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Introduction and Logging In 
 

a) INTRODUCTION  
 

� Using the LDD WebDocumentRetrieval system, mortgage transactions are processed in 
the normal course, with the following exceptions: 
 

� Mortgage instructions are delivered to you electronically via LDD 
WebDocumentRetrieval – there is no need for couriers or faxed instructions. 

 
� The Request for Funds may be submitted to the mortgage lender electronically (if 

required by the mortgage lender). 
 
� The TitlePLUS® application may be submitted electronically via LDD 

WebDocumentRetrieval depending on lender requirements and the mortgage 
details are pre-populated into the TitlePLUS application, where available.  

 
� The mortgage may be prepared on line and once again, the mortgage details are 

pre-populated into the mortgage document. 
 

� The Report to Mortgage Lender may be submitted electronically to the mortgage 
lender, depending on lender requirements, and if so, the mortgage details are pre-
populated. 

 
� The mortgage lender may not require that enclosures be included with the Report to 

Mortgage Lender.  If so, copies of all relevant documents are to be retained in your 
file. 

 
� You have the option of preparing the mortgage document via Online Mortgage Document 

Preparation in the LDD WebDocumentRetrieval system or using an alternate document 
preparation method. 

 
� Mortgage transactions are otherwise prepared in accordance with the instructions provided 

by the mortgage lender. 
 
 
 
 
 
 
� If you are a RealtiPLUSWeb subscriber, you can import the mortgage details directly into 

either an existing RealtiPLUSWeb file or create a new file. 

IMPORTANT: You must review the instructions from 
the mortgage lender and complete the mortgage 
transaction in accordance with those instructions. 

TIP: Follow the applicable instructions detailed in 
Steps 1 to 7 to complete your mortgage transaction. 
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b) LOG IN TO LDD WebDocumentRetrieval 
 

1. To log in to LDD WebDocumentRetrieval, go to www.lawyerdonedeal.com/dr.  
The Log In screen will open. 

 

              
 
2. Enter your User ID and Password. 

3. Click on the   button.  
 
4.  The Main screen will appear. 
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c) THE LOG IN SCREEN 
 

              
 
The Log In screen is comprised of three panels: 
 

1. Log In  
 

Used to log in to the system to access documents that have been posted to the 
web for retrieval by a lawyer.  Requires User ID and Password for access. 
 

2. New Home Deal Code 
 

Used to access documents that have been posted to the web for retrieval by a 
lawyer for New Home deals.  Requires a twenty-six digit password, provided by 
the vendor’s lawyer, or User ID and password, for access. 

 
3. New Home/Financial Institutions  

 
Includes lists of New Home Projects and Financial Institutions that have posted 
public documents to the web for retrieval by lawyers.  Passwords are not 
required for access. 

Click here to 
go to Help. 

Click to view 
list of Financial 
Institutions.     

Click to view 
list of New 
Home Projects.    
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c) THE LOG IN SCREEN (Cont’d) 
 
There are three navigational buttons at the bottom of the Log In screen. 
 

1. System Overview; 
2. LDD Registration; and 
3. Request Password. 

 

 
 

1.  Click to go 
to System 
Overview.     

2.  Click to 
register with 
LDD.     

3.  Click to 
Request 
Password.     
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d) MAIN SCREEN 
 

After you have logged in to LDD WebDocumentRetrieval, the Main screen will appear. 
 

                  
 
The Main screen is comprised of three panels: 
 

1. Inbox 
 

Includes a list of transactions that have been posted. 
 

2. New Home Projects 
 

Includes a list of New Home Projects that have been posted. 
 

3. New Home Deal Code 
 

 
 

OPEN THE MORTGAGE TRANSACTION 
 

TIP:  To expand either the Inbox or the Financial Institutions panel, click on  
located to the right of the heading on each panel. 
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Step 1a) OPEN THE MORTGAGE TRANSACTION 
 

1. You will receive a fax from the mortgage lender entitled “Urgent Memo”, advising 
that a transaction has been posted to LDD Web DocumentRetrieval™ for you 
to retrieve. 

