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Introduction

About Stewart Assyst Real Estate powered by TELUS®

Stewart Assyst Real Estate is an online mortgage processing solution that electronically links lawyers and notaries to
lenders. Stewart Assyst simplifies the way legal forms and mortgage documents are created and managed while

facilitating paperless mortgage transactions.

With Stewart Assyst Real Estate, lawyers/notaries and their staff can complete mortgage files more efficiently with fewer
errors, saving valuable time and money. Participating lenders use Stewart Assyst to deliver mortgage instructions directly
to the desktop of a lawyer/notary. Mortgage terms are pre-populated and locked-in by the lender, removing the need for
manual input. All relevant mortgage forms, schedules and Standard Charge Terms are available within the electronic file,
eliminating the need to search and download documents. Mortgage terms can be frozen 48 hours before closing,
eliminating frustrating last minute changes. Preliminary Reports are submitted online and digitally signed by a
lawyer/notary. Digital signatures ensure that only lawyers/notaries in good standing are processing mortgages using
Stewart Assyst. Depending on the province, Stewart Assyst can complement or facilitates the electronic registration of
mortgages. Once a mortgage transaction closes, the Final Report is delivered to the lender online and digitally signed by a

lawyer/notary.

Designed by the legal community for the legal community, Stewart Assyst Real Estate allows lawyers and notaries to

complete a mortgage transaction in the usual manner, without affecting workflow.

The Assyst Real Estate Platform was developed and is maintained by TELUS Financial Solutions, a leader in value-added
transaction processing. Stewart Title is strategically aligned with TELUS to act as the exclusive sales channel for Stewart

Assyst in all Canadian provinces outside of Quebec.

About this Guide

Content

This Reference Guide is intended to present in detail Stewart Assyst Real Estate and its functions. It was assembled

to allow a progressive approach while respecting the working procedure of lawyers and notaries.
This Guide is divided into the following sections and appendices:

B Section 1: Getting Started
This section introduces the basic steps to be followed to access Stewart Assyst Real Estate and familiarize the user

with the application and its interface.

~stewart
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B Section 2: Managing the System
This section presents the tools available to the lawyer/notary, to manage his profile and his personal information and

the transaction reports when working with Stewart Assyst Real Estate files.

B Section 3: Using the System
This section explains in details how to use the application and the Stewart Assyst Real Estate file management

functions.

Intended Audience

The Assyst Real Estate Reference Guide is intended to the lawyers and notaries who will use
Stewart Assyst Real Estate. This guide is designed both for lawyers/notaries and their legal
assistants. Features that are only addressed to a lawyer/notary or to a legal assistant are clearly
identified.

A minimal knowledge of computers, Windows and the Internet is required to be able to progress
in the learning and the use of Stewart Assyst Real Estate with this guide.

Conventions

Symbol Definitions

This guide uses some conventions intended to facilitate its reading and its understanding. The
following conventions are used in this guide:

Symbol Meaning / Used for

Bold Application Name, Window Name, Command Name, Link
Name, Button Name, Icon Name, Field Name, File or Directory
Name, Text entered by the user

Small Caps Refers to keyboard keys

1. Introduce a numbered list or a step in a procedure
4 Introduces a procedure to follow

] Introduces a list of elements

! Introduces a warning information when using the system

Mouse Conventions

This guide used the following conventions related to the mouse usage:

" ~stewart
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Button or action | Meaning
Left button Main mouse button used by default
Right button Alternative button used in particular situations
Position Refers to positioning the mouse pointer at a specific location.
Click Refers to pressing down the mouse button then releasing it
Double-click Refers to rapidly pressing the mouse button twice

Getting Support

To access Stewart Assyst Real Estate, go to https://Stewart.assystrealestate.com/rei.
A User Name and Password are required. Both are case sensitive.

Some documents in Stewart Assyst Real Estate require the use of the Adobe® Reader™. To
download a free version of the latest Adobe® Reader™, please visit www.adobe.com.

For questions regarding the use of Stewart Assyst Real Estate, or for any technical
information, please contact Stewart Title Software Support.

Software Support: 866-969-9101
E-mail: softwaresupport@stewart.com

Please send comments and suggestions to this address as well.

~stewart .
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SECTION 1
GETTING STARTED

Chapter 1 - Setting Up Stewart Assyst Real Estate

Chapter 2 - Accessing Stewart Assyst Real Estate

Chapter 3 - Getting Stated with Stewart Assyst Real Estate
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Chapter 1
Setting Up Stewart Assyst Real Estate

The objective of this chapter is to present the minimal configuration required for Stewart Assyst
Real Estate to function properly and the procedure to be followed to make sure you have the
correct version of Internet Explorer. You will also find in this chapter the procedure to be followed
to modify your Internet Explorer configuration to get the appropriate level of security to be able to
login to Stewart Assyst Real Estate.

Recommended Configuration

Following are the minimal installation requirements to ensure Stewart Assyst Real Estate will
function properly and to be able to get support if needed.

m  Pentium-compatible processor (Pentium III 500 MHz or higher recommended)

m 256 MB available RAM

m 10 GB of free hard disk

m  256-color monitor capable of 1024 x 768 screen resolution

m  Microsoft Windows XP

m  Microsoft Word 2000 and Office 2000 with the Office updates equal or superior to 2000.
m Internet Explorer 6.0

m  Adobe Reader 8 or superior

m  Printer

m  High-speed Internet connection

m Digital signature issued by Certificate Authority.

~stewart °
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Checking your Configuration

Stewart Assyst Real Estate provides a diagnostic function to check that your computer
configuration is in accordance with the minimum requirements and detect any configuration
problem. This diagnostic is done on your computer prior to logging into the system.

In case of technical problems, you will use the diagnostic function to send your computer's
configuration information to Stewart Title Software Support.

» To execute the configuration checking process

1.

Start Internet Explorer and enter the Stewart Assyst Real Estate URL link to display
the Stewart Assyst Real Estate login page.

Refer to the Stewart Stewart Assyst Real Estate URL Link section for more details on
accessing the Stewart Assyst Real Estate login page.

In the Stewart Assyst Real Estate login page, select the Diagnostic link. This will
open the Diagnostic page.

SV Ta ) assyst
Feal Estate Fowered

» Registration

If you need help, please contact our Service Deszk at 1-266-269-2101, User Mame I:l
* Diagnostic i
»| Login
Checking the minimal configuration required on your computer,
Forgot Paszword?

Compatible Web Bromsers:  Wicrosoft Explorer & ?:

Click the Please click here to begin the checking process link to start the diagnostic
process on your computer.

A list of information to be checked is displayed. The diagnostic will go through every point
and the result of the verification process is progressively displayed on the right of every
configuration element.

A message is displayed at the end of the checking process.

Enter your User Name, Name and Phone Number in the appropriate fields and click
the Send the information to our Service Desk if necessary if you need to transfer the
information to get support.
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A confirmation message is displayed.

5. Click the Back to Login Page link to go back to the login page.

Verifying the Internet Explorer
Version

To be able to work with Stewart Assyst Real Estate, you must have installed Internet Explorer
version 6.0 or higher. The objective of this section is to show you the process to verify you have
the correct Internet Explorer version installed on your computer.

» To verify the Internet Explorer version on your computer

1. Start Internet Explorer by clicking the Internet icon on your desktop. The Internet
Explorer window is displayed.

2. In the Help menu (?), select About Internet Explorer. This will open the About
Internet Explorer window.

Contents and Index

Internet Explorer Tour

Online Support

Customer Feedback Options. ..
Send Feedback

About Internet Explorer

3. Check the version number indicated in the Version field. This nhumber corresponds to the
version installed on your computer.

~stewart
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2} About Internet Explorer |

@ Internet Explorer7

Version: 7.0,5730.11

Cipher Strength: 128-bit

Product ID: 84876-600-0016657-93747
Update Versions:0

Warning: This computer program is protected by copyright law
and international treaties. Unauthorized reproduction or
distribution of this program, or any portion of it, may result in
severe dvil and criminal penalties, and will be prosecuted to the
maximum extent possible under the law.

20086 Microsoft Corporation System Info. .. |

4. C(lick OK to close the About Internet Explorer window.

5. If the recommended version is not installed on your computer, you can download it from:
http:/ /www.microsoft.com/downloads.
This link opens the Microsoft Download Center site.

6. Inthe Search for a Download section, for the Keywords field, enter: Internet
Explorer.

Microsoft

Download Center

| Download Center Home | Search IAIIDuwnIuEdS GDl

7. Click Go to run the search.

8. Once the search is completed, select the version you want to install. Usually, the first file
found in the search corresponds to the latest available version. Follow the instructions to
download and install this version of Internet Explorer.

° ~stewart
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Modifying the Internet Explorer
Security

To avoid to receive continual warnings on the ActiveX execution and to be able to open
Microsoft Word documents from Assyst Real Estate, you have to save the TELUS site as a
trusted site and to configure its security level in Internet Explorer. The procedure below aims at
explaining you how to do these operations.

» To modify the Internet Explorer security

1. Start Internet Explorer by clicking the Internet icon on your desktop. The Internet
Explorer window is displayed.

2. From the Tools menu, select Internet Options. This will open the Internet Options
window.

3. In the Internet Options window, click the Security tab.

Internet Options

Hrivacy | Content | Connections | Programs | Advanced

Select a'WeD tontent zone to zpecify itz security settings.

32 O @
Local intramet  Trusted sites Restricted
zites

Internet

Thiz zone containg all wWeb sites you

haven't placed in ather zohes
Security level for thig zone

Custom
Cugtom settings.
- Ta change the zettings, click Custom Lewvel.
- Touze the recommended settings, click Default Level.

[ Customn Level... ] l Default Lewvel l

I Ok H Cancel ]

4. Select the Trusted sites icon.

® <« @

Intermet Local intranet \IIECHIER / Restricted
sites

17
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5. Click the Sites button. This will open the Trusted sites window.

Select a'web content zone to specify its security settings.

zites

Trusted sites

Thiz zone containg Web sites that wou
trust nat to damage your complter or

data. Mo st

6. Inthe Add this Web site to the zone field, enter: assystrealestate.com.

You can add and remove Web sibes from this zone. All Web stes
In this zone will use the zone's seourty settings.

Add this Web site to the zone:

azsystrealestate com

7. Uncheck the Require server verification (https:) for all sites in this zone check
box.

dgquire server verification (htkps:) For all sites in this zone

8. Click the Add button.

The assystrealestate.com web site is added to the Web sites list.

You can sdd and remove Web sites from ths zone. all Web ses
in this zone wall usa the zona's securky sattings.

Add this Wheb site bo the 20ne:
|

Web shes:
szsyetrealestate com

™

] Require server verification (htkps:) For all sites in this zone

[ox J [ conce
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9. Check the Require server verification (https:) for all sites in this zone check box.

10. Click OK to close the Trusted sites window. This will display again the Internet
Options window.

11. Click the Default Level button. This will display the parameters for the default security
level.

! Make sure that the Trusted sites icon is always selected.
12. Click OK to close the Internet Options window.

This completes the procedure to modify the Internet Explorer security parameters. You should
now be able to login to Stewart Assyst Real Estate without any problem.

~stewart ”
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Chapter 2

Accessing Stewart Assyst Real
Estate

The objective of this chapter is to present the first steps to be followed to login to Stewart
Assyst Real Estate: how to use the Assyst Real Estate link and how to identify yourself using
your user name and password. You will also find in this chapter a description of the options
available in the login page and the ways passwords are managed in the system.

Note: The explanations given in this chapter do not apply to users connected to Stewart Assyst
Real Estate through BC online.

Accessing Stewart Assyst Real
Estate

You access Stewart Assyst Real Estate through an Internet connection using the Stewart
Assyst Real Estate URL (Universal Resource Locator). You will thus access Stewart Assyst
Real Estate the same way you already access other Internet sites on the Web by entering the
specific Stewart Assyst Real Estate address in your Internet Explorer browser.

Stewart Assyst Real Estate URL Link

» To access Stewart Assyst Real Estate

1. Start Internet Explorer by clicking the Internet icon on your desktop. The Internet
Explorer window is displayed.

2. Inthe Address section, enter the Stewart Assyst Real Estate address:
https://Stewart.assystrealestate.com/rei

Press Enter on your keyboard or click the GO button on the right of the Address field
(Internet 6.0).

? ~stewart
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This will display the Stewart Assyst Real Estate login page in your Internet browser.

gl assyst
Feal Estate Fowered

* Registration

If you need help, please contact our Service Deszk at 1-866-969-9101, User Name l:l
Diagnostic =g

Checking the minimal configuration required on your computer,

Forgot Password?

Compatible Web Browsers:  Microsoft Explarer & 2

In this page, you enter your user name and password to identify yourself and to log into the
application and consult your data. Refer to the Logging in to Stewart Assyst Real Estate section
for more details.

! If you have problems to display the login page or if an error message is prompted, verify
that the configuration of your workstation corresponds to the criteria described in the
Error! Reference source not found. section. If the problem persists, contact Stewart
itle Software Support.

Quick Accesses to Stewart Assyst Real Estate

The following section introduces two different methods you can use to easily access Stewart
Assyst Real Estate without having to enter every time the Stewart Assyst Real Estate URL
address: either by adding a shortcut to your Windows desktop or by adding a link to your Internet
favorites.

~stewart
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Adding the Stewart Assyst Real Estate Shortcut to Your Desktop

Your Windows desktop is the place where you display the icons of the applications you use the
most frequently and the ones you want to access quickly. By double-clicking an icon on your
desktop, you immediately execute the application associated to the icon.

Adding thus the Stewart Assyst Real Estate shortcut to your Windows desktop allows you to
quickly access the Stewart Assyst Real Estate icon and launch the application.

» To add the Stewart Assyst Real Estate Shortcut to your desktop

1. Start Internet Explorer by clicking the Internet icon on your desktop. The Internet
Explorer window is displayed.

2. In the Address section, enter the Stewart Assyst Real Estate address:
https://Stewart.assystrealestate.com/rei

Press Enter on your keyboard or click the GO button on the right of the Address field
(Internet 6.0).

This will display the Stewart Assyst Real Estate login page in your Internet browser.
3. Internet 6.0: In the File menu, select Send then the Shortcut to Desktop option.
Internet 7.0 right-click anywhere in the web page and select Create Shortcut.

The Stewart Assyst Real Estate shortcut is added to your desktop.

! Close the Internet Explorer window and minimize all the other opened windows if you
want to see your desktop.

Every time you will want to access Stewart Assyst Real Estate, you will just have to double-
click the Stewart Assyst Real Estate icon on your desktop to display the Stewart Assyst Real
Estate login page.

Adding the Stewart Assyst Real Estate link to Your Internet Favorites

Your Internet favorites group your most frequently used links that you want to access quickly.

Adding the Stewart Assyst Real Estate link to your Internet favorites will allow you to access
Stewart Assyst Real Estate quickly without entering every time the Stewart Assyst Real Estate URL
in your Internet browser as the link will be already memorized.

22
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» To add the Stewart Assyst Real Estate link to your Internet favorites

1. Start Internet Explorer by clicking the Internet icon on your desktop. The Internet
Explorer window is displayed.

2. Inthe Address section, enter the Stewart Assyst Real Estate address:
https://Stewart.assystrealestate.com/rei

3. Press Enter on your keyboard or click the GO button on the right of the Address field
(Internet 6.0). This will display the Stewart Assyst Real Estate login page in your
Internet browser.

4. Internet 6.0. In the Favorites menu, select Add to Favorites.

Internet 7.0: right-click anywhere in the Web page and select Add to Favorites or select
the Add to Favorites icon.

This will open the Add Favorite dialog box.
The name of the Stewart Assyst Real Estate Web page is displayed in the Name field.

5. Click the OK button (Internet 6.0) or Add button (Internet 7.0) to confirm you want to
add the link to the Stewart Assyst Real Estate site to your favorites. The Stewart
Assyst Real Estate address is then available in your favorites list.

Every time you will want to access Stewart Assyst Real Estate, you will just have to
select the link from the Favorites menu in the Internet Explorer browser.

Logging in to Stewart Assyst Real
Estate

To be able to access your data in Stewart Assyst Real Estate, you first have to identify
yourself with your user name and password. The system is then able to retrieve the information
corresponding to your profile and display your data.

Note: The explanations given in this section do not apply to users connected to Stewart Assyst
Real Estate through BC online.

First Login

As a new user, you have received by e-mail your user code and temporary password to access
Stewart Assyst Real Estate. You will have to enter them in the Stewart Assyst Real Estate
login page to identify yourself.

When you connect to Stewart Assyst Real Estate for the first time as a new user, the system

~stewart
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asks you to change the temporary password which was assigned to you.
You cannot login to Stewart Assyst Real Estate and consult your files as long as you have not
changed your password.

» To login to Stewart Assyst Real Estate for the first time

1. Start Internet Explorer and enter the Stewart Assyst Real Estate URL link to display
the Stewart Assyst Real Estate login page.

2. Enter your user name and password in the User Name and Password fields.

101,

k| Login
Forgot Password? \
3. Click Login.

This will prompt a message indicating that your temporary password is expired. You have
to enter a new password. You cannot login to Stewart Assyst Real Estate and consult
your files as long as you have not changed your temporary password.

4. Enter your new password in the New Password field. Your password must have
between 6 and 8 characters including two digits.

5. Reenter your password in the Confirm New Password field. Make sure to respect
capital and small letters.

6. Click Login.

If your login information is valid, the main Stewart Assyst Real Estate page is
displayed and you can view the list of your files.

Logging in to Stewart Assyst Real Estate

It is from the Stewart Assyst Real Estate login page that you enter you user name and password
to identify yourself and access the list of your files in the application.
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» To login to Stewart Assyst Real Estate

1. Start Internet Explorer and enter the Stewart Assyst Real Estate URL link to display
the Stewart Assyst Real Estate login page.

Sl assyst

Real Estate

Fowered
by TELUS™®

Reqistration

Ifpouneed help, please contact our Service Desk at 1-8966-969-9101, User Name l:l
Diagnostic _
Checking the minimal configuration required an your computer, »| Login

Forgot Password?

Compatible Web Broweers:  Microzsoft Explorer G =

2. Enter your user name and password in the User Name and Password fields.

User Mame |tremrr|i|: |

Pazsword |-|||||| |

k| Login

Forgot Password?

3. Click Login.

If your login information is valid, the main Stewart Assyst Real Estate page is
displayed and you can view the list of your files.
! If your password or your user name is erroneous, the system will prompt you and you will
have to enter them again.

The user narme or the paszsword is invalid

User Marme |tr'E:|'|'|I'|'|i|: |

Password || |

»| Login

Forgot Password?

! If your user name is valid but if you enter 3 times an incorrect password, the system will

inform you that you exceeded the maximum number of attempts for your password and,
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for security reasons; your account will be automatically deactivated. You will have to
contact Stewart Title Software Support to reactivate your account.

! If your user name is valid but has been deactivated for any reason, the system will inform
you and you will have to contact Stewart Title Software Support.

Selecting the Login Language

Stewart Assyst Real Estate is available in two languages: English and French. You can decide
at any time to change the current language even in the login page.

» To select the login page language

1. Start Internet Explorer and enter the Stewart Assyst Real Estate URL link to display
the Stewart Assyst Real Estate login page.

2. Click the Frangais link to display the login page in French.

3. Click the English link from the French login page to go back to the English version.

SEElg ) assyst

FReaal Estate

Fowered
by TELLS*

)
e

¥ Reqistration

If wyou need help, please contact our Service Desk at 1-866-96%-9101, User Mame
* Diagnostic i

»| Login
Checking the rninirmal configuration required on your computer, =ogin

Forgot Password?

Changing Your Password

You can change your password at any time. The system will automatically ask you to change it
after 60 days.

Your password is defined with your profile in Stewart Assyst Real Estate. You can modify it
from the My Profile page which contains all the information relative to your profile. Refer to the
Changing Your Password section for more details on the procedure to be change your password.
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Forgot Password?

If you forgot your password, you can easily get a new temporary password by providing your e-
mail address, which is defined in your profile. This e-mail address will then be used by the system
to send you your new temporary password.

»

What to do if you forgot your password
1. In the Stewart Assyst Real Estate login page, click the Forgot Password? link.

This will display the Forgot Password? Window.

User Mame |trerr|rr|i|: |

Password | |

k| Login

Forgot Password?

2. In the E-mail field, enter your e-mail address as it is defined in your profile (in the
Personal E-mail field of the My Profile page).

Forgot Password? E]

Please enter below your personal e-mail address, as defined in My
Profile. Your user name and password will be sent by e-mail to this
address. In case you do not receive them shortly, please contact our
Service Desk at 1-866-969-9101.

E-mail  |personstewart.com

3. Click the Send button.

The system verifies your e-mail address and ensures it corresponds to the e-mail address
defined in your profile in Stewart Assyst Real Estate (in the Personal E-mail field of
the My Profile page).

You will then receive two different e-mails at this address, one with your user name and
one with your new temporary password.
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! If your e-mail address is invalid, the system will inform you and you will have to contact
Stewart Title Software Support.

! In the Forgot Password? window, click anytime the Cancel button if you wish to cancel
the procedure and go back to the login page.

Password Expiration

For security reasons, your password is valid for a limited period of time. At the end of this period,
your password is expired and not valid any more.

Your password will automatically expire after a limited period of 60 days by default.

In the 5 days preceding your password expiration, every time you will connect to Stewart Assyst
Real Estate, the system will prompt you a message indicating the number of days remaining
before the expiration delay and will suggest you to immediately modify your password or to do it
during the next session.

If you enter a password that is expired to attempt to login to Stewart Assyst Real Estate, the
system will ask you to enter a new password. You will not be able to login to Stewart Assyst
Real Estate and consult your files as long as you will have not changed your password.

» What to do if your password is expired

When you password is expired, the system prompts a message indicating that your password is
expired. You have to enter a new password in this case.

1. Enter your new password in the New Password field. Your password must have
between 6 and 8 characters including two digits.

2. Reenter your password in the Confirm New Password field. Make sure to respect
capital and small letters.

3. Click Login.

If your login information is valid, the main Stewart Assyst Real Estate page is
displayed and you can view the list of your files.

Accepting the Agreement

» Agreement acceptation step

When you connect to Stewart Assyst Real Estate for the first time as a new user, the Service
Agreement window where the Services agreement for the use of Stewart Assyst Real
Estate is displayed. You (lawyer/notary and assistants and other lawyers/notaries who have been
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delegated this right) have to accept this agreement as the first step in the acceptance process and
to be able to continue.

Details of the agreement hetween Stewart and the lawyer
about the use of Assyst Real Estate

Service Agreement @

PLEASE NOW READ CARFFULLY THE FOLLOWING AGREEMENT WHICH GOVERNS FOUR
USE
OF ASS¥ST REAL ESTATE

SERVICES AGREERMENT FOR THE USE OF ASSYST REAL ESTATE (2012 Yersion)

This services agreement (" Agreement”) is between you and TELUS Electronic Mortgage Processing
Aolutions GF, hetein represented by its managing pattner TELUS Electronic Mortgage Processing Solutions GP
Inc. ("TELUS™) and describes the terms and conditions applicable to wour use of the Assyst Real Estate
platform which platform allows for the transfer and conversion of information between financial institutions and
lawrrers or notaries, as the case may be, in relation to the provision snd management of motgage mandates and
the conclusion of morttgages (“Assyst Real Estale™) in connection with the processing of all mortgage
instructions (the “Mortgage Instructions’™) that you may receive and accept through A ssyst Real Estate, from
patticipating financial instibutions who contract with TELUS for usage of Assyst Feal Estate, from time to time
(the “Financial Institutions™).

By clicking on the “I accept” buttons below, you acknowledge and confirm that you have read,
understand and agree with the terms and conditions of this A greement and that you will comply with them in all
of your uses of Assyst Real Estate and in processing all Mortgage Instructions. Vour continued use of Assyst
Real Estate, the acceptance of any IMortgage Instructions and the processing of any MMortgage Instructions by
you or ot your behalf will be congidered continued acceptance of this A greement. If vou do not agree to these
terms and conditions, simply click on the “T refuse” button below and you will not proceed further, ¥You can
print this Agreement by clicking on the “Print the decument” icon. ¥ou can copy, paste and save this
Agreement in wour personal folders. Following wour acceptance of this Agreement, it will be automatically
saved and can be accessed as a document in the tab “Documents™ in each Mottgage Instructions you accept. w

<
v | accept the terms of this agreement

\ 4 laccept | | refuse | Print the document

A &

\

Check to accept the Click to accept the Click to refuse the Click to print the
terms of the agreement agreement agreement agrasment

1. Click the checkbox “I accept the terms of this agreement” and click the “I accept”
link to accept the terms and conditions of this agreement. The Stewart Assyst Real
Estate main page is displayed and you access the list of new files.

2. Click the “I refuse” link a message box appears confirming the request. If you confirm
the action you return to the login page.
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3. You can print a copy of the Agreement by clicking the Print the document link at the
bottom right side of the window. This will display the Print window. Click the Print
button to start printing.

