Customer
Reference
Guide

Version 1.0
June 2021

eStrataHub
Customer
User’s Guide




APIC

A Dye & Durham Company

Copyright 2015 Access Point Information Canada Ltd.

This copyright document is intended for the use of eStrataHub
Subscribers and their employees only in the performance of functions
related to and for the use of the eStrataHub system, in accordance with
the Terms and Conditions of Agreement entered into between the
Subscriber and eStrataHub.

Access Point Information Canada Ltd. grants consent to eStrataHub
Subscribers and their employees the right to photocopy, reproduce or
store in electronic medium this user’s guide provided that the copying
is consistent with the intended use of the document. No part of the user’s
guide may be distributed either free of charge or for commercial purposes
(e.g., sale, rent, trade, posting on Internet or on electronic bulletin
boards) without the prior consent of Access Point Information Canada
Ltd.

General Questions Telephone Numbers:
Phone: 1-877-953-8253 or 250-953-8253

Email: eStrataHubAdmin@estratahub.com

Access Point Information Canada Web Site
WWW.apicanada.com
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Typographic conventions are used with the following meanings:

Screen names and field names are capitalized. For example: In the
Transaction screen, move to the Search field.

Buttons and other “clickable” items appear in bold. For example: Click
Submit.

Required input (that you enter exactly as shown) appears in Courier font. For
example: Type: ABCDE

Variable input (that you provide) appears in italic Courier font. For
example: Type your Password

System messages (and other screen output) appear in bold Courier font. For
example:

PASSWORD CHANGE COMPLETED

Tips, Notes, Important Notes, Cautions, and Warnings appear as shown
below:

Tip
A way to make your work easier.

Note
Further information about the current subject.

Important
An emphatic note about the current subject.

Caution
An important point that could prevent an inconvenience.

Warning
An important point that could prevent a financial loss, or loss of data.
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eStrataHub provides a fast, reliable method to order documents from strata
management companies.

eStrataHub is available through two distribution channels — The Access Point
web site at www.apicanada.com and the myLTSA Enterprise site at
https://Itsa.ca/

Strata documents retrieved through the Access Point web site are paid for
with a credit card, and strata documents retrieved through myLTSA Enterprise
are paid for with a myLTSA Enterprise deposit account.

Both sites require customers to register in order to make use of the services.
Registration with Access Point just take a few minutes, and registration with
myLTSA Enterprise can take 3 to 5 days.

You can use a property's Strata Plan Number to locate the strata management
company. If the company is registered with eStrataHub, you can order
documents such as a Form B, Form F, and Financial Statements from them.
See Ordering Documents on page 10.

Tip

If you work with a strata management company that is not yet part of
eStrataHub, refer them to www.estratahub.com so they will be able to
register their properties.

Eli Report has now been integrated with eStrataHub. With this new
integration, real estate professionals can order an Eli Report from directly
within eStrataHub as part of the document ordering process.

A proper review of the strata documents is an essential part of the condo
purchase process. Unfortunately, this can be time consuming. Now, with a
single click as part of an eStrataHub order, realtors in British Columbia can
order an Eli Report (see sample here) which will be delivered within minutes.
This AI-powered tool acts as a second set of eyes to identify potential
concerns, allowing realtors to elevate their level of service, and better inform
their clients.

Undertakings are documents provided by legal practitioners such as Lawyers
and Notaries. For the conveyance of a property from one owner to another,
the Undertaking binds the practitioner to some action or payment relating to



http://www.apicanada.com/
https://ltsa.ca/
https://www.estratahub.com/
https://www.estratahub.com/
https://elireport.com/resource-center/document-review-when-buying-condo/
https://elireport.com/resource-center/document-review-when-buying-condo/
https://app.elireport.com/public/reports/cbc965dfad184b279462b00bf65092dc
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the conveyance. Homeowners and Realtors are not required to provide
Undertakings.

eStrataHub makes it easy to for practitioners to communicate with strata
managers and send an undertaking letter. See Provide an Undertaking on
page 31.

When you place your order through APIC, the credit card information you
provide is required to authenticate that the credit card is valid. There are no
charges to your card until you complete payment and the documents are
released to you.

On the day you requested delivery, you will receive an email alerting you that
your order is ready to be paid for. This is your cue to log back into
eStrataHub, open the details of your order, and click the Complete Payment
button.

Once payment is made, you will have an opportunity to download your
documents to your workstation, or send an email which has links to the
documents imbedded in the email.

Orders placed through myLTSA Enterprise operate the same way. The
myLTSA Enterprise deposit account is not debited until you click the Complete
Payment button.

When the strata manager delivers your documents, eStrataHub sends you a
summary of the documents and an invoice. If everything is correct, you can
pay for your order using your myLTSA Enterprise account (see Complete
Payment on page 36) and receive the documents in a single "PDF Portfolio"
file (see Receive Your Documents on page 38 and View, Print, or Save Your
Documents on page 0). Note that you can also pay by credit card if you
register with www.apicanada.com.



https://www.apicanada.com/
https://www.apicanada.com/
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The proper software is needed to place your order, and to view and print the
strata documents.

In order to use eStrataHub effectively, you should have:

* The latest version of Internet Explorer, Google Chrome, or
Firefox.

* The latest version of Adobe Acrobat. If you are having problems
opening your files, you have two alternatives:

1. Download and install the latest version of the free Adobe
Reader and the associated Flashplayer:

https://get.adobe.com/reader

https://get.adobe.com/flashplayer

2. If you plan to use Adobe Acrobat Standard or Professional
to sign EFS documents and will not be using the Reader
version of Acrobat, then you need to download and install
the free Flashplayer plugin:

* Flashplayer: http://get.adobe.com/flashplayer

Note

Other PDF viewer software should work with the links to the
individual files that make up the documents in your order. However,
these other viewers may have difficulty viewing the Portfolio file that
contains all of your documents in one file.



https://get.adobe.com/reader
https://get.adobe.com/flashplayer
http://get.adobe.com/flashplayer
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When you log in and select eStrataHub, you will see the orders that you
submitted.

If using myLTSA Enterprise, you can work with orders from other people in
your account by clicking the All Account Orders link in the lower left corner
of the eStrataHub screen.

My Orders | All Account Orders

O

Figure 1: All eStrataHub orders in my MyLTSA Enterprise account.

When you click All Account Orders, all orders initiated from everyone in your
myLTSA Enterprise account (including your own) will display. You can then
work on orders that were placed by others in your account.

Vv Orders | All Account Orders

Figure 2: My eStrataHub orders.

If you wish to switch back and just see your own orders, click the My Orders
link in the lower left corner of the eStrataHub screen.
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You can use eStrataHub to find strata property management companies and
order documents from them. Before you begin, make sure that you know the
property's Strata Plan Number and Lot Number. See:

* Start eStrataHub on page 11.

* The Order Index on page 13.

* Place an Order on page 15.

* Order an Eli Report on page 10.

* Receive Messages on page 29.

* Send Messages on page 30.

* Provide an Undertaking on page 31.

 Complete Payment on page 36.

* Receive Your Documents on page 38.

If you need to move an order's delivery date to an earlier (or later) date, see:

* Change an Order's Delivery Date on page 33.

10
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To access eStrataHub through myLTSA Enterprise, sign on as you normally do,

then:

1. Select Service Provides on the menu bar
2. select eStrataHub from the drop down.

n]yLTSA Avallalie Balancs: $1000 MNatuaty Tiander Pants

Mamme  Accownt Manegement Ny Pisfermitis €3 oo Looged In e i) (AMRNIUSE) | | oot

Onder Tax Certificates
Welcome to the Land Title and Survey Authority’s Electronic Senvdcas
TdemiRy VeriBication Service
Tithe Search Tnbox S | — —
| eStratatiub |

S oy Farcel 1D 7‘1 o Local

£.5 Munopsties, kegony
Ditricts, Towmmbeps, o Raad Traty

Plings to the Land Owner Fransparsncy
Rugalry for May 2021

1ty Sppart of T FYOVIACHS COMOatonane olam i
shmootng haden ownershez, . Bad tnoog

LTSA Notico of Ansual Gemeral Moeting
NOTICE OF ANNUAL GENERAL MEETING Tueeday
M & 2021 1180 arm The Soped of . Bgad mars

About LTSA Halp

The Land Title and Survey Acthonty of Brtsh Colamba (LTSA) 15 2 publcly accountatie,
SAIONY COpomBon fhemed in 2005 responsibie Tor admmistioning the Iand te &g
survey systems of BC. These systesns peovide the Sourdation for il resl propesty
tumness and canership i the rovincs. The LTSR and &S subsoiary LandSure Systems
L1a. own and oparate the myl TSA gortal to host tha LTSA's Elctronc Search and Flkng
Saves

Mote information on the LTSA's mandste can be found hee

sain

Comtact s ey Tevms & Condbom

Figure 3: myLTSA Enterprise menu with eStrataHub selected.

To access eStrataHub through the APIC Portal, go to www.apicanada.com,
then:

1. If you need to set up an APIC account, click the Register link.

2. Once you have registered and signed into APIC, you can click Go To
eStrataHub.

11
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2
A' IC Hoome Anncuncements Produces Company Comact Us Signin  Registes
Acsets Prert bt aton Laneta

;.'ﬁ. TCOL Canada B Bl B B
® e TAX CERTIFICATES ONLINE (& @m@ UILJLL@

m‘;‘“ @ Learn More... G °°r°w @ Lonm Mom

1k i for Me TCOL Ouch, Palernmncs CACA hore B Pha ASyatabid Ouia Relerence

CACh e Jor & 10 of paticoaing Srat Managun

13 (AFKD) b 3 tupplier of essential properly misted OTEATON ONE elecionc Tenicey for e Comvevancs

Blrtn aid e dona ! and Insivance makab in Cenede W iehnaate ninned: aed bosinacs inlsrnation tesrascas b s tinole b seslascs

Figure 4: APIC home page showing Registration link and eStrataHub .
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The first time you use eStrataHub, your Order Index will be empty.