 
2. Log in to LDD Web DocumentRetrieval.  The Main screen will appear.  The 

Inbox on the Main screen includes documents that have been posted to LDD 
Web DocumentRetrieval for you. 

 

        
 

3. Place the cursor over the appropriate file in the Inbox so that the file is 
highlighted. 
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Step 1a) OPEN THE MORTGAGE TRANSACTION 
(cont’d) 
 
4. Click on the selected file and the Transaction Summary Screen will appear. 
 

                 
 

5. Close this screen by clicking on  in the bottom left hand corner of the 
window.  You will return to the Main screen. 

 
 

 

VIEW MORTGAGE DETAILS 
 

TIP:  You will receive an e-mail (or fax, if you do not have e-mail) if you fail to 
retrieve the Solicitor’s Package within 48 hours of the package being posted to 
you or 7 business days prior to closing.    
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Step 1b) VIEW MORTGAGE DETAILS 
 

1. The top half of the Transaction Summary screen looks like this. 
 

             
 
2. It contains all of the mortgage particulars that have been posted by the mortgage 

lender for the transaction. 
 

3. To view details of the Date Posted, Branch Address, Mortgage Details, 
Advances, Terms and Conditions and Lawyer Information, click on the  
symbol beside the section that you wish to expand. 
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Step 1b) VIEW MORTGAGE DETAILS (cont’d) 
 

4. That section will then be expanded. 
 
 

            
 

 
5. To minimize the section, click on the  symbol at the top left hand corner of 

the section.  The section will collapse and the Transaction Screen will revert to 
its original format. 
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Step 1c) PRINT TRANSACTION SUMMARY 

 
1. If you wish, you can print the Transaction Summary by clicking on File, Print on 

the Task bar. 
 
 
 
 

 
 
 
 
 
 
 
2. All of the  sections will automatically open up and the Transaction Summary 

will print. 

                             
 

 
3. Return to the Transaction Summary screen and close the sections as 

applicable by clicking on the  symbol. 
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Step 1d) DOWNLOAD SOLICITOR’S PACKAGE 
 

1. To download the Solicitor’s Package, click on the  to the right of the 
Solicitor’s Package. 

 

   
 
2. All of the documents within the Solicitor’s Package folder will merge on the 

screen as a pdf document, which can then be saved or printed. 
 

                            
 

 

3. Click on the  on the top right corner of the screen (or click outside the pdf 
window) to exit from the document and return to the Transaction Summary 
screen. 
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Step 1d) DOWNLOAD SOLICITOR’S PACKAGE (cont’d) 
      
 

        
  
 

4. A red check mark will appear to the left of Retrieved on the Status Panel. 
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Step 1d) DOWNLOAD SOLICITOR’S PACKAGE (cont’d) 
 

5. You must have retrieved the Solicitor’s Package in order to proceed with the 
next steps in the transaction which include submitting the TitlePLUS application 
for pre-approval (if required) or submitting the Request for Funds (if required).  
The following is a sample message that occurs if you have not retrieved the 

Solicitor’s Package and clicked on the  button for Online Mortgage 
Document Preparation: 
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Step 1e) DOWNLOAD A SELECTED  DOCUMENT FROM                     
SOLICITOR’S PACKAGE 

 
1. To produce one of the documents in the Solicitor’s Package, open the Solicitor 

Package on the Transaction Summary screen by clicking on to the left of 
Solicitor’s Package. 

 
2. The Solicitor’s Package will open and display all documents contained in the 

package. 
 