! The Accept File window is closed. A soft copy of the agreement is automatically
generated and kept in the list of documents available for this new file (see the Documents
tab).

! When you accept a new mandate, you can view the agreement by cliquing View Service
Agreement button in the Accept File window.
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Chapter 3
Getting Started with Stewart
Assyst Real Estate

The objective of this chapter is to familiarize you with the Stewart Assyst Real Estate interface
as well as with the navigation methods within the interface. You will also find in this chapter a
description of each element of the interface with its role and its functioning. This chapter also
includes explanations on the basic functions of the application such as printing, accessing the
help, searching files, sorting files, saving or canceling data modifications in a file, etc.

It is recommended for you to read this chapter in detail to familiarize yourself with the Stewart
Assyst Real Estate environment and functioning prior to read the other chapters. This chapter is
intended for both lawyers/notaries and their legal assistants. Features that are specific to
lawyers/notaries or to legal assistants are clearly identified.

Discovering the Interface

When you login to Stewart Assyst Real Estate, the Stewart Assyst Real Estate main page is
displayed by default. You find in this page the list of your files on the left pane (or the list of files
of the lawyer/notary you work with in the case of legal assistants or other lawyers/notaries who
share files), the information associated with the currently selected file on the right pane and all
the functions necessary to processing these files.

Help Frangais Logout

L] 1 3 | My Profile | Transaction Report | Messages | File Creation

File funetions —|[Q = ciaie
Last Login: 2011-05-16 11:47

Documents

| 4 Cancel

3]

Tahs status

351398 McKenzie, Steve
351415 Moore, Robert A
351417 Kim, ROBERT A

351984
Refinance

List offiles —

351418 John, ROBEBTA 20080308-302 File Accepted 2007-05-08 17:28
351804 Leclerc, Warie 2007-05-03 22:21 D Request Final Lender Update

352064 McKenzie, Kim 2007-05-03 .

352065 Mckenzie, Kim Michel Tremblay [ | Discharge request

D Preliminary Report Transmitted
[] Final Report Transmitted

356730 Kim, ROBERT A

C TD Canada Trust U REC ok A
O National Bank of Canada 003 01708 | Damaanes! || File Closed
O | aurentian Bank 003 - 04441 [ Details
O Caisses Populaires Desjar... Personal Serwce- ﬁe -
O pesjardins Commercial Montreal G Import a Document §
O Other Files (800} 264-5600 ) [E3] Transfer File
Add a Note to File [& Cancel File
S [=] Export File

Information page
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The Stewart Assyst Real Estate main page is made of the following components:

m  The tool bar on top of the window. Refer to the

Last Login: 2011-05-18 11.47

Additional Information Documents
File No. RBC - 351984 - Leclerc, Marie ( 4 Save | 3 Cancel

General Information Status

File Mo. 351994

Program Refinance

Loan h.c. . 20080308-302 File Accepted 2007-05-08 17:28
ESI:LF'I: Hzli’:"’::‘ ﬁ;—ﬂ&ﬂ& zn [ ] Request Final Lender Update

a5 enoe: paate 0503
Legal Counsel Michel Tremblay l:‘ Discharge request
Internal File Mo, | | |:| Preliminary Report Transmitted

. . - Final Report Tranzmitted
F | Ins o RBC

inandial Institution ' Vool Bank [ Appsarance | E e Closed
Service Center Transit 003 - 01705 [ Detailz |
Branch Transit 003 - 04441 [ Details |
Contact Mame Personal Service Centre -

Montreal Import a Document
{200} 281-5800 P @ Transfer File
Add a Note to File —_ | Fil
ancel File
[=] Export File

m  Toolbar section for more details.

Ny Profile Transaction Report | Messages File Creation

m  The list of your files (new and current files). Refer to the List of Files section for more details.

For lawyers/notaries with no For legal assistants or
file sharing: lawyers/notaries with file
sharing:
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Ho. / Borrower

351417 Kim, ROBERT A 13h
351553 McDonald, Kewvin 13h
351554 McKenzie, Kim 13h
2 Hational Bank of Canada B [1]
H Desjardinz [5]
43739 Labont&, Francine
43740 Turcette, Bernard
43741 Lafontaing, Gizéle
43742 Lavoie, Johanne
44273 Humphrey, Richard
Desjarding Commercial
B Royal Bank of Canada
351358 McKenzie, Steve
351415 Woore, Robert A
351418 John, ROBERT A O
Other Files [3]

Ho. / Borrower

2 John Smith

353237 John=on, Richard &
353238 Green, Henry
Hational Bank of Canada

E Royal Bank of Canada

352646 JOHNSOM, ROBERT A

Emergis Training Bank
= Michel Tremblay

351914 Kim, ROBERT A
353236 Daigneault, Michelle
= Mational Bank of Canada
40256 Richler, Mike

352103 Mandat, Test
Desjardins

Desjarding Commercial
Royal Bank of Canada
Other Files

m The file information page on the right pane that is organized into different tabs. Refer to
the About New Files and Current Files sections for more details.

Additional Information Documents

Last Login: 2011-05-16 11:47

File Ho. RBC - 351554 - Leclerc, Marie

r 4 Save | i Cancel

General Information

File No. 351994

Program Refinance

Loan Mo. 20080308-302
Date File Recsived 2007-05-03 22:21
Last Lender Update 2007-05-03

Legal Counsel

Michel Tremblay

Internal File Mo. | |

Financial Institutian ' ::”E‘Im.d‘ [ Appearance |
Service Center Transit 003 - M705 [ Detailz |
Branch Transit 003 - 04441 [ Details |
Caontact Mame Personal Service Centre -
Montreal
(800) 281-8800

File Accepted

D Request Final Lender Update
[] Discharge request

D Preliminary Report Transmitted
D Final Report Transmitted

[ | File Closed

20070508 17.28

Import a Document

Add a Note to File
[=] Export File

[E3| Transfer File

Cancel File

Toolbar

The toolbar displayed on top of the window includes a list of tools/functions available at any time

when processing your files.

Click one of the tool buttons to execute the corresponding function and open the associated page.
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Ny Profile Transaction Report | Messages File Creation 3

The functions available in the toolbar are the following:

My Profile: Function used to manage and consult the information relative to your profile
(coordinates, address, password, alerts, payment information, etc.).
Refer to the Managing Your Profile section for more details.

Transaction Report: Function used to generate a transaction report (invoices) over a given
period of time. Refer to the Working with Transaction Reports section for more details.

Messages: Function used to consult received messages.
Refer to the Consulting the Messages section for more details.

List of Files

The list of files is always displayed on the left pane of the Stewart Assyst Real Estate main
page.

Organization and Description of the List of Files

The list of files is organized as following:

New files (not yet accepted): They represent the files transmitted by the financial
institutions and that you have to accept or refuse. They are the first to be displayed in your
list of files and are green colored. For legal assistants and lawyers/notaries who share files,
new files are displayed under the name of the lawyer/notary who is responsible for them. New
files are displayed from the oldest to the most recently received. This sorting cannot be
modified.

For every new file, the file number and the borrower name are displayed as well as the
number of remaining hours before the end of the acceptance period.

Every new file is displayed during a limited period of time (2 business days); if, at the end of
this delay, if you have not accepted or refuse a file, it is removed from your list of files and
returned back to the financial institution.

When you accept a file, it is removed from the list of your new files and moved to the list of
your current files under the name of the financial institution which assigned it to you. If you
refuse a file, it is removed from the list of your new files but the financial institution can
reassign it to you.

34
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351417 Kim, ROBERT A

351553 McDonald, Kevin
List of new files (not yet 351554 Mckenzie, Kim
accepted) displayed in green

B John Smith

(In case of file sharing new files are 353237 Johnson, Richard A
displayed under the name of
the lawyer/notary responsible for them)

353238 Green, Henry

~stewart >
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m  Current files (accepted): They represent the files you have already accepted and on which
you work.

They are organized by financial institution and they differ clearly from the new files by their
blue color.

For every financial institution, the number of available files is indicated to the right of the
name of the institution. For legal assistants and lawyers/notaries who share files, current files
are displayed under the name of the lawyer/notary who is responsible for them.

For every file, the file number and the name of the borrower are displayed.

Files are sorted out by file number or by borrower's name. This sorting can be modified by
clicking the sorting arrow to the right of the file number or the borrower name.

The files with notes that are not read are indicated in a different blue color and have a O
symbol on their right side. The financial institutions that include files with notes that are not
read also have a O symbol displayed on their right side.

The file that is currently selected is highlighted in white in the list of files.
The details of the file that is currently selected are displayed on the right pane.

Emergis file Sort order
number
Borrower name Number of remaining
hours before the end of
the acceptance period
Ho. / Borrower

351417 Kim, ROBERT A 13h
I._ist of new files — — 351553 McDonaid, Kevin ~ 13h . Notg sy_mbql fqr the
(displayed in green) 351554 McKenzie, Kim 13n financial institution and

& National Bank of Canada E[1] the file (not yet read)
B Desjardins 151
437389 Labontg Francine
43740 Turcotte, Bernard
43741 Lafontaine, Gizéle
43742 Lavoie, Jechanne
44273 Humphrey, Richard

File currently selected
highlighted in white

List of current
files per financial

institution Desjardine Commercial B [5] Number of files for the

= Royal Bank of Canada B [3] financial institution

351388 McKenzie, Steve

351415 Moore, Robert A . . )

351418 John ROBERT A (In case of file sharing, files are
Other Fil : = displayed under the name of the

b [3] lawyer/notary responsible for them))
New Files

When you select a new file (not yet accepted) in the list of files, the details of the new file are
displayed on the right pane and includes the following information:

* ~stewart
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m  One single tab called "New File".
m  The file number and the name of the borrower.

m Information sections (general information, borrower, property, etc.). This information cannot
be modified as long as the file is not accepted.

m A section called "Accept or Refuse" where you find the options to accept or refuse the file.

File currently selected Functions to accept or

refuse a file

Unique tab Borrower

File information page

File number

Search for Files
E Refresh Files Last Login: 2407-12-11 14:17

Ho. / Borrower
354666 JENKINS, RANDY

File Ho. RBC - 3546600 JEMKING, RAMDY

/

J
General Information I Accept or Refuse /
3546568 Tremblay, Antoine .
- File Mo. 354666
National Bank of Canada ) J
== Frogram New loan
EROIENS : Loan No. 111022072
Labonté, Francine Date File Received I007-142-11 14:47
TurcnﬂPT, Berr.la\rd Last Lender Update 2007-12-11
43741 Lafontaine, Gizele ~ - o . A payment will be azked and charged to your credit card.
z Legal Counsel Michel Tremblay
Lavoie, Johanne
Humphrey, Richard
= = 2 = Financial Instituticn E REE N 1 . e § . . ;
Desjardins Commercial Ruryadl Biark [ Appearance | A refusal notification will be immediately transmitted to the
Royal Bank of Canada i Service Center Transit 003 -08943 [ Details ] financial institution.
Laurentian Bank Branch Transit 003 - 02342 [ Details |
Other Files Contact Name Personal Service Centre
{877 T17-4618

! Note 1: If you do not see all the information on your screen, use the vertical scroll bar on
the right side of the window to display the information available at the bottom of your
screen.

! Note 2: New files are displayed under the name of the lawyer/notary who is responsible
for them in case of file sharing (for legal assistants for instance).

For more details on new files, refer to the Processing New Files section.

Current Files

When you select a current file (already accepted) in the list of files, the details of the file are
displayed on the right pane and includes the following information:

m 4 tabs to manage efficiently the information: File, Additional Information, Documents,
and Notes.

m  The file number and the name of the borrower.

m Information sections (general information, borrower, property, etc.). This information can be
modified if necessary.

m A "Status" section where you can follow the file processing steps.

~stewart 7
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m 2 functions: Save and Cancel to be used to save or cancel the modifications you add to the
file.

Currently
active tab
File currently selected File number

highlighted in white

Borrower Save and Cancel buttons used

when editing the page

Search for Files
Refresh Files Tl Last Login: 2007-12-11 1417
v
Ho. / Borrower File Ho. CPD - 43741 - Latortsine, Gistle | d Cancel
354666 JENKINS, RANDY
354667 benjamin General Information Status
354568 Tremblay, Antoine .
L Filz No 43744
National Bank of Canada = ;ﬂ_ New |
- regr lew loan
= Desjardins [ 1234567890 File Accepted 2005-09-07 22:48
43739 Labonté, Francine Date Fil. = D Appointment With Customer Confirmed
L TLiE i B e Last Len: D Prefiminary Report Transmitted
43741 Lafontaine, Giséle [ (| Final Report Transmitted
43742 Lavoie, Johanne masl e Michel Tremblay N File Clased B
44273 Humphrey, Richard Intemal Fils Mo ile Close
Desjardins Commercial ] Financisl Institution @ Desjardins [ Appearance |
Import a Worg Document .
Royal Bank of Canada S 84530023 [ Detals ] M‘; oo [E3] Transfer File
Laurentian Bank Branch Trarsit  B45-44444 [ Delals] =] Export il Cancel File
ort File
Other Files Contsct Name Roger Marchand P
(514) 5551212 b 4
roger.marchand@caisses.com
T
\ File status zone /
Information sections for Vertical scroll bar to move up and
the file thatis selected down the information in the page

! If you do not see all the information on your screen, use the vertical scroll bar on the right
side of the window to display the information available at the bottom of your screen. You
will also find at the bottom of the File page a link called Top of Page. Click this link to go
back quickly to the top of the page.

! Current files are displayed under the name of the lawyer/notary who is responsible for
them in case of file sharing (for legal assistants for instance).

Tu:u Pace

For more details on current files, refer to the Processing Current Files section.

Pages Components

The objective of this section is to present the main components you can find in a page and the
way to use them.

Tabs

Tabs are used to better organized and divide the information in pages and provide a better file
management.

~stewart
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To select a tab and display the corresponding information, just click the name of the tab. The
selected tab is displayed in front plan and in a different color (white) and the information included
in this tab is displayed.

Tabs that are not selected are displayed in a gray color and in background. When the mouse is
over a tab, the tab title is underlined.

File \T Additional Information \T Documents \T Notes 1

Filg No. RBC - 351417 - Kim, ROBERT A

Active tab

(selected) Tab the mouse is over (underlined)

Editable Fields

Every page includes editable fields (information zones or input zone) that you can modify and non
editable fields that you cannot modify. They distinguish themselves clearly one of the others.

m Editable field: This input field has a blue background and the cursor flashes inside when you
click in the field.

= Non editable field: Has non colored background (white) and no border or text appear
grayed out in the field. No input box and if click in the field, nothing happens.

Editable field (blue
background, blue text, cursor
flashing inside)

Property 1
Addrass |35|NGFtAI.fI PARK DR. |
City BROOKS ) :
Non editable field (text
Frovines IBri'.ish Columbia =l < appear grayed out in the
el Corie field)
Fostal Code TH9K 3018
Rank 1st rank Non editable field (no
Lot(s Lot # 1234567-100 Plan # 9876543210 | _—— background, cursor
Condo Registration # Land Registry/PIN # ¢ cannotbe placed inside)
Condo Unit#Condo Floors

= Field being modified: When you edit a field, it is displayed with a blue border around the
input box and the text is also displayed in a blue bold color. It is then easy for you to
distinguish the fields that have been modified thanks to their specific color. These modified
fields come back to their standard black color as soon as the modifications are saved.

Address [1689 King Street East| | €— Modified field displayed in blue

~stewart »
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Drop-down Lists

Drop-down lists are fields with the form of lists offering predefined choices among which you can
select an element.

Frovinoce

7« Example of a drop-down

COEEGE list for the Province field

Click the arrow on the right of the field to expand the list and display the different choices then
click an element in the list to select it and defined it as the value for the field.

Element that is selected in

/ the list
Frovince Ouebec + | ¢———— Click to expand or reduce

the list

Exterior

Hewfoundland and Labrador
Howa Scotia

Prince Edward Island

Hew Brunswick

|ontario 4——— Click to select an
Manitoba element in the list

Saskatchewan
Alberta

British Columbia
Horthwest Territories
Yukon

Option Buttons

Option buttons are fields used to propose mutually exclusive choices.

As soon as you click an option button, it is selected and marked in color and the previously
selected button is automatically unselected.

Click an option to select it

Language (&) French ) English €——— exclusively

Check Boxes

Check boxes are available when it is possible to make multiple selections or to indicate that an
action is completed.

Click to check or uncheck a box.

® ~stewart
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~ | File Accepted
Cost of Borrowing Requested
Check boxes Preliminary Report Transmitted
Final Report Tranzmitted
File Closed

?

Click the link or the box
to check it

Calendar

The calendar is used to complete fields requiring dates.

Click the icon on the right of a date field to open the calendar.

Motany (- btd-D D)
k to open the

Clicl
ETE s

The calendar provides many options that are described as following:

Currently selected month Click to close the
and year Click to select calendar
today date

Click to go to the previous year. Keep
holding the mouse to display a list of
years and select one

Click to go to the next year. Keep holding
the mouse to display a list of years and
select one

Click to go to the previous month. Keep
holding the mouse to display a list of months
and select one

/"Iun Tue Wed Thu Fri
12 3 \ Click to go to the next month. Keep

6 7 8 91 holding the mouse to display a list of
10 13 14 15 16 1 months and select one
Click a day to define it 11 20 2|,22 23 24 \ _
as the first day of the 25 | 200 30 3 Date the mouse is over
week - click to select it

Year’s weeks
Date currently Today date
selected

Memo Fields

Memo fields are text field with multiple lines; they are often used for entering notes. They have
the same behavior as text fields except the vertical scroll bar available on the right side and used
to scroll vertically the text in the box.

41

~stewart

title guaranty company



Stewart Assyst Real Estate powered by TELUS® — Reference Guide

Nate s 15 om Serple Gf 6 @Ete Use the vertical scroll bar to move
up and down the text

/'

Enter your text

= Press the Enter key to add
a new line

Expandable Zones

To maximize the working space, some information is not automatically displayed. This information
is masked and you have to click to display it. This type of information is included in expandable
zones. Expandable zones are easily distinguishable because they display an arrow on their left
side and a black title. Click the arrow or the zone title to display or mask the information.

The following screen displays an expandable zone that is contracted. The information is not
masked:

File Additional Information Documents

File Ho. BMC - 40256 - Richler, Mike

Expandable zone with a black

Additional Information
arrow on the left side |

» Legal Description

Click the arrow or the bold »  Previous Creditor(s)
text to expand the
information

The following screen displays the same expandable zone but not longer contracted. The
information is no longer masked and is visible:

File Additional Information Documents

File No. BNC - 40256 - Richler, Mike

Expanded zone - the
information is displayed and

the arrow is blue and — -
| Additional Information
downward

¥ Legal Description

Registration
Click the arrow or the bold Humber Date
text to hide the information Meortgage ]

Dialog Boxes

To maximize the working space and not overloading it with too many pages, some information is
only displayed when requested and is shown in a separate window called "dialog box".

Dialog boxes are displayed in front of the pages. You have to complete the information included in
a dialog box then save and close it to return to the pages of a file. If the dialog box contains a
field it can be modified and saved as in the pages of the file.
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You will find below an example of a dialog box:

Details

Financial Instituticn W RBC
B Royal Bank
Name Personal Service's Centre - Montreal
Service Center Transit 01705
Phane (514) 933-6T18
(514) 218-6450
ommunication Mode Email
mail contact@email.com
dress 123 P.0. Boxe's 6011

Centre-Ville 5'tation Montr'eal, Quebec, H3C 3BS,
Canada

T om o
5 w

Examples of dialog boxes in Stewart Assyst Real Estate include:

m Your profile information, the transaction report, notes, etc.

Functions

You will find through the application a certain number of links which correspond to functions.
They allow you to make operations in the application. These links often have different colors and
are underlined when the mouse is over.

To activate a link, just click it with the mouse. The mouse always takes the shape of a hand when
a link is active.

The following are examples of links in Stewart Assyst Real Estate.

4| Import a Word Document ;
! i E3| Transfer File
#| Add a Hote to File

_ ¥ Cancel File
% | Export File Eﬁ

Status Window

When the system's answer delay is not immediate, a status window is displayed asking you to
wait until the process is completed. When this status window is displayed, you cannot modify any
information in Stewart Assyst Real Estate and all fields and functions are disabled.

Please wait...

~stewart
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Using the File Functions

Functions that are common to all files are: sorting, searching, selecting, printing, etc.
You will use these functions on a regular basis and you need to be familiar with their functioning.

Displaying the Financial Institution Files

Your files are organized in Stewart Assyst Real Estate per financial institution - and per
lawyer/notary responsible in case of file sharing. To maximize your workspace and to display only
the adequate information, the files pertaining to a specific financial institution are displayed
(expanded list with = sign) or hidden (contracted list with & sign).

» To display the list of files of a financial institution

1. Click the & sign to the left of the name of a financial institution to expand the list and
display all files including in the list for this financial institution.

2. Click the = sign to the left of the name of a financial institution to contract the list and
hide the files attached to this financial institution.

Click to hide the list
of files

GHIﬁnrlIl Bank of Canada
40254 Latulippe, Roger
40255 Bouchard, Ywonne
40256 Richler, Mike

40257 Trépanier, Jean-Pierre

Click to expand the > .‘ [y ———
list of files

<€4— List of files

Desjardins Commercial

Sorting Files

New files are displayed from the oldest non accepted file to the most recently received file. This
sorting cannot be modified.

Current files are sorted by file number (increasing or decreasing) or by borrower name
(alphabetical order). You can modify this sorting.

» To sortfiles

1. Click in the title bar of the list of files either the Borrower title or the file number (No). An
' arrow sign is displayed on the right of the sort criteria and indicates the sort type
(ascending or descending). Click again to change the file sorting.

The direction of the arrow sign ( * )indicates if the sort is ascending (up) or descending
(down)
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Click to modify the
sort order

35 C

2 National Bank of Canada

B Desjardins [5] B Desjardins [5]
44273  Humphrey, Richard 44273  Humphrey, Richard

43742 Lavoie, Johanne 43739 Labonté, Francine

43741 Lafontaine, Giséle 43741 Lafontaine, Giséle

43740 Turcotte, Bernard 43742 Lavoie, Johanne

43739 Labonté, Francing 43740 Turcotte, Bernard

Dezjardins Commercial De=zjarding Commercial
B Royal Bank of Canada B Royal Bank of Canada
351418 John, ROBERT A (|| 351418 John, ROBERT A O
351417 Kim, ROBERT A O} | 351417 Kim, ROBERT & O
351415 Woore, Robert A 3513582 McKenzie, Steve
351358 McKenzie, Steve 351415 Moore, Robert &
Other Files [31 Other Files

List sorted by file List sorted by

number borrower name

Refreshing/Updating Files

You can ask at any time to the system to refresh your files and get the latest available data for
each file, including notes or new files that have been assigned to you.

» To refresh files

1. Click the Refresh Files link on top of your list of files.

Search for Files
Fa Refresh Files

File No. RBC

The list of your files is refreshed and displayed again, with new data if applicable. New
notes are added to your files and a O symbol is displayed to indicate that they are not yet
read. If new files have been assigned to you, they are added to your list of new files

Displaying/Hiding Files

To maximize your workspace, you can completely hide the list of your files on the left pane. When
files are hidden, only the information pages are displayed full screen.

» To display or hide files

1. Click the Hide Files link on top of your list of files to hide your files.
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Search for Files
E] Rrefresh Files

File No. RBC - 351%

The list of your files on the left pane is hidden. Only the information page related to the
currently selected file is displayed.

2. Click the Show Files link on top of your list of files to display again your files.

1ior|a| Information

File No. RBC - 3513983 - McKenzie, Ste

The left pane is displayed again with the list of your files.

Selecting Files

When you want to consult a file and see the related information, you have to select the file in the
list of your files.

P To select a file

1. Select and click the name of the file you want on consult in the list of your files on the left

pane.
If it is a new file that you select, it is displayed in a light green color in the list of new
files.
Ho. / Borrower
N file displ di light —_————————————————
SRRSO — e 51417 Kim, ROBERT A 13h &

green color when selected =
351553 McDonald, Kewvin

351554 McKenzie, Kim

40254 Latulippe, Roger O
40255  Bouchard, Ywonne

Current file displayed in <A0256  Richler, Mike S

40257 Trépanier, Jean-Pierre

white when selected

As soon as you select a file, its detail is displayed within pages on the right pane.