Order Index
lect adate range to search for orders and click "Search®, or enter your arder number in the "Order #° field and click "Find
e o[
1 .‘ Note: Dute rans
Do li I to work with that order [Dooti ¥ 10 ey . agpes, o dowwtioad your document Accelerstion Haquests In rec
My Crder ¥ Fferanca # ' Fako Oroarsd On Dws Date Seats Pan v Shista Lot & Staton
Figure 5: eStrataHub Order Index screen with no orders.
As you use eStrataHub, all your orders will appear in the Order Index. Orders

remain in the Order Index for 60 days.
There are a number of ways to locate an order:

1.

Use the Order# field to find any order ever placed by you or your firm
(including orders more than 60 days old). Just enter the order number
and click Find.

Use the From and To fields to list only orders that were made during a
specific date range (from a single day to a maximum of three months).
Click the calendar icons to select start and end dates, then click
Search. To reset the Order Index to display orders from the last 60
days, click Clear.

Click any heading to sort the index by Order #, Reference/Folio,
Ordered On Date, Due Date, and so on. Click the heading again to
reverse the sort order.

If there are multiple pages of choices, click a page number to move
ahead or back.

Click My Orders to list only orders that you made. Click All Account
Orders to list all orders made by everyone in your account.

13
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Order Index

- ® - EmEm
*To n Note: Dote range imust oot be greoter than 2
woniis

Double-click an order 1o work with that order |Deutie <ick 1o pay, wnd messages, of downioad your documents)

EB-L97T o vret

vl xm | ESHA Tel) | 03052048

.= 3 4 9lm¢m:mmdn
My Qrders | Al s O e 6

Select a date range to search for orders and click *Search®, or enter your order number In the "Order #" fieid and click "Find*

g o=

Accelur stion Regeets in red

"o | | Omer o Sumses |
N # Twn | 1™ sy 1 T ™S

W X2 W | ™ o—
| e ] IS0 a1 Mrn
| el IV - Comgkem
o) o PROVYS valp " | Comenne
W | e Le) | ESEaTHT i ey n 11 Frogiens
" ) £ 2011505 ™ rormy 1234 :

Figure 6: eStrataHub Order Index screen with orders.
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Placing a new order for documents is a five-step process. Click Create New
Order to go to step one.

1. In the Order Reference/Folio field, you can enter your own client
identifier (e.g., SMITH123) to "tag" each order. Whatever you enter
here will appear on your myLTSA statement, along with charges for the
order. If you pass such costs along to your clients, this can help you
with your accounting.

2. Enter the property's Strata Plan number and Strata Lot number. If you
don't know these numbers, click the link to search by building name. In
the pop-up window, start typing the name of the building, and a list of
possible candidates will appear. Click the one you want, and the Strata
Plan will be filled in for you.

3. In the Acknowledgement section, indicate your role by selecting Real
Estate Agents, Lawyers & Notaries, or Homeowners.

4. Click Next.

New Order 1

Locate Property Management +

3 :
9 *Sornta Man —-ine 9 *Strata Lot Al
Yor Stracca gy # rasst S mprrper Jox 4 bet
¢

§ ot dtn thscurmet ey Selacting the incorract Rode ey Cone Mo Strats Marsger b repect your orer

Figure 7: Screen 1 of create new order process.
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5. Some strata properties have multiple sections (e.g., a building with

retail stores on the ground floor, commercial offices above, and
residential units on top). Each section will have its own strata council,
and may have its own Strata Management company. In this situation,
you will be able to choose from an index like the one below. (Note that
you may have to indicate your role again.) Select the correct
management firm, then select Real Estate Agents, Lawyers &
Notaries, or Homeowners and click Next.

Strata Section found for the provider Strata Plan Number,

More than one mansgement firm ix responyible for this Strata Plan. Plasse safect the Section you need.

Seleciet Flats e Ny Secton Nasse Sacnon Descrtus L
T AN

Caevnercol Sivet Lars 2twe Sarvyy Syata Mooogenest

(L L e W'l OF 3 Lot 85100 oot 1 - Fagfnonyg
- LMGSs118 Henoertd b7 FoRok 1 - PagPnang

Figure 8: Portion of Screen 1 showing multiple Sections for a strata building.

Some strata management companies require that customers agree to pay
for unclaimed orders. You might see a dialog message like the one below,
asking you to decide before continuing to Step 2. See Dealing with
Unclaimed Orders on page 44 for details.

eStrataHub Notice

Notice:

This Strata Manager has a policy where unclaimed orders may be charged

automatically

If you do not Complete Payment of your order when it is due, after five days this
Strata Manager may charge your account for the amount of the ocder.

Figure 9: Unclaimed order notice.

1. Enter the property's civic address.

2. Click the check boxes to order as many documents as you require.
These choices will vary depending on the Strata Manager and the
province you chose.

16
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3.

If you select any Minutes documents, date range fields will appear so
you can specify a time period for each type of minutes document. Click
the Month and Year fields to choose a start and end date.

Click the check box to add an Eli Report to your order.

Select a Date Required by for your order. The Date Required is the date
that the Strata Manager will deliver your order with the documents
attached. Your Delivery Date will drive priority fees associated with
your order. When you select a date, a pop-up will appear on the right
side of the screen with the estimated cost of your order. This screen
will also display the cost associated with the Eli Report if checked to add
Eli Report in no. 4 above.

Figure 10: Cost estimate showing Priority fees, Document fees, and
eStrataHub fee (note: no page fees).

You may alter the priority fee by selecting a new Delivery Date.

~

Note

The traffic-light indicates the strata management company's cut-off
time. Orders received before this time are considered to be received
on the current day. Orders received after this time are considered to
be received on the following business day (this becomes important
when priority charges are involved).

A green light indicates that you have more than 10 minutes until cut-
off. Yellow indicates that cut-off is less than 10 minutes away. Red
indicates that the day's cut-off has passed. Enter the date by which
you need the documents delivered. The estimated delivery cost will
appear below the Date Required field.

Select a Reason for Order from the drop down selection.

Select the number of people registered on title for the property.

If you want to add any comments or special instructions for the strata
manager, enter them in the Comments box.

17
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New Order: Details 2

Strata Plan # LMS5123 Stratalot # 123 Section test Manager Aaroca Systems Folio test

Order Estimate

Property Information ()

Setvice Priority Mt Day

* Civic Address St Moty Fee . 3400
cument Fee {Form B or F) - £35.00
Documents Ordered erahiserperis st
Document Name Pries
8 FoimE- eormation Certificate @ $35.00 phsx 2028 bagn Estimate” $11100
8 ne - s
B Wargnty 250
e £ Depreciytion Regon $0.00 san 5025 vegm
a Syess $0.00 pu 2025 page
O Engineesing Report v
8 Vel Statements fmost recent] 025
8  ReveifsfonHuiding Enveicpe Beports or Suremary 035 page
G Annusl Ceners Mesting Mirutess 10
From: an - 00 v a Ter ar v 224 -
£ Strats Coundcd Meetig Miwtes $2 00 phs 2023 page
0 Specisi General Meeting Minutes 20 page
O Ferm ) - Rentsl Disdosure Statement 2025 pagy

0 ell Eli Report - Strata Documents Review Tool ™"

B EF Report - $40 00 - Ag the Industry's keading condo due dligence toci for rayl estate orofessiongls, EF Repoet saves time by
using artiScial inteifgencs 10 extract Critical oes and restrictions discussad in meeting minten, rubes snd by-lsws An Ell
Report 3iso denchmarks the stratss budges and CRF againat comparabie buldings

Toview 3 sample 8 Report oiick hers

C12-0t Time Cders suboittod peier 1o the proper Ty managyrs Cut-off s are condidernd Lo be roosived
4:30pm tody
Canada/Fackhe
et ™ Plasse note the Property Managesant Coepany A wadll e
- o3
o Dete Required l*——**—! and uf the day selected 10 Sellvar the documents
Mext Doy (511100 prionity, docoment, bat additional $11.2% per page tees may pot be included
e R for Order Lnting Agresmar v
o “There sre currently . Vo people reststerad on tith for this proparty,

CommencsSpecial Instructions (please put any instrucions sbou? this onder i the following text fiekd)

Figure 110: First part of screen 2 of create new order process.
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9.

10.

Choose whether the current owner is a Person or a Business, and
eStrataHub will display the appropriate input fields. Enter information
about the current strata owner. In the case of a sale, adding the name
and number of the current owner's lawyer can save time.

The My Contact Information section is where the order is to be
delivered to. Complete information about yourself, as documents will
be delivered to you. The first time you order, you must enter your
contact information. After this, the information appears automatically.

1.1.1.1.1. Note
If information about yourself changes (such as your email) make sure
that you update this section on your next order.

Some Strata Managers offer additional delivery options such as mail,
fax, courier and document pickup (along with the cost of these
additional options).

-~ 1.1.1.1.2.  Note
i " Remember that Additional Delivery Options are optional.

S o eStrataHub provides files as downloadable PDF documents,
which will likely eliminate the need for you to receive the paper
documents.

19
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Current Owner

e ® Perzon O Business

* Cremer First Mame et Orwner Middle Mame
* Cremer Last Name et
* Owner Address rest
Owmer Telephons 14le32a780 Owner Email joean@doprocess.com

If thiz is @ sale, to minimize delays and aliow the Property Manager to facilitate deffvery of documents,
please provide contact infarmation for the Lawyer acting on behalf of the Current Owner.