                     
   

3. Click on  beside the document that you want to download. 
 

4. The document will download and appear on your screen as a pdf document, 
which can then be saved or printed. 

 

             
 

5. Click on    in the top right corner of the screen of the downloaded document 
(or click outside the pdf window) to exit from the document and return to the 
Transaction Summary screen. 
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Step 1f) DOWNLOAD PUBLIC DOCUMENTS 
 

1. To download the Public Documents, click on beside the mortgage lender’s 
Public Documents.  A list of public documents posted by the lender will open. 

 Click on  beside the document that you want to download. 
  

             
 

2. The document will appear on your screen as a pdf document, which can then be 
saved or printed. 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Click on  in the top right corner of the screen (or click outside the pdf window) 
to exit from the document and return to the Transaction Summary screen. 
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Step 1g) CONTROLS PANEL 
 

1. The Controls panel on the  bottom left side of the Transaction Summary 
screen contains five main sections, which are activated if required by the 
mortgage lender: 

 
i. TitlePLUS® 
ii. Online Mortgage Document Preparation 
iii. Request for Funds 
iv. Closed/Not Closed 
v. Online Mortgage Report Preparation 

 

 
 

 
 
 
 

2. Complete the mortgage transaction by completing each of the tasks listed on the 
Controls panel, working from the top to the bottom. 

 
3. The buttons to the left of each section will change after you have completed each 

section.  The  buttons will change to  buttons and the  buttons will 

change to  buttons as each task is completed. 
 

4. You must have downloaded the Solicitor’s Package prior to completion of the 
TitlePLUS application for pre-approval or Online Mortgage Document 
Preparation. 

 
5. To prepare the Request for Funds, you must have downloaded the Solicitor’s 

Package and obtained pre-approval from TitlePLUS (if required by the mortgage 
lender). 

 

6. To prepare the Online Mortgage Report, you must click  Closed and have 
issued the TitlePLUS policy (if required by the mortgage lender). 

TIP:  If the mortgage lender does not require that an item be completed on the 
Controls panel, then that item will be grayed out. 
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Step 1h) STATUS PANEL 
 

1. The Status panel on the bottom right side of the Transaction Summary screen 
contains five main sections: 

 
i. Retrieved 
ii. Funds Requested 
iii. Funds Transferred 
iv. Closed 
v. Reported 

 

                  
 

 
 
 
 

 
2. As with the Controls panel, you must work from the first section to the last.  The 

system will not allow you to proceed to the next section until the previous section 
has been completed and a red check mark appears in the circle to the left of that 
section. 

 
 

TIP:  As each step in the transaction is successfully completed a red check mark 
will appear to the left of the applicable section.  If the mortgage lender does not 
require that an item be completed on the Status panel, that item will be grayed 
out. 
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Step 1i) CONFIRMATION THAT DATA HAS BEEN 
RETRIEVED 

 
1. After you have downloaded the Solicitor’s Package, the Status panel will 

indicate that the data has been retrieved by adding a red checkmark to the left of 
Retrieved. 

                          
2. The date that the Solicitor’s Package was retrieved will also be displayed in the 

Retrieved section on the Status panel. 
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Step 2 a) OBTAIN PRE-APPROVAL FROM TITLEPLUS® 
 

1. Click  to the left of the TitlePLUS logo on the Controls panel (if available in 
your jurisdiction). 

                                        
 

2. Please note that for Ontario transactions, you cannot transmit information 
from LDD WebDocumentRetrieval™ to an existing TitlePLUS policy.  You 

must create your application by clicking on  in LDD 
WebDocumentRetrieval (if available) to prepare the TitlePLUS application. 

 
3. If it is a purchase transaction, a message pops up to ask if the purchaser 

requires a TitlePLUS policy in addition to the lender’s policy.  If yes, a TitlePLUS 
purchase policy application will open.  If no, a message to contact TitlePLUS will 
appear. 

4. Once you click   you will be automatically linked to the appropriate TitlePLUS 
policy application window where you can proceed to complete the TitlePLUS 
application. 
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Step 2a) OBTAIN PRE-APPROVAL FROM TITLEPLUS® 

(cont’d) 
 

5. The mortgage details will be pre-populated into your TitlePLUS application. 
 
6. Obtain pre-approval from TitlePLUS and save your TitlePLUS application prior to 

exiting from the TitlePLUS system. 
 
