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Introduction

This booklet has been designed to assist you when interrogating the Land
Register part of Registers Direct.

It contains step by step instructions on all of the most common Land Register
search functions. Simply look up the type of search you want to do in the
Table of Contents and go to the appropriate page.

The booklet will also give you advice on the best search methods and
techniques so you will get the most out of Registers Direct.

When using Registers Direct there are a few simple rules you should follow to
help you to utilise the system to its full potential:

1. Pressing the F11 key on your keyboard allows you to work on full screen
(F11 again to return to normal screen).

2. Use the GO BACK buttons on Registers Direct to move back to a previous
screen and not the Back button on your Internet browser.

3. Red labels indicate mandatory fields: you must enter text in these fields in
order to successfully search Registers Direct.

4. You can only select a single county to search. Searching over multiple
counties can be accomplished by doing more than one search or by
requesting an offline search from Registers Direct Customer Sevices.

5. The method Registers Direct uses to search its database means that a
name or address search may return not only exact matches to the search
criteria but also any similar names or addresses.

6. A £ sign on a button e.g. £Search or £View indicates that a fee will be
charged for the service.

7. Allinitial searches incur a cost irrespective if a match is found or not,
however, if a match is found and viewed then the initial fee is dropped and
only one fee is charged.

Before you start any searches, however, it is recommended that you read
pages 3 to 5 to help you understand the basic parts of the Land Register.
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The Land Register

The Land Register is divided between the Application Record and the Title
Sheet.

Title Sheet

The Title Sheet contains details of the Titles to all registered property, that is,
all applications for Registration that have successfully completed the
Registration process and have a Title Sheet Record.

The following menu choices are all concerned with Title Sheet Record
Searches:

Search by Property Address.
Search by Name.
Search by Title Number.

The Application Record

The Application record holds details of all pending Applications on the Land
Register. The Application Record is basically work in progress.

The following menu choices are all concerned with Application Record
searches:

Search by Property Address
Search by Applicant Name
Search by Granter Name
Search by Title Number
Search by Application Number

Index Map Search

The Index Map is a record of all registered Titles and is based on the
Ordnance Survey map. All property, which is registered in the Land Register,
is indexed on a copy of the Ordnance Survey map. This allows users to
identify and view adjacent property information, and to identify and search for
property or ground which does not have a postal address.

Search by Map Navigation - allows users to pan around the map looking for a

specific point or property of interest. This method would best be used when a
property address, Title Number, or Grid Reference is unavailable.
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Search by Property Address - Index Map detail is displayed centred around
the address.

Search by Title Number - If the Title Number exists then Index Map detail is
displayed centred around the Title location.

Search by Grid Reference - If the Grid Reference is valid then Index Map
detail is displayed centred around the Grid Reference.

The Sasine Register and the Land Register in operational counties.
When a county becomes "operational” the Land Register "takes over" from
the Sasine Register, however, records of transactions prior to the county

becoming operational are still held in the Sasine Register.

You are now ready to start searching the Land Register.

REGISTERS DIRECT Helpdesk Number 0845 6070160
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Searching the Title Sheet by Property Address.

1. Click on the Land Register Icon in the left-hand margin.
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2. Choose Title Sheet Record Search menu choice.
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3. Choose Search by Property Address menu choice.
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The appearance and functionality of the Search by Property Address screen is
consistent throughout the Land Register in Registers Direct.
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4. Select the County from the drop-down list. You must enter a County.
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v TIP

When the County field is selected (blue), you can select a county
quickly by typing the first letter of the county, e.g. typing C will select
CAITHNESS, typing C again will select CLACMANNAN. Using this
method you can cycle through all the counties beginning with your
chosen letter.

Alternatively click on the Map to view the counties then click on a county to
view county detail.

Type the criteria for your search in the relevant fields (boxes). Click in the
field first before you type. It does not matter whether the text is upper or lower
case.

You will often have a better search success if you omit the house or flat
number from the address search and allow the system to find all the records
for that street name.

You can then choose the house or flat number relevant to you from the list of
matches found.

If you enter a House Number you must also, at least, enter either a Street
Name, a District, or a Postcode.

You can search against a Postcode alone e.g. EH8 7AU.
A User Reference is optional, however, it is recommended you use this field

to enter a reference for your own use, it will except up to 30 characters and
can contain any combinations of letters and numbers.
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5. Click the £SEARCH button once you have entered your criteria to search
for any Title Sheets that match your criteria.
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Note: If your Search does not find any matching results then the following
message will appear on screen.

'.,.,.-,.-..u. Tiates 10 W00
IMHIE DDA Seach Nec 3801.00Fm@T

s ‘Your search did not find any matching results, Click "Go Back” to search again,
[ !'l"l:.'-lll:i

a OGET, JEETLE, (RIS
5]
——

A charge is still incurred, however, even if your search does not find any
matching results.

6. If your search finds any matching results then click on the relevant Title
Number (coloured blue and underlined).
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The option button for the A section of the Title Sheet is selected by default.
Choose another section by clicking on the relevant option button.

7. Click on the EVIEW TITLE SHEET button to open the Title Sheet (See
Appendix A for explanations of the Title Sheet Sections).
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8. Choose another Section of the Title Sheet by clicking on the NEXT and
PREVIOUS buttons.
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9. To View the Title Plan click on the VIEW MAP button.
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10.The Title Plan shows the location and the extent of the property on the
Ordnance Map.
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11.1f a Supplementary Plan to the Title Plan exists then Supp1 will appear in
the Display Supplement field. Click on the drop down arrow and select
Suppl to open.

12.Click on the ZOOM IN or ZOOM OUT buttons to move closer or further
away from the map.