Wendor's Lawyer
Lawyer's Phone

My Contact Information:

@ * First Mame Jozezn * Last Mame Hendie
* Company Do Process
* Address et
- City testr
“Provinee | ¢ Y “postalCode | MIMINI
* Email jodean@doprooess com * Confirm Email jodean@doprocess.com

* Phone Mumber [3591535-335% Fax Number

Additional Delivery Options:

All orders are delivered electronically. In 2ddition to the electronic copy. if you would ALS0 like to have 3 physical copy of the ordered
document pleass select one or more of the options below

Mote: You MUST complete payment through eStretaHub before the Property Mansger will release the hardeopy documents.

O Mail Delivery - Documents will be mailed to nmy address above. 0 § 1000
O Fax Delivery - Documents will be faxed to nmy fax number sbove. § 1000
O Courier Delivery - The Property Management firm will arrangs to courier the documents to 1w
ry address above.

§ 1000

O Document Pick-Up - | will arrangs to pick-up the documents from the Property Management
firm 2t their address below.

Documents will be picked-up by:
Azrocs Systems

123 Main Street
Mizsion, BC'W3g 14

Property Management Firm:

O Remember these delivery options the next time | uss eStrataHub.

Required fields are marked with an asterisk (%)

@
Figure 11: Second part of screen 2 of create new order process.

11. Once everything is correct, click Next. eStrataHub will ask you to
confirm your email address.

20
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eStrataHub Notice

Please confirm that the email address we have on file is correct:

Eemale

If this emall ks not correct, click NO and update the emall on your order

- [

Figure 122: Confirmation screen for your email. All notifications will go to
this email.
If it is correct, click Yes to go to Step 3. If it is incorrect, click No to
stay on Step 2 and make the correction.

Step three appears only if the reason for the order is "Sale/New Owner",
"Registered Lease", “Family Transfer” or if a Form F was requested. In these
cases, the system asks for further details.

1. In the top part of the screen:

* Enter the property's Legal Description, PID, Completion date and
Possession date. Click the calendar to choose a date using the
mouse. Lawyers or notaries who request a Form F may be asked to
confirm the sale on the business day following the completion date.
See Confirm Sale on page 45.

* Optionally, enter the Adjustment date.

+ If you want to know the name of the strata's insurance company or

the Move In and/or Move Out fees, select one or more of the check
boxes. The information will appear on your package's cover sheet.

2. Click Add Registered Owner and provide information in the pop-up

box about all who will be on Title at the Land Title and Survey Authority.

(If there is more than one Registered Owner, repeat this step until you
add them all.) Please include everyone who is currently on Title and
who is being added to Title.

3. Once everything is correct, click Review Order.
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Strata Plan # ‘ Strata Lot # 12 Manager | { | ement Folio

* Leg Descripcon

NEVIEW Rt w 9

New Order: Additional Information 3

Figure 133: Screen 3 of create new order process.

Note

Adding Registered Owners uses a pop-up window. Ensure that you turn

your pop-up blocker off to display the Add Registered Owner pop-up.

1. Choose whether the Owner is a Person or a Business, and eStrataHub

will display the appropriate input fields.

2. "Primary Owner" indicates the person to contact in case there is a

question (it does not indicate primary ownership).

3. If you select No for Reside in Unit?, the pop-up window will expand so

you can complete the owner’s address.

4. If there is more than one owner, click Add Registered Owner and fill in
another pop-up window. Continue until you have filled in each owner’s

information.
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Add Registered Owner

Registered Owners are those people of companies who will be on Title for this
roperty

Accurste contact information will heip Registered Dwners and Strata Managers
communicate with each other

Registered Owner s a: @ Person Business

o * First Name e

Middle Name

* Lust Naime Witson

9 Primary Ownes: Yes ® No

Business Phone

Cedl Phone

Emall Addrass
®: Resides nunit

e Resiges Part-Time (matling address)

Does Not Resioe in Unst [malling address)

RED OWNER

Figure 144: Add Registered Owner screen.
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1. Review the order details carefully.

2. If you have to change something, click Edit Order to return to step

two.

3. Some strata management companies require Realtors to upload a PDF
copy of the Listing Agreement to validate their request for strata
documents. If this is so, and your role is Realtor, an extra Attach Listing
Agreement field will appear. Click Browse, and navigate to your PDF
copy of the Listing Agreement. The path to the document will appear in

the field.

4. Click Place Order when you are ready.

New Order: Review

Qrder

Stratavian e Stratalot#

dctered

Property Detalls

Request Initiated By

Addumy ¥

Additional delivery options

Registered Ownerls)

A4S0 o o A W e Ra

o

4

Figure 155: Review order screen showing a Listing Agreement attached by a

realtor.
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1. The system displays a message indicating that you have successfully
placed the order. You will receive an e-mail notification when the strata
manager accepts or rejects your order. Click Return to Orders to go
back to the Order Index.

APIC s

New Order: Order Placed
Strata Plan # boss Strata Lot # 14 Managert

Folio Smith123 Order #

That yo e yrms aoim VA (vas Barr d4 y s A M eTer 04 el et bl v (e R s e e ke

Poyrmrt by COO g B0 Usmpteth Fapemrd* brttons Wt weh e st hemy e e bt Ax yous pede Sy (Mg e
et | S tad i

eStrataHub acknowledges receipt of your order

e o0y

Figure 166: Order confirmation screen. Order has been received by
eStrataHub.
2. Your new order is now listed in the Order Index. Note the Status of your
order—it starts off as "New" and then changes as you and the strata
manager take it to completion.

Order Index
Select o date range o smarch for orders and click "Search”, or enter your order nuenber in the *Order ¥ field
and chick "Find®
- N
“Yo . Mot Dt arge wocal tesl b predte
=
Double-ciick an oeder 1o work with that order (Dooke <5k 10 2oy, e messages. Accemratimn Herpamate inced
$oTAC VOuuT BoCImenTty !
v Cveme d Aetermrad Tode OrfwrdOn Duelw  Showte Pand  Shate Lot # Starnn 9
' a0 Sril e (TR L 0¥ " e
n Panwrss e 1 te 10 | i ¢
Foocteedy
My Ordders

Figure 177: Order Index screen with new order listed.

Note
If you wish to cancel your order, you can do so while the order status is
New. See Cancelling an Order on page 35.
Once the Strata Manager accepts your order, only the manager can
cancel the order. It is best to use the Messages feature to ask the
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manager to cancel the order.

When the Strata Manager accepts your order, you will receive an email
acknowledging acceptance. If you requested insurance and moving fee
information and that information is known to the manager when they accept
your order, it will be included in the email.

eStrataHub has sent you this email for the following event:

The Strata Manager has accepted the following order:
Order #: 62757

Strata Manager: STEADFAST PROPERTIES LTD.
Property Name: ABBOTSFORD PLACE

Strata Plan #: Ims375

Strata Lot #: 2

Requestor Organization Name: api

Requestor Name: marx, rick

Due Date: 30-Apr-2015

Thank you!
The estrataHub Team

Figure 188: Excerpt from Acceptance email which also shows moving fees
and Insurance Company.

If the Strata Manager rejects your order, you will receive an email notification.
The examples below show orders rejected through an APIC session and a
myLTSA session.

The following order has been rejected # 3299,
Please log on to APIC (www.apicanada.com), select estrataHub and bring up
Order # 3299 to check Rejection Reason on the Order Details page.

Figurel9: Excerpt from rejection email through APIC.

The following order has been rejected # 2651,
Please log on to BC OnLine (www.bconline.gov.bc.ca) , select eStrataHub and bring up
Order # 2651 to check Rejection Reason on the Order Details page.

Figure 190: Excerpt from rejection email through MyLTSA Enterprise.
To view the reason for the rejection, open the order in eStrataHub.

\ Order Status  Rejected Order & 3238

RejectionReason  The legal description doas not match the legal description for this property

Date Ordered March 13,2015 10:35 AM Order Required By March 19, 2015

Figure 201: Order Details screen showing reason for rejection.

The Order Status will show Rejected and the Rejected Reason will show why
the Strata Manager rejected your order.
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Note
If your order is rejected, no fee will be charged to your account. Charges
are applied only when you complete payment.
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1.1.1.2. Important
Messages provide a way to communicate with a strata manager about an
order, and also provide a history of those communications. When using the
Messages feature, your communications become part of the order. This
allows both you and the strata manager to go to one place for all
communications. Using fax or email dilutes the value of the messages
feature and can lead to confusion.

If you requested additional information or documents when you placed your
order, the strata manager will respond by sending you a message through
eStrataHub. When this happens, eStrataHub sends a Notification email to
inform you that the information is waiting. Make sure to note the order
number in the email.

As an added feature, orders with unread messages will have an envelope icon

DAL in the Msg column of the Order Index screen.

Sign in and select the eStrataHub application. Your Order Index will list all of
your current orders. When you have a number of orders to choose from, you
can click the column headings to sort the list.

1. Find the order number that you want to view. Click the order to

highlight it.
2. Click the View Order Details button (or just double-click the order).
Order Index
= I
C click an arder 1 X
o».. Owdw § w- ran Crewmd O DusDate  Shots Men @ SbasLond eran
- ey ©

Figure 212: Order Index with an unread Message.

3. Click the Messages tab.
4. You will see the message sent by the strata manager, with the date and
time it was sent. If a file is attached, you can either view or save it.
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13- Mar 2045 Sent Ly Py operty Managir |insny

Figure 223: Messages tab showing the most recent message.

If you need to send a message or document to the strata manager, you can

use the Messages option.
1. Open the Messages tab
2. Click Send a Message.

R o

13-Mar-2015 Sent by Property Mansger {bunny)

Plegse note thal the speciol kevy will go

Defore council nest week on March 25t

Figure 234: Messages tab and the Send a Message button.

3. In the Send Message dialog box, you can enter text and attach any type

of document you wish to send.

