
 

 

Yukon Land Titles 
Registry (YLTR) 
User Account 

Administration 

  



 

1          Table of contents  

 
 

Table of contents 
Table of contents ............................................................................................................................ 1 

1 Intro ......................................................................................................................................... 3 

2 Log-in Portal Address ............................................................................................................... 4 

3 Client Number vs Account Number ......................................................................................... 4 

4 Account Types.......................................................................................................................... 4 

4.1 Temporary Account .......................................................................................................... 4 

4.2 Permanent Account ......................................................................................................... 5 

5 Account access......................................................................................................................... 6 

5.1 Register a new user .......................................................................................................... 6 

5.2 Register an existing client and account number ............................................................ 11 

5.3 Forgot password ............................................................................................................. 14 

5.4 Locked-out after 3 unsuccessful attempts ..................................................................... 15 

5.5 Changing password ........................................................................................................ 16 

5.6 Changing email address ................................................................................................. 17 

5.7 Language Preference ...................................................................................................... 18 

6 Financial interactions ............................................................................................................. 18 

6.1 To put money on your account ...................................................................................... 18 

6.2 Searching when there are insufficient funds ................................................................. 19 

6.3 See financial transaction ................................................................................................ 20 

7 Account Options .................................................................................................................... 22 

8 Request to update Client Account ......................................................................................... 27 

9 Support .................................................................................................................................. 27 

 

  



 

2          Table of contents  

 
 

This manual is intended for the beta launch of the Yukon Land Titles Registry search 
portal. This document is a living document and will be updated throughout the testing 
process, as warranted.    

While every reasonable precaution has been taken in the preparation of this document, 
the authors and publishers assume no responsibility for errors, omissions or uses made 
of the material contained herein and the decisions based on such use.  

Neither the authors nor the publishers make any warranties or guarantees of any kind, 
either expressed or implied. Neither the authors nor the publishers shall be liable for any 
indirect, special, incidental, or consequential damages arising out of the use or inability 
to use the contents of this document, whether the publisher has been advised of the use 
of this publication or not. 
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1 Intro 
The Yukon Land Titles Registry (YLTR) is a platform to receive, process, search and 
manage applications to Land Titles. This includes conversion of data from Land 
Information Management System (LIMS) to YLTR, financial transactions, image 
management, client management, plan and parcel management, and communications.   

This document provides information about user account administration in YLTR portal, 
including 

• Account balance 
• Payments 
• Change of email address 
• Change your password 
• Language preference 
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2 Log-in Portal Address 
To log in to the portal, use the following web address: 

https://landtitles.service.yukon.ca 

 

3 Client Number vs Account 
Number 

Client Number – Client numbers are unique 9-digit numbers that identify individuals and 
corporate entities in YLTR. Name and address information is associated with client 
numbers. It is auto-generated when a client registers on the portal for the first time. 
Everyone requires a client number to log into the portal. 

Account Number - Account numbers are unique 9-digit numbers that identify billing 
accounts for any business conducted with YLTR through the portal, such as searches, 
registration work submitted, or output requests etc. 

 

4 Account Types 
There are 2 types of accounts. 

Temporary Account – for general public (most people will need this type) 

Permanent Account – for surveyors, banks, law firms, government, etc. 

 

The temporary account is a quick and convenient way to access most of our products  
and services. If you are a first-time user or do not access the site very often, this  

https://landtitles.service.yukon.ca/
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account is right for you. 
You are only required to fill in the fields with * when logging into the site. These fields 

are mandatory. 
Anyone can create a temporary account in the portal. All you need is an email address 

and some basic personal information. You can choose your own username and 
password. 

 
With this account type you can 

• Search the Register of Titles, the General Register, Plans and the Condominium 
Index. 

• Add money to your account using a secure online system allowing you to ‘pay as you 
go’ for products and services. 
 

