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Purpose
The purpose of this user guide is to provide a basic overview of the main functions
and features of Land Titles Online. The Land Titles Online application is your land
titles database where you can search, order, view, print and download titles, plans
and/or instruments.

Browser requirements
Please visit our website for the most recent browser requirements.

Navigation tips
Look for these icons as you navigate Land Titles Online:

These informational icons are located throughout the Land Titles Online website and
may offer different information depending on which screen they are located. Hover
over these icons at any time to learn more information about:
1.
2.
3.
4.
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A Land Titles Online process
A tip for completing your order
A warning or an error message
Other additional information that is not currently displayed on the screen

Landing page
1.

The Land Titles Online landing page provides useful information such as:
 Scheduled outages and outage notifications
 Announcements

2.

A link to several useful reference materials.

3.

From the landing page you can navigate between:
 English and French.
 All of Teranet Manitoba’s online applications.

4.

The bottom of this page provides other useful links including:
 The homepage of the Office of the Registrar-General
 Our main website
 Contact information
 Privacy statement
 Terms of Use

You can view our contact page by selecting the
the login button.
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icon, which is located next to

Login
Once the login icon is selected you are redirected to the login page. From here
you can enter your user ID and password to gain access to Land Titles Online.
You can also change your password which expires every 90 days. There is no cost
to log in.

You will use the same user ID and password that you currently use for other Online
Services. All users need to apply to have access to Land Titles Online.

A note about sharing user IDs: If the same user ID is used to log in to multiple
sessions in Land Titles Online the first user’s session will be terminated upon the
opening of the subsequent session and the following notification will appear:

Remember that there is no cost for individual user IDs so sharing user IDs is not
necessary.
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Reset a password
If you get locked out of your account or forget your password, select the forgot
password option from the login page to reset your password:

Enter your email address in the box provided and our system will email you a link
to reset your password.

You should receive an email with a link to reset your password within five minutes.
You won’t receive the email if:
1. The email address you provided contained a typo.
2. The email address you provided does not match the email associated
to your profile. For security reasons, we can only send a reset link to
the email address you used when you registered your profile.
3. The email address you entered is shared with another user. For
security reasons, we can only send a reset link to an email address
that is unique to your profile.
4. The email with the link to reset your password was sent to your junk
folder.
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Workspace
Once logged on you will arrive at your workspace. The workspace will help you
organize your searches and documents into electronic folders.

Main features
From the Workspace page you can complete multiple tasks such as:

Page | 8






View all previously created files.
Create new files.
Filter your file list in order to find a certain file.
View your shopping cart.



View expiration date details
more information).

(See the important restrictions section for



View file sharing information
information).

(See the share a file section for more



Change ownership of a file
information).

(See change file ownership section for more

Create a file
Follow these steps to create a new file:
1. Click on the

button.

2. Enter a file number (mandatory) and file description (optional).

3. Click on the

icon to save your file.

4. Once saved your new file will appear in your Workspace in your files list.

Search for a file
To search for a file:
1. Navigate to the
field and enter any part of the file number or
description of the file you are looking for.
2. As you enter your search criteria the folder list will automatically filter to
show any file names or descriptions that match or partially match your
search criteria.
3. Select the file you are looking for once it becomes visible in the file list.
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Important restrictions
Please keep the following restrictions in mind when managing your files:
1. You are permitted a maximum of 160 file folders at a time however files that
have been shared with you do not count towards this maximum.
2. Each folder can be kept for a maximum of 120 days (4 months) starting from
the date of the first purchase in the file.
 This means that if you open a file and order an item on day 1 and then
add another item to that file on day 119, all of the items in that file will
be deleted on day 120.
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When a file is close to its expiration date, a warning (
) will appear
on the file.
 Hover over this warning for more details on the date of
expiration.
 This expiration warning will start to appear 30 days prior to file
expiration date.
See the manage your files section for more information on how to
download your files at any time before the 120 day time limit.

File details
Access the file details page by selecting any file from your workspace. Hover over
the file you wish to access until it is highlighted and then click to select it.