4. Click Send, and eStrataHub instantly sends your Message to the strata

manager. Click Cancel if you want to close the comment box without

sending.

Send Message

To Bunny Strata Management

Message: | Thank you for the Inf ® g the hol
Please et us know when these can be released. T

Attachment I

Browse.. ]

Figure 245: Send message pop-up.
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When a strata manager requests an undertaking, eStrataHub sends a

Notification email to inform you that the request is waiting. Make sure to note

the order number in the email.

Sign in and select the eStrataHub application. Your Order Index will list all of
your current orders. You can click the + sign at the left to "expand" an order.
When you have a number of orders to choose from, you can click the column

headings to sort the list.

1. Find the order number that you want to view. Note that the order's
status will be "Undertaking Required." Click the order to highlight it.

2. Click the View Order Details button (or just double-click the order).

Smini12 aVia2ms D3202015 besI0 1 Maoriabng Reguyed

3238 Smimi23 NN 32015 032015 Des2055 14 Fatecna
B reostominzd Create New Order [N DEtIE

My Ordore |

OWTTORT YOUT OOCTITTETITS.
m\ Ordec ¥ Relerence # ¢ Follo Ordered On | DusDate  Stmls Plan # | Strats Lot# Status /
7

Figure 256: Order Index with an Undertaking requested on an order.
3. Click the Undertaking tab.

4. Click the View Request link to open the strata manager's undertaking

request. (Like all documents in eStrataHub, it will be in PDF format.) If

you agree to provide the undertaking, there are two ways to prepare

your response.

a) The traditional way is to create a response letter, sign it with a pen,
scan it, convert it to PDF, and send it to the strata manager.

b) The more efficient way is to apply your Juricert digital signature to
the strata manager's request, save it with a new name, and send

back the signed request. See Using Your Juricert Digital Signature on

page 9 for details.
5. Click the Provide Undertaking button.

©

Order Status  Unoertaling Required Order 8 1239

Date Ordered  March 124 2015 10:54 AM Order Required fly  March 20, 2015

Undertaking

Figure 267: Undertaking tab showing a request for an Undertaking.
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6. In the pop-up window, click the Browse button and navigate to the

appropriate undertaking PDF file on your network, then click Open.
7. Click Submit to send your undertaking letter to the strata manager.

Upload Undertaking

Please click tho browse button 10 sesect the undertaking Mg then submit the form
to send the requested undertaking document ta the Strata Manager.

Undertaking fuments\SgnedUndortakingAncersonFliepdf  Brovse..
Document

mo

Figure 278: Locate and attach Undertaking.

8. Note that you can click the links in the Undertaking section to view both
the original request and the document that you sent.

Order Status  Undertaking Provided Order ¥ 3239

Dato Ordered  March 13, 2015 10:54 AM

Undertaking

Click here to soe how you can save time and se your Juricert digital signature to accept an Undertaking

An Undertaldng Request was received on 13-Mar-201501:32 M |

You provided an Undertaldng on 16-Mar-201501:17PM | V) Ingortalong g

Order Required By March 20, 2015

B3
Figure 29: Response to Undertaking attached to Undertaking tab.
The strata manager will review your undertaking letter, then:

Accept it and deliver your documents.
Reject it and request changes to the undertaking.
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If you need to move an order's delivery date to an earlier (or later) date, use

the Accelerate Order button to contact the strata manager and request a
changed delivery date.

Important
eStrataHub treats accelerated orders as brand-new orders. Priority fees
are calculated from when you change an order's delivery date, not from
the date of your original order. Because this can significantly change the
cost of your order, we recommend that you communicate with the strata
manager before using this feature.

Sign in to the eStrataHub application. Your Order Index will list all of your
current orders. You can click the + sign at the left to "expand" an order. When
you have a number of orders to choose from, you can click the column
headings to sort the list.

1. Find the order number that you want to accelerate. Click the order to
highlight it. The Accelerate Order button will appear below the index.

2. Click the Accelerate Order button to open a pop-up dialog box.
Order Index

Sedect adate range lo search | rders and chick "Search®, or enter your order number in the "Oeder 27 Hield and click "Find'

‘Te e Notec Dat
Double-click an order & ik with that order (Doutie ¥ to Dy, STt messapes. o coanioad your Boow . Acceleration Requestsin re
Vg vt ¥ Reteranie ¥/ Fubo Orthered O D Duts Sirots Flan & Syets LN Sletas
t 5 Sen2y Ox1020S V2N 205 “ n Progress

3

n ooty e

My Ovders

Figure 280: Selected order (highlighted in grey) and Accelerate Order button
displays when order selected.

3. Click the calendar to select a new delivery date for the order. The new
priority delivery fee will appear beneath the date.

4. Click Send to send the acceleration request to the strata manager.
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Accelerate Order

StrataPlan
Stratalot #

‘Date Required

(rwnv/delyyyy)

wo Days ($89.77)

document fees 6

priority and detivery fee

This will be added to &l per page and

Figure 291: Accelerate Order pop-up with new delivery date and new priority

Order " tield and click "Find
Ordern n

A t Heuy 1

Syatalol® Slates

" " Mogres

fee.
5. The accelerated order will appear highlighted in red.

Order Index

Sedect a date range 1o search for arders and click "Search”, or enter your order number in the

> EmEm

“To ™ Note: Date rangs nat be h
Double-click an order (¢ ¢ with that order Mo

Mig Ot ¥ fafenice & | Fabn Crurd O Due Dt Shteta Pan ¥
¥ 13 Bestr23 SVTNIOI0 IO )
1] Pacords froce a3 of 2 Create Nuw O os

Figure 302: Order Index screen with an accelerated order.

When the strata manager accepts or rejects your request, a message like the
one below will appear on the Order Details page.

Accelerate Order Request
A request to accelerate this order to March 18, 2015 was submitted on March 16, 2015 01:42 PM

Figure 313: Acceleration recorded in Order Details.

Once the strata manager accepts your request to accelerate delivery, the
Order Required By date on the Order Details screen will change to the new

accelerated delivery date.

You will also receive this information in an e-mail.
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You may cancel an order only if the strata manager has not yet accepted it. If
the status of the order is still New, you can open the order and click the
Cancel Order button. When you cancel an order, it will disappear from the
Order Index.

Order Details: Strata Plan# BCS2055 Strata Lot # 54

SM Bunny Strata Management

[ ey =
Buttors to access your documents will appear here aftar you comgiete payment.

Figure 324: Order Details screen on a New order showing Cancel button.

You cannot cancel your order after a strata manager accepts it. However, you
can request that the strata manager cancel an order for you. Follow these
steps:

1. Use eStrataHub messages to communicate your request to the strata
manager (see Send Messages on page 30 and Receive Messages on
page 29). This will create a record of your request and your reasons for
cancelling.

2. If the strata manager agrees to your request and cancels the order, the
order's status will change to Cancelled and eStrataHub will send you an
email notification regarding the cancellation.

3. If the strata manager does not agree, the order's status will remain
unchanged and the order will still stand. You will receive a message
explaining that your request was denied.

Note
There is no charge to place and then cancel an order.
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When the strata manager delivers the documents that you ordered,
eStrataHub will send a Notification email to inform you that your order is
ready to download. Make sure to note the order number in the email.

Sign in to the APIC web site or MyLTSA Enterprise where you placed your
order. Your My Orders page will list all your orders.

1. Find the order number that you want to view. Note that the order's
status will be "Waiting for Payment."
2. Click the Details button.

My Orders /

g Order#  »  NMelfoin Oviherwd On Owe Srate Mlas # “

Figure 335: Order on My Orders page with a status of Waiting for Payment.
The Order Details screen displays information about the order.

3. To see a detailed breakdown of cost of your order, click the
Statement/Receipt button.

rtaking Messages History ‘
l COMPLETE PAYMENT Stateme t / Receip

Total Price  $51.62

Figure 346: Order Details of an order waiting to complete payment.

Note that the summary of the cost of your order also displays on the

Order Details.
4. An Order Summary window will open. Review this information carefully.

5. You can print the summary if you want to. Close the Order Summary
window when you have reviewed the information.

6. At the top of the Order Details screen, click Complete Payment.
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w s i : ¢ : m

Total Price  $5142
Figure 357: Complete Payment button on an order waiting for payment.

7. When you click Complete Payment, the Download Documents and
Email Links to Docs buttons will appear. Now you can take delivery of
your order. See Receive Your Documents on page 38 and Email Links to
Documents on page 41.

et LAAST d o ' | R 'I 4 ; m

Totai Price $51.42

Figure 38: Order Details screen with Download and Email buttons.

Important

When payment is verified, the order is complete.

8. If you have added an Eli Report to your order, all documents will be
sent to Eli automatically. Note: If the property manager attached the
wrong documents to your order, you will have to email the correct
documents to Eli directly at support@elireport.com. When your Eli
Report has been completed, an email will be sent to the email address
in the My Contact Information section with a link to the Eli Report. Click
View Report Now or click on the URL to view your report.
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eli

An Eli Report has been shared with you!

Here is the EX Raport for 303.3787 PENDER ST BURNABY 8C V5C 202 CANADA

f tha button doesnt work, follow this link 10 view your £

9. The Eli Terms and Conditions screen will appear. Check to accept the
Terms and Conditions and click Continue to view your Eli Report.

Terms and Conditions

Important

When payment is verified, the order is complete.

Shortly after you complete payment, eStrataHub delivers your order and
sends a Notification email to inform you that your documents are ready for
download. Make sure to note the order number in the email.

38



APIC
A Dye & Durham Company

Important

Your order will remain on the Order Index for 60 days from the time it is
delivered.

Please download the file and save it on your system. (You can find orders
more than

60 days old by using the Order# field or searching by date range.)