7. Return to LDD WebDocumentRetrieval.  The TitlePLUS Application Number will 

appear on the top of the Transaction Summary screen, on the Request for 
Funds and Report to Mortgage Lender. 

8. Note that the   button has changed to a  button to the left of TitlePLUS 
on the Controls panel.  
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Step 3a)  PREPARE (e-reg) MORTGAGE ON LINE 
(Ontario) 

 

1. Click  beside Online Mortgage Document Preparation on the Controls 
panel. 

                                      
 
2. The Mortgage Preparation screen will appear. 

 

                   
 

3. Click on the box to the right of the “ Use E-Reg?”  field on the Mortgage 
Preparation screen.   A check mark will appear. 

 
4. Fill in the PIN(s) in the format indicated (xxxxx-xxxx, xxxxx-xxxx).  Be sure to 

insert a comma between the PIN(s) if there are multiple PIN(s). 
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Step 3a) PREPARE (e-reg) MORTGAGE ON LINE 
(Ontario) (cont’d) 

 
5. Confirm that the correct information has been completed in the mortgage details 

section by comparing it to the mortgage details provided on the Transaction 
Summary screen and Instructions to Solicitor. 

 

6. Save the information by clicking on  at the bottom of the Mortgage 

Preparation screen.  If you do not click on  before clicking on 

, the following message will appear: 
 

 

                                    
 

7. Click  and then save the data by clicking on  on the Mortgage 
Preparation screen. 

 

                    
 

8. Click on the  button at the bottom of the screen. 



 

  LDD WebDocumentRetrieval Guide  23 

   
   
 
   

Step 3a) PREPARE (e-reg) MORTGAGE ON LINE 
(Ontario) (cont’d) 

 
9. A File Download screen will appear.  Answer the question “ Would you like to 

open the file or save it to your computer?”  by clicking . 
 

                            
 
 

 
 
 
10. A Save As screen will appear.   Save the file on your hard drive.  You can re-

name the file by highlighting the file name and typing over it.   You must save the 

file as an xml file.  Click . 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 
 

WARNING:  Do NOT click on    on the File Download screen.     



 

  LDD WebDocumentRetrieval Guide  24 

   
   
 
   

11. The Document Preparation screen will appear and your Charge/Mortgage is 
ready to be imported into e-reg after you log in to Teraview®. 
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Step 3b) IMPORT CHARGE/MORTGAGE TO E-REG™ 
(ONTARIO) 

 
1. Prepare e-reg Charge/Mortgage (see instructions on Step 3a).   

 
2. Log in to Teraview®, open the e-reg main window and open a docket. 

 
3. Click on Projects on the menu bar. 

 

                 
 

4. Select Create from Import.  The Select Import File(s) dialog box opens.  
 

               
 
5. Locate and open the folder with your xml file from your hard drive by clicking 

on . 
 
6. The Select File to Import dialog box opens.  Browse to find the file that you 

saved when you prepared the e-reg Charge/Mortgage in the section entitled 
PREPARE E-REG CHARGE/MORTGAGE and highlight the file. 
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Step 3b) IMPORT CHARGE/MORTGAGE TO E-REG™ 
(ONTARIO) (cont’d) 

 
7. You can keep the default File Name, which is the name of your xml file or you 

can change it by clicking inside the box and keying over the default name.  The 
name can be up to thirty characters or combination of characters, numbers and 
symbols. 

 
8. Click . The Select Import Files(s) dialog box opens with a check mark 

beside the file that you selected in Step 6. 
 

                       
 

9. Click  , which will then submit the file to e-reg™. 
 
10. You will see the Status Bar change to show Importing File(s)… which is your 

progress indicator. 
 