13.Click on the PRINT PLAN button to print the Title Plan.

14.Click on the NEXT or PREVIOUS buttons to return to the Title Sheet.
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Printing the Title Sheet

15.Click on the PRINT button to open the Print Menu.
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16.Choose Print to Local Printer (Quick Copy) menu choice.

17.Select the menu choice you want to print.
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18.Click on the CLOSE button when you have finished printing.

19.Click on the Land Register Icon in the Left-hand margin to return you to
the Land Register opening Menu.
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Searching the Application Record by Property Address

The Application record holds details of all pending Applications on the Land
Register.

1. Choose Application Record Search menu choice.
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2. Choose Search by Property Address menu choice.
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3. Select the County from the drop-down list. You must enter a County.
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v TIP
When the County field is selected (blue), you can select a county
quickly by typing the first letter of the county, e.g. typing C will select
CAITHNESS, typing C again will select CLACMANNAN. Using this
method you can cycle through all the counties beginning with your
chosen letter.

Alternatively click on the Map to view the counties then click on a county to
view county detail.

Type the criteria for your search in the relevant fields (boxes). Click in the
field first before you type. It does not matter whether the text is upper or lower
case.

You will often have a better search success if you omit the house or flat
number from the address search and allow the system to find all the
application records for that street name.

You can then choose the house or flat number relevant to you from the list of
matches found.

If you enter a House Number you must also, at least, enter either a Street
Name, a District, or a Postcode.

You can search against a Postcode alone e.g. EH8 7AU.
A User Reference is optional, however, it is recommended you use this field

to enter a reference for your own use. It will except up to 30 characters and
can contain any combinations of letters and numbers.
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4. Click the ESEARCH button once you have entered your criteria to search
for any Application Records that match your criteria.

3l e vtmer of Santiand - Flogoters Teect 3
| B EM len Fosde D ben =
et e = [ S [ - SR T L &
Dk, Top  Palssh Hows wich Taectbss  Hote) Ha Pl (45}
| B[] it e, gt o g ThoE o TEL T g = T T
Fe. LAND |
-

REGISTER

Wi TER

#*

a
w
w

w REGISTERS DIRECT

BAEIE
mrmaTEA

SEARCH BY PROPERTY ADDRESS

eyt | DU THLAN

H

a ar UK BERE
i T i e
ERLFCTION
L Hivumn, Hamna: |
™ e o " S Hamie; 1sresba giest
FAUNEAT i
b, Wi |

e

ROGIETOR OF
P TIO8

o

Uesi Refansncs: [

R, IR, EREE,

CRET MR
S EVIES

Note: If your Search does not find any matching results then the following
message will appear on screen.
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A charge is still incurred, however, even if your search does not find any
matching results.

5. If your search finds any matching results then click on the relevant
Application Number (coloured blue and underlined).
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See Appendix B for explanation of Application details.

R Hemmbnr of Seebars - Heprer pecl - M) Ininest Fabee

| E¥ BN len Froms [oh b

et S EAE (N ) i - SRR e B
| pax Skop  Memn Hom | tesch Faecms Himy  ME Frd E8
|t ] i cromemrncrion deact raz o M0 TR rhaipage g 2] it ks

A o plication may b wltiedioran ol camcelied B

Diadu: 10RE Timac 18:EEET
Samich Hel BH10T3 Usai Ralesina:

ALsins
=TT
Amcord mumiban 1211 1ecods

Apphcalion Ha [ Dute OT Application | Bpplication Slajus Conaidarasion

B . | ) B VR | ATOrT GRIL]
Tite Mo Type of Appilcation Farent THe Blo
(TG FRST B GISTRATION

™ minmmee o

AIGUMEHTE Property Acdress

3 RARKERLOE 5 RxED

Appficante] Mame & Adckess

Sranter|s| Hame snd Address
JESSTCR FEL YL EM COUGH-COOPER

¥ PESEER LOR STREET EDMERELH DAVE COLGH-COOMER
[EC HITTH =1:1 . rd
Eumlnn.:-l
Nt oy
fgerd Ko Diwedd Typs
s | T | mperstion
B Cwoace A mation

g W GO H O 0P ER
G e, CEEERL

A S, IR

6. Click on the NEXT button to view the next Application on the list.

7. Clicking on the GO BACK button will return you to the Results List where
you can choose another Application Number to view.

Note: You can view all your Application Results for one Fee.

Printing the Application Details

8. Click on the PRINT button.
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9. Choose Print to Local Printer.
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10.Click on the PRINT button.
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12.Click on the Land Register Icon in the Left-hand margin to return you to
the Land Register opening Menu.
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Searching the Title Sheet Record by Name

1. Choose Title Sheet Record Search menu choice.
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3. Select a county from the drop-down list. You must enter a county.
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4. See Page 13 for tip on selecting county.

5. Type the criteria for your search in the relevant fields (boxes). Click in the
field first before you type. It does not matter whether the text is upper or
lower case. If you have a forename or an initial then use it to narrow down
your search.

A User Reference is optional, however, it is recommended you use this
field to enter a reference for your own use. It will except up to 30
characters and can contain any combinations of letters and numbers.
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6. Click the ESEARCH button once you have entered your criteria.
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Note: If your Search does not find any matching results then the following
message will appear on screen.
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Your search did not find any matching results. Click *Go Back” to search again,
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A charge is still incurred, however, even if your search does not find any
matching results.

7. See pages 8-11 - Steps 6 to 18 on opening and printing a Title Sheet
Record.
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8. Click on the Land Register Icon in the Left-hand margin to return you to
the Land Register opening Menu.
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