Sign in and select the eStrataHub application. Your Order Index will list all of
your current orders. You can click the + sign at the left to "expand" an order.
When you have a number of orders to choose from, you can click the column
headings to sort the list.

1. Find the order number that you want to view. Click the order to

highlight it.
2. Click the View Order Details button (or just double-click the order).
Order Index ‘
Select 3 date range to search for orders and click *Search”, or enter your arder number in the “Order #" field and click *Find"
> Eme -
o : NOLE: Daw 1ange sust not S gréatel than 3
manths
Double-click an order to work with that order |Douties-cick to pay, yeod messages, or downiosd your doosnents Acteleration Requests m red
Nay Cvdwt % Hadwenscw ¥ Fobla Cawenst Ony Dum Date Stata Flan 8 Stata Lot s Statan
T | 1240 Rzhaar VIuIS [ p e LA [ e ar rrew
um SerilE AW | oy hovs " Comvren
un Sz 11D TAN2A2010 Qv tcalted L) Namcied
' Macordh from Lo 3 of 2
0y (ieters

Figure 39: Order Index selecting a completed order.

3. In the Order Details screen, click Download Documents or Email
Links to Docs.

Each option is explained next.

Thank you for your purchise. DI0 you know that yOou Gan now Py 10 your oroer using your onedit

wes =

Your docurments are now avaliabie for downioad. Te downlood your documents, pleate click the Dewricad Dotuments button sbove

To amat Thinks T s Socumonts 1O yuursel! or somone ise chick on the "Exmu Links to Docs* tytton
Order Compiided On; Marth 14 2015 02217 P

Figure 360: Order Details screen showing Download and Email buttons.

Download Documents
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The Download Documents button opens a window listing all of the
documents in your order. At the top of the screen, you can download your
entire order as a single Adobe Portfolio file. At the bottom of the screen, you

can download individual documents from within the order.

5
c P.C Jorwnhoso R e
U SNV Dociiment:

\

Order Details: Strata Plan # bcs2055 Strata Lot # 14

PME

Documents Requested File Name
Dowrdoad Ordes as a

Documents Requested File Size Fila Name

Figure 41: Download screen showing the link to the order as a single file, and
links to individual files.

You can:

* Right-click the link, then choose Save target as... and save the PDF
portfolio to your network, where you can work on it later.

+ Left-click the link to open the file in your Acrobat software, then print
the PDF documents or save them to your network.

To work with PDFs in the portfolio, you will need current versions of Adobe
Flashplayer and Adobe Acrobat Reader (or the latest version of Standard or
Professional). See Minimum Software Requirements on page 8 and View,
Print, or Save Your Documents on page 0 for details.

When you are finished with this screen, click the Order Details link at the top
to return to the order details screen for this order, or the Orders List link to
return to the Order Index screen.
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The Email Links to Docs button sends links by email to addresses that you

provide. The person who receives the email can use the links to download the
documents from your eStrataHub order. This is much easier than downloading

the PDF files and then sending them as email attachments.
Click Email Links to Docs to view the Email Document Links window.

If you do not want to send links to the email originally provided (usually
yourself) just clear the first box. If you want to send links to other email

addresses, select the second box and enter the addresses as shown. You can

enter multiple addresses by separating each one with a semicolon. You can

add a comment to the email if you choose. When you are finished, click Send

Email.

Emall Document Links

Order # 3239
[ 4

¥ Additional Emails;

Ermnail Comments:

Strata Plan # bcs?2

)55 Stratalot# 14

¥ Email ociginally provided: ridomanc@shaw.ca

You can enter muitiple addresses by separating

@ach one with a semicolon.

gl 3emal com AdminSamal

:

Figure 372: Email Links popup with additional emails and Comments.
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eStrataHub will send an email like this to the addresses you specified.

1. These links provide access to the free software needed to view the
documents.

2. This link lets you download the entire order as a single Adobe Portfolio
file.

3. These links let you download individual documents from within the
order.

Now v Raply Repy Al Forwwd Delwln Spam 5 ¢ v - < >

L R L T e

Note: To view your documents, you will need the latest version of Adobe Reader.

1f you do not have Adobe Reader, or find thet seges duplay 25 blenk, you need to tastall She Reeder and Mesh Mever software (see
Redow)

L 3 j Gt ADOOR™ ’
RE ADOBE READLR FLASH® PLAYER

Note: Other POT viewer software may not be compoatible with eStrataMub documents,

Youor arder for strala Socuments from Bunryy Strata Managemest
\'\1""’“!:‘
Here are bnks to those Socuments you requested. Thanks.

Strata Flan =: bcs2053, Strats Lst £ 14
EBuldeg: Bachelor Heights

To receve your documents you may donakoad the arder 25 3 sngle package or dowrioad the ndwvicual Ales that make up your order,
Pleace be aware that these lnks are valid for 62 days, but you may download the documents fram eStratabHul & any Tme

Download as 2 single package

Order_3293.pef 9

Download Individual T'iles

Document File Size File Name

Form B - Eaformation Certicate 928 KB Fomd oof

Form F - Certificate of Payment 634 KB  FormF pf

Strats Cosncd Meeting Misules 214 KB 2010_11Metes.pdf 6

Streta Cosncd Meeting Misutes 214 KB 2012 _120Mavdes pdf
Strate Cosncd Mesting Misutes 20,4 KB 201)_01Mmetes pdf
Strata Coencl Meeting Misutes 214 KB 2013 _02Minutes. od!

Figure 383: Email Links email showing links to free Adobe software, a link to
documents as a single file, and links to each file.

You can:

* Right-click the link, then choose Save target as... and save the PDF
portfolio to your network, where you can work on it later.

+ Left-click the link to open the file in your Acrobat software, then print
the PDF documents or save them to your network.

To work with PDFs in the portfolio, you will need current versions of Adobe
Flashplayer and Adobe Acrobat Reader (or the latest version of Standard or
Professional). See Minimum Software Requirements on page 8 and View,
Print, or Save Your Documents on page 0 for details.
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The History link lets you view all of the events that an order has gone
through.

1. Open the History tab.

2. The Order History screen shows who initiated each event, the nature of

each event, and when each event took place. In the example below,

you can see when you placed the order, when the strata manager

accepted and delivered the order, and when you completed payment.

T T TS —
PM Bunny Strata Management

n Rocerds from 1 %o 20 of 10

Figure 394: History tab showing events recorded for this order.
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What happens if a strata manager assembles and delivers an order as per

your request, but you neglect to complete payment? The strata manager is
placed in a difficult position— they have done the work you requested, but
they haven't been paid.

eStrataHub provides strata managers with an optional feature that lets them
force payment for unclaimed orders. If the strata management company uses
this feature, you will go through an extra step in the ordering process
(between Step 1 and Step 2). You will have to agree with the following
notification before you can submit your order.

eStrataHub Notice

Notice:

This Strata Manager has a policy where unclaimed orders may be charged

Figure 405: Unclaimed order notice.

Here are the steps in an unclaimed order situation. Note that as a customer,
you have a five-day grace period in which to pay for the order.

1. One day after your completed order's due date, eStrataHub sends you a
message that the order is ready. During the five-day grace period, the
order's status is Waiting for Payment.

2. Five days after your completed order's due date, the grace period
elapses.
eStrataHub sends you and the strata manager a message that the
strata manager may bill your account even if you do not complete
payment. The order's status changes to Waiting for Payment -
Chargeable. The strata manager now has 40 days in which to bill for the
unclaimed order.

3. During the 40-day Waiting for Payment - Chargeable period, you can
continue to negotiate with the strata manager through eStrataHub
messages (see Send Messages on page 30 and Receive Messages on
page 29). These messages remain on file as part of the order process,
and include emails.
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4. 45 days after your completed order's due date, if the strata manager
has not billed you, the order's status changes to Expired.

5. 60 days after your completed order's due date, if the order is
unresolved for any reason, the order's status changes to Expired.
Nothing can happen to an expired order. The strata manager won't be
able to update it or bill for it, and you won't be able to download it. At
this point, it is a "dead" order.

When a property changes hands, strata managers need to update their files
with the purchaser's (your client's) names. When a sale falls through or is
delayed, strata managers may need to change their files back to the seller's
names. If a strata manager activates eStrataHub's optional Confirm Sale
feature, an email request will go out to lawyers or notaries who have ordered
a Form F. Responding to the request is easy—you just log into eStrataHub an
answer a couple of questions. Note that realtors are not affected by this
feature, as they should not place Form F orders.

On the business day following the completion date, you will receive an email
from eStrataHub asking you to log on and confirm that the sale took place.

d
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Confirm Sale Completed - e StrataHub Order # 3188
From: test@estratahub.com

To: rick marx

On March 04, 2015 vou submitted order 3188 to eStrataHub for a transfer that was scheduled to complete on March 13, 2015.
Please log back into BC OnLing {www.bcenline.gov.bc.ca) and select eStrataHub to indicate if the transfer completed or not.

If this did not complete or was delayed, you will have an opportunity to provide the strata manager with more information.
Details of your order are below:

Folio Reference: ESH-308Tst1
FID: 001-002-003

Order #: 3188

Plan: bcs2055

Lot: 123-456

Address: Test 1 for hyphen in Lot

Completion Date: March 13, 2015
Adjustment Date: March 13, 2015
Possession Date: March 13, 2015

Owiner/\endor:
Willma Alice Flintstone

Reqistered Owner(s):
RockRidge Construction
Barney Jones Rubble

B etty Rubble

Thank you!
The eStrataHub Team

Figure 416: Confirm Sale email.

After a sale completion date, when you sign on to eStrataHub a Confirm Sale
dialog box will pop up asking you to resolve the question: "Did the sale
complete?" Click Resolve to go to the Sale/Transaction Index screen.