11. Once your project has been submitted, you will see a System Message such as, 
“Project ‘Xceed_50338_Bourcier’ has been successfully submitted.  Request ID 
is ‘2546’”.  You can take note of this number for later reference. 

 

                  
 

12. Click  to go back to the e-reg main window.   
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Step 3c) VIEWING THE STATUS OF PROJECT  
REQUESTS IN E-REG™ (ONTARIO) 
 

1. Open the e-reg main window.  Click  in the main menu. 
              

 
 
 

2. Click on View Projects and the View Projects window will open. 
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Step 3c) VIEWING THE STATUS OF PROJECT 
REQUESTS IN E-REG™ (ONTARIO) (cont’d) 
 

3. Right click on Project Name and select View Requests.   
 

            
 

4. The Requests Against Projects window opens.  The Request ID, Request 
Type and Last Action including the date and time are displayed. 
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Step 3c) VIEWING THE STATUS OF PROJECT 
REQUESTS IN E-REG™ (ONTARIO) (cont’d) 
 

5. If your project is in any status other than “Completed” or Queued” you can right 
click on the project Request ID and select View Errors.  

 
6. If your project displays a Completed with Errors or Rejected status, check that 

all of your entries in Ldd WebDocumentRetrieval™ are complete and accurate.  If 
you locate an error or any missing information, you can correct it and go through 
the export to e-reg process again. 
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Step 3d) VIEWING PROJECT INSTRUMENTS IN E-REG™ 
(ONTARIO) 
 

1. If the import to e-reg has been accepted, the Charge/Mortgage details will have 
been completed from the information that was exported by LDD 
WebDocumentRetrieval ™. 

 
2. You will then need to complete the e-reg Charge/Mortgage in the same way as 

for any other mortgage transaction by filling in the necessary fields that were not 
exported (for example, the Family Law Act statements will have to be 
completed). 

 
3. To view and edit documents after import to e-reg, complete the following steps: 

 
i. Open the Docket for the document. 
 

ii. Click on the Instrument button on the tool bar. 
 
                 

 
 

iii. Select View in Progress. 
 

iv. The Instruments in Progress window will open.  All In Progress documents 
attached to the opened docket are displayed.  The Name of the document, 
the Type of document and the Last Action on the document are shown in 
this window. 

TIP: If the document is not displayed in the Instruments in 
Progress window after being Completed in e-reg, open 
another docket, then return to the correct docket and the 
document will then be displayed. 
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Step 3d) VIEWING PROJECT INSTRUMENTS IN E-REG™ 
(ONTARIO) (cont’d) 

 

                  
 

v. Double click on the document that you wish to view or edit.  The document 
will be displayed. 

 
 

                             
 
 

vi. Complete the document for signature and registration. 
 

   

TIP:  If the document 
has been completed, 
an icon will be 
displayed to the left of 
the document name. 
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Step 3e) MORTGAGE IMPORTED TO TERAVIEW® 
REJECTED (ONTARIO) 

 
1. If the import has been rejected, you will need to find out why.  To do this, double 

click on the Request ID.  This will show you the View Errors Against Request 
screen which will list errors encountered during this import. 

 

                         
 

2. See the screen below with a sample error report. 
 

                       
 
3. Correct the error in the document and re-submit the document to e-reg™. 
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Step 3f) PREPARE PAPER MORTGAGE ON LINE 
(ONTARIO) (OPTIONAL) 

 

1. Click  beside Online Mortgage Document Preparation on the Controls 
panel. 

 
 
 
 
 
 
 
 
 
 

 
 
 
2. The Mortgage Preparation screen will appear. 

           

 
 
 
              

3. Do not click on the box to the right of the “Use E-Reg?” field.  If this box has 
been checked, be sure to uncheck it. 
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Step 3f) PREPARE PAPER MORTGAGE ON LINE 
(ONTARIO) (OPTIONAL) (cont’d) 

 
4. Do not insert Property Identification Number(s) on this screen.  They are inserted 

on the merged Charge/Mortgage after clicking on ’ 
 
5. Insert the legal description. 

 
6. Confirm that the correct information has been completed in the mortgage details 

section by comparing it to the mortgage details provided on the Transaction 
Summary screen and Instructions to Solicitor. 