* ~stewart

title guaranty company



Stewart Assyst Real Estate powered by TELUS® — Reference Guide

Inform ation page for the file
that is selected

New file currently

selected

Search for Files B3 Hide Files
E Refresh Files

Last Login: 2007-12-11 1417

New File

File Ho. REC - 354666 - JERKING, RARNDY

Heo. / Borrower

74
354667 benjamin, charlotte | ‘General Information / Accept or Refuse
354668 Tremblay, Antoine - K
- File Mo. 354666
National Bank of Canada )
= Frogram New loan
s i Loan Mo. 11102207a

43739 Labonté, Francine
43740 Turcotte, Bernard

Date File Recsived 2007-12-11 1417

. e Last Lender Update 2007-12-11
43741 Lafontaine, Gizele - ~ R Accept - A payment will be asked and charged to your credit card.
- Legal Counsel Michel Tremblay
43742 Lavoig, Johanne
44273 Humphrey, Richard i ;al Instituti REC
— . | 1an stitution T
Desjardins Commercial | fnenestinsiatien s Rl Bk [ Appearance | Refuse - A refusal notification will be immediately transmitted to the

Royal Bank of Canada 1 | Service Center Transit 003 - 08943 [ Detailz | financial institution.
Laurentian Bank Branch Transit 003 - 02342 [ Details |

Other Files | Contact Name Personal Service Centre
(87T) T17-4619

! Note: When you move the mouse over the files in the list of files, the mouse becomes a
hand to indicate that you can click to select something.

Searching for Files

Stewart Assyst Real Estate integrates a search function to allow you to search files according to
specific criteria.

! Note: The search function allows you to search for closed files that are no longer
displayed in your list of files. These closed files can be searched if they are closed for less
than 6 months.

» To search for a file

Click the Search for Files link on top of the list of files.

Hide Files

Additional Inform

E! Search for Files
E Hel ez nes

File No. RBC - 3513593 - Mck:

This will display the Search for Files dialog box.
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2} search for Files x|
I € | http:/f10.232.8.83/pfijmodal frecherche. .aspx?suid=43b51177d40140d98f4290 10?‘F2F84e93darj

3 Search E3 cancel

I Royal Bank of Canada ;l

[ (YY-MM-DD)

=
=

[John Smith

2. Complete your search criteria. You can combine more than one criterion.
The different criteria that are available are the following.

Field Description

File No

Enter the number of the file you are looking for

Internal File No.

Enter the internal file number of the document you are looking for

Financial Institution

Choose among the available choices the one that you are looking
for.

Transit No

Text field. Enter the transit number of the file you are looking for.

Loan No

Text field. Enter the loan number of the file you are looking for.

Name of one of the
Borrower

Text field. Enter the name of the borrowers of the file you are
looking for

Property Address

Text field. Enter the property address of the file you are looking for.

Example: To look for "123, Wood Street", type "123, Wood Street ".
If you just type "123", the system will look for all the files having an
address beginning with 123 no matter the name of the street can
be.

Date File Received

Date field. Use the calendar to select the date for the file(s) you are
looking for.

File Status

Drop-down list. Select among the choices the file status you are
looking for.

Legal Counsel

Drop-down list (for legal assistants only). Select the name of the
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legal counsel you are working for. The search will only apply to the
files of this specific legal counsel.

3. Click the Search button.

The system runs the search according to your criteria. The information related to the first
file answering your criteria is automatically shown. Other found files are displayed in the
list of files, sorted out by file number.

If the system does not find any file answering your criteria, a message is displayed to
inform you about it.

Windows Internet Explorer x|

1 "_\ Mo file corresponding to the search criteria
L

4. Select in the list of files resulting from the search the file you want to consult.

5. Click the Refresh Files link on top of the list of files to cancel your search and display
again all the files.

! You can click the Cancel button at any time if you want to cancel the search and close the
Search for Files dialog box.

Printing Files

You can print at any time the information related to a file. You just need to display this
information and select the printing function.

» To print afile
1. Select a file in your list of files.
2. Select a tab to display the information you want to print.
3. Make sure that all the information you want to print is displayed.
4. Expandable lists and hidden information are not printed if you do not display them.

5. Click the Print link on the top right side of the page.

Fi iti f ti t ti
ile Additional Information T Documents \T Notes 1 8 |;|
File No. CPDC - 43744 - Fournier, Stéphane ( % Savee— | B3 Tome——
I
stewart *
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This will display the Windows Print dialog box.

6. Choose your printing parameters then click the Print button. This will start the printing

process.

Only the information displayed in the different tabs of the pages can be printed. The list of
files cannot be printed.

Only the information currently displayed in a tab can be printed. If you want to print the
information from different tabs, you must display and print one tab after the other.

The information included in dialog boxes cannot be printed.

Modifying the File Information

When handling your files, you have to modify the existing data or add new data. You edit or
complete the editable fields in the file pages or in the different dialog boxes available in Stewart
Assyst Real Estate.

The objective of this section is to show you how to edit your file and modify the data then save

them.

Modifying the Data

To enter or modify data in your files, you use the editable fields displayed in every page.
Depending on the field type, you enter or modify a value or select one from a list, etc.

» To modify data in a page

1. Select a file in your list of files.

2. Select a tab to display the information you want to modify or complete. This will display
one of the Stewart Assyst Real Estate page.

3. Find the field you want to complete or update.

4. Depending on the field type (date, text, drop-down list, etc.), enter or select a value.

5. Repeat steps 3 to 4 for every field you want to modify.

6. Modified fields are displayed in a different color (blue text and border) as long as they are
not saved. You can then see at a glance all the modified fields. The color is changed back
to the regular color as soon as the changes are saved.

Address |1639 King Streat Eas’t| |4— Modified field displayed in blue
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Invalid Data

If you enter an invalid value in a field, the field is displayed in red.

For instance, as displayed in the following example, the postal code that has been entered is in an
invalid format, not recognized by the system as being a standard Canadian postal code.

! Aslong as the value in a field is invalid (and red), the information cannot be saved. A
message is prompted if you want to save and you have to correct the invalid value prior to
save.

Windows Internet Explorer x|

' E Correct invalid entries and try again.
L

Saving Modifications

Saving in Pages

When you modify or update the content of a page, the fields that have been modified are
displayed in a different color (blue) and the two buttons Save and Cancel on the top right side
are enabled.

Additional Information Documents Last Login: 2007-04 .35 uy:3y
File Mo. RBC - 351417 - Kim, ROBERT & |3 Cancel
. o —
| General Information | Status ’ |
File Mo. 351417 //
Frogram Construction .

As any Web application, the modifications in the Stewart Assyst Real Estate pages are not
automatically saved. You are responsible for asking the system to save your data.

» To save data in a page
1. Select a file in your list of files.

2. Select a tab to display the information you want to modify or complete. This will display
one of the Stewart Assyst Real Estate page.
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3. Modify the content of the page by entering or updating some field values. Modifications
are displayed in blue.

4. Click the Save button on the top right side of the page.
A temporary status window may be displayed.

When the saving process is completed, fields that have been modified are displayed again
in their regular color.

! If you attempt to select another file or another tab while being in a page where you did
modifications without saving, a warning message is displayed and you have to save or
cancel your modifications to move to another page.

Windows Internet Explorer x|

1 "_\ Please save or cancel your modifications to continue,
L

! If a field value is invalid (red color), the page cannot be saved. You have to correct the
invalid value prior to leave.

Windows Internet Explore x|

1 "_\ Correct invalid entries and try again.
L

Saving in Dialog Boxes

You can save in a page or in a dialog box. The behavior is similar in both environments. You have
to save your data before closing any dialog box or you will lose your modifications.

» To save data in a dialog box
1. Open a dialog box.

2. Apply your modifications to the fields in the dialog box. Modified fields are displayed in
blue.

3. Click the Save button on the top right side of the dialog box.
When the saving process is completed, the dialog box is closed.

! If you forget to save and you close the dialog box with the @ button, your modifications
will be lost.
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! If a field value is invalid (red color), the dialog box content cannot be saved. You have to
correct the invalid value prior to close the dialog box.

Canceling Modifications

Canceling in Pages

You can decide at any time to cancel your modifications to the fields in a page. The original field
values prior to your changes are then displayed again.

Additional Information Documents Last Login: 2007-04-09 09:39 E Feing
File No. RBC - 351417 - Kim, ROBERT A I E3 cancel '
[ General Information | Status ’ |
4
File Mo. 364447 / ‘
Frogram Construction o

» To cancel modifications in a page
1. Select a file in your list of files.

2. Select a tab to display the information you want to modify or complete. This will display
one of the Stewart Assyst Real Estate page.

3. Modify the content of the page by entering or updating some field values. Modifications
are displayed in blue.

4. Click the Cancel button on the top right side of the page.

! All modifications applied to all fields since the last saving operations are cancelled and the
previous values are displayed again.

Canceling in Dialog Boxes

You can cancel in a dialog box the same way to do it in a page. The behavior is similar in both
environments.

» To cancel modifications in a dialog box
1. Open a dialog box.

2. Apply your modifications to the fields in the dialog box. Modified fields are displayed in
blue.

3. Click the Cancel button on the top right side of the dialog box.

~stewart >
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When the canceling process is completed, the dialog box is closed and all modifications
are cancelled.

Consulting System Messages

Stewart Assyst Real Estate provides an internal message system that allows you to
automatically receive system messages. This can be helpful to inform you of major changes in the
system or of temporary technical issues or updates, etc. System messages can be dedicated to
one user precisely or to all users.

New messages are automatically displayed when you start a new working session. Once read,
they are archived and kept in the system for a given period of time (this period depending on the
subject of the message). After this delay, they are deleted by the system.

You can consult at any time the archived messages available in your bank of messages.

Automatic Reception

In Stewart Assyst Real Estate, the message reception is automatic. When you start a new
session, a window called Messages is immediately opened and displays the list of new messages.
When you close this window by clicking the Close button, the messages inside the window are
considered as read and are automatically archived in your bank of messages until their definitive
removal from the system.

Consulting the Archived Messages

You can consult at any time the archived messages available in your bank of messages.
» To consult the archived messages

1. Click the Messages button available in the top toolbar.

My Profile | Transaction Report || Messages File Creation

File Additional In
T

This will display the Messages window.

7o)
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/=) Messages *
x|

2 Close

Planned service maintenance activity
Emergiz
2007-03-24 2215

Pleaze note that will might be a short system interruption between 01:0040 and 020028
on Sunday morning to perform service maintenance.

Hew Bank Emergis instructions
Emergiz
2007-03-24 22:50

Please note that Bank Emergis has modified the laveyernotary iinstructions. Review
these instructions to complete the electranic mortgage process.

The window displays the list of system messages received recently and still archived. Use the
vertical scroll bar on the left side of your window to move up and down in the content of the
window.

The following information is available for every message:

Field Description

Subject Subject of the message
From Name of the sender of the message
Reception Date Date the message was received

2. Click the Close button to close the Messages window.

Selecting the Language

Stewart Assyst Real Estate is available in two languages: English and French. You can decide
at any time to change the working language when being in the application.

! Note: The default language displayed when you login to Stewart Assyst Real Estate
corresponds to the language defined in your profile. Refer to the Completing Your
Coordinates and Address section for more details on My Profile page.

» To select the working language within the application

1. Click the Frangais link on the top right corner of the Stewart Assyst Real Estate main
window. This will switch the whole application language into French.
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Help Frangais Logout

Lazt Login g = Print

2. Click the English link on the top right corner of the French Stewart Assyst Real
Estate main window to go back to the English version.

Aide English Déconnexion

Dernigre connexion: 2006 0:39 B imprimer

Getting Help

The help is available to allow you to answer your questions as for the use of Stewart Assyst
Real Estate and to provide support in case of problem. It is also a tool to allow you to learn how
to use Stewart Assyst Real Estate.

» To open the help

1. Click the Help link on the top right corner of the Stewart Assyst Real Estate main
window to open the Help main page.

Help Frangais Logout
My Profile || Transaction Report | Messages File Creation

Search for Files 3 Hide Files

B Refresh Files Additional Information | Documents

Closing a Session

When you want to end your working session with Stewart Assyst Real Estate, you have to
logout the application.

» To close a session

1. Click the Logout link on the top right corner of the Stewart Assyst Real Estate main
window to end your working session.

Help Frangais Logout
My Profile | Transaction Report | Messages File Creation

[EY search for Files E3 Hide Files

B Refresh Files Additional Information Documents

> LStewar t

title guaranty company



Stewart Assyst Real Estate powered by TELUS® — Reference Guide

This will close the Stewart Assyst Real Estate window.

! If you try to logout Stewart Assyst Real Estate without having previously saved the
latest data you have modified, a message will prompt and you will have to save or cancel
your modifications prior to logging out.

! Note: the Logout hyperlink is not available for BC online users.
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SECTION 2
MANAGING THE SYSTEM

Chapter 4 - Managing Your Profile

Chapter 5 - Working With Transaction Reports
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Chapter 4

Managing Your Profile

The objective of this chapter is to present the information about your profile that is available in
Stewart Assyst Real Estate and how you can access and modify this information. Your profile
is different depending on who you are: a lawyer/notary or a legal assistant.

You have to complete the information on your profile the first time you start using Stewart
Assyst Real Estate. Profiles remain the same from one file to another; there is no need to verify
it each working session.

About Your Profile

Your profile is different depending on who you are: a lawyer/notary or a legal assistant. In
Stewart Assyst Real Estate, the information contained in your profile includes:

m  Your coordinates,

m  Your address,

m  Your password,

m  Your out of office notification (Yor lawyers/notaries only),

m  Your alerts (Yor lawyers/notaries only)

m  Your payment information for Stewart Assyst transactions (for lawyers/notaries only)
m  Your funding information (for lawyers/notaries only)

m  Your file sharing information (for lawyers/notaries only)

m  The legal counsels you work for (for legal assistants only)

You have to complete the information relative to your profile the first time you start using Stewart
Assyst Real Estate. You can modify it without restriction at any time.

The information about your profile is used in the files you have to handle and in the case of your
payments for Stewart Assyst transactions (for lawyers/notaries only); it is important to keep it up
to date.

Opening Your Profile

The objective of this section is to explain where you can access your profile. It also introduces the
different information available in your profile.

~stewart
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»

To open your profile

1. Click the My Profile button in the top left section of the Stewart Assyst Real Estate
main page.

e R T R

My Profile | Transaction Report

£

This will display the My Profile window. You will find in this window all the information
relative to your profile. You can modify every field in this window.

The My Profile window is organized into the following pages (tabs):

General Information: Includes the information relative to your coordinates, your address,
your password, your Out of office notification, and your alerts.

Payment (Yor lawyers/notaries only). Includes the information relative to your credit card
that is required when paying for your Stewart Assyst transactions.

Funding Info (7Yor lawyers/notaries only): Includes the information relative to your funding
method.

File sharing (Yor lawyers/notaries only). Includes the list of legal assistants and legal
counsels with who you share your files and their access rights.

Legal counsels (7or legal assistants only): Includes the list of legal counsels you work for.

Completing the General
Information

This section presents the information relative to your coordinates and address available in the
General Information tab of the My Profile page.

Completing Your Coordinates and Address

Your coordinates are available in the General Information page in the My Profile page.

»

To complete your coordinates and your address

1. Click the My Profile button in the top left section of the Assyst Real Estate main page.
This will display the My Profile window.

2. Make sure the General Information tab is selected.

60
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3. Complete or modify the fields in the Coordinates and Address sections.

Coordinates

Tremblay
First Nams Michelle
Firm Name
Language | Englizh R
Title INotary ;I
Fersonal E-mail asa@emergis.com Your personal e-mail is used to =end you your new
Cffice E-mail bbb@emergis.com e
Cffice Phone (514) 5651212
Fax (514) 5651212
Address
Civie Number / Street 1565, du sommet-TrinitéBureau
A ment [ Suite
FOB
City 5t-bruno-de-Montarville
Frovinos I Quebec R
Country ICanada ;I
Fostal Cods J3VEE

The table below provides you with the list of all fields included in the Coordinates and Address
sections. You can edit every field.

Field Description

Last Name Text field. Enter your last name.
First Name Text field. Enter your first name
Firm Name Text field. Enter your firm name
Language Drop-down list. Select your working language. The Stewart

Assyst Real Estate interface will be always displayed by default
in this language.

Title Drop-down list. Select your title

Personal E-mail Enter your personal e-mail address. Make sure to respect
standard e-mail address formats. This e-mail address is
important and is used to send you your passwords and other
messages linked to your files

Office E-mail Enter your office e-mail address. Make sure to respect standard
e-mail address formats.
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Office Phone Numeric field. Enter your office phone number.

Fax Numeric field. Enter your fax number

Civic Number / Street Enter your street name and civic number.

Apartment / Suite Enter your apartment or suite number

P.O Box Enter your P.O box number.

City Enter the name of your city

Province Drop-down list. Select your province.

Country Drop-down list. Select your country.

Postal Code Enter your postal code. Make sure to respect the postal code
format used in Canada or in the United States

4. Click the Save button to save your modifications. This will close the My Profile window.

! When the data entered in a field are invalid, this field is displayed in red. You cannot save

your data in this case as long as you do not correct the invalid values.

Modifying Your Password

You can change your password at any time in the General Information tab in My profile

window. Your password must have between 6 and 8 characters including two digits.

! For security reasons, it is recommended to change your password on a regular basis. The
system will automatically ask you to change it after 60 days because your password will

automatically expire after this limited period of 60 days.

» To modify your password

1. Click the My Profile button in the top left section of the Assyst Real Estate main page.

This will display the My Profile window.
2. Make sure the General Information tab is selected.

3. Inthe Password section, complete the following fields:

Password
User Hame tremmic
Current P asamord

characters including two digits

Mew P azamord |.....

Confirm Mew P asauord |,..,.,.,. |
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Field Description

Current Password Enter your current password. Make sure to respect capital and
small letters.
New Password Enter your new password. Your password must have between 6

and 8 characters including two digits

Confirm New Password | Reenter your new password. Make sure to respect the same
capital and small letters than in the previous field.

If you enter incorrect data or erroneous passwords, messages will prompt and you will not be able
to save your edits or close the window.

Windows Internet Explorer |

L ] E ‘Your password must have between 6 and & characters induding two digits.
L

Windows Internet Explorer x|

1 "_\ New password and password confirmation do not match.
L

4. Click the Save button to save your modifications. This will close the My Profile window.

Your new password will be valid the next time you will log into Assyst Real Estate.

Enabling/Disabling Your Out of Office Notification

(Lawyers/Notaries only)

The Out of Office Notification is a very useful option, dedicated to lawyers and notaries,
allowing you to inform the financial institutions which assign you new files that you are away for a
given period of time. If you enable this option, by indicating a departure and return date, the
system will automatically send a notification to any financial institution which will assign you a
new file during your absence.
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Enabling Your Out of Office Notification

To define an out of office notification, you have to indicate a departure and return date. During
this period, the financial institutions which will assign you new files will be informed about your
out of office natification. You can define an out of office notification for a maximum period of 3

months.

» To enable your Out of Office Notification

1. Click the My Profile button in the top left section of the Stewart Assyst Real Estate

main page.
This will display the My Profile window.

2. Make sure the General Information tab is selected.

3. Inthe Out of Office Notification section, complete the two Departure Date and

Return Date fields using the calendar tool:

Country 2 April, 2006 x
Fostal Code HIW 203 w | o« Today [

whk Mon Tue Wed Thu Fri
Password 12
Uzer Name tremmis 13 1 4 & T
Current P azsaword 14 1w 1 12 13 14 FI
Hew P azamord 15 17 18 1% 20 M
Confirm New Fasaward 16 24| 25 X 2T 2

17

Ot of Office Hotification

Departure [rate 20060425 ‘ El
2007-05-30 \| (2]

Return [ate

Select date

Field ’ Description
Departure Date You can use the calendar to enter your departure date. The date
format is Year/Month/Day.
Return Date You can use the calendar to enter your return date. The date

format is Year/Month/Day. Your return date cannot exceed by
more than 3 months your departure date. Your return date
cannot be before your departure date.

Both Departure Date and Return Date fields must be completed for the out of office

notification to be enabled.

! Note: For more details on how to use the calendar, refer to the Calendar section.
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4. Click the Save button to save your modifications.
A message will inform you that your Out of Office Notification is enabled.

Windows Internet Explorer x|

L ] E The out of office notification is activated.
L

5. Click the OK button. This will close the My Profile window.

The next time you will login to Stewart Assyst Real Estate, a message will inform you
that your Out of Office Notification is enabled and will ask you if you wish to disable it.
In this case, click NO then Continue to keep it enabled or click Yes and Continue to
disable it.

Out of Office Notification

Your out of office notification is enabled. Do you want to disable it?
* ES — Digable the out of office notification
& mo— Keep the out of office notification enabled

Disabling Manually Your Out of Office Notification

You can disable manually your Out of Office Notification at any time. There are two ways of
doing it.

» To disable manually your Out of Office Notification
Method 1:

1. Login to Assyst Real Estate. A message will inform you that your Out of Office
Notification is enabled and will ask you if you wish to disable it.

2. Click the YES answer to disable your Out of Office Notification.
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Out of Office Notification Click to confirm

Continue your answer and

close th window

Click YES to
T i H i n?
disable the out Your out of office notification is enabled. Do you want to disable it?

of office [ P<E_VES — Disable the out of office ndifi@

oo
notification MO —Keep the out of office notification enabled

3. Click the Continue button to close the window.
Your Out of Office Notification is disabled.
Method 2:

1. Click the My Profile button in the top left section of the Assyst Real Estate main page.
This will display the My Profile window.

2. Make sure the General Information tab is selected.
3. In the Out of Office Notification section, click the Disable button.

Ot of Office Hotification Click to disable your

Departure Date 2006.03-28 El out of office

notification
Feturn Date 2006-03-310 |E|

Both fields Departure Date and Return Date are emptied. Your Out of Office Notification is
disabled.

Automatic Disabling of the Out of Office Notification

Your Out of Office Notification is automatically disabled when your return date is reached.

Setting Alerts (Lawyers/Notaries only)

You can set your profile in Stewart Assyst Real Estate to be informed via e-mail every time:

m New notes are added to your files
m New files are transmitted to you

The alerts function in the My Profile page allows you to set these alerts. You can define if you
want to receive your alerts at your office or personal e-mail address.
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» To setalerts
1. Click the My Profile button in the top left section of the Assyst Real Estate main page.
This will display the My Profile window.
2. Make sure the General Information tab is selected.

3. In the Alerts section, select in the drop-down list to which e-mail address the alerts will
be sent: Personal e-mail or Office e-mail.

4. Select None if you do not want to receive any e-mail alerts.

5. Check the Notes box to receive e-mails when new notes are added to your files.
Or
Check the Files box to receive e-mails when new files are transmitted to you.

6. Click the Save button to save your modifications and close the My Profile window.

Select the e-mail address to
be used for sending the alerts

Alerts /

I Personal E-mail v|

- New Files

~_

Select the type of alerts you

want to receive

Modifying Your Payment
Information (Lawyers/Notaries only)

The information relative to your payments (for lawyers and notaries) is available in the Payment
tab in the My Profile window.

The payment information is used when you are invoiced and when you pay the charges for
Stewart Assyst transactions (for lawyers and notaries) when accepting new files and using the
online registration service for your documents.

If you complete your payment information in your profile, this information is automatically used in
your transactions and you do not have to enter them again. If you do not complete your payment
information in your profile, the system will ask you to enter it every time this will required during
your Stewart Assyst transactions.
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The only one payment mode that is accepted in Stewart Assyst Real Estate is the credit card
(Visa, Master Card or American Express).
» To modify your payment information

1. Click the My Profile button in the top left section of the Stewart Assyst Real Estate
main page.
This will display the My Profile window.

2. Click the Payment tab.

( General Information r Payment\T Funding Info T File Sharing 1 |;|

(Oome

edit Card Type Mastercard LI
4 Numbsr - 5a5g 2182

rdholder Mame Test

m o 0o 0
o 3 3

iy Date 022009 (MM/YYYY)

3. Complete the following fields in the Payment tab:

Field Description

Credit Card Type Drop-down list. Select your credit card type. You have 3 choices:
Visa, MasterCard or American Express

Credit Card Number Numeric field. Enter your credit card number.

Cardholder Name Text field. Enter the cardholder name as displayed on your
credit card.

Expiry Date Numeric field. Enter your credit card's expiry date using the

following format: Month/Year

4. Click the Save button to save your modifications. This will close the My Profile window.
Your payment information is saved and will be automatically reused for every transaction.

! Note: For security reasons and to protect your credit card information, only the last 4
figures of your credit card are shown in the screen, the other numbers are replaced by X.
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Modifying Your Funding
Information (Lawyers/Notaries only)

The objective of this section is to show you how to complete and to modify your funding

information (for lawyers and notaries only) available in the Funding Info tab in the My Profile
window.

The funding information is used when transferring funds to your trust account (for lawyers and
notaries). These data are merged when the system generates the preliminary reports for your

files. If you complete your funding information in your profile, this information is automatically
used when creating the preliminary reports and you do not have to enter them again.

Note: If you do not complete your funding information in your profile, the system will ask you to
enter it every time this will be required when creating preliminary reports.

! Stewart Assyst Real Estate offers two disbursement modes: direct deposit or cheque/bank
draft.

» To complete or modify your funding information

1. Click the My Profile button in the top left section of the Stewart Assyst Real Estate main
page.
This will display the My Profile window.

