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Introduction

The Electronic Discharge Training Module provides information to
navigate the Alberta Land Titles Online (ALTO) application by
presenting the screen shots and step-by-step instructions on how
to create an Electronic Discharge.

It is recommended that you complete the Getting Started Module
prior to starting this training module.
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In this module, you will learn about:
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Selecting a Discharge eForm
Instrument Number Validation
Navigating the eForm

Handling Errors

Attaching the Executed Discharge
Summary

Downloading the eForm

Who to contact for questions




Selecting a Discharge eForm

Aberton

Giavernment

Requests¥ ~ eForms¥  Help

My eForms

SELECT DOCUMENT TYPE

DISCHARGE v ]

To create an Electronic Discharge start by clicking on the eForms tab and select New eForm from the drop down list or select the Start a New
eForm button.

= Select Discharge from the document type drop down list, then click on Next.
= (Create a separate Discharge eForm for every discharge document you have.
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Add an Instrument Number

PLEASE ENTER THE EFORM DETAILS

eForm: ELECTRONIC DISCHARGE N

Your File Number:
(optional)

Your File Number

| Instrument Number | + Add Instrument

Instrument Number:

Cancel

= To start and Electronic Discharge enter an Instrument registration number and click on +Add Instrument.
= Up to a maximum of 7 instrument numbers can be added.
=  There is also an option to add your file reference number.




Instrument Number Validation

PLEASE ENTER THE EFORM DETAILS

eForm: ELECTRONIC DISCHARGE N

Your File Number Training 456 Instrument 132912322 does not exist.
(optional)

Instrument Number: = Add Instrument
| OK

INSTRUMENTS TO BE DISCHARGED

122223145 MORTGAGE Exists on 1 title
062123905 CAVEAT Exists on 12 titles
112406148 MORTGAGE Exists on 0 titles

= Once an instrument number has been added, the system will validate the instrument against the registry by:
1. Confirming the instrument number exists.
2. Displaying the instrument type.
3. Displaying a count of how many current titles the instrument is registered against.

= Once at least one valid instrument number has been entered the Start eForm button will be enabled. Click on it to continue. A“ E




[ADD YOUR FILE NUMBER ]

Instrument Details File Attachment =»

File Attachment
Summary INSTRUMENTS DETAILS

Activity

Use the instrument details page to verify the current status of your instrument that you are discharging.
**Please note — Land Titles Examiners will not see the data entered on this page, they will rely on the information you

SLIGK HERE submit in your uploaded PDF document.

to Download the eForm PDF

for digital signing

INSTRUMENTS TO BE DISCHARGED

Instrument Number: =+ Add Instrument

131308073 CAVEAT Exists on 1 title

= The eForm identifier number is automatically assigned and displayed at the top of the Left Navigation Panel.

= To change or add a file number click on the link below the eForm Identifier number.

= The sections that need to be completed are displayed in the Left Navigation Panel. The section that is being worked on is highlighted in blue.

= Navigation to another screen can be done by using the Navigation Panel or by clicking on the navigation button, File Attachment. The name of the
navigation buttons will change as you navigate through the eForm.

= At any time the Check for Problems and Save Progress buttons may be used. Information is automatically saved when you move to another section.

= ALTO will close the eForm and change to display the My eForms page if Close is selected.

= The eForm will be deleted if Discard is selected. ‘A“ E




Handling Errors

File Attachment =»

Error! Errors exist on the current Discharge. The Discharge cannot be linked to a RR until all errors are cleared. w

INSTRUMENTS DETAILS

Use the instrument details page to verify the current status of your instrument that you are discharging.
**Please note — Land Titles Examiners will not see the data entered on this page, they will rely on the information you
submit in your uploaded PDF decument.

INSTRUMENTS TO BE DISCHARGED

Instrument Number: + Add Instrument

[ @ Instrument # 122223146 has been fully discharged.

122223146 BUILDERS' LIEN Exists on 0 fitles

Use the Check for Problems button to immediately check for errors.
* The system will also automatically check for errors when saving or navigating to another page.
e If an instrument exists without a title, an error message will display the reason.
* Use the remove button to remove an incorrect instrument number.

Note: An eForm with errors cannot be added to an RR. Errors must be corrected before attaching the eForm to an RR. ‘A“ E




Attaching the Executed Discharge

An image of the fully executed

document must first be saved as a PDF -

FORM 7

Land Tiles Act, RS.A 2000, c. L-4 = Instrument Details Summary =»
(Sections 36 and 106) y

(not more than 7 instruments may be included in this Form)

DISCHARGE OF MORTGAGE OR ENCUMBRANCE FILE ATTACHMENT

ROYAL BANK OF CANADA, the mortgagee, does hereby acknowledge to have received all
the maney to become due under the within described mortgage made by the within mortgagor;
that the mortgage has not been transferred and that the same is wholly discharged.