 

7. Save the information prior to clicking on  at the bottom of the Mortgage 

Preparation screen.  If you do not click on  before clicking on 

 at the bottom of the screen, the following message will 
appear: 

 

                                    
 

8. Click  and then save the data by clicking on  on the Mortgage 

preparation screen, then click on  and the POLARIS 
Charge/Mortgage will appear on the screen. 

 
9. The Charge/Mortgage will have the mortgage details completed from the 

information that was delivered to the LDD WebDocumentRetrieval™ system by 
the lender including: 

 
a. Legal Description; 
b. Interest/Estate Charged; 
c. Standard Charge Terms; 
d. Principal Amount; 
e. Interest Rate; 
f. Calculation Period; 
g. Interest Adjustment Date; 
h. Payment Date and Period; 
i. First Payment Date; 
j. Last Payment Date; 
k. Amount of Each Payment; 
l. Balance Due Date;  
m. Insurance; 
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Step 3f) PREPARE PAPER MORTGAGE ON LINE 
(ONTARIO) (OPTIONAL) (cont’d) 

 
n. Chargors; 
o. Chargor’s Address for Service; 
p. Chargee; 
q. Charge’s Address for Service; 
r. Municipal Address of Property; and 
s. Document Prepared By. 
 
 

 
 

                          
 

10. You will need to complete the Mortgage in the same way as for any other 
mortgage transaction by filling in the necessary fields that were not pre-populated 
(for example, the Family Law Act statements will have to be completed and the 
legal description may have to be amended).  

 

11. Save the data entered in to the Mortgage by clicking   in the top left 
corner of the Mortgage.  The information that has been added to the document 
will be saved to the file. 

 

Insert 
PIN(s) 

Select 
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Step 3f) PREPARE PAPER MORTGAGE ON LINE 
(ONTARIO) (OPTIONAL) (cont’d) 

 
12. Print the Mortgage by clicking on File, Print as for any other Adobe® Acrobat® 

document.  Make sure that the document will be printed on legal size paper and 
that the fit to page option has not been selected. 

 

                     
 

13. Click on File, Close to return to the Document Preparation screen or click  in 
the top right corner of the screen (or click outside the pdf window) to exit from 
the document and return to the Document Preparation screen. 

 
 

                  
 

14. Click at the bottom left hand corner of the Document Preparation 
screen to return to the Transaction Summary screen. 
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Step 4a) REQUEST FUNDS 
 

1. To submit the Request for Funds to the mortgage lender, click  to the left 
of Request for Funds on the Controls panel. 

 

                          
                             

2. The Solicitor’s Request for Funds will appear. 
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Step 4a) REQUEST FUNDS (cont’d) 
 

 
 
 
 
 
 
 

 
 
 
3. If you have not complied with the requirements of the mortgage lender, for 

example, obtaining pre-approval from TitlePLUS, a message will appear in red at 

the top of the Solicitor’s Request for Funds when you click   at the bottom 
of the Solicitor’s Request for Funds, for example: 

 

                      
 

Close this screen by clicking on  in the bottom left hand corner of the 
window.  You will return to the Transaction Summary screen. 

 
4. Complete the required information.  In this case, the lender requires your trust 

account information. 
 
 
 
 
 

            
 

TIP:  In order to submit the Solicitor’s Request for Funds, you must have 
completed all of the lender’s requirements as set out in the Instructions 
to Solicitor.  For example, some mortgage lenders require that you must 
have completed the following: 

 
� Downloaded the Solicitor’s Package; and 
� Obtained pre-approval from TitlePLUS.  