2. Click the Funding tab.

(Genel al Information TPn_'\-'ment TFumIing Info | File Sharing Q

Direct deposit account({s) + Add
Direct deposit account 1 .4
Financial
Institution Roval Bank of Canada W
Transit Mo, 33424
Trust Account | 6654433
F awarite v
3. Complete or modify the following fields in the Funding tab:
stewart *
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Field Description

Financial Institution Drop-down list. Select a financial institution.
Transit No Text field. Enter the financial institution's transit number.
Transit Name Display the Transit Name of the Caisse.

Note: This field is displayed only when the Financial Institution
selected is Caisse... and when a transit number is entered in the
field Transit No

Trust Account Text field. Enter your trust account number.

Favorite Text box. select the account you normally use

Note: only one account can be selected

4. Click the Save button to save your modifications. This will close the My Profile window.

The information is saved. These data are merged when the system generates the
Preliminary Reports for your files.

Adding Direct Deposit Accounts

Click the Add button link to add a Direct Deposit Account in the Funding Info window.
Click the Remove link to delete a Direct Deposit Account.

! You can add up to 10 Direct Deposit Account.
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ri;enel al Information YP:-_'\:ment TFun(ling Info | File Sharing I;‘
(@ | Bcance [
Direct deposit account(s) * Add
Direct deposit account 1 *| Remove
Financial Institution Hational Bank of Canada M
Transit Ha. 12345
Trust Account abcde123
Favarite r
Direct deposit account 2 % Remove
Financial Institution Laurentian Bank of Canada b
Transit Mo. 5463
Trust Aceount ewdq543
Favarite I
Direct deposit account 3 *| Remove
Finanecial Institution Caisse populaire Desjardins o
Transit Ho. 10022
Transit Hame Caisse populaire Desjardins de Grantham - Wickham
Trust Account cuxd56
Favorite -

Selecting the Financial Institution and the Funding

Information

When you generate the Preliminary Report in the Document section, the dialog box
Generate a Document is displayed allows you to select the Direct deposit account that will be
used when transferring funds. This information will also be generated in the Preliminary Report. If
you have not previously entered any information regarding a Financial Institution in the
Funding Info section, only the Cheque / Bank Draft option is selected.

By default, the Financial Institution you have previously entered in the Funding Info section is
selected. If you enter more than one Financial Institution and if the Favorite box was not
checked for any of them the option button will be selected before the first financial institution
displayed in the list. You can modify your choice by selecting another Financial Institution.

Note: If the option Cheque / Bank Draft is selected, not any Financial Institution will be
selected and no information regarding them will be merged in the Preliminary Report.
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| - 1 1 " L v
A |Generatesoeimentes Dty g == i) L3‘|

| O Generate E3 Cancel

File Humber 1000061

Direct deposit account(s)

Select Financial Institution Transit Number Account Humber

(" Roval Bank of Canada T485981 abedel123

i Cheque / Bank Draft

Shal‘ing YOUI‘ F”es (Lawyers/Notaries only)

As a lawyer/notary, you can share your files in Stewart Assyst Real Estate with people in your
staff (your legal assistants) or even with other lawyers/notaries. The File Sharing tab in My
Profile page is designed to help you managing the list of people with who you are sharing your
files and their access rights.

When sharing your files, you can grant different access rights to the people who will work with
you on your files. The 3 different permissions are:

m  Access files: This permission allows the person with who you are going to share your files to
access all your files and modify them.

m  Accept files: This permission allows the person with who you are going to share your files to
accept or refuse a new file.

m  Update profiles (for legal assistants only): This permission allows the legal assistant with
who you are going to share your files to update your own profile.

Depending on the mix of permissions, the legal assistants or lawyers/notaries with who you are
sharing your files will only see your new files (accept files permission only), or will see all your
files (access files permission).

When you grant access to your files to a legal assistant or to another legal counsel, he is informed
via e-mail that you have given him access to your files.

! A maximum of 50 legal assistants or legal counsels can be associated to your profile.

Sharing Files with Legal Assistants

You manage the legal assistants with who you share your files and their access right in the Legal
Assistants section of the File Sharing page.
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This section displays the names of the legal assistants who have requested a file sharing with you
or who are already sharing files with you. It is up to you to define their access to your files.

»

To grant access rights to a legal assistant

1. Click the My Profile button in the top left section of the Assyst Real Estate main page.
This will display the My Profile window.

2. Click the File Sharing tab.
The list of legal assistants who share your files or who have requested to share your files
is displayed.

r General Information T Payment T Funding Info T File Sharing m

| Legal Assistants |

3. Check the different boxes depending on the rights you want to grant to a specific legal
assistant.

Check Access Files to grant access to all your files and to the right to modify them.
Check Accept Files to grant access to accept (or refuse) a new file in your name.
Check Update Profile to grant access to your profile and to modify it.

4. C(lick Save to confirm your changes.
A dialog box File Sharing Change Summary is displayed to let you confirm your
changes.

9 File Sharing Change Summary
£ | http://10.232.8.83/pfifmodal/file_share_change_summary.aspx?suid=ac1betbc35eada7o8eb s ¥

= Print

2 Accept | E3 Cancel

Please review the summary of changes to be applied to the file sharing section.
Click Accept to apply these changes to your profile or Cancel if you wish to
modify your changes.

Legal Assistants Change

Smith, Mary allow accept files

5. Click Accept to confirm your changes.
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The dialog box is closed and the new access right in displayed in the File Sharing tab of
My Profile page.

A mail is automatically sent to the legal assistant informing him that you have granted him
access to your files.

! A maximum of 50 legal assistants can be associated to your profile.

Sharing Files with Legal Counsels

You manage the other legal counsels with who you share your files and their access right in the
Legal Counsels section of the File Sharing page.

This section displays the names of the legal counsels with who you are already sharing files with
you. It is up to you to define their access to your files.

» To grant access rights to a legal counsel

1. Click the My Profile button in the top left section of the Assyst Real Estate main page.
This will display the My Profile window.

2. Click the Legal Counsels tab.
The list of legal counsels who share your files is displayed.

| Legal Counsels

ccpirics ¥ s
I v r

Bolduc, Marie-Josée

3. Click the Add link to add a new legal counsel. The Legal Counsel Search dialog box is
displayed.

" ~stewart
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Click to perform the search

) Legal Counsel Search

Complete the criteria for your Mame | sm

search. You must select a —] Eravi
province and enter the first 2

letters of the name of the legal City ||

counsel you are looking for

Name City
Small, Small Joliette:
Results of the search w.Smith. John Toronto
> ,
Click to select the name of Smith, Smith Joliette

the legal counsel

Province
Quebec

Quebec

Quebec

Telephone

(418) 651-5435

(514) 555-1121
x2

(319) 474-3585

4, Complete the criteria for your search by selecting the Province and the City (if desired)
and by entering the first 2 letters of the Name of the legal counsel you are looking for.

5. Click the Search button to perform the search.

! A message is displayed if no record matches your criteria.

! If the name of the lawyer/notary you are looking for is not listed, please contact the

Stewart Assyst Real Estate Service Desk.

The results of the search are displayed in a list.

6. Select the name of the legal counsel you are looking for.

7. Use the scroll bar to move up and down in the list.

The Legal Counsel Search dialog box is closed and the name you selected is
automatically added to the list of legal counsels in the Legal Counsels section of My

Profile page.

| Legal Counsels

ecpirics = ada
v v r

Bolduc, Marie-Josee

Tremblay (Alma), Tremblay (Alma)

r

r

8. Check the different boxes depending on the rights you want to grant to the legal counsel.

Check Access Files to grant access to all your files and to the right to modify them.

Check Accept Files to grant access to accept (or refuse) a new file in your name.
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9. Click Save to confirm your changes.
A dialog box File Sharing Change Summary is displayed to let you confirm your
changes.

3 File Sharing Change Summary

£ | http:ff10.232.8.83/pfi/modal/file_share_change_summary.aspx?suid=ac lbegbc35ea4a768eb s *

Accept

Please review the summary of changes to be applied to the file sharing section.
Click Accept to apply these changes to your profile or Cancel if you wish to
modify your changes.

Legal Counsels Change

Tremblay (Alma), Tremblay (Alma) add to file sharing
allow accept files

10. Click Accept to confirm your changes.

The dialog box is closed and the new access right in displayed in the File Sharing tab of
My Profile page.

A mail is automatically sent to the legal counsel informing him that you have granted him
access to your files.

! A maximum of 50 legal counsels can be associated to your profile.

Removing a Legal Assistant or Legal Counsel from

Sharing Files

You can at any time remove a legal assistant or legal counsel from the list of people who share
your files. This people will not see anymore your files when logged into Stewart Assyst Real
Estate.

» To remove a legal assistant or a legal counsel

1. Click the My Profile button in the top left section of the Stewart Assyst Real Estate
main page.
This will display the My Profile window.

2. Click the File Sharing tab.
The list of legal assistants and legal counsels who share your files is displayed.

3. Inthe Legal Assistants list or in the Legal Counsels list, check the Remove button to
indicate that you want to remove this user from the list of people who share your files.
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| Legal Assistants |

e e T Aceeptries | Upese proe
v v

Smith, Mary [

Check to remove the legal
assistant from the list

A warning message displayed.

Windows Internet Explorer |

\?/- Are you sure you want to remove Smith, Mary from your list of leqal assistants?

Cancel |

4. Click OK to confirm you want to remove this user.
5. C(lick Save in the My Profile page to confirm your changes.

The name of the legal assistant or legal counsel is removed from the list of the people
who share your files.

Adding/Removing Legal Counsels

(Legal Assistants only)

As a legal assistant, you manage in your profile the list of legal counsels you work for. The Legal
Counsels tab in My Profile page is designed to help you to add or remove legal counsels and
consult their general information.

When you add a legal counsel in you profile, the lawyer/notary is informed via e-mail that you
have requested to share his files. He can then in his profile grant you the appropriate rights to
share files, accept or refuse files, update his profile, etc, in his name. You can then see the list of
his files under his name in your list of files in the main page.

! Note: A maximum of 50 legal counsels can be associated in your profile.
» To add a legal counsel

1. Click the My Profile button in the top left section of the Stewart Assyst Real Estate main
page.
This will display the My Profile window.
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2. Click the Legal Counsels tab.
The list of legal counsels you already work for and with who you share files is displayed.

Click Save when finished

| General Information Legal Counsels =

[ Legal Counsels |

fhame T e

Smith, John - Add
Tremblay, Michel m|
Click the name of a legal counsel Click to add a legal
to display the information for this Check to remove a legal counsel to the list
lawyer/notary counsel from the list

List of legal counsels you
share files with

3. Click the Add link to add a new legal counsel. The Legal Counsel Search dialog box is

displayed.
Click to perform the search
2} Legal Counsel Search x|
Complete the criteria for your Mame | am |
search. You must select a —] :
Province
province and enter the first 2 e I Quebec LI
letters of the name of the legal City || |

counsel you are looking for

Name City Province Telephone
Small, Small Joliette: Quebec (418) 651-5435
Results of the search ; (514) 555-1121
p-Smith, John Toronto Quebec ¥
Click to select the name of Smith, Srmith Joliette: Quebec (819) 474-3566

the legal counsel

4. Complete the criteria for your search by selecting the Province and the City (if desired)
and by entering the first 2 letters of the Name of the legal counsel you are looking for.

5. Click the Search button to perform the search.
A message is displayed if no record matches your criteria.

! If the name of the lawyer/notary you are looking for is not listed, please contact the
Stewart Software Support Team.
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The results of the search are displayed in a list.
6. Select the name of the legal counsel you are looking for.
7. Use the scroll bar to move up and down in the list.

8. The Legal Counsel Search dialog box is closed and the name you selected is
automatically added to the list of legal counsels in the My Profile page.

Legal Counsels

Smith, John r
Smith, Smith |_
Tremblay, Michel |_

! You can click the name of any legal counsel in your list to display the general information
associated with this lawyer/notary.

9. Click Save to confirm your changes and save the list.

A mail is automatically sent to the lawyer/notary you have added to your list of legal counsels
specifying that you have requested to share his files. He will then have to grant you the
appropriate permissions in his profile.

Once a lawyer/notary has granted you the rights to share his files, you can see the list of the files
he is responsible for under his name in the list of your files in the Assyst Real Estate main page.

» Toremove a legal counsel

1. Click the My Profile button in the top left section of the Assyst Real Estate main page.
This will display the My Profile window.

2. Click the Legal Counsels tab.
The list of legal counsels you already work for and with who you share files is displayed.

3. Check the Remove button to indicate that you want to remove this lawyer/notary from
the list of legal counsel you share files with.

Legal Counsels

N

Smith, John |

Smith, Smith
Tremblay, Michel

Check to remove a legal
counsel from the list

~stewart ”

title guaranty company



Stewart Assyst Real Estate powered by TELUS® — Reference Guide

A warning message displayed.

Windows Internet Explorer x|

\‘.:) Are you sure you want to remove Smith, Smith from your list of legal counsels?

Cancel |

4. Click OK to confirm you want to remove this legal counsel.
5. Click Save in the My Profile page to confirm your changes.

The name of the legal counsel is removed from the list.
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Chapter 5

Working with Transaction Reports

A transaction report allows you to view the list of your invoicing and/or credit operations over a
given period. The objective of this chapter is to show you how to generate a transaction report, to
print it and save it.

Note: Legal assistants can generate reports for the lawyers/notaries they work for.

About Transaction Reports

In Stewart Assyst Real Estate, the transaction report provides you with the list of your
transactions (invoices and/or credits) over a given period where you have used Stewart Assyst
Real Estate and its services.

You will be billed in the following situations:

m  When you accept a new file. You see the Acceptance description in the list of your
transactions.

= When you register online a document. You see the Registration description in the list of
your transactions.

= When you request a Certified Payout Statement to prepare a discharge file. You see the
Discharge description in the list of your transactions.

You will receive credits when::

m  You transfer a file to another lawyer/notary. You see the Acceptation description in the list
of your transactions but the amount is negative meaning a credit.

m  You cancel a file after having accepted it. In these cases, you must contact Stewart Title
Software Support.

All the transactions (payment or credit) are done via a credit card. You can provide the
information relative to your credit card in your profile (for lawyers/notaries only) or enter it every
time you complete a transaction.

A transaction report cannot exceed a period of more than 31 days. A report cannot be generated
for a date beyond 90 days of the current date.

! Legal assistants can generate reports for the lawyers/notaries they work for.
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Creating a Transaction Report

You can generate a transaction report at any time. The report is immediately produced and
displayed in HTML format in @ Web page in your Internet browser.

Legal assistants can generate reports for the lawyers/notaries they work for.
» To create a transaction report

1. Click the Transaction Report button in the top left section of the Assyst Real Estate
main page.

My Profile | Transaction Report i Messages

Search for Files
B Refresh Files

This will display the Transaction Report window.

Click to create the report using
Use the calendar to select a date the selecting dates

g Transaction Report
£ | http: /10,2328 83/pfifmodal fcreer_rapport_tx.aspx?lang_id =A&glid=ae44caceaate41abagy *
Creaie E Cancel

Enter the report

Start date cannot be more than 90 days before current date. The maximum
start date ~~]

~_supported period is 31 days.

Start Date 2007-07-25 (D (vvvy-mm-pD)
Enter the report End Date 2007-08-25 El (vvvy-mm-oD)

end date — |
Report Generated for the Legal Counsel:

Select the name of the T John Smith -

legal counsel for who the —_—
report will be generated
(for legal assistants only)

2. Enter a start date in the Start Date field.
The date format is Year/Month/Day.
Use the calendar tool on the right of the field to select a date.

! You cannot select a start date that is more than 90 days before the current date. A
message is prompted if you do it.

3. Enter an end date in the End Date field.
The date format is Year/Month/Day.
Use the calendar tool on the right of the field to select a date.
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! You cannot select an end date that is before the start date. You cannot select an end date
that is more than 31 days after the start date. A message is prompted if you do it.

! For more details on how to use the calendar, refer to the Calendar section.

4. For legal assistants only. select in the Report Generated for Legal Counsel list the
name of the lawyer/notary you work for and for who you are generating the report.

! The Report Generated for Legal Counsel field is only displayed for legal assistants.

5. Click the Create button to generate the transaction report according to the dates.

! You can cancel the creation of the transaction report at any time by clicking the Cancel
button in the Transaction Report window.

The transaction report you asked for a given period is generated and displayed in a Web page.

Description of a Transaction Report

The following is an example of a transaction report:

Transaction Report

S lad assyst

Raal Estate Fowered

by TELUS®

Transaction Report for Assyst Real Estate

Date : 20M12-12-21

Period From 2012-11-21 To 2012-12-21
he John Smith
Total Mumber of Transactions : &

| Dste | Deseription | FieHo. | internalFileNo. | TransactionHo, | MainBorrower | Amount |

2012-42-2 Acceptance 003-359630 50011152 Richard Billings 3243 %
2012-12-2 Acceptance 003-353675 50011151 Marie Leclerc 3245 §
2012-12- Acceptance 003-359677 50011150 Robert & John 3245 %
2012-12- Acceptance 003-359675 500111449 Robert A hoore 3245 %
2012-12- Acceptance 003-359679 50011145 Steven Matthews 3245 %
2012-12- Acceptance 003-359676 50011147 Riobert & Kim 3248 %
201212-2 Acceptance 003-359674 S0011146 Steve McoKenzie 3248 %
2012-12-2 Acceptance 003-359673 50011145 3243 %

Total: 25954 %

[Z] Print *| Close this Window
stewart >
=
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You can find the following information in the transaction report:

Field Description

Date Date when the report was generated

Period Period set for the report (maximum of 31 days).

Legal Counsel Name Name of the lawyer/notary for who the report is generated.
Total Number of Total number of transactions listed in the report for the given
Transactions period.

Date Date when the transaction occurred

Description Transaction type: Acceptance when accepting a new file or

Registration when registering online a document

File No. File number

Internal File No. Internal file number (entered by the Legal Counsel in the
Internal File No. on the File page)

Transaction No. Transaction number
Main Borrower Name of the main borrower for the file
Amount Amount of the transaction which is charged (positive value) or

credited (negative value)

Printing a Transaction Report

You can print a copy of your transaction report that is displayed in your Internet browser by using
the printing function available in your browser. You can keep the printed copy in your archives.

» To print a transaction report

1. Generate a transaction report as explained previously.
The report is then displayed in your Internet Explorer browser.

2. Click the Print link = Print jn the in the transaction report Web page.

This will open the Print dialog box.
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3. Select your printing parameters in the dialog box then click the Print button. You
transaction report is printed. The Print dialog box is closed. The transaction report
window is displayed again.
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SECTION 3
USING THE SYSTEM

Chapter 6 - Processing New Files

Chapter 7 - Discharge

Chapter 8 - Processing Current Files

Powered by TELUS®
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Chapter 6

Processing New Files

The objective of this chapter is to present the information related to the new files that are sent to
you by the financial institutions and the steps to be followed to accept to handle these files in
Stewart Assyst Real Estate or to refuse them.

Every time you accept a new file, an invoice is generated and you have to agree to pay the
corresponding charges.

Depending on their access rights, legal assistants and other lawyers/notaries can process new files
in the name of the lawyers/notaries they work with.

About New Files

Characteristics

The new files correspond to the files sent to you (lawyers and notaries) by the financial
institutions and that you have to accept or refuse to handle.

New files are the first files displayed on top of your list of files and are displayed in a different
green color. They are sorted so as the most recent files assigned to you are at the end of the list.
This sorting order cannot be modified.

New files are displayed under the name of the lawyer/notary who is responsible for them in case
of file sharing (for legal assistants for instance). If the Accept files permission has not been
granted, new files are not displayed.

For every file the following information is displayed: the file number, the name of the main
borrower and the number of hours remaining before the end of the acceptance period.

List of new files

(displayed in green)

Number of remaining
hours before the end of

Ho. Borrower the acceptance period

File that is selected S
displayed in lightest —P[EEGil iy 0 aelsa=0p
green color 351553 McDonald, Kevin
351554 McKenzie, Kim

!

Emergis file number

Borrower name

~stewart Y
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Every new file is displayed for a limited period of 2 business days. If at the end of this delay, you

have not accepted or refused the file, it is sent back to the financial institution which has assigned
it to you.

If your Out of Office Notification is enabled, the financial institution will be informed about

your absence (for lawyers/notaries only). Refer to the Enabling/ Disabling Your Out of Office
Notification section for more details on this option.

When you select a new file in your list of files, the information displayed on the right pane
includes:

m  One single tab called New File.
m  The file number and the name of the main borrower.

m  Various sections with specific information related to the file (general information, borrower,
properties, etc.) This information cannot be edited as long as the file is not accepted.

m A dedicated section called Accept or Refuse where you click to accept or refuse the file.

File currently selected

Unique tab Functions to acceptor

Borrower File information page

. refuse a file
File number

name

Search for Files

B Refresh Files Last Login: 2007-12-11 1417

Ho. /

Borrower File Ho. RBC - 354660)Q JEMKING, RANDY

/
General Information Accept or Refuse /

| |

File No. 354666

National Bank of Canada ’

Frogram New loan

Loan Ne. 111022072

Date File Received 2007-12-11 1417

= Desjardins
43739 Labonté, Francine
43740 Turcotte, Bernard

43741 Lafontaine, Gizéle Legel Counsal i'loi"}:tl:lz‘_r“rlmblay A payment will be asked and charged to your credit card.
43742 Lavoie, Johanne

44273 Humphrey, Richard - - o

Desjardins Commercial FinancizlInstiution E ::'i'hl‘w*- [ Appearance | A refusal netification will be immediately transmitted to the
Royal Bank of Canada i Servics Center Transit 003-08943 [ Details | financial instiution.

Laurentian Bank Branch Transit 003-02342 [ Detai |

Other Files Contact Name Personal Service Centre

(877} T17-4812

You cannot handle a new file and view all the related information as long as you do not
accept it.

Consulting New Files

» To consult a new file

1. In the list of new files on the left pane, click the name of the file you want to consult.

The file you have selected is displayed in a lightest color than the other files. The
information related to this new file is displayed on the right pane. As long as you do not
accept a file, you cannot modify the file information or add new information.
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2. Use the scroll bars on the right side to move vertically the content of the window and
display the information that is at the bottom of the page.

3. Repeat the steps above to consult another new file.

! In case of file sharing, if the Accept files permission has not been granted, new files are
not displayed.

Accepting New Files

You have 2 business days to accept a new file when it is displayed in the list of your new files in
Stewart Assyst Real Estate.

Besides a lawyer/notary, legal assistants and other lawyers/notaries can accept a file in the name
of the lawyer/notary they work with, if delegated that right.

Accepting a new file means:

m  Select the Accept option to start the acceptance process.

m  Complete the payment information related to your credit card - if this information is not
already defined in your profile - to pay the charges linked to the acceptance of the new file.

m  Confirm you agree to pay the charges and be invoiced. See Confirming the Payment

At the end of the acceptance process, the new accepted file is transferred from the list of new
files to the list of current files under the name of the financial institution which has assigned this
new file to you (and under the name of the lawyer/notary responsible for it in case of file sharing
and if you have the right to modify the current files). The new file status is set to "File
Accepted"” in the Status section of the File tab. Time and date the file was accepted are also
indicated.

Status

Cost of Borrowing Requested
Preliminary Report Transmitted
Final Report Transmitted

File Closed

An acceptance notification is automatically sent to the financial institution which assigned it to you
to inform it of the file status.

~stewart »
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Confirming the Payment

In the file acceptance process, after accepting the Stewart Assyst Real Estate Service
Agreement, the next step consists in accepting the inherent charges and the corresponding
invoice. A new window is displayed with the transaction payment confirmation. The invoice
includes the file information (file number, name of the main borrower and property address) and
the amount to be paid including taxes.

You (lawyer/notary and assistants and other lawyers/notaries who have been delegated this right)
have to make sure at this step that the information relative to your payment mode (your credit
card) is complete and exact.

» To accept a new file — Payment confirmation step

1. In the Accept a File window, verify the information about your credit card number and
expiry date.

If you update your credit card information at this stage, you can choose to keep this new
information in your profile by clicking the Update my Profile check box.

Refer to the Managing Your Profile section for more details on your profile and on your
payment information.

! If the data related to your credit card are erroneous, a message will be prompted. Make
sure to enter the correct information.

2. Click the Confirm button to confirm that you accept the transaction and the payment.
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Information on the file Click to cancel the

] acceptance process

being accepted and Click to confirm you P P
accept the

invoiced ment l
\ —

¥ I3 Confirm

2} Accept File

Lellx

] Invoice

L,____,J File Mg 354666 Amount:  §29.00

I swer - JENKINS, RANDY G5T $2.03
Address 1025 GEORGE 5T 104 FST 5233
Taotal $33.36
A
Payment
Credit Card Type
Mastercard

-

—I - Update my profile
Ty Check the box if you want to save the information abofit
S e your credit card within your profile

022009 (MM YY)

/ View service agreemgnt

Information on the payment mode . .
Invoice amount details

Click to view service
agreement

As soon as you confirm the transaction, the window is closed and you move to the next step.