Confirm Sale

There are one of more eStrataHub orders where the strata manager needs to

know If the sale completed

Please click the Resolve button beiow to resolve orders with form §

: : :.

Figure 427: Confirm Sale pop up.

Note that only you will see the Confirm Sale dialog box for your orders. If
you are away from the office, other people in your account can use the
Confirm Sale button at the bottom of the Order Index screen to get to the
Sale/Transaction Index.
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Create New Order View Order Details Confirm Sale

Figure 48: Confirm Sale button.

The Sale/Transaction Index screen will list one or more Confirm Sale requests.
Click the Resolve button next to the one you want to respond to.

Sale/Transaction Index

Please confirm If the following transactions completed

Order# | Reterunce #(Follo | Compiation | PID | Cwner i Vendor Complated /
3105 ESH-30GTs1 4 2015-03-12 234-567-895 05831530 5061850%50 m
1188 ESH-108Ts1) 2015-03-13 001-002-000 \Wiina Ascs Fintstons m
B sosimnind Return To Order List

Figure 49: Confirm Sale index listing of orders to be resolved.

In the Confirm Completion window:

1. Select the option that describes the situation. In most cases, the
transaction will have completed as scheduled. If the deal fell through,
select the second option. If the deal is delayed, choose the third option
and provide a new completion date.

2. You can enter comments for the strata manager here.

3. Click Update. Your responses are saved to your Order Detail screen
and the strata manager will be notified to the resolution.
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Confirm Completion of Transaction/Sale

Transaction Details

Folio/Ref; ESH-308Tst1
Order #: 3188
Completion #; 2015-03-13
Plan/Lot: bes2055 /123-456
PID 001-002-003
Address: Test 1 for hyphen in Lot
Registered Barney jones Rubble
Owners:
B etty Rubble

Please confirm the completion of this transaction sale;

=) This transaction did complete
I This transaction DID NOT complete 6
® This transaction bas heen delayed until: Mar 26,2015 :

Comments

Financing has Desn Gelayed 3nd will be finakzed March 256th

2015, Thanks) e

Figure 430: Confirmation screen showing a sale which was delayed.

4. When you have resolved all of your Confirm Sale requests, the
Sale/Transaction Index screen will be empty and you can click Return
to Order List.

Sale/Transaction Index

Plesse confirm if the fallowing transactions completed

Orgarh | Resersnco ¥ [ Folo Compieson | 0 Cwmer | Vemcior Compleies |

Mo Racerds Found 4 Ratisan Yo Order List

Figure 441: Sale/Transaction Index with all sales resolved.
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See the following topics for answers to frequently asked questions.

1. Why would I want to use eStrataHub? eStrataHub was designed to
help strata managers avoid many of the problems with managing strata
document orders including:

« All the information in one spot. No frantic searching for telephone
call notes, faxes, and emails.

* Simple, fast payment. No cheques. No rush couriers.

* Easier and less stressful tracking the status of all your orders -
especially around closings.

* Save time and money. No more picking up paper orders at strata
manager's office.

2. Why should I order an Eli Report? A proper review of the
strata documents is an essential part of the condo purchase process.
Unfortunately, this can be time consuming. Now, with a single click as
part of an eStrataHub order, realtors in British Columbia can order an Eli
Report (see sample here) which will be delivered within minutes. This
Al-powered tool acts as a second set of eyes to identify potential
concerns, allowing realtors to elevate their level of service, and better
inform their clients.

Lawyers and notaries also have direct access to an Eli Report through
eStrataHub, assisting with due diligence.

Here’s how it works:

1. Lawyer, Notary and Realtor logs in as usual to eStrataHub through
the APIC website: https://login.apicanada.com/login or access
through MyLTSA Enterprise

2. Add an Eli Report to your order
3. Receive an email with your report in under 10 minutes
Have questions? Contact us at support@elireport.com

3. How can I order forms and documents through eStrataHub?
You can use a MyLTSA Enterprise account, or (if you want to pay by credit
card) you can register with APIC (www.apicanada.com).
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4, I do not have a MyLTSA Enterprise or APIC account? How do I
get more information? Getting a MyLTSA Enterprise account takes from
three to five days. Sign up here:

www.bconline.gov.bc.ca/account.html

Registering an account with APIC takes two to three minutes. Sign up here:

WwWw.apicanada.com

5. How do I receive my order and what type of file is it?

You can download your order from a link on the Order Details page after you
complete payment. Your order is delivered as a single "PDF Portfolio" file,
which contains one or more PDF files. See View, Print, or Save Your
Documents on page 0 for details.

6. Do I need Adobe Acrobat to read and print the order?

In order to work with PDFs in the portfolio, you will need current versions of
Adobe Flashplayer and Adobe Acrobat Reader (or the latest version of Adobe
Acrobat Standard or Professional). See Minimum Software Requirements on
page 8 (under Minimum Software Requirements) and View, Print, or Save
Your Documents on page 0.

7. How long does it take to receive my order?

You can obtain your order within minutes of the strata manager submitting it
for delivery. After receiving an email from eStrataHub, you can review a
summary of the order fees. The documents will appear as soon as your
payment is completed.
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1. What does it cost to use eStrataHub?
For each order, eStrataHub calculates the cost as follows:

1.1.1.3. Document Fees + Priority Fee (if any) + Delivery Charge
Document Fees: the Strata Property Act of BC specifies how much a
property management company may charge for forms and documents.
Currently, a Form B costs $35, and a Form F costs $15. If a per-page
charge is applicable, it will be $0.25.

Priority Fee: a property management company may charge a fee for a
rush order. This is in addition to the document fees set out in the Strata
Property Act of BC.

Delivery Charge: eStrataHub adds a Delivery Charge per order. This is
in addition to the document fees and priority fee (if any) charged by the
property management company.

2. What does it cost to order an Eli Report? The cost to
order an Eli Report throught eStrataHub is $40.00

3. How do I pay for an order?
The cost of the order is deducted from your MyLTSA Enterprise
deposit account when you click the Complete Payment button. You
can also register with APIC to use a credit card (see
www.apicanada.com)

4. What are the Priority Order Fees?
Priority Fees are the additional amount the Strata Manager may
charge for rush orders that are to be delivered earlier than the
standard delivery times. Priority fees are in addition to the applicable
per page fees, form fees, and delivery fees. Priority fees are
established by the Strata Managers separately and therefore may
vary from one Strata to another.

5. What are Standard Delivery Times?
The Strata Property Act dictates the standard delivery time for
documents. The standard delivery time for the following documents

is one week:
* FormB
* FormF
* Bylaws
* Rules

* Depreciation Report (if ordered along with a Form B)
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The standard delivery time for all other documents is two weeks.
Note that the

Strata Property Act requires certain documents be attached to the
Form B Information Certificate {59(4)}. When these documents are
requested along with a Form B, then the standard delivery time for
Form B would apply (i.e., one week).

If the delivery of documents is requested earlier than the standard
delivery times (as a Rush Order) then Priority Order Fees may apply,
as determined by the Strata Manager.

6. How does eStrataHub calculate Priority Order Fees (for a Rush
Order)? If you order a document and request the standard delivery
time or later, no Priority Order Fees will apply. If you request an earlier
delivery time, Priority Order Fees may apply.

Priority Order Fees are based on the number of business days from
the receipt of the order to the delivery date you select. Orders
submitted on non-business days or statutory holidays are considered
received on the following business day.

Example A: If on Wednesday you order a Form B and a Form F to
be delivered the following Wednesday, no Priority fees will apply.
Because the standard delivery time for these documents is one
week, only the statutory fees will apply ($35 for Form B, $15 for
Form F, and the eStrataHub delivery fee).

Example B: If on Wednesday you order a Form B and Form F to be
delivered the following Monday, the Strata Manager's Priority Order
Fees will apply in addition to the fees mentioned above. Priority
Order Fees are based on business days (Saturday and Sunday are
not counted). In this example, your three-day rush order would
include Thursday, Friday, and Monday.

7. When is a "Same Day” order due?
The same business day that it is received.

8. When is a "+1 Business Day” due?
The business day after it is received.

9. Do you accept credit card payment?
Yes -- registration at www.apicanada.com is quick and easy. Once
you have registered, you can pay for strata documents with a credit
card.
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1. How do I submit a new order through eStrataHub? Sece
Ordering Documents on page 10.

2. How will I know when my order is accepted by the strata
manager?

Two things happen when the strata manager accepts your order:

« eStrataHub will send you an email

* The status in the Order Index and on the Order Details page will
change from “New” to “In Progress”

3. I need to add another document or form to an order. What
can I do?
Use the Messages feature to request that the strata manager add
the missing document.

4. How do I contact the strata manager?
The best way to contact a strata manager is to use the Send Messages
feature (see page 30). This ensures that all communications become
part of the eStrataHub order. In addition to Messages, the name and
the telephone number for the strata manager is shown at the top of the
Order Details page for each order. It is a good idea to confirm any
verbal communications with a Message so it becomes part of the
eStrataHub order.

5. My order was rejected. What do I do now?
You can do either of the following:

* Contact the strata manager by looking up their telephone number on
the Order Details page.

* Go to the Message section of the order and send a Message.

1. How can I view all of the orders for our company?

Under the Order Index there are two links which filter the orders you
see:

« My Orders shows only orders that you have placed.

* All Account Orders shows everything that has been ordered within
your MyLTSA Enterprise account.

2. What are the different status types?
The possible status types are:
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* New (You placed an order, but has not yet been accepted or
rejected.)

 In Progress (Your order has been accepted and there is not an
outstanding request for undertaking.)

« Rejected (The strata manager has viewed and rejected your order.)

* Undertaking Required (The strata manager has requested that
you provide an undertaking letter.)

* Undertaking Provided (You have sent the undertaking letter using
the Undertaking section.)