Main features
There are many actions that can be performed while in the file details page. From
this page you can build and manage your file by:






Search and order a title
Search and order an instrument
Search and order a plan
Search the Condominium Index
Viewing and ordering from the Unaccepted Builders’ Lien List

You can also perform the following tasks from your file details page. A discussion of
the items list below can be found in the manage your files section of this user
guide.
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Viewing a Status or Record of Title you have ordered
Viewing a Status or Record of Instrument you have ordered
Viewing a copy of a document you have ordered
View a copy of a plan you have ordered
Share, change ownership, download or delete a file

Searching for a title
To search for a title:
1. Select the file you would like to work in from your workspace.
 The file you select should be the file you want the title to be stored in
once you have completed the order as you cannot move an item from
one file to another in your Land Titles Online workspace.
2. Select the

icon located on the upper left hand side of the screen

You can choose to search by:
 Title number
 personal name (when
approved)
 Business name
 Survey (lot, block, and
plan)
 Parish
 Township
 Condominium unit
The search results will include titles that are in the following status:
 Active
 In error
 Cancelled (if you enable this function)
You will only be able to order cancelled and active titles.
Please note: At the searching stage there is no charge to your account. You will
only be charged for an item once you have added it to your cart and completed the
order. You can add items to your cart at any time and will have the option to
remove them from your cart before completing your order.
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Add a title to your cart
Once you locate the appropriate title you add it to your cart by selecting it. If the
item is successfully added to your cart a shopping cart icon will appear next to the
order selection:

If the shopping cart icon is located beside an item this indicates that you have
already added that item to your shopping cart but have not yet paid for it. Land
Titles Online will not notify you have already purchased an item during a previous
transaction.
There is no preview option of a title before purchasing.

Title search limitations
There are some items that you will not currently be able to search using Land Titles
Online. The limitations are as follows:
1. Paper titles
 Titles that are still in paper form and have not been converted to an
electronic title will not show up in your search results.


You will be able to see paper titles in a title summary however the
icon will prevent you from ordering a paper title through Land Titles
Online.
 As a result you may still want to preform historical searches by
contacting our office.

2. Subdivisions
 If you are searching a particular legal description and you cannot find
the title you are looking for it may be because a subdivision has
occurred and the land in question has a new legal land description.
3. Cancelled titles
 Every title search tab provides the option to exclude or include
cancelled titles in your search results. By default, cancelled titles are
excluded but you can remove this by deselecting the check box.

In the examples mentioned above you might be able to search for the title using
different parameters or contact our Client Service Team for assistance.
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Search by title number
Use this option if you already know the title number you wish to search.
1. You can search at least thirteen title numbers at once by separating each
title number with a comma in the title number field.
2. The Land Titles District Number is optional. If you do not include the District
Number, your search will show results from all districts.
 The District Numbers are as follows: /1 for Winnipeg, /2 for Brandon,
/3 for Portage La Prairie, /4 for Morden, /5 for Neepawa, and /6 for
Dauphin
3. There is also an option to exclude cancelled titles.
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Search by personal name
Use this search to find a title using a personal name. Teranet Manitoba approves
access to this search method following the guidelines provided by the RegistrarGeneral.
1. First name and surname fields are provided (surname is mandatory).
2. Search results will show any middle names that are on title to help narrow
down your search.
3. There is also an option to exclude cancelled titles after performing the initial
search.
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Search by business name
Use this search to find a title using a business name.
1. There is also an option to exclude cancelled titles after performing the initial
search.

Search by survey (lot, block and plan)
Use this search to find a title using survey information.
1. The search fields include lot, block (if applicable) and plan.
2. For the purposes of a survey search, Land Titles Online will recognize a
parcel as a lot.
3. Indexing notes (if applicable) are included in your search results.
 This may aid in narrowing down the search results.
4. There is an option to exclude cancelled titles.
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Search by parish
Use this search to find a title using parish information.
1. The lot number field is entered manually.
2. The lot type is selected from a dropdown list.
3. The parish name is selected from a dropdown list.
4. Indexing notes (if applicable) will be included in your search results.
 This may aid in narrowing down the search results.
5. There is an option to exclude cancelled titles.
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Search by township
Use this search to find a title using township information.
1. The search fields include lot (if applicable), quarter section (optional),
section, township, range and meridian.
2. Land Titles Online has some ability to recognize invalid searches and provide
hints to resolve them.
3. Indexing notes (if applicable) are included in your search results.
 This may aid in narrowing down the search results.
4. There is an option to exclude cancelled titles.
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Search by condominium unit
Use this search to find a title using condominium information. There is an option to
exclude cancelled titles.
Leave the unit number blank and just search for a condo plan if you want the
search results to include all units in a condo.
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Condominium index search
Search the condominium index by number or site name for a variety of information
pertaining to all condominium corporations in Manitoba including:
1. Condominium holding titles.
2. Condominium name.
3. Condominium address for service.
4. Condominium site name.
5. Condominium plan (this information is also available on a unit title).
6. A list of instruments related to the Condominium (Declaration, By-Laws,
etc.).
As with all other searches in Land Titles Online, searching the Condominium Index
is free of charge.
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Search by condominium number
In order to search by condominium number you are required to provide the
condominium number.
1. You have the option to provide the registering office as well to narrow
down your search results.
 If you omit the registering office in your search parameter the search
results may show multiple condominiums from multiple offices.

