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Introduction

The Getting Started Module provides users with an overview for
setting up your browser for ALTO, logging on to ALTO, managing
your account, setting up profiles, and a roadmap for the ALTO
training Modules.

These setup activities only need to be done once to customize
your ALTO ID.
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In this module, you will learn about:
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User IDs and Accounts Required for eSubmission
Technical Requirements

How to Login to ALTO

Manage My Account

Create and Manage RR Profile

Create and Manage eForm Profile

Manage My eForms

Roadmap to Training Modules

Who to contact for questions




User IDs and Accounts Required for eSubmission

>

ALTA Account

Used to pay for Land Titles
services.
May have associated Party Codes.
One contact person.

EERIDN =

SPIN2 User ID

Used to search the registry.
One person per user ID.
Used to submit DRRs.

ALTO User ID

Allows users to create documents
and submit online to Land Titles
for registration.

One person per user ID.

)

Notarius Digital

Signature
Used by lawyers.
Used to digitally sign electronic
documents through ALTO.




Technical Requirements

Web Browser

= ALTO was built on the Internet Explorer 11 platform. The use of other web browsers may
give you inconsistent results. Support for ALTO will be limited to using IE11 as your web
browser.

Pop Up Blockers

= ALTO uses pop up menus and screens. Itis recommended that you allow pop ups for this
site.

= To always allow pop ups:

Click on Tools, then select Internet Options

Select the Privacy tab

Check the Turn on Pop up Blockers box, then click on Settings next to it
Type in gov.ab.ca in the address and then click Add, then click Close
Click on Apply to complete the change.
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Technical Requirements continued

PDF Requirements

Only files with extension file name “PDF” are acceptable for uploading documents to an
eForm/uForm.

Only one document can be uploaded to an eForm/uForm.

If there are multiple documents to be uploaded, scan/save them all as one PDF file prior to
uploading it to an eForm/uForm.

The maximum file size for uploading a PDF document to an eForm/uForm is 10MB.
No encrypted files can be uploaded to an eForm/uForm.
No Digitally signed files can be uploaded to an eForm/uForm.

= Note: Digital Signatures are applied to the downloaded eForm not the uploaded document.
See the Digital Signature Training Module for more information.

If the PDF file that has been uploaded does not meet the above requirements the following
message will be present when the eForm is download:

= The website is under maintenance.
= The website has a programming error.
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How to Login to ALTO

Atperton

['signin» | | Enron, Training & More » |

Alberta Land Titles Online (ALTO)

ALTO enables the electronic creation and submission of documents to Alberta’s Land Titles Registry.
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Notification Board

Look here for the latest information and updates.
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Sign in to ALTO with your SPIN 2 account

I

Password

To reset your account password please go to the SPIN2
reset password page.

= Using Internet Explorer 11, navigate to ALTO by typing https://spin.alt.alberta.ca in the browser search bar.

= (Click on Sign In and use your ALTO user id and password to login. Passwords expire every 90 days.

= Passwords can be reset by clicking the SPIN2 resent password page or by navigating to https://alta.registries.gov.ab.ca/SPinii/passwordreset.aspx.

= (Click on Enroll, Training & More for up to date training material and information sheets.
=  Your ALTO User ID and password are managed through the SPIN2 Manage Account option.
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https://spin.alt.alberta.ca/
https://alta.registries.gov.ab.ca/SPinii/passwordreset.aspx

Manage My Account

Hom SR>

\A/tb'm‘. Requests

Government
Home / Requests / My Registration Requests (RR)

Start a New Registration Request »

My Registration Requests My Office Registration Requests

SEARCH REGISTRATION REQUESTS

RR # Customer File Number: Account Number/Party Code: Status:
Select Account Number/Party C... + Select Status. .

= Upon logging on to ALTO the My Registration Requests (RR) Page is displayed.

= To maintain default information that is used for Registration Requests (RR) and eForms you can set up Profiles.
= Click on My Account for the drop down list to manage your RR Profile and eForm Profiles.