+ Waiting for Payment (Your order is ready to be delivered and you
must complete payment.)

* Waiting for Payment - Chargeable (The strata manager can force
payment for an unclaimed order.)

 Payment Authorized (eStrataHub is verifying your payment before
delivering the order.)

« Payment Declined (Your payment could not be processed.)

« Complete (Payment has been processed and the order has been
delivered to your Order Details page.)

+ Expired (If a completed order is unresolved for any reason 60 days
after the order's due date, the status changes to Expired. Nothing
can happen to an expired order. A customer can't download it, and a
strata manager can't bill for it. At this point, it is a "dead" order.)

3. How do I sort the Order Index?
Click the header you wish to use for sorting. It will sort from smallest to
largest or A-Z. Click again to reverse the sort order.

4. How can I see what documents are being requested for each
order?
On the Order Index, click on the “+” sign next to the order. The row will
expand to show the documents required.

Of course you can also double- click on the order which takes you to the
Order Details page where all information can be found.

1. How do I know when I need to provide an undertaking? See
Provide an Undertaking on page 31.
Please note that some strata managers may send you a Message
request

2. How do I provide the undertaking letter? See Provide an
Undertaking on page 31.
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3.

I sent an undertaking letter using Messages and the status is
still “"Undertaking Required” What should I do?

It is best to attach your letter using eStrataHub's Provide an
Undertaking feature (see page 31). This way, you will be able to quickly
find the Undertaking without having to search the Messages.

What happens when the undertaking is accepted?
You receive an email that tells you the undertaking has been accepted
and the status of the order changes back to In Progress.

My undertaking was rejected. What can I do?

Usually the strata manager provides a reason for rejecting the
undertaking and requires a change to the undertaking letter. You can
resubmit the undertaking letter and the strata manager will receive it
just as with your original letter. You can also contact the strata
manager directly to resolve the issue.

What are messages?

Messages allow you and the strata manager to send and receive
information about the order. This provides a record of all
communication in one place. They can be just text, a file or both.

How do I send a message to the strata manager? See Send
Messages on page 30.

How do I know if I receive a message from the strata manager?
You will receive an email notifying you that a message has arrived for
an order. In addition to the email, the Order Index screen shows an

envelope icon %aa! peside orders with unread messages.

What types of files can I send with a message?
You can attach any type of file: Word documents, PDFs. spreadsheets,
or images.

How do I receive my order?
See Receive Your Documents on page 38.

How long will the record last in the system after it is delivered?
An order will appear in your Order Index for 60 days after delivery, but
it always stays in the system. To find an order that no longer appears in
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the index, use the Order# field or search by date range. See The Order
Index on page 13.

3. I'm having trouble downloading my documents.
If you receive “Access denied” or “You are not authorized” messages,
please try the following solutions.

a) Disable Protected Mode (requires restarting Internet

Explorer):

If you use the IE8 or IE9 browser, you may need to disable protected

mode to download ordered documents or to solve display issues.

+ In the Tools menu, select Internet Options and open the Security
tab.

* Find the Enable Protected Mode field and change its setting. If it is
currently selected, unselect it. You must re-start Internet Explorer
for the changed setting to take effect.

Internet Cptions &lihj

l General i Security \Privacy l Content I Connections | Programs I Advanced |

Select a zone to view or change security settings.

@ & v O

m Localintranet Trustedsites  Restricted
sites

Internet

@ This zone is for Internet websites,
except those listed in trusted and I
restricted zones.

Security level for this zone
Allowed levels for this zone: Medium to High
Medium-high
- Appropriate for most websites
- Prompts before downloading potentially unsafe
content
- Unsigned ActiveX controls will not be downloaded

/

( | Enable Protected Mode (requires restarting Internet Explorer) \

K Custom level... Default leve /'
- —

* Click Apply and then OK. Close, then restart the browser. If you
used this tip for a download problem, try downloading your
eStrataHub documents again.

» If you used this tip to resolve a screen display problem, check your
screen to see if the problem is fixed.

4. I just get a blank or partial screen when I select eStrataHub.
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If you see a blank or partial screen when you select eStrataHub from

the main menu, try changing the Enable Protected Mode setting as
explained above, and see the other solutions below.

a) Clear the Browser's Cache:
* In the browser's Tools menu, select Internet Options.
* In the General tab, under Browsing History, click Delete.

Internet Options i i =B

General lSeo.u'ity l Privacy I Content l Connections ] Programs | Advanced |

Home page ——— — _—
A To create home page tabs, type each address on its own line.
-
5}
[ Use current ] [ Use default ] [ Use blank
Browsing history -

71 l— ‘ Delete temporary files, history, cookies, saved passwords,
¥} and web form information.

["| Delete browsing history on exit

Delehe...%][ Settings |

2e
Searay

g ) Change search defaults.
Tabs
== Change how webpages are displayed in
1 tabs.
Appearance
Colors H Languages H Fonts H Accessibility ]

ok ][ cancel ][ apoy

L

* A Delete Browsing History window will appear. Deselect all options
except the Temporary Internet File option, then click Delete.
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Delete Browsing History A —

["] Preserve Favorites website data

Keep cookies and temporary Internet files that enable your favorite
websites to retain preferences and display faster.

4

[V] Temporary Internet files

Ik Copies of webpages, images, and media that are saved for faster
viewing.

" | Cookies
Files stored on your computer by websites to save preferences
such as login information.

[ History
List of websites you have visited.

[ Form data
Saved information that you have typed into forms.

[] Passwords
Saved passwords that are automatically filled in when you sign in
to a website you've previously visited.

["]1nPrivate Filtering data

Saved data used by InPrivate Filtering to detect where websites may
be automatically sharing details about your visit.

About deleting browsing history [ Delete ] [ Cancel ]

* Close, then restart the browser.

» Check your screen to see if the problem is fixed.

b) If you use Windows 7, try the 32-bit version of Internet
Explorer: If you use Windows 7, you may want to try using the 32-
bit version of IE8 or IE9 instead of the 64-bit version.
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The following sections describe in greater detail how to use software to make
your eStrataHub experience easier and more efficient.

See Minimum Software Requirements on page 8 for details regarding Adobe
Acrobat.

The forms and documents that you order through eStrataHub are delivered
in a single "PDF Portfolio" file. The portfolio acts as a container for one or
more PDF files.

In order to work with PDFs in the portfolio, you will need current versions of:
Adobe Flashplayer and Adobe Acrobat Reader (or the latest version of Adobe
Acrobat Standard or Professional). Adobe Acrobat Standard and Professional
are commercial products, but the free software listed below might be
enough for you:

Adobe Reader at: https://get.adobe.com/reader

Flashplayer at: https://get.adobe.com/flashplayer

The following sections describe each version.
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https://get.adobe.com/flashplayer
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View/Print/Save in Acrobat X

When you receive your order, open the PDF Portfolio in Acrobat X.

1. The documents you ordered will appear in a "File List" on the left.

2. The first document in the portfolio will be selected, and will appear in a
"Preview Window" on the right.

3. A Portfolio Toolbar appears at the top of the screen, letting you change
the view of the documents (Layout or Files).

4. A "drag bar" appears between the file list and the preview window.

S eStratsHub_order_1L90.pdf - Adobe Acrobat l G dalsk “

[ e {év-ew‘mmwmp* - ag ' - x|

® Cover aqe paf Openfile ™
; ﬁ} : :
eStrataHub Cover Sheet

Date Delvered  Nvemtes U7, 2012 1060AM
Sus Marogey Ao Stuts Masagesrent
5000 Orkey Nemter 1100
Fubo Refwreece. cortiree
Fuquestr Company Wy Compary
IOGUECNT By 105K WS
Propedty Name  The Wishes Geannt
Syaty a0 epa3 Move ¥ Fee 3 4500
Svata Lot 4 Move Our Foe  Nore
[ R
Iurmmoe Comparry  MUS - 404 133088
Prewsents and Fiien tn AMLe Conbainar for Gedet §IM (Tuiie rmwededmer !

Fiss B . CaPewakien Corsirisals

LN Dnlveat b Dl Kb, St g

Por ¥ - Certifizers of fapper
S - —

P St b o Sp——

e

P L ——

To view, save, or print a single PDF from the portfolio, click the document in
the list to select it. It will appear in the Preview window. Click Open File in
the top of the Preview window, and the file will open in Acrobat. Now you can
view, print, or save the document.

To print all PDFs from the portfolio, right-click the file list and choose
Deselect All (or press Shift + Ctrl + A). This will empty the Preview window
and de-select all of the files in the list.
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In the File menu, click Print/Save to go to Acrobat's Print Dialog screen. The
"All PDF Files" option will appear selected. Click OK to print all of the files in
the portfolio.

Printer

rore: (T | | o-cee |

Status: Ready Comments and Forms:

Type OKIB410 ‘Docurrent and Markups

Print Range Previeys Multiple Files

@ All PDF files Ij (1/4) Cover Page.pdf
Selected PDF files Units: Inches Zoom: 965

11

| ["| Reverse pages

Page Handling

Copies: ll = 1] Coliate

Page Scaling: 1 Shink to Printable Area

(7] Auto-Rotate and Center

"] Choose paper source by PDF page size

Use custorn paper size when needed

| Print to file

| Printing Tips || PogeSetup... || Advanced |
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To print selected PDFs from the portfolio, you must first close the Preview
window. Click and hold the drag bar, and drag it all the way across the screen

to close the Preview window.