2. Once you find your target condominium you can select it with the
icon to
display the particulars, and order registered instruments and holding titles
for that condominium.
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Search by condominium site name
In order to search by site name you are required to provide the condominium site
name.
1. You have the option to provide the registering office as well to narrow
down your search results.
 If you omit the registering office in your search parameter the search
results may show multiple condominiums from multiple offices.

2. Once you find your target condominium you can select it with the
icon to
display the particulars, and order registered instruments and holding titles
for that condominium.

Page | 22

Other title search methods
You can also order a title directly from a plan or other instrument.


When looking at a plan or instrument summary in your file details page a list
of affected titles will be displayed.



You can order a title directly from these pages.
 This would be beneficial for example, when you would like to order all
titles affected by a mortgage or plan.

Add a title to your cart
Once you locate the appropriate title, add it to your cart by
selecting it. If the item is successfully added to your cart a
shopping cart icon will appear next to the order selection:
If the shopping cart icon is located beside an item this
indicates that you have already added that item to your
shopping cart but have not yet paid for it. Land Titles Online will not notify you that
you have already purchased an item during a previous transaction.

Page | 23

Search for an instrument
Use this option to search for an instrument.

Search by instrument number
Search by an instrument number is one way you will find an instrument in Land
Titles Online.
To search for an instrument:
1. Select the file you would like to work in from your workspace.
 The file you select should be the file you want the instrument to be
stored in once you have completed the order as you cannot move an
item from one file to another in your Land Titles Online workspace.
2. Select the

icon located on the left hand side of the screen.

3. Navigate to the instruments tab located in the search and order section.
4. Select the registration tab.
5. Enter the instrument you would like to search in the registration number
field.
 You can search at least thirteen instrument numbers at once by
separating each title number with a comma.
 The land titles district number is optional (/1 for Winnipeg, /2 for
Portage La Prairie, etc.) however keep in mind that if you do not
include the district number, your search results may include the same
instrument number found in multiple districts.
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Please note: At the searching stage there is no charge to your account. You will
only be charged for an item once you have added it to your cart and completed the
order. You can add items to your cart at any time and will have the option to
remove them from your cart before completing your order.

Other instrument search methods
You can also order an instrument number directly from a title or another
instrument.


When looking at a title or instrument summary in your file details page a list
of affecting instruments will be displayed.



You can order an instrument directly from this page.
 This would be beneficial for example, when you would like to order all
caveats affecting a title in question or an amending agreement
registered on a mortgage.
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Hover over the
icon located next to a registration number to view
the basic registration information.

Add an instrument to your cart
Once you locate the appropriate instrument, add it to your cart
by selecting it. If the item is successfully added to your cart a
shopping cart icon will appear next to the order selection:

If the shopping cart icon
is located beside an item this
indicates that you have already added that item to your shopping cart but have not
yet paid for it. Land Titles Online will not notify you that you have already
purchased an item during a previous transaction. There is no preview option of an
instrument before purchasing.
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Builders’ Liens (after 3 PM search)
You can search the unaccepted Builder’s Liens List on Land Titles Online.
To search the Unaccepted Builders’ Liens List:
1. Select the file you would like to work in from your Workspace.
2. Select the

icon located on the left hand side of the screen.