TIP:  The trust account information will be saved by the program so that you 
will not have to complete it again for subsequent transactions, unless the 
account information has changed.    
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Step 4a) REQUEST FUNDS (cont’d) 
 

5. Confirm that the mortgagor(s) will be/are shown on title in accordance with the 
instructions from the mortgage lender as follows: 

 
i. the name(s) of the mortgagor(s) is/are correct; and 
ii. the spousal status of the mortgagor(s) is/are correct. 

 

6. To select the spousal status of the mortgagor(s) click on the  to the right of 
the field containing the spousal status. 

 
7. The following list will be displayed : 

 
                     

                       
  
 
8. If the name(s) of the mortgagor(s) displayed or the available selections for 

spousal status are incorrect, highlight and click on Other – insert details. 
 
9. The following field will then be displayed: 

 

                            
 
10. Add the correct name(s) of the mortgagor(s) and spousal status in this field. 
 
 
 

 
 
 
 
 

TIP:  Complete if the lender requires that you confirm that the names of the mortgagor(s) 
and that he spousal status of the mortgagor(s) on title are the same as in the Mortgage 
Commitment.  If there is a discrepancy, make sure that you advise the lender by inserting 
the correct information for the names of the mortgagors and spousal status in this field.    
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Step 4a) REQUEST FUNDS (cont’d) 
 

11. Review the Terms and Conditions by clicking  to the left of “TERMS AND 
CONDITIONS”. 

 

        
 
12. The Terms and Conditions from the Mortgage Commitment will be displayed. 
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13. Included in the Terms and Conditions is a section entitled “Waiver of 

Compliance with Fraud Prevention Measures” .  Place a check mark in the 
box only if you have advised the lender of instances of non-compliance with one 
or more of the fraud prevention measures listed in paragraph (3) of the Terms 
and Conditions. 

 
 
 
 
 

14. Click in the bottom left hand corner of the Solicitor’s Request for Funds to 
save the information entered on this screen. 

15. Once you have completed the above, click to submit the Solicitor’s Request 
for Funds electronically to the mortgage lender. 

16. The  button will be faded out to   on the Controls panel. 
 
17. A red check mark will appear in the circle to the left of Funds Requested on the 

Status panel. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

TIP:  If a check mark has been placed in this box, an e-mail message will be 
automatically sent to TitlePLUS and the mortgage lender to advise that the 
box has been ticked.  
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Step 4b) CONFIRMATION OF TRANSFER OF FUNDS  

 
1. Once you have submitted the Solicitor’s Request for Funds to the mortgage 

lender the  button will be faded out to   on the Controls panel. 
 
2. A red check mark will appear in the circle to the left of Funds Requested on the 

Status panel. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3. The mortgage lender will receive the Request for Funds and will wire transfer 

the advance to your trust account on the closing date. 
 

4. After the mortgage lender has transferred the funds, a red check mark will 
appear in the circle to the left of Funds Transferred on the Status panel. 
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Step 4 (c) MORTGAGE REPOSTED BY MORTGAGE 
LENDER 

 
1. In the event that the mortgage lender makes an amendment to the mortgage 

instructions, the instructions will be reposted.  You will receive an e-mail or fax 
advising that the mortgage has been reposted. 

 

                                    
   

2. All of the indicators on the Status panel will be turned off (the red check marks 
will disappear), including Retrieved, Funds Requested and Funds 
Transferred.            

 
3. A “Revised on “date”” message will appear in red on the top of the Transaction 

Summary screen. 
 

                             
 
 
4. You must download the Solicitor’s Package again, review the revised 

instructions, amend the Mortgage and TitlePLUS® policy (if required) and re-
submit the Solicitor’s Request for Funds each time there is a revision by the 
mortgage Lender. 
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Step 5a) CLICK CLOSED BUTTON 

 
1. After the mortgage has been registered, click on the  Closed button on the 

Controls panel within the time period specified by the mortgage lender. 
 