 

Permanent accounts are suited to high volume users of the site. To request this type of  
Account, you must contact Yukon Land Titles Office. 
With a permanent account clients can 

• Have credit on account 
• Can have multiple users charge to the same account 
• Add money to your account using our secure online system 
• Receive a monthly Statement of Account 

Note: 

• Users will always first need to register/create a temporary account using the 
portal. Follow the section below “Register a new user” to create an account. Users 
will then have to contact Land Titles Office to request a permanent account, if they 
think they need it. 

• Users who have applied for and received a permanent account will be provided 
with an account number and account password to use the permanent account.  
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•  If you have more than one account, or wish to charge your transactions to your 
firm’s Permanent Account, then provide an Account Number and Account 
Password. Use the Account Number and Password that you want your 
transactions charged to. 

• The password that is associated with permanent account is not changeable 
through the portal. Clients will need to contact Land Titles Office to request a 
password change. 

• Only the permanent account owner with the linked client number can add money 
to the account.  

• If you have put money on the wrong account and would like this money 
transferred to your permanent account you will need to contact Land Titles Office. 
 

5 Account access 
 

1. Navigate in your browser to  https://landtitles.service.yukon.ca 

2. This should open the Yukon Land Titles application Login page. Click Login. 

 

The following screen appears. 

 

https://landtitles.service.yukon.ca/
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3. Click Register. 
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4. The Register Continued window displays. Select I do NOT have a Client Number 
and Billing Account with YLTR and then click Next.  

 

 

 

 

 

The following screen appears. 
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5. Complete the New User Information window below. Fields marked *Required are 
mandatory fields. 
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6. Complete all fields in the Sign-In Information window including the Image code. 
Select the I Accept The Above Terms & Conditions checkbox. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. Click Register. The Register Confirmation window displays, containing all required 
sign-in information, including the user password you created.  

Note: It is strongly recommended that you print this screen and keep it in a safe place for 
future reference. This information is also emailed to the email address provided in the 
above steps. The password is NOT mentioned in the email for security reasons. 
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1. Click Register. 

 

 

 

 

2. The Register Continued window displays. Select I DO have a Client Number and 
Billing Account with YKN and then click Next. 
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The following screen displays. 
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3. Enter the existing Client Number, Account Number and Account Password. 

 

 

 

 

4. Complete all fields in the Sign-In Information window including the Image code. 
Select the I Accept The Above Terms & Conditions checkbox. 
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5. Click Register. The Register Confirmation window displays, containing all required 
sign-in information, including the user password you created.  

Note: It is strongly recommended that you print this screen and keep it in a safe 
place, for future reference. 

 

1. On the sign-in page click here under Forgot Password. 

 

 

 

 

 

 

 

 

 

2. Enter in the User Name, Client Number and image code. Then click Next. 
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3. A window displays advising that your password has been sent to your email 
address. 

4. Open the email and copy the new password that has been assigned to you. Click 
Sign-in in the above message and log in to the website. It is recommended that you 
change your password to something other than the system-generated password 
provided.  

 

 

The system will lock you out after 3 unsuccessful attempts. To unlock your account: 

1. Provide the information in the fields marked *Required and then click Next. 

The new password will be sent to the email address you registered with. 
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1. Click on your name in the right-hand upper corner. 

 

 

2. Select Change Password from the side menu. 

3.  Enter Old Password. Then enter New Password & Confirm New Password. Click 
Next.  
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4. Confirmation will appear. 

 

 

1. Click on Change Email Address. Enter New e-mail address and confirm email 
address. Click Change. 
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To change language, click on Language Preference, and select the language of your 
choice. You will need to refresh the LAND website for the change to take effect. 

 

 

6 Financial interactions 
Log in to the portal using your login information. 

 

1. In the header click on Welcome [Your Name] in the top right corner. 

 

 

2. You will see the following menu on the left. Click on Account Payment. 
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3. Fill in Please Enter Credit Card Information section and enter an amount in the 
Payment Amount in the table above. Click on Submit  

 

Note: You can also check your balance on this screen under Balance. 