3. Select the instruments tab located on the search and order section.
4. Select the Builders’ Liens List tab.

There are many benefits to accessing the Unaccepted Builders’ Liens List Land Titles
Online:
1. The list is summarized and there is no fee to access it.
2. The list is also available in a PDF version which can be downloaded at no
cost.
3. You can order a Status of Instrument for any unaccepted Builder’s Lien from
this page
If there are no unaccepted Builder’s Liens to report on any given day the
notification on this screen will be stated as this and you will be able to print a PDF
copy that states this.
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Limitations of the Unaccepted Builder’s Liens List
1. A copy of the actual Builder’s Lien document cannot be ordered until it has
been accepted.
 Only a status of instrument can be ordered from this list.
2. Once a Builder’s Lien has been accepted it will no longer be listed on the
unaccepted List.
 If there is a Builders’ Lien on the unaccepted list that you would like to
order once it has been accepted we suggest that you make note of the
registration number.
 Once the instrument has been accepted you will be able to order it by
searching the registration number using a normal instrument search or
by searching the affected title.
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Search for a plan
Search by a plan number is one way you will find a plan in Land Titles Online.
To search for a plan:
1. Select the file you would like to work in from your workspace.
 The file you select should be the file you want the plan to be stored in
once you have completed the order as you cannot move an item from
one file to another in your Land Titles Online workspace.
2. Select the

icon located on the left hand side of the screen.

3. Navigate to the plans tab located in the search and order section.
You can choose to search by:
 Plan number
 Parish and settlement lot
 Lot, section, township and range
 Indian Reserve
 Comment
4. For your convenience, you also have the option to export your search results
to an Excel file and order all plans in your search results with only one click.

Please note: At the searching stage there is no charge to your account. You will
only be charged for an item once you have added it to your cart and completed the
order. You can add items to your cart at any time and will have the option to
remove them from your cart before completing your order.
Plan preview: We offer a low-resolution plan preview for all users who have
access to Plan Deposit Submission. If plan preview is enabled, click on any plan
number in your search results highlighted in blue to view the preview.
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Search by plan number
Use this option if you already know the plan number you wish to search.
You can search for several plan numbers at once by separating each plan number
with a comma in the plan number field.
 Use this section to also search by deposit number, planning file
number, Director of Surveys number or Canadian Land Survey Records
number.
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Search by parish and settlement lot
Use this option to search for a plan by parish or settlement lot.
1.

The minimum information required to search by parish or settlement lot is
lot number, lot type and parish or settlement name.
 You are able to search multiple lots at once by separating each lot
with a comma in the lot number field.

2. To narrow down your search results you have the option to specify the
district the plan was registered in, the type of plan and the type of
condominium plan (when applicable).
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Search by lot, section, township and range
Use this option to search for plans in the township system.
1.

The minimum information required to search by township is section,
township and range.
 By default your search results will include plans that don’t specify a
section.

2. To narrow down your search results you have the option to specify lots, a
quarter section, the district the plan was registered in, the type of plan and
the type of condominium plan (when applicable).
 You are able to search multiple lots at once by separating each lot
with a comma in the lot number field.
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Search by Indian Reserve
Use this option to search for plans located within an Indian Reserve.
1.

The minimum information required to search by Indian Reserve is the
reserve name.

2. To narrow down your search results you have the option to specify the
district the plan was registered in, the type of plan and the type of
condominium plan (when applicable).
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Search by comment
Use this option to search for plans by the comments entered by Teranet Manitoba
survey department employees.

Other plan search methods
You can also order a plan number directly from a title.


When looking at a title summary in your file details page a list associated
plans will be displayed.



You can order a plan directly from this page.
 This would be beneficial for example, when you
would like to order all plans on a title.
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Hover over the
icon located next to a plan to
view the plan deposit number.

Add a plan to your cart
Once you locate the appropriate plan, add it to your cart by selecting it. If the item
is successfully added to your cart a shopping cart icon will appear next to the order
selection:

If the shopping cart icon is located beside an item this indicates that you have
already added that item to your shopping cart but have not yet paid for it. Land
Titles Online will not notify you that you have already purchased an item during a
previous transaction.
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Pay for your order (view cart)
When you are ready to pay for your order select the
upper right hand corner of the page.

icon located in the

Select the
icon next to the items you have placed in your cart will also direct
you to the shopping cart.