! Note: For users in British Columbia who are connected to Stewart Assyst Real Estate
through BC online, the Payment section will display their BC Online account humber that
will be used for paying the charges.

! If an error occurred during the payment process, a message will be prompted and the
payment will be cancelled. In this case, you will not be able to start working with the file
and you will have to repeat the acceptance process from the beginning.

! Any time, if you want to view the Service Agreement for the use of the Real Estate
Platform you can click View service agreement button.

! You can click the Cancel button at any time if you want to cancel the process.

Viewing the Invoice and Accessing the File

Viewing the invoice and the confirmation of the payment is the last step in the file acceptance
process.

In the previous steps, you have accepted the Stewart Assyst Real Estate Usage Agreement
and confirm the payment of the inherent charges. In this last step, you (lawyer/notary and
assistants and other lawyers/notaries who have been delegated this right) will be able to consult
and print the final invoice.

~stewart 7
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» To accept a new file — Invoice step

After accepting the payment, a new window is displayed with the final invoice. The invoice
includes the following information: file number, name of the main borrower and property address
and the amount to be paid including taxes.

! For users in British Columbia who are connected to Stewart Assyst Real Estate through BC
online, the payment section will display their BC Online account number that will be used
for paying the charges.

! A soft copy of the invoice is automatically generated and kept in the list of documents
available for this new file (see the Documents tab).

In this final Accept File window, a message is displayed on top to confirm that the payment has
been processed and to give you a reference number.

Confirmation message and Click to open the Click to close the

reference accepted file window

12} Accept File

[11]] Payment was accepted

Inveice Number :
50001041

Credit Card Reference Number :

709488
Invoice
! __-J/ File Mo 351417 Ameunt 541.00
Main Borowsr  Kim, ROBERT A GST:  s287
Address 85 INGRAM PARK DR. FET $3.29
A Total $47.46
= Print

Invoice details

1. You can print a copy of the invoice by clicking the Print link at the bottom right side of
the window. This will display the Windows Print window. Click the Print button to start
printing.

2. Click the Open File button to open the new accepted file and consult the information.
This will close the Accept File window. The new file is displayed. You can now edit it and
start processing it.
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! In case of file sharing, if the Access files permission has not been granted, the Open File
option is not available.

The new accepted file is transferred from the list of new files to the list of your current files under
the name of the financial institution which has assigned this new file to you (and under the name
of the lawyer/notary responsible for it in case of file sharing and if you have the right to modify
the current files).

The new file status is set to "File Accepted” in the Status section of the File tab. The time and
date the file was accepted are also indicated.

Status

Cost of Borrowing Requested
Preliminary Report Transmitted
Final Report Transmitted

File Closed

! You can generate at any time the transaction report to view the transaction that has been
completed. For more details on the transaction reports, refer to the Working with
Transaction Reports section.

Consulting the Documents
Automatically Generated

Following the file acceptance process, Stewart Assyst Real Estate automatically generates
different documents. These documents are the following:

m  The invoice
m  The Service Contract
m  The rules and procedures

m  The Notary Instructions or the Notary Mandate or the General Instructions to Lawyer/Notary
and the Specific Instructions

All documents associated with a file are available in the Documents tabs. You can select any
document and open it in Adobe Reader to consult the document content.

! In case of file sharing, if the Access files permission has not been granted, the documents
that have been generated can not be consulted by legal assistants and/or other
lawyers/notaries.

~stewart >
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» To consult the documents automatically generated

1. Open the file of which you want to consult the documents that have been automatically

generated.

2. Click the Documents tab. This will display the list of documents associated to the file.

Documents are organized by category. Document categories having a [ sign on their left
side include generated documents. It is the case for: the invoice, the Service Contract, the
rules and procedures, the Notary Instructions (for Desjardins) or the Notary Mandate or
the General Instructions to Lawyer/Notary and the Specific Instructions.

3. Click the & sign on the left side of a document category to expand the list of generated
documents for this category. The corresponding file names are displayed (for instance:

DOC_MANDAT_NOT_(F)_v1.doc).

4. Select the name of a file document (for instance: DOC_MANDAT_NOT_(F)_v1.doc). This
will display the information related to this document on the right pane (file name,

language, creation date and author)

Document Details

DOC_4183_[A)_w1.pdf
JVersion 200704
Language English
Date 2007-04-08 21:42
Created by Michel Tremblay

5. Double click the name of the file or click the Open link on the right pane.

x| Delete

5 - &
Fd

This will open the file in Adobe Reader. You can then consult and even print it.
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Set of automatically
generated documents

I File I Additional Information T Documents
File Ho. BLC - 358515 - Messier, France

Double-click on the name of the file or
click Open to open the selected document

Le=t Login: 2008-02-06 10:18

Documentz W

Invoice

Emergis service contract (2007-01}

General Instructions to Lawyer/Notary,
ecific mandate
Financing agr nt mmovable hypothec JMortgage lean
Statement of dizclosure (Fixed, variabledr adjustable rate)

W D=5
Preliminary report
Acqguittance (previous creditor 1)
Acquitance (previous creditor 2)
Acquitance (previous creditor 3)
Final report
Title insurance request
Other documents (import)

Information about the selected document (filename,

version, language, creation date, author)

Legal Counsel

Tremblay, Michel - St-bruno-... [...|

% French © Englizh

Decument Detailz

VErsIOon |

DOC_810087_{F)_v1.doc

07-2007

French
2007-11-21 18:22
Michel Tremblay

6. Repeat steps 3 to 5 to open other documents and consult them.

Refusing New Files

If you do not want or if you are unable to handle a new file, you can refuse it and inform by this
way the financial institution which will reassign it. The new file will be removed from your list of

files.

Besides a lawyer, legal assistants and other lawyers can refuse a file in the name of the lawyer

they work with, if delegated that right.

» To refuse a file

1. Click to select the file you want to refuse in the list of your new files.

2. Click the Refuse link in the Accept or Refuse section on the right pane.

Accept or Refuse

/

E Accept - & payment will be asked and charged to your credit card.

A refusal notification will be immediately transmitted to the
financial institution.
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This will display the Refuse File window. The file number, name of the main borrower
and property address are displayed and also a text box that allows you to write the
reason for the refusal, if desired.

Click to cancel the

Click to corfirm you refusal process

File infarmation refuse the file

3_ Refuse File

K2 Confirm I Ed Cancel

Please confirm that yq‘ refuse this file. A notice will be sent to the financial institution.

Enterthe IJ——'JX File Ho. Main Borrower Property 1
reasan for 1000170 Mary, Taylor 1070 - 12354 RUE HICKSOHN

refusal l\
ﬁasnn for refusal:

3. The Refuse File window is displayed.
4. Click the Confirm button to confirm that you refuse the new file.
! Click the Cancel button if you want to cancel the process.
This will display a confirmation message.
5. Click the Close button to terminate the process and come back to the last opened file.

The file that has been refused is removed from the list of your new files and a notification is sent
to the financial institution.

When a file is refused, the lawyer/notary is not charged any fee.
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Chapter 7

Discharge

The objective of this chapter is to present the different functionality related to Discharge
Solution. You will learn about different stages of the process and the parallel between the
functions of Stewart Assyst Real Estate and functions used by financial institution.

We will show you how to add information to a file in order to submit a Request for Payout
Statement and how to complete the steps and follow the different status.

You will also learn about the different documents related to the process and presented in the
Documents section.

About Discharge

It will now be possible to send electronically to the Lender, a Payout request and information
relating to the repayment of the debt, receive an authorization to Discharge and obtain the
resolution document for the preparation of Discharge.

The Discharge will also be sent electronically to the Land Register via Stewart Assyst Real Estate
for registration purpose and information about registration will be sent to the Lender.

Discharge solution

The diagram below shows you the different stage of management of Discharge and establishes
the parallel between the functions related to the management of the Discharge solution on Assyst
Real Estate and those used by financial institutions.
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Stewart Assyst Real Estate Financial Institution

(1) Payout Request sent

(2) Payout Statement Request Received
(3) Send Certified Payout Statement

(4) Certified Payout Statement received

(5) Reimbursement _|_) (6) Reimbursement Received
(7) Authorize Discharge

(8) Authorization to discharge received

(9) Discharge registered (10) Discharge Registered
End of Process

(1) Payout Request sent with Stewart Assyst Real Estate

m  The Legal Counsel completes the information in Legal Description, Current Registered
Owner(s) and Interest to be discharged sections on Assyst Real Estate.

m  The Legal Counsel sends the Payout Request to the Lender on Assyst Real Estate.

m If there is more than one Payout Request for the same file, the Legal counsel can be
bundling it depending on certain conditions.

(2) Payout request received by the Lender

m  The Lender received the Payout request.
m  The Lender selects the file and takes note of the information it contains.

m If no file match to the information received, the Lender clicks the button No File Found. The
Legal Counsel received a note on this issue in the Note section on Assyst Real Estate. He may
resubmit a new amended Payout Request for the same file.
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(3) Certified Payout Statement sent to the Legal Counsel

m If a file matches the information received, the Lender look at the information it contains and
completes the Reimbursement Details section. The Lender sends the Certified Payout
Statement to the Legal Counsel by clicking the Send Certified Payout Statement button.

m If the Payout Request were bundled, only one Certified Payout Statement will be sent
to the Legal Counsel.

m  The Certified Payout Statement is send to the Legal Counsel on Assyst Real Estate, in the
Documents section.

(4) Certified Payout Statement received on Stewart Assyt Real Estate

m  The Legal Counsel received the Certified Payout Statement in his Documents section.
When the period of validity of the Certified Payout Statement has expired, the Legal Counsel
must make a new request.

(5) Reimbursement information sent to the Lender

m  The Legal Counsel sends to the Lender information about the reimbursement and shall pay
the same way it did before.

(6) Reimbursement information received by the Lender

m  The Lender checks the information relating to the reimbursement and validates the amount
received.

(7) Authorization to Discharge sent by the Lender

m  The Lender must, within 2 working days of confirmation of payment, sent the Authorization
to Discharge to the Legal Counsel.

(8) Authorization to Discharge received on Stewart Assyst Real Estate

m  The Legal Counsel received the Authorization to Discharge and the Resolution
Document. He is informed by a message in his Note section on Assyst Real Estate.

(9) Discharge Registered

m  The Legal Counsel prepares the Discharge (partial or total), and the document is signed
by the authorized person.

m He sends the Discharge electronically to the Land Register via Assyst Real Estate for
registration purpose.

(10) Discharge Registered
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m  The Legal Counsel selects the Discharge Registered status and the information relating to
the discharge registration is send to the Lender.

m  End of process.

The Discharge Solution allows you to follow different steps to request a discharge of one or
more debt relating to your file.

Regarding the Discharge Solution, the majority of the information you need to complete your
file are under the tab Additional Information.

Completing the Discharge file
information

Additional Information tab on Stewart Assyst Real Estate includes sections where you must
complete information in order to follow the management process of Discharge. The following
sections are particularly associated with the Discharge Solution:

m Legal Description
m  Current Registered Owner(s)

m Interest to be discharged

| File [ Additional Information ] Documents Hotes

File Ho. CPD - 355675 - Leroy, Peter |/ 2 | i

| Additional Information

> Legal Description

B Current Registered Owner{s)

*  Interestto be discharged

The information you enter in the different sections will be sent to the Lender, when forwarding
your Request for Payout Statement.

That information will be merged into the different documents related to the Discharge Solution
and are presented in Documents section.

Legal Description

For more details on the features of the Legal Description section, see the Legal Description
section on Chapter 8.
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Current Registered Owner(s)

You access the Current Registered Owner(s) section by clicking the arrow on the left side.

The Current Registered Owner(s) section allows you to enter or modify the information
related to the Previous Borrower. You enter information on all borrowers (borrower, guarantor
or commercial) for which you must send a Payout Request.

The name of each Previous Borrower that you enter in the Current Registered Owner(s)
section is displayed in the Interest to be Discharged section allowing you to select it at this
point.

The Current Registered Owner(s) section contains the following components:

Additional Information

» Legal Description

¥  Current Registered Owner{s)

| Adld

¥ John Leroy % Remove

™ Borrower | Guarantor | Commercial

First'Last Ham= John Leroy

Address

Address 11, Westgate

City Montreal

FPraovince Ouebec w
Cauntry Canada w
Fostal Code HOH 0HO

Phone Humbers

Home Phone { ) _ X

Office Fhone { ) _ X

Cell Phone { } _ X

! Inthe Current Registered Owner(s) section, only the name of the Borrower is mandatory.
Information entered in the Address section and phones section are for information purposes
only.

! By default, the address displayed in the Address section is the same as that presented in the
Property section of the Mandate page. It can be modified, if necessary.

The table below provides a description of the main fields available in the Current Registered
Owner(s) page:
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Field

Description

Borrower Click the button to select the Borrower option
Guarantor Click the button to select the Guarantor option
Commercial Check the box to select the Commercial option

Note : Be sure to confirm if the Commercial is a
Borrower or a Guarantor

First Name / Name

Enter the First Name and the Name of the Current
Registered Owner (mandatory field)

Address

Enter the Address, the Province, the Country and the Postal
Code of the de Current Registered Owner

Phone Numbers

Enter the Home Phone, the Office Phone and the Cell
Phone of the Current Registered Owner

When you select the Commercial option, a warning message displayed:

? Are you sure you want to select a commercial borrower?
-

lm1

[

][ Anruler ]

If you confirm, the Commercial box is checked.

! Be sure to confirm if the Commercial is a Borrower or a Guarantor

The Representative section displayed on the right allows you to add information about
Commercial. You can enter up to 3 representatives per company.
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*  Legal Description

¥  Current Registered Owner|{s)

+ Add
¥ The First Company = / # Remove
y -

* Borrower ¥ Guarantor{¥ Commercial

Company Hame The First Company Representative 1

_ _ R L FirstfLast Mame
Hame of the Contact Given by the Financial Institution
FirstfLast Hame John Leroy Title
Home Phone ) - X Home Fhone iy - X
Office Phone { ) - = Office Phone { y_ - X
Cell Phone ( : = Cell Phone { Y - X
Language r r -

French English Representative 2
Address First/Last Hame
Address 11, Westgate Title
Address Line 2

Home Fhone { _ X

Ci —

b Montreal Office Phone { } _ X
Frovinee | Guebee w|  ceirphone ) x
Eeuntry | Canada v |
Fostal Code HOH OHO Representative 3

First/Last Mame=

Title

Home Fhone { } _ X
Office Phone { } _ X
Cell Phone { } _ X

For each Representative, you must complete the following information:

Field ‘ Description
Borrower Click the button to select the Borrower option
Guarantor Click the button to select the Guarantor option
Commercial Check the box to select the Commercial option

Note : Be sure to confirm if the Commercial is a Borrower
or a Guarantor

Company Name Enter the Company Name. (Mandatory field)

Name of the Contact Given
by the Financial Institution

Enter the First Name and the Last Name of the Contact

First / Last Name given by the Financial Institution

Home Phone Enter the Home Phone of the Contact
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Office Phone Enter the Office Phone of the Contact

Cell Phone Enter the Cell Phone of the Contact

Language Click the button to select the Language (French or English)

Address Enter the Address of the Company

City Enter the City of the Company

Province Use the scroll down menu to choose the Province of the
Company

Country Use the scroll down menu to choose the Country of the
Company

Postal Code Enter the Postal Code of the Company

Representative

First / Last Name

Enter the First Name and the Last Name of the
Representative (You can enter up to 3 representatives per
company)

Title

Enter the Title of the Representative

Home Phone

Enter the Home Phone of the Representative

Office Phone Enter the Office Phone of the Representative
Cell Phone Enter the Cell Phone of the Representative
& Addd
> The First Company % Remove
¥ Peter Brown #* Remove

Click the arrow on the left of the name to expand the information about the Current

Registered Owner.

The Add button allows you to add a previous borrower. You can add up to 10 Current Registered

Owner.

The Remove button allows you to remove a Current Registered Owner.

! If the Current Registered Owner is already selected in the Previous Lender page, you

will not be able to remove it.
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Previous Lender

You access the Previous Lender section by clicking the arrow to the left of Previous Lender
section under the Interest to be discharged tab.

The Interest to be discharged section allows you to research select and add information about
the previous lender. This information will be useful to prepare and process your Discharge file.

This section contains the 3 following main parts:

m Registered Lender: allow you to get the name and details of the current Lender by
researching and selecting the name of the lender as written on the discharge document.

m Details: allow you to select and enter information that will be forwarded to the Lender when
sending the Request for Payout Statement.

m  Status: allow you to follow the steps related to the management process of Discharge.
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*  Previous Lender {314

Reference Guide

Add

IE‘ Remowve

¥ Previous Lender

|E| Remove

Registered Lendar

Status

Payout Request Sent
& -

Lender Info |:| Cerified payout statement received
|:| Reimbursement
7 hia Outztanding Balance
= Money sent to lender, reference
Referance # (Chedd#, eft#, 3 |:|
Amountsentto Lender $
|:| Avtharization to Discharge
|:| Dizcharge Registered
Dizcharge registration # I:l
Fublizh [ ate
Details
Twpe

Statement required for 2008-06-30

Comment to Lender

Legal Drascription
: . Part of LOT 134-78% 123 Acme, Montréal, @2, HOHOHO

Frevious Borrowe s
) The First Company

Peter Brown

Mature of document

Registration Division

Fegistered Amount $
Registration Date
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For each Request for Payout Statement that you want to send, you must complete or select

the following information fields:

Field

Registered Lender

Description

Allows to research the name of the lender as written on the
discharge document. (This information is displayed after you
research the Lender using the Research button to right field)

Lender Info

Displays the Info of the lender (name and current address of
the Lender) concerned by the Payout Request

Payout Request Sent

Allows to select and indicate that the Payout Request was
forwarded to the Lender

Certified Payout Statement
received

Displays that the Certified Payout Statement was received

Reimbursement

Allows to select and indicate that the reimbursement was
made

No Outstanding Balance

Allows to indicate that there is no amount due to the Lender

Money sent to Lender,
reference

Allows to indicate that the repayment has been made to the
Lender

Reference # (check #, eft #
)

Allows to enter the reference number regarding the payment
method

Amount sent to Lender

Allows to enter the refund amount given to the Lender

Authorization to Discharge

Indicates that the Authorization to Discharge has been
received

Discharge Registered

Allows to select and indicate that the Discharge has been
registered

Discharge Registration #

Allows to indicate the Discharge Registration number

Publish Date

Allows to indicate the Discharge Publish Date

Type

Pull-down menu allowing you to choose the type of Discharge
document (full or partial)

Statement required for

Allows to indicate the date for which the statement is required

Comment to Lender

Allows to enter additional information to the Lender (text field)

Legal Description

Allows to select the Legal Description of the property referred
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by the Payout Request

Previous Borrower(s) Allows to select Previous Borrower referred by the Payout Request

Nature of Document Pull-down menu allowing you to choose the nature of
Document

Registered Amount Allows to indicate the amount of the guaranty as written on

discharge document

Registration # Allows to indicate the Discharge Registration number
Registration Date Allows to indicate the Discharge Registration date
Registration Division Pull-down menu allowing you to select the Registration

Division where the Discharge was registered

Add or Remove a Previous Lender

o+ Addd
*  Previous Lender {3005)
*  Previcus Lender {¥112)
¥  Previous Lender {9396) % Remove

The arrow to the left of the name allows showing or hiding information about Previous Lender.

The Add button top right of the page Previous Lender allows you to add a Previous Lender. You
can add up to 10 Previous Lender.

» Add a Previous Lender
1. Click on the Add button.
A new Previous Lender section is added.

Information about Legal Description and Current Registered Owner(s) previously entered in
the Legal Description and Current Registered Owner(s) pages are automatically displayed
in the new Previous Lender section. You can select Legal Description and Current
Registered Owner concerned by this request.

You must also research and select a new Lender in the Registered Lender section.
The Remove button allows you to remove a Previous Lender section.

» Remove a Previous Lender

1. Click on Remove button at the top right of the Previous Lender section.

o ~stewart

title guaranty company



Stewart Assyst Real Estate powered by TELUS® — Reference Guide

The Previous Lender section is removed.
! If there is only one Previous Lender section, you cannot remove it.

! If the Payout Request has already been transmitted, you cannot remove it.

Research the Previous Lender

The current name of the Previous Lender may differ from the name of the Lender written on
the Discharge document. You can get the current name and address of the Previous Lender by
searching using the Search button to the right of the Registered Lender field.

» Research the Previous Lender

1. Click on Search button.

Feqgistered Lander \

The window Registered Lender Search is displayed.

2. Enter the name of the Lender that you research in the Name field and click on the
Search button. (You must enter at least the first 2 letters to the Lender's name appears)

The name of the Lender matching your search criteria appears in the same window in the section
Registered Lender.

e | Registered Lender Search

K1 Search E3 Cancel

Mame [Trust] |
Registered Lender Institution Current Lender
Trust Royal du Canadsa 003 Royal Bank of Canada, Guehec

3. Select the name appearing under the column Registered Lender.

The name and address of current Lender appear in the text box Lender Info.
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Registered Lender

Trust Royal du Canada

Lender Info

Roval Bank of Canada
549809 Place Ville Marie
Montreal, Guebec

H3C 3A%

! All information required to complete the appearance will be forwarded in the Certified
Payout Statement and will be merged in the Discharge document.

When you select the Previous Lender, a sequential number, given by the system, is displayed in
the header of the Previous Lender section.

¥  Previous Lender {9114) H

Details

Details

Type
Statement required for

Commentto Lender

Legal Description

Frevious Borrorwens)

Mature of document
Feagisterad Amount
Registration #
Registration D ate

Registration Division

Full Discharge hd

2008-06-30 (=]

[v | Part of LOT 134-T89 123 Acme, Montréal, 3C, HOHOHO

[~ | The First Company
[ | Peter Brown

| Hypothec w

2 500.00 $
112134

2008-10-07 (=]

Coaticook b
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m  Type: this pull-down menu allows you to select the type of discharge requested, (partial or
full Discharge).

m Statement required for: this field allows you to enter the date for which the statement is
required.

=  Comment to Lender: this text field allows you to enter additional information that you want
to bring to the attention of the Lender when you send the Certified Payout Request.

m Legal Description: in this section you can select, using checkboxes, the lot corresponding to
the property covered by the Payout Request.

The Legal Description displayed in the window match the information entered in the Legal
Description section under the Additional Information tab.

Legal Description Previous Lender
Lot1
Cadastre Cadastre du Québhec w Cegal Deseriphion
Lot 1123 344 [ LOT1123 344
iz::"n;: .?.; - — > [~ | Part of LOT 223-78
[ PatefLat [ Co-Ownership

m  Previous Borrower(s): in this section you can select, using checkboxes, the name of the
Previous Borrower referred by the Payout Request.

The Previous Borrower displayed in the window match the information entered in the First / Last
Name or Company Name (case of company) in the Current Registered Owner(s) section
under Additional Information tab.

Current Registered Owner(s) Previous Lender
v Frevious Borrowen's
Jean Tremblay =) v | Jean Trembilay
™ Borrower { Guarantor | Commercial [ — [ |La Compagnie ABC
FirstlLast Name Jean Tremblay

! You must select at least 1 Previous Borrower in order to submit a Request for Payout
Statement to the Lender.

m  Nature of Document: this pull-down menu allows you to select the nature of discharge
requested (ex: hypothec, subrogation, etc.).

m  Registered Amount: this field allows you to enter the amount of the guaranty as written on
the Discharge document.

m  Registration #: this field allows you to indicate the Discharge Registration number

m  Registration Date: this field allows you to indicate the Discharge Registration date.
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m  Registration Division: this pull-down menu allows you to select the Registration Division
where the Discharge was registered.

Complete the steps and follow up
Status

The treatment of Discharge file on Assyst Real Estate requires to follow a process and
complete different steps as they are introduced. For each status completed, a checkmark appears
in the checkbox and also the date and time are displayed at the right of the status.

Most steps require that you take action, except for statutes Certified Payout Statement
received and Authorization to Discharge, where the box will be checked following the action
of the Lender.

The different status

Each status is presented chronologically and the second cannot be activated before the first and
So on.

The status displayed in blue are those for which you must take action (Payout Request Sent,
Reimbursement, and Discharge Registered). Once the action is taken, the box is checked,
the status is displayed in gray, and the date and time are presented to the right of the status.

The status Certified Payout Statement Received and Authorization to Discharge are
displayed in gray because you cannot take action for these steps. The box to the left of status will
be checked by the system only when Certified Payout Statement received and Authorization
to Discharge will have been sent by the Lender.