If you have a scanned document that needs to be attached to the E-Form, upload the file here as PDF file. Do not upload your

Mons Adtbesi 16 YORK MIT LS RoD. IRDFLO0R signed PDF. That one must be uploaded with the RR.
TORONTO, ON
Mortgagor Name ANGuSE: povLE; J
FRANKIE JAMES DOYLE
Instrument Number 112201 716
{2 Choose File to Upload X
In witness whereof, this instrument has been executed this 1st day of May, 2015. 8 5
« . <« Documents > PDF's v @& | SearchPDF's P
by its authorized Power of Attorney ) =
DAVIS + HENDERSON G.P. INC. ) Reflection ~ Name Date modified Type
by Instrument No. 101359595 )
under seal affixed in the presence of: ) @ OneDrive Check 5/22/2019 2:46 PM Adobe A
) . Exclamation 5/22/2019 2:48 PM Adobe A
; B This PC Heart 5/22/201924TPM  Adobe A
CILLIA ADO, TEAMTEEADER ) [ Desktop Discharge 112201 716 5/22/20192:4TPM  Adobe A
Authorized Signatory ) Documents Sad 5/22/2019245PM  Adobe A
; Downloads Star 5/22/2019 249 PM Adobe A
i i i H b Music Bx 5/22/2019 246PM  Adobe A
= Animage of the executed document must be attached to the eForm using the File Attachment section. .
= Only one PDF attachment can be uploaded to an eForm. Therefore, if there are multiple documents B idene ole ‘ "
. . . . . File name: ~| | AllFiles (%) v
required for registration of this eForm they must be merged and saved as one PDF file on the computer. | ‘ —1| o
= To upload the document click +Upload File.

=  The standard file browser window will display. Chose the saved PDF file and click on Open or double-click on the PDF to complete the upload process.
= Done will appear beside +Upload File when the file has been successfully uploaded.

= Once completed continue to the Summary section. ‘A(b@ybﬁ_.




DISC.20190820.135 [B Save Progress & Check for Problems

[ ADD YOUR FILE NUMBER ]

Instrument Details « File Attachment

File Attachment

Summary Error! Errors exist on the current Discharge. The Discharge cannot be linked to a RR until all errors are cleared.

@ ERRORS
CLICK HERE

to Download the eForm PDF

AT w File Attachment (1]

= A Discharge eForm must have a File Attachment.

ACTIVITY
ALTOUserID  File Has Been Deleted Aug 20, 2019 8:43:49 AM

A WARNINGS 920, 4
Flle Has Been Deleted Aug 20, 2019 8:43:29 AM
No problems have been found. Open Aug 20, 2019 8:43:14 AM
File Has Been Uploaded and attached to eform Aug 20, 2019 8:06:46 AM
Save Aug 20, 2019 8:00:08 AM

- Open Aug 20, 2019 7:41:02 AM
- File Attachment Create Aug 20, 2019 7-40:59 AM

= Use the Summary Screen to check for any error messages.
= The messages are clickable and automatically navigate to the area in the eForm with the issue.
= The Activity section is used to review when the eForm was created, opened or saved and by which ALTO User ID.
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Downloading the eForm

[ ADD YOUR FILE NUMBER ]

Instrument Details  File Attachment
File Attachment

Summary

@ ERRORS

Activity No errors have been found.

CLICK HERE A WARNINGS
to Download the eForm PDF

for digital signing No problems have been found.

4 File Attachment

Do you want to open or save DISC_20190820_135.pdf (139 KB) from spin.uat.alt.alberta.ca? | Open | | Save |v | | Cancel x

Home  Tools

DISC_20190820.1 x

BRQ @@ ' R B OO m- B T 7 &
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eSubmission Cover Page
for

DISCHARGE OF INSTRUMENT
DISC.20190820.135

Pursuant to 5. 56.4 of the Land Titles Act, RSA 2000, c-L-4, this Electronic Version signed under a Digital

Signature of the attached application, instrument, plan, caveat or other document submitted to the Registrar

is Certificate ively deer be iginal of the application, instrument,
plan, caveat or other document.

0 p W

&> B

= To complete the eForm, click on the CLICK HERE to Download the eForm PDF for digital signing button:

= The system will merge the uploaded attachment with the eSubmission Cover Page to create a PDF/A document to be submitted for registration.
= Astandard internet window will appear at the bottom of the screen. Click on the Save button to save the completed eForm to the computer.

= The document is now ready to be digitally signed.

= Refer to the Digital Signature Training Module to learn how to Digitally Sign the eForm using ConsignO.
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Contact Us

For information regarding ALTO and the electronic submission process please contact: ALTO Client Team
(ACT Team) at:

Email: ACT@gov.ab.ca

For immediate assistance please contact one of the numbers below and ask to speak with an ACT Team
member.

Edmonton 780.427.2742
Calgary 403.297.6511

For ALTO technical support (resetting passwords, system outage, etc.) please contact Land Titles System
Support Team at:

Email: LTSystemSupport@gov.ab.ca
780.422.7874

To contact us toll-free within Alberta, dial 310.0000 then any of the phone numbers listed above.
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