2. You must have submitted the Request for Funds, (if applicable), and the red 

check mark must appear beside Funds Transferred in order for the  
Closed button to be enabled. 

                      

 
 

3. When you click on   to the left of the Closed button, a Microsoft Internet 
Explorer message will appear asking you to confirm that the mortgage has been 
closed.   

 

                       
 

4. Click . 
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Step 5a) CLICK CLOSED BUTTON (cont’d) 
 

5. The  Closed and  Not Closed buttons will be faded out and the 
Status panel will have a red check mark in the circle to the left of Closed. 

 
                   

 
 

6. To close this screen and return to the main page, click on on the 
bottom left hand corner of the screen. 
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Step 5b) CLICK NOT CLOSED BUTTON 

 
1. In the event that the mortgage transaction has not been completed, click on the 

 button to the left of Not Closed on the Controls panel. 

             
 
 

2. A Microsoft Internet Explorer Message will appear asking you to confirm that the 
mortgage has not closed.  Click OK if the mortgage has not closed. 

 

                         
 
3. A message will appear in red at the top of the Transaction Summary screen 

asking that you contact the mortgage lender to obtain instructions. 
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Step 5b) CLICK NOT CLOSED BUTTON (cont’d) 
 

4. You must either click on the  Closed or  Not Closed button within 
twenty-four hours of the closing date. 

 

5. The  Closed and the  Not Closed buttons will be faded out.  A red 
check mark will not appear in the circle to the left of Closed on the Status panel. 

 
                 

 
 

6. To close this screen and return to the main page, click on in the 
bottom left hand corner. 
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Step 6a) ISSUE TITLEPLUS POLICY 
 

1. Click  to the left of the TitlePLUS logo on the Controls panel (if available in 
your jurisdiction). 

                                        
 

2. Please note that for Ontario transactions, you cannot transmit information 
from LDD WebDocumentRetrieval™ to an existing TitlePLUS policy.  You 

must create your application by clicking on  in LDD 
WebDocumentRetrieval (if available) to prepare the TitlePLUS application. 

 

3. Once you click   you will be automatically linked to the appropriate TitlePLUS 
policy application window where you can proceed enter the required information 
and issue the TitlePLUS policy. 
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Step 7a) SUBMIT FINAL REPORT TO MORTGAGE 
LENDER 

 
1. In order to submit the Report to Mortgage Lender, all of the following must be 

completed: 

a. The    Closed button must be clicked and faded out; and 
b. The red check mark must appear to the left of Closed on the Status 

panel; and 
c. The TitlePLUS® policy must be issued, (if applicable). 

 

2. Click on the    button beside Online Mortgage Report Preparation. 

                      
3. The Report to Mortgage Lender screen will appear.  Review and complete the 

Report to Mortgage Lender. 
 

4. Insert the registration number of the mortgage, the assessment roll number and 
the name and address of the municipal tax department. 

 

                   
 

 
5.  

TIP:  If a POLARIS 
transaction, the 
assessment roll number 
and name and address of 
the municipal tax 
department will be pre-
populated. Note:  The TitlePLUS® Policy Number is inserted 

by the system if the policy has been issued. 
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Step 7a) SUBMIT FINAL REPORT TO MORTGAGE 
LENDER (cont’d)  
 

6. Review the mortgage details by clicking on  in the bottom left hand corner of 
the screen. 

7. Click on to confirm that the information contained in the report is accurate 
and to electronically submit it to the mortgage lender. 

 

                   
 

8. Retain the duplicate registered mortgage in your file, together with the TitlePLUS 
Policy and all other documentation.  Refer to the Instructions to Solicitor for 
information as to whether the mortgage lender requires that any enclosures be 
forwarded with the Report to Mortgage Lender. 

9. When the report has been submitted, the  button beside Online Mortgage 

Document Preparation will change to a   button on the Controls panel and 
the Status panel will have all five red check marks completed. 

 

               