In the Status section, the following statuses are presented and checkboxes indicate the different
stages of the process where an action has been or shall be taken:
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Status

< | Payout Request Sent 2009-10-07 11:52
Certified payout statement received

Reimbursement

™ Mo Outstanding Balance

(e foney sent to lender, reference

Feference # (Chedo#, eft#, .0
Amount sent to Lender 0.00 4

Autharization to Discharge

Discharge Registered

Crizcharge registration #

Fublish Date [=]

The following sections show the different status and the factors that allow you to complete the
actions.

Payout Request Sent

It is the first status in the process of management of Discharge file. It is displayed in blue. You
must ensure you have selected the Previous Lender and have completed all information in the
Details section of the request before submit your Request for Payout Statement.

Then, you can select the status Payout Request Sent and complete the information regarding
the payment. For more details on the information of payment, see section Modifying your
payment information (notary/lawyer) in Chapter 4.

If these steps are completed successfully, the box Payout Request Sent will be check, the
status will be in gray and the date and time will be display at the right of the status.

» Send the Payout Request

1. Click on Payout Request Sent status.

Status

Payout Request Sent {‘-_______

The window Sent request for payout statement is displayed.

2. Complete the information in the Send request for payout statement window
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Accept Ed Cancel

Details

File No. 356239 Fee 4.00
GET 0.20
FST 0.32
Taotal 4.52

Payment

Credit Card Type | American Express hd

Credit Card L R 2182

Humber

Expiry Date 012010 (MMAYYYY)

Cardholder
Hame

I™ update My Profile

Check the oz if you vwart to save the information rebstive to your credit card within your profile.

View service agreement

AFROPOS DES CERTIFICATS S50

! The amount paid when you submitted the Payout Request includes free of transmission for
publication to the Land Register.

3. Click on Accept button.
The payout request is sent to the Lender.

The Payout Request Sent box is checked and date and time are displayed at the right
of the status.

Status

~ | Payout Request Sent 2008-09-10 1754

Once the Payout Request is sent to the Lender, the Request for Payout Statement summary is
available in the Documents section under the heading Request for Payout Statement. This
summary display information includes in the Registered Lender and Details sections in the

Interest to be discharged page. The Payout Statement sending date is displayed in the Status
section.

! The Request for Payout Statement summary is displayed in PDF and cannot be changed
or refreshed.

If no record match with the information received, the Lender click on No File Found button and
you will receive a note to that effect in your Note section. You can resubmit a new amended
request for the same file.

! The delay for submitting the Certified Payout Statement may be different depending on
the Lender.
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Bundled Discharges

If you send more than one Payout Request for the same file, you can decide to bundle them.

If you add a new request that meets the conditions listed below, the following message appears:
You previously created a discharge with the same Lender Info (Lender info). Do you want to
bundle this discharge with the discharge number (Discharge number).

If you confirm, your new Request is bundled with the request whose number is given, which is the
main request.

Only one Certified Payout Statement bundling these requests, will be sent to you.
The conditions are :

m  The Lender is the same for each Payout Request.
m The Legal Counsel is the same for each Payout Request.

m  The status Payout Request Sent should not have been set off for the requests you want to
bundle.

m  For all Payout Request, the type of Discharge is the same (partial or full discharge).

The Request for Payout Statement on which one or more request has been bundled is the
Main Request. The status management will be done from the Main Request.

You must first have completed all mandatory fields of bundled request before send your Payout
Request.

The title Bundle with discharge number: XXXX is displayed in the header of the section to indicate
with which request the new request has been bundled.

o Adldd
*  Previous Lender {3005)
*  Previous Lender {¥112)
*  Previous Lender {3396) % RFemove
*  Previous Lender {$397) - Bundle with discharge number: 93%6 % Remove
*  Previous Lender {2398)
stewart o
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Certified Payout Statement Received

Receive and consult the Certified Payout Statement

After examining the Payout Statement Request, the Lender complete information of the
Reimbursement Details section and send the Certified Payout Statement to the Legal
Counsel.

A message is displayed in your Note section to advise you that you have received Certified
Payout Statement.

| Hotes

Subject ‘_..-"".. Role Reception Date Modification Date Status
B Assyst Real Estate - Certified Payout branpic 2011-05-19 11:02 Hot Read
Statement received

The Certified Payout Statement is automatically generate and available in your Documents
section under the name of the Lender.

[ Dizcharger3005) Royal Bank of Canada
Request for Payout Stetement

Cedified Payout Statement
w DOC DS _CERTO_(F)_w1 jaclf

The Certified Payout Statement Received status is displayed in grey because you do not take
action for this step. Once Certified Payout Statement has been sent to you by the Lender, the
box Certified Payout Statement Received will be check by the system and date and time will

be displayed at the right of the status.

~ | Payout Reguest Sent 2009-03-24 1445

Reimbursement

After reading the information contained in the Certified Payout Statement, you must complete
this step by indicating the amount you give to the Lender and the references regarding the
payment.

The status Reimbursement is displayed in blue, to indicate that you've reached this stage and
you can choose No Outstanding Balance or Money sent to Lender.

! The legal counsel will forward the payment to the Lender in the same way it does now; no
payment may be transmitted via Stewart Assyst Real Estate.
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Money sent to Lender

If you have to reimburse the Lender, you indicate the reference number of the check or payment

and the amount remitted to the Lender in the appropriate fields and you select the status Money
sent to Lender, reference. Select the Reimbursement status and the box Reimbursement will
be check automatically and the date and time will be displayed at the right of the status.

» Money sent to Lender

1. Enter information about reimbursement in the field Reference # and Amount sent to
Lender. Default, the status Money sent to Lender, reference is checked.

2. Click on Reimbursement status.

The box Reimbursement is automatically checked and sending date and time are
displayed at the right of the status.

- | Reimburzement 2009-03-24 16:24

" Mo Outstanding Balance

(+ Maney zent ta lender, reference

Feferance # (Ched#, eft#, ..

Amount sentto Lender %

The information regarding the reimbursement is then forwarded to the Lender.

! If the Lender gave you more than a Certified Payout Statement for the same file, you can
merge the amounts and send one check or payment to the Lender.

No Outstanding Balance

If the Certified Payout Statement indicates that no amount is owed to the Lender, you must select
the status using the button No Outstanding Balance. Then, select the status Reimbursement
and the box Reimbursement will be automatically checked.

» No Outstanding Balance
1. Select the No Outstanding Balance status.

2. Select the Reimbursement status and the box Reimbursement is automatically check
by the system.

The information regarding the reimbursement is then forwarded to the Lender.
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~ | Reimburzement

¥ ho Outztanding Balance

- Money zert to lender, reference

Feference # (Ched#, aft#, ...

Amount sent to Lender %

Authorization to Discharge

The Lender agrees, within 2 business days of payment confirmation, to send to the Legal
Counsel the Authorization to Discharge.

The Authorization to Discharge is displayed in grey because you do not take action for this
step. Once the Authorization to Discharge have been sent to you by the Lender, the box
Authorization to Discharge will be checked by the system and the date and time will be
displayed at the right of the status.

~ | Authaorization to Discharge 2009-05-01 15:21

A message appears in your section Note to advise you that you have received the Authorization
to Discharge and the Resolution Document in your Documents section.

The Authorization to Discharge and the Resolution Document are available in your
Documents section.

Generate the Discharge

The Discharge document is available in your Documents section under the header Mainlevée
Partial or Complete.

=l Discharger3003) Royal Bank of Canada
Request for Payout Statement
Cerified Payout Statement
Delegation of Signature
SWisinlevee partial or complete

» DOC_DIS_PUBLO_(F)_w1 doc
Rezolution Dacument

Make sure you have correctly completed the information fields in File tab and Additional
Information tab before generating the required document, so you do not have any missing
information.
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All information required to complete the Discharge will be merged into the document, based on
information entered by the Lender.

! The Discharge document is available in the Documents section at the beginning of the
process. However, the better practice is to generate it at the end of the process to have no
missing information in the document.

Discharge Registered

It is the last status of the Discharge process. This status is use to inform the Lender that the
Discharge was registered. The status Discharge Registered is displayed in blue to indicate that
you need to intervene at this stage of the process.

! This operation can be completed only if the status Authorization to Discharge is checked.
Discharge Registered

Cischarge registration &

Fublish [ ate |E|

The field Discharge Registration # allows you to enter the Discharge registration number given
by the Land Register. The field Publish Date allows you to enter the Discharge registration date
given by the Land Register.

! Although this information is optional, if the field No de publication is completed you must
complete the field Publish Date and vice versa.

» Discharge Registered

1. Enter the Discharge registration number and the registration date of the Discharge
document. (this information is optional.)

2. Click on Discharge Registered status.

The box Discharge Registered is automatically checked and date and time are
displayed at the right of the status.

- | Dizcharge Registered 2008-08-07 11:34

Cischarge registration #
Fublish Date |E|

For more information about registration purposes, refer to Registering Documents Online
(Québec) in Chapter 8.
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Managing Discharge documents

Documents related to the Discharge Process are displayed in the Documents section as soon as
you have selected a previous lender in the Previous Lender section.

Some of those documents are automatically generate by the system or may be generated steps as
they are introduced.

The Discharge files are presented in the list by order of request number. The information in
parentheses to the right of each Discharge file indicates the number of the request and the name
of the Lender.

For more information about Documents section, refer to Working with Documents in Chapter 8.

Invoice
TELUS service cantract (2003-09-11]
Rules and procedures (2006-09)
Motary instructions (2008-097
Specific mandate
Fixed-Rate loan contract with immosvable hypothec
Hypothec - 620 without CMHC (2008-117
Preliminary report
Final report
Title insurance request
= Dizcharge(9010) Royal Bank of Canada
Feguest for Payout Statement
[El Certified Payout Statement
L0 OC DI CERTO_(F) w1 pdf
Delegation of Signature
Mainlevée partial or complete
Feszalution Dacumeri
Cther documents (import)

The following documents are available in each Discharge file. Some of them are automatically
generated by the system or may be generated at the step as they are introduced:

m  Request for Payout Statement
m  Certified Payout Statement

m  Delegation of Signature

m  Mainlevée partial or complete
m  Resolution Document

The Request for Payout Statement is automatically generated by the system and is available
as soon as you have completed all information in Previous Lender and you submit the Payout
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Request. This document is a summary of information entered in the Previous Lender section.
It is in PDF format; it is not editable and cannot be generated again.

The Certified Payout Statement is automatically generated by the system once it is sent to
you by the Lender. It is in PDF format and is not editable This document contains all information
relating Lender and Legal counsel contact details ; information about dates; detail of the interest
to be discharge and detail of reimbursement.

! The Certified Payout Statement may contain details of several credits.

The Delegation of signature is automatically generated by the system once it is sent to you by
the Lender.

The Resolution Document is automatically generated by the system and is enclosed to the
Delegation of signature once it is sent to you by the Lender.

The Discharge document (full or partial as applicable) is available in the Documents section.
You can edit this document.

! Although the Discharge document is available in the Documents section at the beginning of
the process, it is suggested to generate this document at the end of the process.
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Chapter 8

Processing Current Files

The objective of this chapter is to explain how you can work with your files and handle them. All
the functions related to the processing of your files are presented in this chapter.

Depending on their access rights, legal assistants can process current files in the name of the
lawyers/notaries they work for.

About Current Files

Characteristics

Current files correspond to the files that you have accepted. They are classified by financial
institution in the list of your files and differ clearly from new files by their blue color. For every
financial institution, the number of available files is indicated to the right of the name of the
institution. Files are sorted out by file number or by borrower's name. This sorting can be modified
by clicking the sorting arrow.

! Current files are displayed under the name of the lawyer/notary who is responsible for
them in case of file sharing (for legal assistants for instance).

For every file, the file number and the borrower names are displayed.
The files with notes that are not read are indicated in a different blue color and have a O symbol
on their right side. The file that is currently selected is highlighted in white in the list of files

No Borrower

Sort order

Click to hide the
list of files

Emergis file
number

Borrower name

Click to expand the
list of files

4374, Lavoie, Jehanne
/ 273 Humphrey, Richard

351553 McDonald, Kevin
351554 McKenzie, Kim
( B Mational Bank of Canada

40256 Richler, Mike X [

B Deszjardins 51
43739 Labonté, Francine
43740 Turcotte, Bernard
43741 Lafontaine, Giséle

Desjarding Commercial
B Royal Bank of Canada B [3]
351398 McKenzie, Steve
351415 Moore, Robert A
351418 John, ROBERT A
Jther Files [31

351417 Kim, ROBERT A

Note symbol for the

financial institution and
V the file (not yet read)

\ File currently selected

highlighted in white

Number of files for the
financial institution
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For more details on the functions associated with files, refer to the Using the File Functions
section.

When you select a current file in the list of your files, it is highlighted in white and the details of
the file are displayed on the right pane. It includes the following information:

m 4 tabs to manage efficiently the information: File, Additional Information, Documents,
Notes.
m  The file number and the borrower's name.

m Information sections (general information, borrower, property, etc.). This information can be
modified if necessary.

m A "Status" section where you can follow the file processing steps.
m 2 functions: Save and Cancel to be used to save or cancel the modifications you add to the

file.

Currently
active tab
File number

File currently selected

highlighted in white Borrower Save and Cancel buttons used

when editing the page

ﬂ Search for Files
Refresh Files

Last Login: 2007-12-11 14:17 B print

f 4 Save

Documents

\A
Ho. / Borrower File Ho. CPD - 43741 - Lafontaine, Gizéle | .4 Cancel

354866 JENKINS, RANDY

354667 benjamin, charlotte General Information Status
354668 Tremblay, Antoine File No 43741
National Bank of Canada
N Frogram Hew loan ; - .
= Desjardins Loan No. 1234567890 File &ccepted 20050207 22:48
43739 Labonte, Francine Date File Received 2005-09-07 22:22 [ ] Appointment With Customer Coffirmed
43740 Turcotte, Bernard Last Le te I:‘ Preliminary Report Transmitted

43741 Lafontaine, Gizéle
43742 Lavoie, Johanne

44273 Humphrey, Richard memelFlete. R
Desjardins Commercial Finansisl Instituticn [B] Desjardins [ Agpearance |
Royal Bank of Canada

| Final Report Transmitted
| \file Closed

Legal Cou

1 Michel Tremblay

Import a Worg Document

Transit 815-30029 | Detais ] 5] Transfer File
= = - - #| Add a Note to file
Laurentian Bank Branch Transit  §15- 44444 | Detais | Export Fil Cancel File
= O e
Other Files Contact Mame Roger Marchand "
(514) 555-1212 \ b 4
roger.marchand@caisses.com /

T
\ / File status zone /

Information sections for Vertical scroll bar to move up and
the file thatis selected down the information in the page

! Note: If you do not see all the information on your screen, use the vertical scroll bar on
the right side of the window to display the information available at the bottom of your
screen.
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Consulting Current Files

»

To consult a current file

1. Click the & sign to the left of the financial institution name for which you want to see the
list of files. This will expand and display the list of files for this specific financial institution.

2. Inthe list of files, click to select the name of the specific file you want to consult. The file
that is selected is highlighted in white in the list of files. The information related to this file
is displayed on the right pane.

3. Use the scroll bar on the right side of the page to move vertically in the Stewart Assyst
Real Estate window and display the information at the bottom of the page.

4. Click the different tab to display the corresponding information pages.

5. Repeat steps 1 to 5 do consult another file from another financial institution.

Understanding File Statuses

When handling a file in Stewart Assyst Real Estate, you have to follow a specific process and
complete different steps. You will find in the Status section of the File page the list of the
different file status supported in Stewart Assyst Real Estate. These status can be used as
guidelines for you to follow the Assyst Real Estate steps and to help you know where you are in
your file processing.

You will find in the Status section the following five main steps:

File Accepted

Appointment with Customer Confirmed (Desjardins) or Request Final Lender Update (Banks)
Preliminary Report Transmitted

Final Report Transmitted

File Closed

When a step is completed, its status is checked and the time and date it has been completed is
also indicated.
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Last Login: 2011-05-16 14:12

Additional Information Documents
File No. RBC - 3515354 - Leclerc, Marie I/ A Save | .4 Cancel
General Information Status
File Me. 351994 -
Frogram Refinance
Loan No. 20080308-302 File Accepted 2007-05-08 17:28
Date File Recesived 2007-05-03 22:21 l:‘ Request Final Lender Update
Last Len Update 2007-06-03 Disch t
Legal Counsel Michel Tremblay [ | Discharge reques
Internal File No. [] Preliminary Report Transmitted
Financisl Instituticn ' RBC ) i D Final Report Transmitted
Repaltonk [ Appesrance ] File Closed
Service Center Transit 003 - 1705 [ Details | \D
Branch Transit 003 - 04444 [ Details | -
Contact Name Personal Service Centre -
Montreal Import a Document
{800} 361-5800 P [Ea| Transfer File
Add a Note to File
Cancel File
[=] Export File

Depending on the status, you or the system will complete the step and check the corresponding
boxes in the Status section of the File page:

m  You will check the following steps: Appointment with Customer Confirmed, Request Final
Lender Update and File Closed. These steps are displayed in blue.

m  The system will check the following steps depending on your actions in the system: File
Accepted, Preliminary Report Transmitted and Final Report Transmitted. These steps are
displayed in gray.

Once a step is completed and the box is checked, it cannot be undone.

The next sections will describe the different steps in details and the factors to complete every
step.

File Accepted

This is the first status when you accept a file. The File Accepted box is automatically checked by
the system at the end of the file acceptance process. The date and time the file has been
accepted are always indicated to the right of the status.

Refer to the Accepting a New File section for more details on the file acceptance process.
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Status

~ | File Accepted 2007-05-
Request Final Lender Update
Dizcharge request
Preliminary Report Transmitted
Final Report Transmitted
File Closed

%| Import a Document
#| Add a Note to File
® | Export File

3| Transfer File

| Cancel File

Appointment with Customer Confirmed (Desjardins)

This status is only available for Desjardins files. You have to activate yourself this status when you
are ready to block the access to the file to the lender.

Check the Appointment with Customer Confirmed box 2 business days before the signature of the
mortgage deed. The access is immediately blocked and the bank can not modify anymore the file
via Stewart Assyst Real Estate.

Once the access is blocked, you can start generating your documents.

! Note: It is important to respect these delays and not to block the access too much in
advance because it can lead to complications for the customer.

! Note: A padlock |&E nbol will appear next to the status Appointment with Customer
Confirmed to indicate that the lender can not modify anymore the file via Stewart
Assyst Real Estate.

Request Final Lender Update (Bank)

This status is available for bank files. You have to activate yourself this status when you are ready
to block the access to the file to the lender.

Check the Request Final Lender Update box 3 business days before the signature of the
mortgage deed. The bank has one business day to modify the file then the access is blocked.

Once the access is blocked, you can start generating your documents.

! Note: It is important to respect these delays and not to block the access too much in
advance because it can lead to complications for the customer.
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! Note: A padlock |&inbol will appear next to the Request Final Lender Update to
indicate that the lender cannot modify anymore the file via Stewart Assyst Real Estate.

—AE s
40 43

-f | File Accepted 2
- | Request Final Lender Update g 2
Dizcharge request

(= =]
(=R =)
0

(=R =]

(=R %]
0

2
-18 2
Preliminary Report Tranzmitted
Final Report Tranzmitted
File Closed

Preliminary Report Transmitted

The Preliminary Report Transmitted box is automatically checked by the system when the
preliminary report has been generated, signed and sent. The date and time the report has been
transmitted is always indicated to the right of the status confirming that that bank has received it.

! Note: You can generate the preliminary report prior to blocking the access to the lender.
Stewart Assyst Real Estate has no restriction on the delay for generating and signing
the preliminary report thus you can complete it as soon as you have the necessary
information.

For more details on the generation and signing processes, refer to the Generating Documents and
Signing Documents sections.

Final Report Transmitted

The Final Report Transmitted box is automatically checked by the system when the
preliminary report has been generated, signed and sent. The date and time the report has been
transmitted is always indicated to the right of the status confirming that that bank has received it.

You can generate the final report as soon as your documents are registered and all your
signatures are received.

File Closed

This is the last step in the file handling process. You have to activate yourself this status when
you are ready to close the file.

When you check the File Closed box, the date and time the file is closed is saved. The file is
removed from the list of your files.

Make sure to keep a copy of your documents and to have the latest version of the specific
mandate before closing a file because you will not be able to access once it will be closed.
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Save the documents to be kept on your computer before closing the file. Open them with Adobe
Reader, choose File...Save As and select a destination folder on your computer.
For more details on closing files, refer to the Closing File section.

! Note: A file is automatically closed and removed from the list of your files 6 months after
the final report has been generated, signed and sent.

Consulting / Completing the File
Information

The objective of this section is to present the information available for every file in the File and
Additional Information tabs that you have to consult and/or validate.

Some of this information is validated by you and updated if required, other is completed by the
financial institution and available for consultation only.

General Information

The General Information section is available in the File tab. This section provides information on
the file status and on the financial institution.

Most of the information of this section is in reading mode only and for consultation.

General Information

File Mo 354518

Frogram New loan
ATFITTTT-514
2007-11-21 11:40
2007-11-21
Michel Tremblay

B 988559 | anpearance |
rTrensit 039-1660 [ Detais]
039 - 1660 [ Details |

Contact Name Roberto Alpin
{514) 888-2078
aboc@abc.com

You will find in the following table explanations on every field available in the General
Information section.

Description

File No. File number automatically created by the system.
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You have to use this number when communicating with the Stewart Assyst
Real Estate Service Desk in case of problem or when having a question
relative to a specific file.

Program

Type of file.

Loan No.

Financial institution's file number (to use when communicating with the
financial institution).

Date File Received

Date and time the file was received in Stewart Assyst Real Estate.

Last Lender
Update

Date the lender modified the file for the last time.

Legal Counsel

Name of the legal counsel

Internal File No.

Number of file for internal use

Financial
Institution

Name of the financial institution which assigned the file to you.

When you click the Appearance link, a window is displayed providing
information on the lender appearance.

Service Center
Transit

or

Branch Transit

The transit number of the financial institution which assigned the file to
you.

When you click the Details link, a window is displayed providing
information on the lender.

Contact Name

Name of the financial institution contact with his phone number and his e-
mail address.

Appearance and Institution Details

. n
General Information

354518

Hew loan
ATTITITIT-514
2007-11-21 11:40
2007-11-21
Michel Tremblay

EE s | sppearance /

Click to open
Appearance window
where you find the
Appearance of the lender

it 039 -1660 [ Details |
039 - 1660 | Detailz D Click to open the Details
Roberto Alpin window where you find
{514) 8838-8078 the Institution Details
abci@abc.com
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1. In the General Information section, click the Appearance link to the right of the
Financial Institution field.

,a Appearance

Financial Institution LAUREMTIAN
BAra

Laurentian Bank of Canada
B000117

1981 avenue McGill Collége
Montréal, Quebec, H3A 3K3, Canada

This will open the Appearance window where you find the information relative to the
Appearance of the lender (Financial Institution, Name, Notice of Address, and Address).

2. Click the Details link to the right of the Service Center Transit field.

7 Institution Details X
€ | http://10.232.8.73/pfi/modal ftransit_details.aspx?lang_id=A&dient_id=BLCAdossier_jd=3545 Zj
Details

Financial Institution LAURENTIAN
BARE

Banque Laurentienne

1660

(514) 842-2466

(514) 284-5920

Email
stephane.lefebvre@cgi.com

Address 55 1981, AV. MCGILL, 17E ETAGE
IMONTREAL, QUEBEC, Quebec, H3A 3K3, Canada

This will open the Institution Details window where you find the information relative to the
Institution Details (Financial Institution, Name, Service Center Transit, Phone, Fax, Communication
Mode, E-mail, and Address).

3. Click the Details link to the right of the Branch Transit field.

) Institution Details =
| = l

Details

Financisl Institution LALIREMTIAN
AR

Mame Banque Laurentienne

i 1660

(514) B42-2466

(514) 284-5920

Email

stephane.lefebvre@cgi.com

Address 55 1981, AV. MCGILL, 17E ETAGE

MONTREAL, QUEBEC, Quebec, H3A 3K3, Canada
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This will open the Institution Details window where you find the information relative to the
Institution Details (Financial Institution, Name, Branch Transit, Phone, Fax, Communication Mode,
E-mail and Address).

4, Click on Close button. You are back to the General Information section.

Particular Remarks

You find in the Particular Remarks section the remarks entered for the file by the financial
institution.

The content of the Particular Remarks sections is always read-only and you cannot enter or
modify anything. This section includes information entered by the financial institution (remarks,
references, etc.).

Particular Remarks

Divided Co-Ownership a) The Borrower is obliged to observe all requirements of the
condominium legislation and ammendments thereto, to observe and perform the
requirements of the Declaration of Co-Ownership and ammendments thereto together with
all other rules and regulations and amendments thereto. b) The Borrower is obliged to pay

Warranty

The information relative to the warranty of the mortgage is available in the Warranty section of
the File tab.

This information is completed by the financial institution and you cannot modify it.

