your work throughout the packet-building
process. However, the application or packet should only be
validated once you are satisfied that all the required elements are
completed and correct. If the application is validated prior to
completion, the OLS system will notify you that there are errors in
the application.

1. Click the Validate button once you believe the
application/packet is complete. The surrender, the condo
setup and each of unit the setups can be validated
together, as they are one transaction.

If the condominium transform is the only transaction in the packet,
and the packet contains 16 applications or less, the system will
validate the packet when you click the validate button at the
bottom of the application screen.

If the packet contains more than 16 applications, the system will
automatically take the packet offline to validate. You will not be
able to open the packet until the validation is complete. The
validation process usually only takes a few minutes, depending
upon the size of the packet.

2. If the business rules are met and the system does not
locate any errors, a pop-up window will display, telling you
that no errors or warnings were encountered. Click the OK
button. You can continue to complete the application.

Message from webpage

! No errors or warmnings encountered during validation.

U

OK
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3. If errors are found, a pop-up will display, telling you that
errors or warnings were found. Click OK to see the errors in
your application. Red error messages will display in the

Validation Errors section of the application.

Validation Errors Hida this section 0
Application #1 - Title Surrender

Application #2 - Ownership Register

Application #3 - Transfer Title Setup
Errors:

e Title value on the setup for parcel 162045491 must be either ('N/A' for Transforms Only) or a positive value that cannot exceed $999,999,999 and must not contain cents.
Round up 1o the nearest dollar, If necessary.

It is best to correct one error at a time and revalidate after
correcting each error. If you try to fix multiple errors at the same
time, and still have errors even after revalidating, it can be
confusing to determine which error was corrected properly and
which one was not.

The goal is to receive the message that there are no error
messages in the application. If you submit a packet with validation
errors, it will be rejected upon submission.

The application may still be rejected even if there are no system
errors in it. This is because the title processors still need to review
documents, such as authorizations, for completeness.

Warning messages display in orange. They may or may not impede
the registration of the packet. Investigate any warning message
you receive to determine if it will have an impact on the
registration of your packet.

Application #1 - Title Surrender

In this example, the warning is indicating that one of the source
parcels is tied. If all the parcels that are tied to that source parcel
are not source parcels of this transform, the packet will be
rejected.
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How to Create a Summary Report

A summary report is a report that shows you the work completed
within one application or multiple applications in a particular
packet.

You can only request a summary report before submitting the
packet. The report cannot be requested once the packet is
submitted.

A summary report should only be requested after validation has
occurred and there are no errors contained in the packet.

To create a summary report for a multi-application packet, do the
following steps:

1. Click the View Packet Content button. The View Packet
screen will display.

T 1S Home | Authorizations | Agavits | Legai | Hein | Sign Oul
& ldih & f
|__OuS Home | Packet Momet | Transfers | Interests | Teansforms PR L -
View Packet List: Al Packets| Draft Packets| My OLS Documents ‘Packet Management tielo}
View Packet

{S«uh for Packets by: Packet No | Client Ref. No. Search

Packet Error List

Packet Report (2

Select al Appiicatons ~ Include 1 Aumorization(s)

[ e == |

2. Make sure Select all Applications is shown in the Packet
Report field.

3. Click the Add button. All the applications in the packet will
display in the grid.

4. Use the scroll bar located on the right hand side of the gird
to view all applications contained in the Summary Report.

Packet Report (2
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5. Click the Create Summary Report button located in the
bottom right-hand corner of the grid. A blue informational

message will display.

Packet Report (2

Select all Applications ¥ Include I Authorization(s)
Attachment(s)
Aod

application Type bescription i i

Create Summary Report | (2
Informational:

« Packet print request has been successfully queued at 6/4/2014 1:14:00 PM. Please check the OLS area on the OLS to view details.

6. Give the system a few minutes to generate the report. The
report should display in the OLS Notifications area on the
OLS Home screen.

N oLS Natifications (@)

SelectAl Details Delete
[ Trywe [created pate [rext |
[ Packet Print Request Complete |z| May-2014 02:54 Packet Print Request for packet 500259764 has completed |

A summary report, an application print request and a
packet print request all refer to the same report within OLS.
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How to Submit the Packet

The packet can be submitted once you are satisfied that the packet
is complete. You may want to wait until the summary report is
returned for a final check of the information contained within the
packet.

1. Select one of the following:

a. the Submit Packet button at the bottom of the OLS
Application screen;

b. the Submit Packet button located in the top right-
hand corner of the Packet Content section of the
View Packet screen; or

c. the Submit Packet button located in the very
bottom right-hand corner of the View Packet
screen.

Packet Header Info

(e | [P ERTeRSES i [

[z e | [or awTeReReses me [cona

Request Title Prints

Manage Authorizations & Attachments

Vil Packet

The Submit Packet confirmation screen will display. This
page contains information from the packet header, as well
as the packet confirmation date and the estimated fees for
this packet.

B Gk B ee———

Packet Header Info

Packet Information
200 - 10 Research Drive, Regina, Saskatchewan, Canada,
54577

Continue submission of this packet? oK Cancal
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2. Click the buttons at the bottom of the Submit Packet
screen to continue with or cancel your submission.

Continue submission of this packet? OK Cancel

3. Only click the Cancel button if you want to cancel the
submission of the packet. This will not cancel your packet,
only the submission of it. The packet will continue to be in
draft status until it is submitted again.

4. Click the OK button to continue with the submission. Do
this once you have verified the accuracy of the information
within the packet. Be sure you want to submit the packet
before you select the OK button.

Once the packet is submitted, the system will take you to the All
Packets view of the Packet Management tab. The status of the
packet will change from Draft to Pending Submit.

The system will do a secondary validation. Once the packet passes
that validation, the packet status will change from Pending Submit
to Being Processed.

Once the packet reaches the Being Processed status, it waits in the
gueue for a title processor to examine and register or reject the
packet. You will be notified of the success of failure of your
submission in the OLS Notifications area on the OLS Home page.

Resources

If you require more details on certain areas of OLS, the ISC website
has OLS e-learning tutorials as well as OLS modules used for
external training.

Use the following links to locate these resources:

https://www.isc.ca/SignedinHome/Help/Training/eLearnin

g/elLearning/Pages/default.aspx

https://www.isc.ca/SignedinHome/Help/Land/OLS/Pages/d
efault.aspx.
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