) eStratsHub_order_1£90.pdf - Adobe Acrobst =l
e €% View Wiedow Hep , = x]
ﬂc&”' &;@D =lg|ull i= Files ‘x “- Share

® CoverPage pdf Open File W

eStrataHub Cover Sheet
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Sirate Manages Are Syata Manageoent
wStalateh Ovdar Numtwe 1100
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Propecty Name  Toa Wistee Grard

Strate Flen  ep33833 Move inFew § 848

Drag to right to close Preview window.
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Now hold down the Ctrl key and click the files that you want to print. To select
a range of files, you can also click the first file in the range, then hold down
Shift and click the last file in the range. In the picture below, the first and
third file are selected. In the File menu, click Print/Save to go to Acrobat's

Print Dialog screen.

Now both the "All PDF Files" option and the "Selected PDF Files" options
appear. Click Selected PDF Files and click OK to print the files you selected.
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Printer

Nome: |EETIN ~ | | Froperties

ggmnwus anf.l Forms:

Documrent and Markups

Preview: Muitigle Files

) All PDF files (1/1) Cover Page.pdf
! Selected PDF files Units: Inches Zoom: 96%

n

I | Reverse pages

PageHandling

Copies: E 2 Collate

Page Scaling: | Shiink to Printable Ares

V| Auto-Rotate and Center

| Choose paper source by PDF page size

Usce custom paper see when needed

"] Print to file

| Printing Tips || PageSetup.. || Advanced |

View/Print/Save in Acrobat XI
When you receive your order, open the PDF Portfolio in Acrobat XI.

1. The documents you ordered will appear in a "File List" on the left.

2. The first document in the portfolio will be selected, and will appear in a
"Preview Window" on the right.

3. A Portfolio Toolbar appears at the top of the screen, letting you change
the view of the documents (Layout or Files).

4. A "drag bar" appears between the file list and the preview window.
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To view, save, or print a single PDF from the portfolio, click the document in
the list to select it. It will appear in the Preview window. Click Open File in
the top of the Preview window, and the file will open in Acrobat. Now you can
view, print, or save the document.

To print all PDFs from the portfolio, right-click the file list and choose

Deselect All (or press Shift + Ctrl + A). This will empty the Preview window
and de-select all of the files in the list.
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In the File menu, click Print/Save to go to Acrobat's Print Dialog screen. The
"All PDF Files" option will appear selected. Click Print to print all of the files in
the portfolio.

Printer: Y

Copies; ll

DProperties ] Advanced I Halp &

I Print in grayscale (black and whits)

Pages to Print | Comments & Forms

Al PDF fifes | Document and Markups =
— Scale: 94%

I™ Ravesse pages A 85 x 1L nches

Page Sizing & Handling (3}

[ s Wrote | [Eivpe | e | ~ininsions
T Fat ;’:E.

T Actual size e ——

% Shrink oversized pages o bt

7" Customn Scale: |Iu.w % e

I Choase paper source by PDF page size —

T Print on both sides of paper

Onentstion:

% Auto portrait/landscaps
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To print selected PDFs from the portfolio, you must first close the Preview
window. Click and hold the drag bar, and drag it all the way across the screen
to close the Preview window.
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Now hold down the Ctrl key and click the files that you want to print. To select
a range of files, you can also click the first file in the range, then hold down
Shift and click the last file in the range. In the picture below, the first and
third file are selected. In the File menu, click Print/Save to go to Acrobat's

Print Dialog screen.

Now both the "All PDF Files" option and the "Selected PDF Files" options
appear. Click Selected PDF Files and click Print to print the files you

selected.
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Drag to right to close Preview window.
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As a lawyer or notary, you almost certainly have a Juricert digital signature
that you use to e-file documents with the LTSA. As an eStrataHub customer,
you can use that digital signature to sign documents such as undertaking
requests.

When you receive an undertaking request, rather than attaching a signed and
scanned acceptance letter, you can simply apply your digital signature to the

request and return the signed version. Your digital signature will certify your

identity and credentials.

You will need current versions of the Adobe Flashplayer and Version X, or XI of
Adobe Acrobat.

The following sections describe signing in each version of Acrobat.

When a strata manager sends you an Undertaking Request, open it in Acrobat
X and review the document. If you agree with the terms of the undertaking,
indicate your agreement by signing the document with your Juricert digital
signature. If the document has a signature box for you to sign, click it and
proceed to step 6. Otherwise, start at step 1.

1. Click Tools.
2. Click Sign & Certify.
3. Click Sign Document.

’2 XYZ_Underiaking_Request.pdf - Adobs Acrobat =uroy 1
File Edit Vieds Window Help - x
Flcater | D pE| @2 D B

‘ 1 ‘/1 } ‘ 0% |»v = q'Tools i Comment Share
- m'
| » Pages =
XYZ [
Proper; Lmegeme: | ayar » Forms

| » Recognize Text

Request for Undertaking | » Protection

STRATA INFORMATION - . ﬁ |
Smn Pan BCS 1234 Slgﬂ &ACa'hfy .l 1
Seao Lee 4 —

Iowrance Compary Labeadox Invuran |4 n Doc nt ﬁ

Syam Fess $192.10 j sign Docume Ls, f

Muc Charges $aa i

Amears: $I5210(Dectes | / Place Signature
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4. An Acrobat dialog window will appear, reminding you how to apply a
digital signature. Once you are comfortable with this process, you can

check the box to tell Acrobat not to show this message again. Click OK
to proceed.

Adobe Acrobat \ \ l

B Using your mouse, click and drag to draw the area where you would like the
P signature to appear. Once you finish dragging out the desired area, you will be
taken to the next step of the signing process.

L*:LbPages
JEp——

[¥] Do not show this message again

5. Pick an empty part of the document (near the top if possible) and use
your mouse to drag open a rectangle for your digital signature. Click the
top-left corner, hold the button down, drag diagonally, and release the
button at the bottom-right corner.

>

1234 Sth Street

Victoria, Britich Colunchia
Canada VEV-§VE
Phons: (250) 5551234

W

Request for Undertaking

6. Make sure your Juricert digital id is selected in the Sign As box, then
enter your Juricert password in the Password box.

7. If you select the box to lock the document, nobody will be able to alter
the content of the document after you sign it.

8. When you are done, click Sign.

Frequently Asked Questions 10
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-—-4

Sign As: | Joe Lawyer YDUASK <jl@joziaw.ca>

| Password: I"'""' & f

Certificate Issuer: Joe Lawyer YDUASK [ Info...

Appearance: iSign Documents v]

Joe Lawyer
YDUASK
o

VI Lock Docament After Signing )

by
(_%T | Gonca

9. Save the signed document to a folder where you can easily find it (in
the example below, we have a folder called SignedUndertakings). We
recommend saving the document with a name that indicates that it has
been signed (in the example below, we added "JL_Signed" to the
filename). When you are ready, click Save.
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. SignedUndedakings
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Computer
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Date modified
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Type
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File name CL Signed_IXYZ_Undetaking_ Requeﬂcd)

Save as type;

[Adobe POF Fies ()

Cancel

=

10. Acrobat will display your saved document with your digital signature.
Now you can return the signed Undertaking Request to the strata
manager to indicate your acceptance. See Provide an Undertaking on

page 31.

’% Signed and all signatures are valid.

% Signature Panel

XYZ

Propeaty Managuroant Company

o A

Joe Lawyer __ mne
YDUASK

Phons: (250) 555-1234

Request for Undertaking

Canada VSV-VS
R |
| Valid signature|

m

When a strata manager sends you an Undertaking Request, open it in Acrobat
XI and review the document. If you agree with the terms of the undertaking,
indicate your agreement by signing the document with your Juricert digital
signature. If the document has a signature box for you to sign, click it and
proceed to step 6. Otherwise, start at step 1.

1. Click Sign.

2. Click Work with Certificates.
3. Click Sign with Certificate.

Frequently Asked Questions
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gl XYZ_Undertaking_Request.pdf - Adobe Acrobat N 10} x|
File Edit View Window Help x

a Create ~ ’ @ 5 & 6 @ B ‘ & ﬁ Customize ~ ll
Efl"? TootséSGrf%Comment 'l
2| » 1Need to Sign
» Get Others to Sign
XYZ v Work with Centificates ¥y

Property Managaones: Company

I:___ﬁ’ Sign with Certificate [}g’q

E?) Time StaIDigitaIIy sign document

Request for Undertaking

STRATA INFORMATION
Stata Plan: BCS 1234

Cersen T oo

4. An Acrobat dialog window will appear, reminding you how to apply a
digital signature. Click Drag New Signature Rectangle to proceed.
et Othersto sign |

XN T r———

{‘ g ‘ To begin signing, choose the 'Drag New Signature Rectangle’ button, and then
' drag out the area where you would like your signature to appear. Once you
finish dragging out the desired area, you will be taken to the next step of the
signing process.

Drag New Signature Rectangle - Cancel l

AGMSGM Date: o2 1 i

5. Pick an empty part of the document (near the top if possible) and use
your mouse to drag open a rectangle for your digital signature. Click the
top-left corner, hold the button down, drag diagonally, and release the
button at the bottom-right corner.

| »

1234 Sth Street

Vicroma, Bricsd Colunchia
Canada VEV-§VE
Phona (250) 5551234

w

Request for Undertaking

6. Make sure your Juricert digital id is selected in the Sign As box, then
enter your Juricert password in the Password box.

7. If you select the box to lock the document, nobody will be able to alter
the content of the document after you sign it.

8. When you are done, click Sign.
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9. Save the signed document to a folder where you can easily find it (in
the example below, we have a folder called SignedUndertakings). We
recommend saving the document with a name that indicates that it has
been signed (in the example below, we added "JL_Signed" to the
filename). When you are ready, click Save.
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10. Acrobat will display your saved document with your digital signature.
Now you can return the signed Undertaking Request to the strata
manager to indicate your acceptance. See Provide an Undertaking on
page 31.

) Signed and al signatures v vl (24 signature panel

@! -

Fhons: (250) 555-1234
Propesty Managument Coxopamy R R )
| Valid signaturef

m

Request for Undertaking
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