= To exit ALTO, select the option Log Out under the My Account drop down list.

RR Profile

eForm Profiles

My Account ~



Create and Manage RR Profile

Alberbon

Government
Home / My Account fl My Registration Request (RR) Profile |

My Registration Request (RR) Profile

Previously known as the Document Registration Request (DRR)

O ClearFields || E Save Profile

MY RR PROFILE

Registrant Details

Account or Party Code:

Requester Details

Name of Requester:

Telephone Number:@ Email Address:

© Clear Fields Save Profile

= Use the Registration Request (RR) Profile screen to enter default information that will be re-used when creating RRs.

= Click on Save Profile to complete your RR Profile.
= Use the Clear Fields button to clear all previously entered data.

Home  ConfactUs My Account ¥

Requests ~ | RR Profile

eForm Profiles

Log Out

= At any point the navigation panel at the top left of the screen will indicate your location in the ALTO Application.
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Create and Manage eForm Profile

Home Contact Us My Account ¥
A(b@l’tﬂxl Requests »  FRProfle
Gavernment eForm Profiles
Home / My Account /| My eForm Profiles
Log Out

My eForm Profiles

=+ Add Profile 1 Remove All Profiles

MY EFORM PROFILES
Profile Name Default Profile Last Updated
Affidavit of Attestation [V 2019-08-01 1:34 PM
Affidavit re Value of Land 2019-08-01 1:35.0M At
|
4 a4 o > b + Make Default Profile
W Delete Profile

Use the My eForm Profiles screen to create, delete and manage eForm Profiles which will auto populate information into an eForm.

Many profiles can be created for different situations such as different witnesses or for different sections of the form such as the jurat and

Commissioner information.
Click on +Add Profile to create a profile.

A default profile will automatically fill in the desired fields upon creation of any new applicable eForm. To set the default click on the Actions

button and click on Make Default Profile. The Default Profile is identified with a check mark.
To view or modify a profile click anywhere within the row.
To delete a profile, click on the Actions button and click on Delete Profile.
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eForm Profiles continued

- Country:
My eForm Profiles
) Back to Profile List @ Clear Profile ve Profile | ‘Commissioner for Oaths Details
Given Name(s). @ Sumame: @
PROFILE DETAILS
Authority: Expiry Date @

Profile Name * yyyyimmidd B

Agditional Information:
e.g. badge number, province of authority (f mot Alberta)
Execution Details
Municipaity Witness Details
Given Mame(s). @ Sumame: @

Country:
Municipality

Jurat Details ok
The Affidavit will be:

® Swom O Affirmed Wdentincation

Municipality: © The Witness knows the persanis) named in the instrument

© The ] 10 e Winess
® To be getermined

Country

+ Back Io Profile List

When creating an eForm profile the only required field is the Profile Name. Your profile can contain as few or as many fields as you need.
= Execution Details, Witness Details and Identification will auto populate the Affidavit of Attestation.
= Jurat and Commissioner Details will auto populate any Affidavit.

When applying a profile to an eForm it can just be applied to a specific Affidavit. See the Electronic Transfer of Land Training Module for more
information.

= (Click Save Profile to complete an eForm Profile.
= (Click Back to Profile List to go back to the previous screen to view a list of created profiles.
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Manage My eForms

‘A/[b@rbﬁ_l Requests*  efForms » Help

Governmant

ALL EFORMS MY EFORMS OTHER EFORMS

eForm Identifier Your File Number Titles / Instruments Linked to RR Last Updated ~ Created
BUIL.20190731.379 | Testing July 31 Universal Form - Not Applicable A0C49F9 Version 1 @ Jul 31, 2019 07:27:31 AM Jul 31, 2019 07:27:31 AM
TFPL.20190731.378 | Testing July 31 Universal Form - Not Applicable | AOC49F9 Version 1 & | Jul 31, 2019 07:26:15 AM Jul 31, 2019 07:26:15 AM
CAVE.20190730.374 | Test July 30, 2019 Universal Form - Not Applicable | AOC49F7 Version 1 Jul 30, 2019 12:32:16 PM Jul 30, 2019 12:32:16 PM