Main features
1. All items you have selected but have not been paid for will be located in your
shopping cart.
 You will not lose the items in your cart if you leave the view cart
screen or if you log out of Land Titles Online however we do not
recommend leaving unpurchased items in your shopping cart for an
extended period of time
2. The shopping cart items will be sorted by client file number and description.
3. Selecting the
icon next to the item you want to delete to remove items
from your cart.
4. You also have the option to clear the whole cart or all of the items in just one
file.
5. You will see a subtotal for each item ordered as well as a total for the entire
order.
6. A drop down menu located on the right hand side of the screen displays all
accounts associated with your user ID and the balance of each account.
7. If you have multiple accounts associated to your user ID you have the option
to select a default account to use by checking off the Use this account for
future purchases option.
8. Accept the Terms of Use to complete the order.
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Order a title
For each title in your shopping cart you’ll have the option to:
1. Order a Status of Title.
a. If you order a Status of Title you’ll be provided with a PDF and an XML
version of the title in the land titles system. A Status of Title will
display all active information regarding the title.
2. Order a Record of Title.
a. If you order a Record of Title you’ll be provided with a PDF and an XML
version of the title record in the land titles system. A Record of Title
will display both active and inactive information, such as instruments
that have been discharged or inactive addresses for service. However,
it provides less detail about each instrument then the Status of Title.
3. Order both of the above.
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Order an instrument
For each instrument in your shopping cart you have the option to:
1. Order a Status of Instrument.
a. If you order a Status of Instrument you will provided with a PDF and
an XML version of the information regarding the instrument status in
the land titles system.
2. Order a copy of the registered document.
a. Documents ordered are a PDF image of the actual document as it was
registered.
b. The document along with any attachments/schedules will be included
with your order.
c. If you order a paper copy of an instrument you’ll receive a printed
copy of the registered document to your preferred delivery method.
3. Order both of the above.
You will not be able to complete your order until you have selected at least one
option. For paper copies you’ll need to provide your preferred delivery method (land
titles box or mail).
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Order a plan
For each plan in your shopping cart you have the option to:
1. Order a digital copy of the plan.
 If you select “plan”, a digital copy of the plan you’ll be provided with a
.TIFF image file of the plan which you are able to enlarge to see detail.
2. Order a paper copy of a plan.
 If you select one or more Paper Copies, they will be sent to you in the
size in the size it was originally registered using your preferred
delivery method.
3. Order both of the above.
You will not be able to complete your order until you have selected at least one
option. For paper copies you’ll need to provide your preferred delivery method (land
titles box or mail).
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Important warnings
Warning symbols have been built into the ordering system. These warnings will
notify you if a problem needs to be resolved before an order can be completed.
This warning indicates that one or more items in your
shopping cart do not have a valid option for ordering
selected. You will need to review your cart and make
sure you have selected
a Status of Title, Status of
Instrument and/or a copy of a document for each
item in your cart.

This warning indicates that you have requested an item to which a digital
copy is not currently available. You may choose to delete the item and
not order it at this time if this error occurs.
If you choose to proceed with the order, the following process will occur
automatically:
1. Your order will be placed in a queue based on time it was ordered and our
employees will be notified of the request in turn
 If you attempt to open a copy of the document before the item has
been uploaded, the document link will be greyed out and you will
receive the following warning:

2. The ordered item will be scanned and uploaded.
3. The next time you access the file in which the document was ordered you will
be able to view the PDF copy of the document
 You will know the item is now available because the document link will
no longer be greyed out

VS.
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Order confirmation
Once you complete an order, a confirmation message will verify your order:

You have the option to print or save a copy of the order confirmation right from this
screen. An eReceipt is also sent to your firm’s account administrator within 24
hours.
If you would like to view your new purchases immediately, you can do so by
selecting the item directly from the order confirmation screen. You have the choice
of going directly to the File Details page by clicking onto the link in blue. You can
also go immediately to the PDF, TIFF or XML file of that item.
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Order failure notice
This warning will appear an item in your cart
fails to process. When this occurs, you will
not be charged for the item that failed and
the unordered item will remain in your cart.
The order confirmation for a transaction that
includes a failed order will show a partially
completed transaction, and the amount
charged will automatically be adjusted to
reflect the error.

The reason for the failure will be
documented on the bottom right-hand side
of the screen.