 

When a search is performed and there are insufficient funds on the account, the system 
redirects to the credit card payment screen.  
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Note: Once you have added money to your account, you have to close the payment 
window, go back to the search window to continue searching/printing etc. 

 

 

1. In the header click on Welcome [Your Name] in the top right corner. 

 

 

 

2. In the left-hand menu, click on Account Balance and then Financial 
Transactions. 

 

3. A list of all transactions are listed in order of newest to oldest. Click Previous at 
the bottom of the list to scroll through the pages. 
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Number: Is 
the 
transaction 
number 

Regd. Date: 
The date & 
time a 
document 
was 
registered in 
Yukon Land 
Titles Office 

Description: Shows the invoice # which could be 
a packet number, the title # or the client 
reference #. 

Fee 
Description: 
Brief 
description of 
the activity/ 
transaction 
being 
charged. 

Cmpl Date: 
The date 
and time of 
transaction. 

Type: Type of 
transaction 
 

Area: Where the 
transaction was 
charged. 

Amount: Red is 
the amount 
charged to the 
account. Blue is a 
payment or refund 
into the account. 
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7 Account Options 
The following tables detail the different types of account options, their specified uses and what 
information is needed to log into these types of accounts. 

 

1. Occasional user who wants to search in the portal. 

# of client(s): 

One client 

 

 

 

 

 

 

         

    Log in with: 

-One client account; required 

-Billing account; not required  

 

    

 

 

 

 

 

 

 

 

 

 

Output: 

-One monthly 
billing account 
statement 

-No notices 
received 

 

 

 

 

 

 

Account creation Client creates their account in the Search Portal. 

Client account Each client has a unique Client Name, Client Password and Client Number 

Billing account The billing account “owner” in this case is the same as the client. The billing 
account “owner” manages billing account login credentials and payments and 
receives the monthly billing account statement.  

Billing account credentials are not required for log in. 

Notices Client accounts used only for searching the Registry will not receive notices. 

The Yukon Lands Titles Registry creates a notice when a document 
submitted to the Land Titles Office is registered. 
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2. Single client account used for searching and submitting documents to the Land Titles Office. 

# of client(s): 

One client 

 

 

 

 

 

 

             

Log in with: 

-One client account; required 

- Billing account; not required  

 

    

 

 

 

 

 

 

 

 

 

 

 

Output: 

-One monthly 
billing 
statement  

- Notices 
received 

      

 

 

 

 

 

 

Billing account 
statement 

 

  

Statement is sent to the email address specified by the client when the 
account is created in the search portal.  

A monthly statement is only sent if there is a balance or activity on the account 
for that month. 

Changes to the statement delivery address are requested by emailing the 
Land Titles Office at ltosupport@yukon.ca 

Account 
creation 

Client creates their account in the Search Portal. Contact Land Titles Office by 
emailing ltosupport@yukon.ca  to request a permanent billing account or to 
change delivery addresses.  

Client account Each client has a unique Client Name, Client Password and Client Number. 

Billing account The billing account “owner” in this case is the same as client. The billing account 
“owner” manages billing account login credentials and payments and receives 
the monthly billing account statement.  

Billing Account credentials are not required for log in. 

mailto:ltosupport@yukon.ca
mailto:ltosupport@yukon.ca
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3. Individual client accounts that search and submit registrations charged to one billing account. 

# of client(s): 

Multiple, 
individual 
clients 

 

 

 

 

 

 

      

 

 

             

Log in with: 

-Individual client account; required 

 and 

-One billing account; required 

 

 

 

    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Output: 

-One monthly 
billing statement 

-Individual notices 

 

      

 

 

 

 

 

 

 

 

 

Notices A notice is sent to the email or mailing address associated with the document 
submitter’s client account. 

The Yukon Lands Titles Registry creates a notice when a document submitted 
to the Land Titles Office is registered. 