Testing July 30,
2019

POST.20190730.373 Universal Form - Not Applicable AOC4SF7 Version 1 Jul 30, 2019 12:31:02 PM Jul 30, 2019 12:31:02 PM

AMEL.20190730.372 | Testing July 30 Universal Form - Not Applicable AOC49F6 Version 1 & Jul 30, 2019 09:21:12 AM Jul 30, 2019 09:21:12 AM

e o L 1-5of 5items

On the My eForms Page, there are 3 available tabs:

= ALL EFORMS — Displays eForms that you have created as well as eForms that are shared with you as part of the collaboration functionality.

= MY EFORMS - Displays only eForms that you have created.

=  OTHER EFORMS - Displays any eForms that have been collaborated on. See the eForm Collaboration Training Module for more information.
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Manage My eForms continued
MY EFORMS OTHER EFORMS

eForm Identifier Your File Number Titles / Instruments Linked to RR Last Updat@ Created

Aug 06, 2019 08:34:10 Aug 06, 2019 08:34:10

% MORT.20/90806.104 | Test June 13, 2019 | 162 055 369 a minute ago 4 minutes ago

643.781 Test June 13, 2019 | 162 055 369

TFLA.20190726.094 A095D3F Version 1

[
Universal Form - Not Applicable Jul 26, 2019 12:5743 PM | Jul 26, Delele Transfer of Land

(created by Jane Assistant) a UnLink Transfer Of Land
MORT.20190724.067 Test July 24, 2019 182 208 562 +2 A095D31 Version 1 Jul 24, 2019 12:25:05 PM | Jul 24,; Create New Mortgage
PQOST. 20190724 065 Test July 24, 2019 Universal Form - Not Applicable A095D31 Version 1 Jul 24, 2019 11:35:36 AM | Jul 24, 2019 11:35:36 AM

May 31, 2019 11:31:25 May 31, 2019 11:31:25
INST.20190531.667 UAT Test doc#13 Universal Form - Not Applicable A095CB1 Version 2 00 P
UAT Testing May 30, 2019 10:35:59 May 30, 2019 10:35:59
TFLA.20190530.610 Universal Form - Not Applicable A095CIF Version 2
document #12 A Al

= Each column is sortable by clicking on the column heading. The small arrow in the column heading indicates the sort order currently being used. This
list is sorted by the Last Updated date in the example above.

= A paperclip icon indicates when eForms are linked together. Refer to the Electronic Transfer of Land and Electronic Mortgage Training Modules.

= Alock symbol indicates that the RR is locked and cannot be modified. If you hover over the lock icon it will state the current status of the RR. For
example, Received or Registered.

=  Forward and Back arrows indicate the eForm has been shared with another user. The ALTO user ID of the person who created the eForm is
highlighted in green. Refer to the Collaboration Training Module for more information.

= From the Actions button you have the option to delete the eForm, unlink the eForm, or create a new MORT from a Transfer of Land. ‘Au E
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Roadmap to the Training Modules

Step 1

Step 2

Login to ALTO
Create and
download the
eForm to your
computer

Open ConsignO
Apply digital
signature to the
downloaded
eForm

Related Training Modules:

O Electronic Transfer of
Land

O  Electronic Mortgage

O  Electronic Discharge

O  Electronic Caveat

O Universal Form

O  eForm Collaboration

Related Training Module:

O  Digital Signature

Please refer to the ConsignO
documentation for additional
details

Step 3

Step 4

Go back to ALTO,
attach Digitally
signed documents
to your RR and
submit

Related Training Module:
O RRand eSubmission

Go back to ALTO
to confirm
Registration or
Rejection

Related Training Module:

O RR Statuses, Registrations

and Rejections
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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.



mailto:ACT@gov.ab.ca
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