Warranty
Type Immovable hypothec 14596-002 (2005-03)
Amount 100 000.005
Lzan Insurance CMHC
Borrower(s)

The section relative to the borrowers is available in the Borrower(s) sections of the File tab.
This section provides all the information about the borrowers, co-borrowers, grantors and
sureties. This information can be modified if required. It will be used when generating the
documents for the file.

» To modify the borrower information

1. Select a file in your list of files.
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2. Make sure the File tab is selected.

3. In the Borrower(s) section, depending on the type of the file, you will find a description
of the main borrower, the co-borrowers, grantors, sureties, etc.

Debtor(s)

#  Borrower: Jeanne Lachapelle

P Surety: Serge Lachapelle

The choices are displayed through expandable zones. You have to click the name of one
of the entry or the arrow on the left side ® to display the corresponding information.
For more details on expandable zones, refer to the Expandable Zones section.

4. Click, for example, the Borrower name or the arrow on its left side ®. This will expand the
information associated with the borrower. The arrow head is blue and is displayed
downward.

5. Complete the information in the various fields. This information will be used and merged
when you will generate the documents associated to the file.

6. Repeat the process (steps 4 and 5) for every borrower if required.

7. Click the Save button at the top right side of the page to save your modifications.
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Borrower(s)

¥ Borrower: Steve McKenzie

=/Lssti=ms [gteve McKenzie Switch to Guarantor

-anguag " French English

To complete where spousal consent is required

Mary

st Mame Smith

Address

Civic No. / Strest

Unit 85 INGRAM PARK DR. E.

City BROOKS

Province | British Columbia =l
Country | Canada LI

Phone Numbers
Home Fhone (416) 556-1212

Cffice Fhons (905) 555-1212 x 0055
Cell Phone

X

el e Sy it

Points to Note

m If you have to add an address other than Canada and US, select Other in the Province field,
then enter the name of the province in the Other province field and select Other in the
Country field and enter the name of the country in the Other country field. The postal code
is not validated in this case.

Province Il‘.}ther :I

Country IDther j

m In the case of a natural person, you can complete the First Name, Last Name and Job
Title fields in the To Complete where Spousal consent is required section. These data
will be automatically merged at the correct position in the documents you will generate.

To complete where spousal consent is required

[Jynia |

Last Name |Andrew |
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In the case of a natural person again, for a co-borrower, grantor or surety, you can check the
Same Address as the Main Borrower box in the Address section and the address will be

automatically completed with the data coming from the main borrower's address.

Borrower(s)

*  Borrower: Jeanne Lachapele

¥ Surety: Serge Lachapeles

{ame / Last Name | Serge Lachapelle

' French English

To complete where spousal consent is required

- [Jynia |

[Andrew |

m In the case of a legal person, for a main borrower, you have to be aware that the information
entered in the Name of the Contact Given by the Financial Institution section is not
used anywhere in the merging process. You have then to make sure to enter in the
Representative 1, Representative 2 and Representative 3 sections the information
about the persons who will sign the deeds.

¥ Borrower: ABC Inc.

entative 1
irst Mame f Last Mame

Company MHame ABC Inc.

Hame of the Contact Given by the Financial Institution

First Hames Last Name Title

Richards Kevin
Home Phone Businesz Phone
Business Phaone (514) 555-1212 Cell Phone
Cell Phone
Language * French English Representative 2
First Mame f Last Hame
Address

Title
Civie Mo, f Street
Businesz Phone

Switch to Guarantor or Switch to Borrower (British Columbia and Ontario)

The Switch to Guarantor or Switch to Borrower checkbox allows lawyers/notaries to switch a
borrower to a guarantor, or a guarantor to a borrower, based on client instructions. The change
in status is only allowed when a minimum of one borrower exists on a file after the switch is
completed. Otherwise, the change in status will be refused. Always review the lender’s
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mortgage instructions to determine if the lender’s written consent is required before
making these changes.

Whenever borrower or guarantor status is changed, any documents previously generated will
have to be re-generated.

¥ Guarantor: Mary Smith @it{:hed to E-orrowe_rD
First Wame [ Last Name (a0 Smith ~f| Switch to Borrower

Lenguags " French Englizsh

Properties

The section relative to the property(ies) used in guarantee is available in the Property 1 and
Property 2 sections of the File tab. These sections provide detailed information on the
address(es) of the property(ies) that the financial institution wants to have in guarantee
(maximum 2 properties).

The information available in the property section can be partially modified. This information will be
used when generating the documents associated to the file.

» To complete the property information
1. Select a file in your list of files.
2. Make sure the File tab is selected.

3. Inthe Property 1 section, complete the information relative to the property address that
the financial institution wants to have in guarantee. Complete the Property 2 section if
required.

Property 1 Property 2

Address 85 INGRAM PARK DR. Addrass

City BROOKS City

Frovines British Columbsia ;I Frovines LI
Postal Code H1K 3M2 Postal Code

Rank 1st rank Rank

Lot(s Lot # 1234567-100 Plan # 9576543210 Letis

Condo Registration # Land Registry/PIN #
Condo Unit¥Condo Floor#

4. C(lick the Save button at the top right side of the page to save your modifications.
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Loan

The section relative to the loan is available in the File tab under the Loan section.

This section provides all the bank details relative to the loan. This information is completed by the
financial institution and you cannot modify it.

! Note: In the Loan section, N/A is displayed when a field in not used by the lender.
The number of days indicated in the Retained % up to field depends on the province in
which the property address is located.

Loan
Amount 152 975.00 % Fate 6.15% End of Rate Date 2008-10-24
Retained by Lender 3227.75% Frime Rate WiA % Term (hdanths) 60
Disbursement to Be Given Rate Differential Wi % Amaordization (honths) 300

149 T47.25% . . . . ’
to the Legal Counzel Calculation Feriod Semi-annually not Loan Type Fixed / Closed
Insurance Fremium to Be in advance Fetained % Up to

Ho 0.0 %

Included tinimum Fate 0.0 % =0 Days After End of ok
Insuran?e Fremium 5008 . ium Rate 0.0 %
Sale Price 300 000.00 % Reimbursement Rate 10.0 %

Monthly Frequency — Alt. Frequency (As Per Borrower)

The section relative to the payment frequency is available in the File tab under the Monthly
Frequency — Alt. Frequency (As Per Borrower) section.

This section provides the information about the customer's payment frequency, the payment date
and the payment day, the amounts paid according to the frequency and the first payment day.
This information is completed by the financial institution and you cannot modify it.

! Note: In the Monthly Frequency — Alt. Frequency (As Per Borrower) section, N/A is
displayed when a field in not used by the lender.

/l-.-lomhly Frequency N /Alt. Frequency {As Per Borrower)
Fayment Frequency Monthly Fayment Frequency Monthly
Fayment D ate 26 of each Fayment [ay 26 of each

month month

Frincipal and interest 979.454% Frincipal and interest 979.454%
Taxes 0.00% Taxes 0.00%
Other 0.00% Other 0.00%
Tatal 9T9.45% Total 979.45%
First Payment Day August 26,

2003
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Funding Date and others dates

The section relative to the loan funding date and other dates is available in the Dates section of
the File tab. This section provides the information about the following dates:

Funding date

Interest Adjustment date
First Payment date

Last Payment date

Mortgage Signature date

The information relative to the dates is completed by the financial institution but can be modified
by the legal counsel. The date information will be used when generating the documents
associated with the file (Loan Contract and Cost of Borrowing).

4

To modify the Funding date and the other dates

1. Select a file in your list of files.

2. Make sure the File tab is selected.

3. In the Dates section, complete the four date fields under the Legal Counsel column.
You can use the calendar option to select every date and complete the fields. Refer to the
Calendar section for more details on the calendar functioning.

Mlatgage Signature

‘Dates h
Financial Legal Counsel
Institution
Funding 2008-07-26 |
Interest Adjustment sg0g.07-26 o |E|
First Payment 008-08-2¢ - |E|
bl aturity 2009-0T7-26 - - |E|
=]

4. Click the Save button at the top right side of the page to save your modifications.

! Concerning Laurentian Bank, you only have to complete the Funding field. The other

fields will be calculated automatically.
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Contracts (Enterprise Files)

In the case of a commercial file, an additional section is available at the bottom of the main page
of the File tab. This section is about contracts and is named Contract(s). This section supplies
the list of the contracts that have to be signed.

Contracts can be of 2 types: new or already existing. If there are existing contracts, the financial
institution will let you know and will indicate the transmission method.

The Contract section provides the following information:

m The type of every contract type (you can have more than one contract).
m  The amount of every contract.

m  The signature date of every contract (optional and can only be completed for new contracts).

Contracts

Contrach=) to Be Signed On the Amount of Signed On
Variable Credit Contract CF-01255-111A 150 000.00 HiA

Additional Information

The Additional Information section of Stewart Assyst Real Estate includes external
stakeholders involved in the file process and providing services or information required for
processing Mortgage file and Discharge file that can be published online via Stewart Assyst
Real Estate.

File I Additional Information ] Documents ] Hotes ] El

File Ho. CPD - 3535678 - Leroy, Peter r’ - | 2

Additional Infoermation

*  Legal Description

Current Registered Owner(s)

>
P Interestto be discharged
>

Title Insurance

Each section allows you to enter information regarding Legal Description, Current Registered
Owner, Interest to be discharged and Title Insurance.

! The following choices are available depending on the financial institution and the province:

m  Legal Description

m  Current Registered Owner(s)
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m Interest to be discharged

m Title Insurance

» To display the additional information
1. Select a file in your list of files.
2. Click the Additional Information tab to select it.

The choices are displayed through expandable zones. You have to click the name of one
of the entry or the arrow on the left side ® to display the corresponding information.
For more details on expandable zones, refer to the Expandable Zones section.

3. Click, for example, the Legal Description name or the arrow on its left side ®. This will
expand the information associated with the legal description. The arrow head is blue and
is displayed downward.

(-.-'-'L{I{Iitioml Information

‘ ¥ Legal Description

4. Click again the Legal Description name or the arrow on its left side ®. This will hide the
information associated with the legal description. The arrow head is black again and no
longer displayed downward.

5. Repeat the process for the other choices.

6. Click the Save button at the top right side of the page to save your modifications.

Legal Description

The section named Legal Description, available in the Additional Information tab, provides
the information about the legal description required in the mortgage file and discharge file. The
legal description identification is automatically completed (Registration Division section). You must
ensure the information is valid and modify the data if required.

The information will be added in the mortgage deed or discharge document at the correct position
during the merging process.
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Additional Infermation

¥ Legal Description

Registration Lender Cadastral Description
Humber Date Cadastre
hlotgage L [i=] Lot
L]

Sale

Registration Division Fhane (819) 849-6357

Coaticook b | Fas (819) 849-9433
Address 150 rue Child, Edifice de I'Hétel-de-Ville E-mail
Coaticook, OC, MA 2B3

Lot{s) [C4f ada

Lot 1 [Gef

Cadastre |Canton de Clifton V|

Lot 134-T89

Secandans
[rescription

[ PatofLat [ Co-Dhnership
Lot 2 |z| Remove
Cadastre | Canton de Barford v | |ZI

Lot 12-56

Secandans
Crezcription

Legal
w | Crescription

W FatorLat [ Co-Owunership E

Part of Lot

When you check the box Part of Lot the text box Legal Description is displayed allows you to
enter the Legal Description of the part of Lot.

Lot 2 E| Remove
Cadastre | Canton de Barford hi | =
Lot 12-56 Legal

Seco?d..arg,r v| Description

Crescription

¥ Partof Lot 3 Co-Dwnership _,-/ E

The table below provides a description of the main fields available in the Legal Description
page. Some of the fields have to be completed in a logical order that is explained below.

Field | Description
Registration Enter the registration number and date for the mortgage deed and deed
of sale
Registration Select in the drop-down list the name of the Registration Division. This
Division step has to be done first.
Cadastre Select in the drop-down list the name of the cadastre. The content of the
list depends on the Registration Division you have selected at the previous
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step in the Registration Division field. This is the second step you
have to complete.

Lot Enter the lot number. Do not use letters except if it is a part of the lot
number.

You can enter only one lot number per Lot field. You can define up to
nine lots per property.

Secondary Select in the drop-down list the name of the secondary description. The
Description content of the list depends on the cadastre you have selected at the
second step. This is the third step you have to complete.

Part of Lot Check the box to indicate that it is a part of a lot. The text box Legal
Description is displayed allows you to enter the Legal Description of the
part of Lot

Co-Ownership / If it is a co-ownership, check the Co-Ownership box then add the lot

Private Portion numbers for the private portions (Private Portion is automatically

checked). The first lot represents the first private portion. You can have
up to 3 private portions.

The information will be added in the mortgage deed at the correct
position during the merging process.

Click the Add button link to add an additional lot.

Click the Remove link to delete a lot.

Lot{s) + Add
Lot 1 %

Eadastre Canton de Clifton L
Lot 134-T89
Secondany

~
Description

[ PatofLet [ Co-Owneship

Current Registered Owner(s)

The Current Registered Owner(s) section allows you to enter or modify the information
related to the Previous Borrower. You enter information on all borrowers (borrower, guarantor or
commercial) for which you must send a Payout Request.

For more details on the features of the Current Registered Owner(s) section, see the Current
Registered Owner(s) section on Chapter 7.
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Previous Lender

The Previous Lender section allows you to research select and add information about the
previous lender. This information will be useful to prepare and process your Discharge file.

For more details on the features of the Previous Lender section, see the Previous Lender section
on Chapter 7.

Working with Documents

About Documents

All the documents related to a file are grouped in the Documents tab. From this tab, you can
manage the documents required when processing a file.

The objective of this section is to present all the functions available in Stewart Assyst Real Estate
for the processing of the documents linked to the files.

The documents available in the Documents tab can be of two types:

Generated documents: They are created from the document templates available in Stewart
Assyst Real Estate, every program having its set of templates. They are organized by category
(loan contract, mortgage deed, etc.).

The list of document categories available in the Documents tab can vary from a file to another
depending on the file characteristics, the financial institution, the program, etc.

The list of document categories required for a file is automatically generated by the system
when the file is accepted. From the list of document templates for every category of
documents, you can generate the legal documents required when processing the file.

Some documents are automatically generated when the file is accepted: the invoice, the
service contract, and the other documents specific to each financial institution.

Imported documents: These documents include bookmarks and are imported in Assyst
Real Estate to be registered online. They are all grouped together under the Other Documents
(import) category in the list of the documents in the Documents tab.

For more details on the import function, report to the Importing Word Documents section.

The operations you can make on documents include: opening, generating, modifying, signing,
sending, registering, visualizing, saving as and transferring a document.

The information displayed in the Documents tab is organized as following:
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The list of documents associated to the current file is displayed on the left pane, this list being
organized by category. The document categories that have a & sign to their left include
generated documents.

The list of functions available for every selected document is displayed on the right pane
(open, generate, register, etc.). The functions that are enabled are in blue, the disabled ones
are in gray.

The name and the language of the legal counsel in charge of generating the documents is
displayed under the list of functions. By default, this is the name of the current user of
Stewart Assyst Real Estate but another name can be selected.

The information relative to the selected document is displayed on the right pane under the
Document Details section: file name, version, language of the document, creation date,
author (name of the lawyer/notary who created the document.

The information relative to the transmission is displayed in the Transmission Information
section: recipient name, e-mail, sender name, document transmission date. This information
is only displayed when selecting a document that has been sent.

List of document categories Listof the functions available for Information used when

for the current file managing the documents (gray when generating a document

disabled)
File ] dditional Information [ Documents] Notes | \ |=|/

File Ho. REC - 354183 - Les Constructions RMR leblanc \ 4| Import a Word do-c:urfient

I
Documents \ /

Invoice
Emergis service contract (2007-01)
General Instructions te Lawyer/Notary - Residential Mortgages/Hypothecs
Specific instructions for all Rezidential Morgages/Hypothecs
Standard Instructions to Notary (for files accepted before 2007-04-28)
Instructions to Notary for Electronic Mandate
Specific mandate
Borrower's Consent
Confidentialty Agresment Language ™ French % Englizh

Open *

+
Visualize

B[] [ 1| [0

Save As

egal Counzel  carlsen, Kathleen - ville profile ...

Approval of Mortgage & COB Statement of Dizclosure - Variable/RateCapper
=] Deed of Residential Hypothecary Loan - RateCapper Document Detailz

» DOC_3893_(A)_vidoc

» DOC 3593 (A) v2doc

- J00C_3993 (A) v3.doc

» DOC_3553_(F)_w&.doc English
Preliminary Report/Reguest for Funds

2007-02-18 10:35
Final Report/Report on Title =
MC carlsen

DOC_2993_(A)_v3.doc

Version 2-2008

[ Title ingurance reguest reated oy
Other documents (import)
Tranzmizsion Information

REQI
Document currently kathleen.carlzeni@emergis.com

selected is highlighted ﬂ Date 2007-02-16 10:44

Specific category for

imported documents
(send function)
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Displaying Generated Documents

To maximize your workspace and only display the appropriate information, the list of documents is
always minimized and only the categories of documents are displayed. The documents belonging
to these categories are not automatically displayed.

» To display generated documents

1. Select a file in your list of files.

2. Click the Documents tab. This will display the categories of documents available for the
file. The categories having a [ sign to their left include generated documents.

3. Click the & sign to the left of a category name to display the generated documents
belonging to this category. A list of documents is displayed. A = sign is then displayed to
the left of the category name meaning the list is expanded.

4. Repeat the process to display and hide the documents existing for the different

categories.

Click the + symbol to expand
the list of documents
generated for this category

Categories of documents with no symbol
on their left side meaning they do not
have any generated documents

The - symbol is displayed when the list of

documents generated for a category is e

expanded. Click the - symbol to reduce
the list)

Documents

LT
voice

Emergiz 2ervice contract (april 26 2007)

General Instructions to Lawyer/Motary - Residential Morigages/Hypothecs

Specific instructions for all Builders/Construction Mortgages/Hypothecs
Additional Instructions - Construction/Builders Mortgages

———p Schedule D - Builders Lien Statutory Declaration & Direction to Pay

Specific mandate
Approval of Mortgage & COB Statement of Dizclogure - Variable/RateCapper

Guarantee of Mortgage

Standard Charge Termzs (Fixed)

Standard Charge Terms (RateCapper)

Standard Charge Terms (\Variable)
\@reliminaw Report/Request for Funds

/ [ @D0C_3328 (A) vi.pdf
Report on Title/Secure

\

Document already generated for this / Other documents (import)

category and currently selected

Opening Documents

As soon as a document is generated, you can open it.

» To open a document

1. Select a file in your list of files.

2. Click the Documents tab. This will display the categories of documents available for the
file. The categories having a # sign on their left side include generated documents.
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3. Click the [ sign to the left of a category name to display the generated documents
belonging to this category. A list of documents is displayed. A = sign is then displayed to
the left of the category name meaning the list is expanded.

4. Click the name of a document to select it. It is highlighted.

& Land title Act FORM B (Province of BC Form)
' DOC_FORM_B_(A) vi1.pdf
Standard Charge Terms (RateCapper)

The information about the document is displayed in the Document Details section (file
name, version, language, creation date and author).

Document Details

W_DOC_FORM_B_{A}_w1.pdf
Version 200808
Languags English

COst= . 20070404 08:13

.
«

Document creation date

/

[l L

=ated by Fisme Alarie

5. Double-click the name of the document or click the Open link to the right of the list of
documents.

Cil| Register
kel Save As

Legal Counsel  Tremblay, Michel - St-bruno-... ...

Language % French " English

The file is opened. You can consult it and print it.

6. Close the document. You are back to the list of documents in Stewart Assyst Real Estate.

Generating Documents

In Stewart Assyst Real Estate, documents can be generated in Microsoft Word or PDF format,
depending on your province. Documents generated through Stewart Assyst Real Estate always
use the information included in the File and Additional Information tabs. This information is
merged in documents at the appropriate positions.

Make sure to complete correctly the required information fields in the File and Additional
Information tabs before generating your legal documents to avoid having missing information.

~stewart -

title guaranty company



Stewart Assyst Real Estate powered by TELUS® — Reference Guide

Before generating a document, you have to indicate the name of the lawyer/notary who generates
the document (it can be you or another lawyer/notary) and the language in which the document
has to be generated (English or French).

» To generate a document
1. Select a file in your list of files.

2. Click the Documents tab. This will display the categories of documents available for the
file.

3. Click to select a category for which you are going to generate a document. The name of
the category is highlighted.

4. On the right panel, in the Language field, click to select the language in which the
document has to be generated: English or French (default value).

Name of the Legal Counsel Click to select
used when generating the another name of
dovment Legal Counsel
= *
| +| Generate
F4
O
%]
Legal Counsel  Tremblay, Michel - St-bruno-... |...
Language " French Englizh

Select the language in which the
document will be generated

5. If the document must be generated in the name of another lawyer/notary, select the
name of this lawyer/notary by clicking the L:--| button on the right of the Legal Counsel
field.

The Legal Counsel Search dialog box is displayed.
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Click to perform the search

.B Legal Counsel Search

Complete the criteria for your Name |ta |
search. You must select a Pro -
Province
province and enter the first 2 IQUEDE‘D ;I
letters of the name of the legal City

counsel you are looking for

Name City Province Telephone
Talbot, Talbot Jolistte: Québec (819) 583-5556
‘Talbut. Talbot Jolistte: Québec (819) 566-7979 H
Results of the search 'Tanguay
Click to select the name of a Erpéllfglflﬂffuj. dosets Brarzs L1y dis bivd D

legal counsel

6. Complete the criteria for your search by selecting the Province and the City (if desired)

and by entering the first 2 letters of the Name of the legal counsel to whom to you want
to transfer the file.

7. Click the Search button to perform the search.
A message is displayed if no record matches your criteria.

! If the name of the lawyer/notary to whom you want to transfer the file is not listed, please

contact the Stewart Assyst Real Estate Service Desk.

The results of the search are displayed in a list.
8. Select the name of the legal counsel you are looking for.

9. Use the scroll bar to move up and down in the list.

10. The Legal Counsel Search dialog box is closed and the name you selected is displayed
right to the Legal Counsel field.

Legsal Counsel  Talbot, Talbot - Joliette H

11. Click the Generate link.
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= X

=

Ky ]

o \

H
Legal Counsel  Tremblay, Michel - 5t-bruno-... |...

(il

anguage  French Englizh

This will open the Generate Document dialog box.

This window displays the list of the information required to generate the document. This
information comes from the File and Additional Information tabs. The missing information that
is required is indicated. The legal counsel city of practice (found in the page My profile) is
automatically inserted in the field Place of the last signature in the Generate a document
window. You can delete this information from the window and complete it directly in the deed of
warranty.

The following screen is an example of a Generate Document window for a mortgage deed in
Microsoft Word format where information is missing.

Click to cancel the
Click to generate the document (the button is

only enabled when the 3 first fields have been
completed)

generation process and
close the window

g Generate a Document -- dialogue de page Web

43742
*=* EDIT THIS INPUT =

Complete the
three fields prior |
== EDIT THIS INPUT ==

to generating
the document

== EDIT THIS INPUT ==

Chicoutimi

=+ Missing Information - Registration division ==
== Migsing Information - Registration division ==

Flace of the last signature

Joliette

Field automatically
populated with the
city of practice of the
legal counsel

Missing information to be
completed prior to generating
the document

12. In the case of mortgage deeds in Microsoft Word format, enter the information in the 3
fields marked as "Edit this input". Click the field and enter the information. The
Generate button will be enabled only when these 3 fields will be completed.
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13. Verify that there is no field marked as "Missing Information ".
If it is the case, you have to cancel the document generation and close the window by
clicking the Cancel button, then go back to the File and Additional Information tabs
to complete the missing information before asking again for the document generation.

14. The City of signature field can be editable in the dialog box. You can modify it before
the document is generated. The field WHEREOF ACT AT in the deed document will be
populated by the information entered in the City of signature field.

WHEREQF ACT atC St-Bruno-de-Montarvillg

=) > under the number[one]
([ 1]} of the minutes of the undersigned Nota

15. Click the Generate button to start the generation process.

The document is generated by retrieving the information existing in the database. The
name of the generated document appears automatically below the document category in
which it was created.

Once generated, you can open the document to consult it, modify it or print it.

Colored Texts in Documents

The information that has been merged and inserted in the document is indicated in a different
color to allow you to track it and verify it easily. The information is presented in 3 different
formats:

m  Black text: corresponds to the data and text coming from the financial institution.
m  Blue text: corresponds to the merging data coming from Stewart Assyst Real Estate.
m  Gray text: corresponds to editable text fields that you can modify or complete. Once these

fields completed, save the document, and then print it.

Filling forms in PDF documents

Some of the documents generated in PDF format can be completed in Adobe Reader once
generated. This is the case for instance for the Form B.

You have to open the document that has been generated and use the Adobe Reader tools to fill in
the fields.

Fields that are editable and that have to be checked or completed if necessary are highlighted in
blue. Data in this field comes from the data retrieved from Stewart Assyst Real Estate.

Use the different yellow buttons to complete the information.