The failed item will return to your shopping
cart and will be highlighted in red. Hover
over the
icon located next to the failed
item to see details of the failure.
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Any items that were unable to be checked out will be identified. Reasons why an
item may fail during the checkout process include:
1. The account had insufficient funds.
2. The shopping cart feature will catch most of this however if you have multiple
users on the same account, it may be that someone else will being ordering
from the same account at the same time.
 There may have been a Network Error that occurred during the order
process.
 A file folder is limited to 120 days and it may expire during the
checkout process.
 There could be a data conversion error, where the data was unable to
convert to XML.
 A document has been put into an “In Error Status”.
3. This would be very unusual and is often only for a short period of time while
something is being corrected in the database.
If one of these errors occurs and you are not able to resolve the issue please
contact our Client Service Team.
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Manage your files
There are many ways to manage your files in Land Titles Online and there is no
limit to the number of items you can have in a file. You are able to:

Edit a file name or description
View a list of the file's contents
Search feature used to add contents to a file
Share a file with other users in your firm
Change Ownership of a file
Download an entire file

Delete an entire file

Delete an individual item in your file
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View a Status or Record of Title in a file
Locate a Status or Record of Title that you would like to view (once it has been
purchased) by selecting it from the list of items in your file folder located on the left
hand side of the file details page.
The file details list has been formatted so that it is easy to find your orders:




The list of ordered items will be sorted in descending order based on the
date ordered or updated starting with the most recently ordered/updated
item.
Any item in the list that has not been viewed will be bolded and un-bolded
once viewed by you or anyone you are sharing your file with.

If you have a large number of items in a file you are able to search for the title you
want by using the filter
are two ways to filter your list:



located at the top of the list. There

Enter part of the title number you are looking for and all of the titles that
match your search criteria will be displayed.
Enter the word title to see only the titles that are located in that file.

Once you select the title you would like to view several options will be available to
you:

The centre of the page will display
a summary of the title including:
- The title number
- The title status
- The time stamp (the day and
time that the information
displayed was current as of)
- A brief legal description
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A summary of the affecting instruments and other additional useful items that you
may want to order pertaining to this title. Keep in mind that you can order more
items directly from this summary.

- A link to open a copy of the
Status or Record of Title in PDF
format
- A link to open a copy of the
Status or Record of Title in XML
format
(You are able to copy and paste
from both the PDF and XML
versions of the Status of Title)
- A link to order an updated copy
(Please note that statuses and
records do not update
automatically and you will have to
select View Cart, and complete
your order for the new Status)

If you have updated the title,
resulting in multiple versions,
then you will be able to select the
version you wish to view from the
drop down list. The default view
will be the most recent version.
See Appendix A for an example of a PDF Status of Title.
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View a Status of Instrument in a file
Locate a Status of Instrument that you would like to view (once it has been
purchased) by selecting it from the list of items in your file folder located on the left
hand side of the file details page.
The file details list has been formatted so that it is easy to find your orders:




The list of viewable items will be sorted in descending order based on the
date ordered or updated starting with the most recently ordered/updated
item.
Any item in the list that has not been viewed will be bolded and will be unbolded once viewed by you or anyone you are sharing your file with.

If you have a large number of items in your file you are able to search for the
instrument you want by using the filter
the list. There are two ways to filter your list:



located at the top of

Enter part of the instrument number you are looking for and all of the
instruments that match your search criteria will be displayed.
Enter the instrument type (e.g.: caveat) to see only specific types of
instruments located in that file.

Once you select the instrument you would like to view several options will be
available to you:
The centre of the page will display
a summary of the instrument
including:
- The instrument number
- The instrument type
- The instrument status
- The time stamp (the day and
time that the information
displayed was current as of)
- A brief description of the
instrument
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A summary of the affected titles
associated to the instrument.
Keep in mind that you can
order more items directly from
this summary.

- A link to open a copy of the
Status of Instrument in PDF
format (if ordered)
- A link to open a copy of the
Status of Instrument in XML
format (if ordered)
(You are able to copy and paste
from both the PDF and XML
versions of the Status of
Instrument)
- A link to open a copy of the
document in PDF format (if
ordered)
- A link to order an updated
Status of Instrument (there will
be a charge associated with this
action)
- A link to order a copy of the
document if not previously
ordered (Please note that statuses
do not update automatically and
you will have to select view cart,
and complete your order for the
new status.)