Changes to the notice delivery address are requested by emailing the Land 
Titles Office at ltosupport@yukon.ca 

Billing account 
statement 

Statement is sent to the email address specified by the client when the account 
is created in the search portal.  

A monthly statement is only sent if there is a balance or activity on the account 
for that month. 

Changes to the statement delivery address are requested by emailing the Land 
Titles Office at ltosupport@yukon.ca 

mailto:ltosupport@yukon.ca
mailto:ltosupport@yukon.ca
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Account 
creation 

Client creates their account in the Search Portal. Contact Land Titles Office by 
emailing ltosupport@yukon.ca  to request a permanent billing account or to 
change delivery addresses. 

Client account Each client has a unique Client Name, Client Password and Client Number 

Billing 
account 

The billing account “owner” in this case is one of the clients. The billing account 
“owner” manages billing account log in credentials and payments and receives 
the monthly billing account statement.  

All individual clients can charge to the same billing account. 

Billing account credentials are required to log in. 

Notices A notice is sent to the email or mailing address associated with the document 
submitter’s client account. 

The Yukon Lands Titles Registry creates a notice when a document submitted to 
the Land Titles Office is registered. 

Changes to the notice delivery address are requested by emailing the Land Titles 
Office at ltosupport@yukon.ca 

Billing 
account 
statement 

Statement is sent to the email address specified by the client when the account is 
created in the search portal.  

A monthly statement is only sent if there is a balance or activity on the account 
for that month. 

Changes to the statement delivery address are requested by emailing the Land 
Titles Office at ltosupport@yukon.ca 

 

 

 

 

 

 

 

 

 

 

mailto:ltosupport@yukon.ca
mailto:ltosupport@yukon.ca
mailto:ltosupport@yukon.ca
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4. Individual client accounts that search and submit registrations to multiple billing accounts. For 
example, when using one billing account for searches and one for submitting registrations. 

# of client(s): 

Individual 
client(s) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

    

 

Log in with: 

-Individual client account; required 

- Desired billing account; required 

 

    

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Output: 

-Separate billing 
account statements 

-Separate notices 

 

 

 

                

 

 

 

 

 

 

 

 

 

Account 
creation 

Client creates their account in the Search Portal. There can be other possibilities in 
the above scenario based on the client’s needs. Contact Land Titles Office by 
emailing ltosupport@yukon.ca to learn more.  

Client account Each client has a unique Client Name, Client Password and Client Number 

Billing 
account 

The billing account “owner” in this case may or may not be one of the clients.  

The billing account “owner” manages billing account log in credentials and 
payments and receives the monthly billing account statement.  

mailto:ltosupport@yukon.ca
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8 Request to update Client Account 
The “Request to Update Client Account” form is used to update: 

- Change of address/method of delivery for Notices and/or Billing Account Statement 
- Billing Account Password 

This form is to be used if: 

- Client calls/emails to request account update i.e. email/mailing address for billing 
statement/notices and/or billing account password. 

- LTO will then send this form to the clients. 

9 Support 
For additional support, please email ltosupport@yukon.ca. 

 

In this scenario, clients may choose multiple billing accounts based on their needs. 

Billing account credentials are required to log in. 

Notices A notice is sent to the email or mailing address associated with the document 
submitter’s client account. 

The Yukon Lands Titles Registry creates a notice when a document submitted to 
the Land Titles Office is registered. 

Changes to the notice delivery address are requested by emailing the Land Titles 
Office at ltosupport@yukon.ca 

Billing 
Account 
Statement 

Separate statements are sent to the email specified by the billing account owner(s) 
when the account is created.  

A monthly statement is only sent if there is a balance or activity on the account for 
that month.  

Changes to the statement delivery address are requested by emailing the Land 
Titles Office at ltosupport@yukon.ca  

mailto:ltosupport@yukon.ca
mailto:ltosupport@yukon.ca
mailto:ltosupport@yukon.ca