Use the Save Data button to save the date typed in the form.

~stewart

title guaranty company

149



Stewart Assyst Real Estate powered by TELUS® — Reference Guide

g Assyst Real Estate -- Webpage Dialog ﬂ
|/ 4 Open signed document
HOAI& s @@ue I | Aome (Prevewscoment- i -
Please fill out the following form. You can save data typed into this form. Highlight Field=

FORM_E_W1Z -

LAND TITLE ACT
FORM B (Section 225) l SAVE DATA ]

MORTGAGE - PART 1 Province of British Columbia LOCK 1177865630 PAGE 1 OF 4 PAGES

Title Act, RSBC 1996 ¢.250, and that yvou have applied your digital signature in accordance

Tour digital signature is a representation that you are a subscriber as defined by the Land
with Section 168.3, and a true copy, or a copy of that mrue copy., i3 in your possession.

1. APPLICATION: (Name, address, phone number of applicant, applicant's soliciter or agent)
Pierrex Alane, Notary

435 boulevard Ste-Annex bureau 206 Loan No. D9674851-AbT
P.O. Box 55 File No.
Joliette QC J6E 5A2 Phone No. {514) 868-2106

Deduct LTO Fees? YES

When Information is Missing

If some information is missing:

Delete the document that has been generated (Delete function).
Complete the missing information in the File and Additional Information tabs.
Generate again the document.

Complete the gray text fields if it applies.

Signing Documents

The signature function allows you to electronically sign a document and send it to the financial
institution. This function is used for sending the preliminary and final reports.

Use the digital signature provided by your official provider. The data associated to your digital
signature are always encrypted to guarantee the security of the information.

The digital signature steps are the following:

Generating the document (first step).

Adding the digital signature to the document.

Encrypting the document with the digital signature

Sending electronically the document via Stewart Assyst Real Estate to the financial institution.

! When a document is signed the word (Signed) appears next to file name.
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[=NFreliminary report

» DOC_01255_584_(F)_V1.htm (Signed)

Sighing PDF Documents

This procedure applies for PDF documents using a digital signature provided by your official
provider.

» To electronically sign a PDF document
1. Select a file in your list of files.

2. Click the Documents tab. This will display the categories of documents available for the
file.

3. Click the [ sign to the left of a category name to display the generated documents
belonging to this category. A list of documents is displayed. A [= sign is then displayed to
the left of the category name meaning the list is expanded.

4. Click the name of a document to select it. It is highlighted.

5. Click the Open link to the right of the list of documents. The document is opened in
Adobe Reader.

6. Click the Digital Signature box.

x
|/ 4 Open signed document
e E‘j [ @' P |T,f2 i®® |3?,5% - [ ¢ /Signv :?Review&tnmment' | d -
Please fill out the following form. You can save data typed into this form. Highlight Fields

-

Form 2328 (04-20-2007)
[ SAVE DATA |

REQUEST FOR MORTGAGE FUNDS

Please fax at least three days before the funds are required.

[0 For all provinces and territories, exc. Quebec and [0 Fer Quebec and Igaluit:
Igaluit:
Royal Bank [/ Royal Trust Royal Bank / Royal Trust
Personal Service Centre Personal Service Centre

This opens the Add Digital ID dialog box.
7. Select Browse for an existing ID File and click Next.

8. Use the Browse button to look for your digital signature file on your computer, select and
then enter your password.
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9. Follow the different steps until you apply the signature to the document and save it. The
signature is validated. The system confirms the signature process and sends the
document to the financial institution.

The system saves the document and adds it to the list of signed documents. The
signature is then displayed in the PDF document.

BB & R e @ A -

|»

Withur
Notary
BKZ7XH:

REQUEST FOR MORTGAGE FUN

Please fax at least three days before the funds are required.

[0 For all provinces and territories, exc. Quebec and [] For Quebec and Iga
Igaluit:
Royal Bank / Royal Trust Royal Bank / Royal Trust
Personal Service Centre Personal Service Centre
180 Wellington St West — 1= Floor P.C. Box 6011, Centre-Ville Station ||
Toronto, ON M5J 1.J1 Montreal, QC H3C 3B8

Fax:
1-800-895-4179 or 1-514-218-4179

Fax Numbers:

Atlantic Provinces: 1-877-794-9325
B.C. and the Yukon: 1-877-731-9861
Ontario (excl. Thunder Bay): 1-877-832-3862

Prairie Provinces, N.W.T.,
Nunavut (excl. Igaluit) and

Thunder Bay: 1-888-359-4771

When the transmission is completed and approved, the details of the transmission are displayed in
the Transmission Information section: the name of the recipient, its e-mail address, the name
of the sender and the sending date.

!  Note 1: As soon as a preliminary report is transmitted to the financial institution, the file
status automatically becomes Preliminary Report Transmitted in the Status section of
the File tab.

! Note 2: As soon as a final report is transmitted to the financial institution, the file status
automatically becomes Final Report Transmitted in the Status section of the File tab.

Registering PDF Documents (British Columbia Only)

The registration process for PDF documents is done for British Columbia users through the BC
Online interface. Users must have selected the Stewart Assyst Real Estate link and be logged,
through BC Online, in the Stewart Assyst Real Estate system.

The registration function is used to transmit electronically mortgage deeds.
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» To register a PDF document
1. Select a file in your list of files.

2. Click the Documents tab. This will display the categories of documents available for the
file.

3. Click the [ sign to the left of a category name to display the generated documents
belonging to this category. A list of documents is displayed. A [ sign is then displayed to
the left of the category name meaning the list is expanded.

4. Click the name of a document to select it. It is highlighted.

5. Click the Register link on the right of the list of documents.

=| Open x| Delete
A +

7

1|

| Save As ~

Legsl Counzel  Tremblay, Michel - St-bruno-... |...

Language ¥ French € English

! Note: The Register function is only enabled if the registration process can be done for the
document that you have selected (mortgage deeds). The document must have been
digitally signed. Data are encrypted prior to be sent.

6. The registration process is executed. A status message is displayed.

7. When the registration process is completed, a confirmation is displayed.
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BC Oanne A Products FAQ Ac etup | Contact Us

Sign Off = Nevs = s = Price List « Links « 5 p (BC OnLine HELP

Help  Frangais

My Profile | Transaction Report || Me: File Creation

Search for Files Hide Files
B Retresh Files Additional Information [ Documents Last Login: 2007-04-30 11:42

& Royal Bank of Canada ]
37924 BARNARD BULDERS Documents

srore camusp aunsees — |
379676 BARNARD BULDERS voice

Emergis Training Bank Emergis service

Other Files General Instructior}

Specific instruction
Additional Instruct]

File Ho. RBC - 379624 - BARNARD BUILDERS Import a Word document

Specific mandate Document(s) sent sm.)Des.slu\ly for registration. ncouver E
Approval of Mortg You can now close this window.
Acknowledgement] b

Legal opinion to b

Trustee & Benefici

[l Land title Act FORY

» W_DOC_FOR

» W_DOC_FORI

» W_DOC_FORI

.

» W_DOC_FOR

» W_DOC_FOR

» W_DOC_FORI

» W_DOG_FOR

» W_DOC_FOR

Standard Charge

Preliminary Reporf

Report on Title and Security
Other documents (import)

When the transmission is completed and approved, the corresponding information is displayed in
the Transmission Information section. You will find in this section the name of the recipient,
its e-mail address, the name of the sender and the sending date.

Visualize document

The Visualize button allows you to view your document as it has been registered to the Land
Register.

1. Select a file in your list of files.
2. Click the name of the document to select it. It is highlighted.

3. Click the Visualize button on the right of the documents section to view the document as
it has been registered to the Land Register.
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Documents

Invoice =] open
Emergis service contract (2007-01) "
General Instructions to Lawyer/Notary - Residential Mortgages/Hypothecs 1_;
Specific instructions for all Rezidential Morgages/Hypothecs
Standard Instructions to Motary (for files accepted before 2007-04-23) o
Instructions to Neotary for Electronic Mandate H
Specific mandate
Borrower's Consent
Confidentiality Agreement
Approval of Mortgage & COB Statement of Dizclozure - Wariable/RateCapper
[=] Deed of Residential Hypothecary Loan - RateCapper Document Details
» DOC_3993_(A) v1.doc
» DOC_3993 (A) v2doc
[ JD0C_3993 (A) v3.doc

*
+
e

Save As

=gal Counsel  carlsen, Kathleen - ville profile |...

© French % English

DOC_3993_[A)_v3.dec

Viersion 2-2008

! The «copie conforme» mention appears only in the document which was opened with
Visualize button.

Sending Documents

The sending function is used to send a document electronically to a recipient. This is mainly used
for title insurance requests. You can by this way send a request for a title insurance policy via
Stewart Assyst Real Estate.

» Tosend a document
1. Select a file in your list of files.

2. Click the Documents tab. This will display the categories of documents available for the
file.

3. Click the # sign to the left of a category name to display the generated documents
belonging to this category.
Select the Title Insurance Request category.

4. Click the name of the document to select it. It is highlighted.

5. Click the Send link on the right of the list of documents.

¥ Delete

. =

k=l| Save As

! The Send function is only enabled if the sending process can be done for the document
that you have selected.

A confirmation message is displayed.
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Windows Internet Explorer |

9

\_.() Title Insurance policy requested. Do you want to proceed?

Click the OK button to confirm the operation. Your request for title insurance is
automatically send to the insurer via Stewart Assyst Real Estate.

The confirmation of the transmission process is displayed in the Transmission
Information section. You will find in this section the name of the recipient, its e-mail
address and the sending date.

Tran=smission Information

Recipient  Stewart Title

kathleen.carlzent@emergis.com

Date 1201 472007 10:11:04 Ahd

Deleting Documents

The deletion function allows you to remove definitively a document from the list of documents of
a file. This is only available for the documents that can be deleted, and that excludes the invoices,
service contracts, rules and procedures, already registered reports, etc.

» To delete a document

Click the Documents tab. This will display the categories of documents available for the

Click the & sign to the left of a category name to display the generated documents
belonging to this category. A list of documents is displayed. A [ sign is then displayed to

1. Select a file in your list of files.
2.
file.
3.
the left of the category name meaning the list is expanded.
4. Click the name of a document to select it. It is highlighted.
5. Click the Delete link on the right of the list of documents.
=| Open .x Delete
| send +.“"-
F4
0
= Save As
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! The Delete function is only enabled if the deletion operation can be done and is
authorized for the document that you have selected.

A confirmation message is displayed.

Windows Internet Explorer |

?f) Are you sure you want to delete this document?
S,

6. Click the OK button to confirm the deletion. The document is deleted and is removed
from the list of documents. If needed, you can generate again a document that has been

deleted.

Save as documents

The Save as button allows you to save a local copy of a generated document available in
document section, without open this document before.

1. Click the name of a document to select it. It is highlighted.

2. Click the Save as link on the right of the list of documents.

=| Open % Delete

& | Send +

£

O

“—

Legal Counsel  Tremblay, Michel - St-bruno-... |...
Lan & French  English

3. Save as dialog box is displaying allow you to register the version of the document on your file

system.

Importing Word Documents

Stewart Assyst Real Estate provides a function to import Word documents. This allows you to
import in a file a document, with bookmarks, and register it online via Stewart Assyst Real Estate

and transmit it to the Land Register for registration purpose.

! To ensure that the document import works correctly, it is important for the document
format to be in accordance with proper specifications and contains bookmarks.
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The imported document is automatically added to the list of your documents for the current file
under the Other documents (Import) category.
» To import a Word document
1. Select a file in your list of files.
2. Make sure the File tab is selected.

3. Click the Import a Word document link.

Status

File Accepted 2007-04-27 22:12
|:| Cost of Borrowing Requested
|:| Preliminary Report Tranzmitted
|:| Final Report Transmitted

[ ] File Closed

15| Import a Word Docume; B Transfer File

Add a Note to File )
) Iz‘ Cancel File
@ Export File

Or
4, Click the Documents tab.

5. Click the Import a Word document link.

' File T Additional Information T Documents Notes

File No. REC - 351911 - Ontaria, File

E [ Documents

Invoice

This will display the Import a Word document dialog box. You have to indicate in this
window the name and the location of the file to be imported.

/B Import a Word document x|

Document Browse...

Indicate the complete path of the document e 1

6. Click the Browse button to select the document to be imported. This will display another
window called Choose File.
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2
Look in: Ilf) |Jzer Guide j - I:j( -

Wl pssyst 4,0_User Guide_ENG BC.doc
-|Assyst 4.0_User Guide_ENG BC.pdf
_]Assy'st 4,0_User Guide_ENG BC_old.doc
_].ﬁ.ssyst 4,0_User Guide_ENG BC_rev.doc
_]Assy'st 4,0_User Guide_ENG Ontario.doc

| Assyst 4.0_User Guide_ENG Ontario.pdf
_]Assy'st 4,0_Lser Guide_ENG Ontario_old.doc
_].ﬁ.ssyst 4,0_User Guide_ENG Ontario_rev.doc
_].ﬁ.ssyst 4,0_User Guide_ENG Quebec.doc

2| Assyst 4.0_User Guide_ENG Quebec. pdf

My Documents

7. Use the Choose File window to find and select the document you want to import.

Browse in your directories and files, select a file then click the Open button. This will
close the Choose File window and will display the path and the name of the file to
import in the Import a Word document dialog box.

g Import a Word document X
Import E Cancel
|
Document | EnMes documents - Pascale\EmergisiDoc - Assyst - || Browse.

Indicate the complete path of the document to be imported.

8. Click the Import link to confirm the import. A confirmation message is displayed.

! Note: Click the Cancel button in the Import a Word document window if you want to cancel
the import process.

9. Click the OK button to confirm the process and close the window.

The imported document is added to the list of your documents under the Other
documents (Import) category in the Documents tab.

Working with Notes

About Notes

Notes included in files represent a means for financial institutions to add modifications to a file or
special instructions until the access to the file is blocked. Only the information relative to the
preferential and variable rate can be transmitted once the access to the file is blocked.

Notes can also be used by you or your assistants to communicate information relative to the file,
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such as memos, statuses, etc.
You can receive external notes or create yourself internal notes.

All notes are kept with their files and once created, they cannot be deleted.

It is important to read the notes associated to your files on a regular basis. By refreshing regularly
the data of your files with the Refresh Files function, you will receive the new notes added to
your files (by the financial institutions or by your assistants). If a file includes a new note that is
not read, it is identified with a blue color in the list of your files and has the O symbol displayed
to its right side. The financial institutions that include in their list files with notes that are not read
have also the O symbol displayed to their right side.

Notes are all accessible from the Notes tab. You can consult them at any time

Consulting Notes

Notes are all accessible from the Notes tab. You can consult them at any time.

If a file includes a new note that is not read, it is identified with a different blue color in the list of
your files and has the O symbol displayed to its right side. The financial institution that includes in
its list files with notes that are not read have also the O symbol displayed to their right side.

E Royal Bank of Canada

351398 McKenzie, Steve
351415 Moore, Robert A
351417 Kim, ROBERT A i
351418 John, ROBERT A O

Consulting Notes

» To consult notes
1. Select a file in your list of files.

2. Click the Notes tab. This will display the list of notes for this file. All notes are displayed
with their subject. The detail of each note is not displayed automatically.
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Click the subject of a
note to display the text
of the naote

r File 1|- Afiditional Information 1 Documents r Notes Last Login: 2007-04-28 17:43

File Ho. REE - 351418 - John, ROBERT &

|" Hotes
- ‘ = § Role Reaoapbhion Dale Medification Cabe 220143
HNote for all remmic 2007-04.29 14:15 Not Read
B Modification - Note System 2007-03-24 22:43 Not Read
=1 Modification - Note System 2007-03-24 22:39 Read

3. Click to select a note and display and expand its text. Repeat the process for all the notes
you want to consult. The text of every note is displayed in a yellow border box.

4. Click again a note to hide its text. Only the subject is displayed again.

Click the subjectaf a .
Symbal of a note to displ ay the text Click to matk the note
not read note of the note &s read

r; e | Additional Information | Phcuments [ Notes

Filg Ho. REC - 351418 - John, RDEE?’#
: Botes / .\
( =} iﬂll‘: for all tremmic 2007-04-29 14:15 Hot Read
¥ | Read this Note
Edit the Note
Modification - Hote System 2007-03-24 3243 Hot Read

@nﬂlmm = System 2007-03-24 22:39 Read

Thiss $érvice réquest has béen modified by the réguester, Please take the proper action,

e

| Read this Note
Details of the modmnication:

Mocification: Loan rate, changed from 415&* b =5, 0=

| 7 \

Symbal of a ] } ]
read note ze the edit function to modify The box is checked to matk
the note (only enabled if the the note as read
Mote content note iz not yet read)

! Note: You can click in the list of your current files to select another file and keep the
Notes tab active. The notes for the every file selected file are then displayed.
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Note Description

The note page provides the following information:

Field | Description
&4 Symbol Indicates that the note has not been read
= Symbol Indicates that the note has been read
Subject Subject of the note
Role Role of the sender of the note in the system
Reception Date Reception date of the note in the file
Modification Date Date the note was lastly modified.
Status Note status: read or not read.

Marking a Note as Read

When you have consulted a note, you can indicate that you have read it. The note cannot be
modified once it is marked as "Read" if it was note that you had created yourself.

» Toread a note
1. Select a file in your list of files.
2. Click the Notes tab. This will display the list of notes for this file.

3. Note: If a file includes a new note that is not read, it is identified with a blue color in the
list of your files and has the O symbol displayed to its right side.

4. Click to select a note not yet read and display and expand its text.
5. Note: A note that has not yet been read has a B4 symbol to its left side.

6. Click the I Read this Note link.

[ Motes
!

B note for an tremmic 2007 -04-29 14:15 Hot Read
B Modification - Note System H0OT-03-24 22:43 Not Read

| Read this Note

This service reques! has been modifed by the regquester, Please take the proper sction

Details of the modification

Modification: Maximaen amount registered, changed from <1 52875 00 to <1 62575 00=

Modification: Amount of loan, changed from <1 52975000 fo <1 6297500
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7. This will display a message asking you if you want to generate again the specific
mandate.

8. Click OK or Cancel depending if you want to generate again the specific mandate or not.

The I Read This Note box is now checked.
The note now displays a = symbol on its left side. The note cannot be modified once it is
marked as "Read" if it was note that you had created yourself

! Note: If it was the last not read note, the file is then displayed with no specific symbol (the
O symbol is no longer displayed on its right side)

Adding Notes

You can yourself add a note to a file to transmit information or keep a track of information.

The addition of a note can be done from two different pages in Stewart Assyst Real Estate, either
from the File tab or from the Notes tab.

» To add a note to a file
Method 1:
1. Select a file in your list of files.
2. Make sure the File tab is selected.

3. Click the Add a Note to File link. This will open the Add a Note dialog box.

| File Accepted 2007-03-08 00:07
Cost of Borrowing Requested
Preliminary Report Transmitted
Final Report Transmitted not required
File Closed

4| Import g Word Document
- - E3| Transfer File
#| Add a Hote to File )
% Cancel File
& | Export File

4. Enter the subject of your note in the Subject field.

5. Enter the text of your note in the Note box.

6. Click the Save button to save your new note and close the Add a Note dialog box. The
new note is added to the file. It is marked as "Not Read".

Method 2:

1. Select a file in your list of files.

~stewart ?

title guaranty company



Stewart Assyst Real Estate powered by TELUS® — Reference Guide

2. Click the Notes tab. This will display the list of notes for this file.

3. Click the Add a Note link on the top right side of the note page.

File T Additional Information T Documents T Hotes Last Login: 2007-04-28 17:43 P& print
File Ho. RBC - 351415 - John, ROBERT A Add a Note
—
—
[ Notes |
Subject Fole Reception Date Modification Date Status
B Note for all tremmic 2007-04-29 14:15 HNot Read

This will open the Add a Note dialog box.

3 Add a Note .18
Enter the subject I/ \
of the note \\L T~ Click to
Subject | Hote save the
Enter the text of ——1" Hote Text of the note note

the note

4. Enter the subject of your note in the Subject field.
5. Enter the text of your note in the Note box.

6. Click the Save button to save your new note and close the Add a Note dialog box. The
new note is added to the file. It is marked as "Not Read".

! Note: Click the Cancel button in the Add a Note dialog box if you want to cancel the
creation of the note.

! Note: When a note is created, either by you or by the system, a copy of the note content
is automatically sent to the e-mail address defined in the Office E-mail field of the My
Profile page.

For more details on your profile, refer to the Managing Your Profile section.
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Modifying Notes

You can modify a note that you created yourself and add additional information. You cannot
modify a note once it is marked as "Read". You cannot modify a note created by someone else,
especially those received from the financial institutions.

» To modify a note
1. Select a file in your list of files.
2. Click the Notes tab. This will display the list of notes for this file.

3. Click to select a specific note and display the text of this note. You can only modify a note
that you created yourself and as long as the note is not marked as "Read". In the other
cases, the modify function is not available.

4. Click the Modify link.
5. This will open the Add a Note dialog box.

6. You can modify the text of the note (Note) or the subject (Subject) and add additional
information.

7. Click the Save button to save your modifications and close the Add a Note dialog box.
The note is then updated with your modifications.

Printing Notes

You can print the notes of your files at any time. You just need to display the note page and to
select the printing function.

» To print a note
1. Select a file in your list of files.
2. Click the Notes tab. This will display the list of notes for this file.
3. Click to select specific notes and display the text of these notes.

4. Click the Print link on the top right side of the page.

L
File Additional Information \If Documents Tf Hotes 1 @

File No. RBC - 351418 - John, ROBERT A / #| Add a Note

,—
| Notes |

]
1
1

Subject ole Reception Date Medification Date Status ‘

~stewart .

title guaranty company



Stewart Assyst Real Estate powered by TELUS® — Reference Guide

This will display the Windows Print dialog box.

5. Select your printing parameters in the dialog box then click the Print button. This will
start the printing process.

! The page will be printed the way it is displayed meaning with the notes whose texts are
displayed and those that are hidden.

Stewart Assyst Real Estate provides you with an export function to allow you to export a file and
its data in order to use them with a third party software.
! Note: So that the export works correctly, it is important for your third party software to be

compatible with XML specifications. Indeed, the file data are exported in an XML file format
that your third party software must be able to import

» To export a file
1. Select a file in your list of files.
2. Make sure the File tab is selected.

3. Click the Export File link below the Status zone.

Status

o | File Accepied
Requezt Final Lendar Update

File Closed

% Import a Word Document 5 Transfer Eie

&1 = o File

This will display the Export File window.

This window provides you with information about the export file. Your file data are
exported in a XML file format that is copied locally on your computer in the directory that
is indicated. It is this file that you can import from your third party software.
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x
CET C

Please confirm the information transfer by clicking the Expert butten. The export file format
iz: PFIExport _ institution_nodossier. xml.

Institution Institution represents the financial institution number. FileNo reprezents the
number of the Emergiz file that iz exported.

4. C(lick the Export button on the top right side of the window to confirm the export
process. A confirmation message is then displayed.

5. Click the OK button to confirm the process and close the window. All your file data are
saved in a XML file and copied to your hard disk to be used by your third party software.

! Note: Click the Cancel button in the Export File window if you want to cancel the export
process.

Canceling Files

If you have to cancel a file, it is recommended to contact the financial institution which
transmitted you the file to be informed about the procedure to be followed.

» To cancel afile
1. Select a file in your list of files.
2. Make sure the File tab is selected.

3. Click the Cancel File link below the Status zone.

4| Import a Word Document
#| Add a Hote to File
% | Export File

E3| Transfer File
¥ Cancel File

A message is prompted asking you to contact the financial institution which transmitted
you the file to be informed about the procedure to be followed.

Windows Internet Explorer |

| E Contact the finandal institution to cancel a file.
L

4. Click the OK button to close the window and come back to your files.
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5. Contact the financial institution to be informed about the details of the canceling process.

Closing Files

You can close a file when its processing is completed and when the final report has been sent to
the financial institution.

Once closed, a file is removed from the list of your files. You can still consult it by launching a
search with the Search for Files function, but the file must have been closed for less than 6
months. For more details on the searching options, refer to the Searching for Files section.

Make sure to keep a copy of your documents and to have the latest version of the specific
mandate before closing a file because you will not be able to access once it will be closed.

Closing a File

The electronic closing of a file is done by checking the File Closed box in the Status section in
the File page.

» Toclose a file
1. Select a file in your list of files.

2. Make sure the File tab is selected.
In the Status section, you can observe that every step required in the file processing has
been completed and is checked, except for the File Closed check box.

3. Click the File Closed link to check the box.

Status

- | File Accepted
- | Cost of Borrowing Requested
~f| Preliminary Report Transmitted

frarRETTTReg pemitted
- | File Closed

The file is closed and removed from your list of files. A notification is sent to the financial
institution.
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Automatic File Closing

A file is automatically closed in Assyst Real Estate and removed from your list of files 6 months
after the final report has been signed and sent.
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