If you have updated the Status of
Instrument, resulting in multiple
versions, then you will be able to
select the version you wish to
view from the drop down list. The
default view will be the most
recent.

See Appendix B for an example of a PDF Status of Instrument.
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View a plan in a file
Locate a plan that you would like to view (once it has been purchased) by selecting
it from the list of items in your file folder located on the left hand side of the file
details page.
The file details list has been formatted so that it is easy to find your orders:




The list of ordered items will be sorted in descending order based on the
date ordered or updated starting with the most recently ordered/updated
item.
Any item in the list that has not been viewed will be bolded and un-bolded
once viewed by you or anyone you are sharing your file with.

If you have a large number of items in a file you are able to search for the title you
want by using the filter
are two ways to filter your list:



located at the top of the list. There

Enter part of the plan number you are looking for and all of the titles that
match your search criteria will be displayed.
Enter the word plan to see only the plans that are located in that file.

Once you select the title you would like to view several options will be available to
you:

The centre of the page will display
a summary of the plan including:
- The plan number
- The time stamp (the day and
time that the information
displayed was current as of)
- Several other details where
applicable including deposit
number, and plan type.
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A summary of the titles associated to the plan. Keep in mind that you can order
more items directly from this summary.

- A link to open a copy of the plan
in TIFF format
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Share a file
Sharing a file is a useful feature when more than one person in your firm will need
to have access to the contents of a file. Please note that files that have been shared
with you do not count towards the 160 file limit in your workspace.
To share a file:
1. Navigate to the file you would like to share from your workspace.
2. Select the manage file share settings

icon.

3. Select the user name of the person/people from your firm’s dropdown list.
(note that you are able to share the file with up to five users by selecting the
icon).
4. You can limit the access of the user you are sharing the file with, if you do
not want the person sharing you will to have the ability to add and delete
items.

Indicates that the additional user has a view only
level of access.

Indicates that the additional user has the ability to
order new items for the file.

Indicates that the additional user has the ability to
order new items for the file as well as delete items
from the file.
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5. You have the option to include comments with
the file you are sharing
 Any comments entered while in the file
sharing feature will also appear in the file
details view located within your folder

6. You also have the option to delay the sharing start
date or define how long you would like to share the
file which applies to all people you are sharing the
file with

7. Confirm that the information that you entered is correct

8. Once the file has been shared successfully the following notifications will be
visible:

Will be placed on the file details page

Will be placed on the file in your workspace

The
image will also be visible in the Workspace of the person you have
shared your file with to notify them that a file has been shared with them.
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For your convenience, you can manage the users you share with.


Save a list of users you commonly share files with by selecting the
option.

Page | 54



Delete any user by selecting the trash bin located beside the user
information before sharing the file.
 This will stop sharing the file with that user.
 You have the option to re-share with them at a later date.



Stop sharing the file at any time by using the same trash can icon to
remove one or all users and selecting the share file icon again to update
this information.

Change file ownership
This option is similar to sharing a file. The key difference is that you would change
the file ownership if you no longer want to be the person in charge of the file. The
person you change ownership to will take it over as if they were the one who
originally created the file. Please note that changing a file’s owner does not reset
the date which the file is set to expire (120 from the date the first item is ordered).
To change the file ownership:
1. Navigate to the file you would like to share from your workspace.

2. Select the change file ownership

icon.

3. Select the name of the user in your firm that you want to change the
ownership to from the dropdown list.
(note that you can only reassign your file to one user)
4. While reassigning the file you can decide what level of access you want to
retain:




The option below indicates that you want to retain full access to the
file once reassigned as a secondary user.
If you do not select this option you will no longer have any access to
the file once reassigned.
Once a file is reassigned you will not be able to cancel the
reassignment even if you retain access.
 To reverse the reassignment you must have the person you
assigned a file to reassign it back to you.

5. Confirm that the information that you entered is correct.
6. Once the file has been reassigned successfully the following notifications will
be displayed:
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Download a file
You can download your entire file at any time. You will especially want to consider
this option if the file is getting close to the 120-day expiry limit.
To download a file:
1. Navigate to the file you want to download from your workspace.
2. Select the

icon found on the left side menu.

3. Save the downloaded items to your computer.
 The file will be downloaded as a zip file and named using your original
file name and will contain every item from your file.
 If you do not want to keep all of these items you can edit the zip
file once saved to your computer.
Here is an example of a how the items will look in a downloaded file:

Download items individually by saving the PDF, TIFF and/or XML version of the item
from the title/instrument summary page as opposed to downloading the entire file
as described above.
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Delete your file
If you are completely finished with a file you may want to delete it in order to free
up space for new files in your workspace (remember that you can only have 160
files in your workspace at any given time).
To permanently delete a file:
1. Navigate to the file you would like to delete from your workspace.
2. Select the
icon.
.
3. Confirm that you want to delete the file.
***This is an important step because there is no option to un-delete the file
once it has been removed from your workspace***

Delete an individual item in your file
You have the ability to delete individual items from your file by selecting the delete
icon from the summary screen of the item you wish to delete.
To permanently delete an individual item from your file:
1. Navigate to the item that you would like to delete from your file details.
2. Select the

icon beside the title, instrument or plan you want to delete.

3. Confirm that you want to delete the item.
***This is an important step because there is no option to un-delete the
item once it has been removed from your file. In addition, if you have
ordered multiple versions of a title or instrument, deleting one version will
result in the deletion of all versions of that item.***
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Questions
You can find more information and training materials on our website at
www.teranetmanitoba.ca.
Please direct any further questions or concerns with regards to account
management to our Client Service Team at clientservice@teranet.ca.
Please note: Teranet Manitoba employees cannot answer certain questions due to
their legal nature. Where necessary, users should seek independent legal advice or
consult with legal staff within their organization as the case may be. Users are
advised to ensure that they meet all legal requirements for proper registration.
Teranet Manitoba cannot provide legal advice.

Notes
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Appendix A: Sample PDF Status of Title
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Appendix B: Sample PDF Status of Instrument
New to the Status of Instrument: Boxes 8 and 9 will now show you information
on the deficiency status as well as the series details.
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Appendix D: Abbreviations list
General Terms
Division
Easterly
Excepting
Land titles Office
Northeasterly
Northerly
Northwesterly
Perpendicular
Southeasterly
Southerly
Southwesterly
Special Plot
Special Survey
Westerly
Township Terms
East half
East of the Principal Meridian
East of the Second Meridian
Fractional
North half
Northeast Quarter
Northwest Quarter
South half
Southeast Quarter
Southwest Quarter
West half
West of the Principal Meridian
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Abbreviation
(DIV)
ELY
EXC
LTO
NELY
NLY
NWLY
PERP
SELY
SLY
SWLY
SP
SS
WLY
Abbreviation
E½
EPM
E2E
FRAC
N½
NE ¼
NW ¼
S½
SE ¼
SW ¼
W½
WPM

Parish Terms

Page | 66

Group Lot
Indian Reserve
Lake Lot
Outer Two Mile
Park Lot
River Lot
Roman Catholic Mission Property
Rural Municipality
Saint
Sainte
Settlement Lot
Wood Lot

Abbreviation
GL
IR
LL
OTM
PL
RL
RCMP
RM
ST
STE
SL
WL

Parish Name Index
Baie St. Paul
Big Eddy
Brokenhead
Cross Lake
Duck Bay North
Duck Bay South
Fairford
Fairford Mission
Fisher Bay
Fort Alexander
Grand Rapids
Grande Point
Headingly
High Bluff
Kildonan
Lorette
Manigotagan River
Manitoba House
Norway House
Oak Island
Oak Point
Pasquia
Pine Creek
Poplar Point

Abbreviation
BP
BE
BH
CR
DN
DS
FF
FM
FB
FA
GR
GP
HE
HB
KI
LO
MR
MH
NH
OI
OP
PQ
PC
PO

Parish Name Index
Portage La Prairie
Rat River
RCMP
RMNP
St. Andrews
St. Boniface
St. Charles
St. Francois Xavier
St. James
St. John
St. Laurent
St. Malo
St. Norbert
St. Paul
St. Peter
St. Vital
Ste. Anne
Ste. Agathe
The Pas
Umfreville
Westbourne

Page | 67

Abbreviation
PP
RR
RC
RM
AD
BO
CH
FX
JA
JO
LA
MA
NO
PA
PE
VI
AN
AG
PS
UV
WE

