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Industry Education Webinar: 

SAILIS: 
Account Maintenance & 
Common Products



About our Land Services SA Team 

Amanda West is the Customer Experience Lead at Land Services 
SA. She is dedicated to improving the quality of service and client 
interaction to enhance the overall customer experience.

Skye Gill is Records Management Lead within Land Services SA. 
She has a passion for history and archiving and enjoys helping 
others carry out historical searches through SAILIS.

This Industry Education Webinar was prepared by LSSA’s Subject Matter Experts. Our 

staff have years of experience and are well respected in the Industry.
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 Updating and Managing 
your SAILIS Account

 Updating organisation address

 Creating, deactivating and updating User IDs



Updating SAILIS account

Designated Administrators have been assigned with the functionality to update the 

SAILIS account details.

 Go to My SAILIS > Update 

Organization details

 Scroll down and click on Edit.

 You can update the following

 Primary contact 

 Primary email address

 Address



Creating New User IDs 

Designated Administrators have been assigned with the functionality to create User IDs.  

 Untick Active Users Only

 Scroll down the list of Users IDs

 Check to see if an email address 

is currently assigned to a User ID

 Check to see if a User ID is 

already created and if it needs to 

be unlocked or reactivated
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 Click on Create, at the bottom of the 

webpage.

 Enter all required details. 

 Use a mix of first and last name for user 

ID.

 Click Save, then click on Activate.

 New user receives an SAILIS activation 

email.

 The temporary password MUST be reset on 

the first login.

Creating New User IDs 

Designated Administrators can create User IDs.  



 User IDs cannot be permanently deleted; 

they can only Deactivated

 To manage a User ID, scroll to the bottom 

of the page and select the User ID

 If access is no longer required, deactivate 

the User ID.

 Deactivated OR Locked User IDs can be 

reactivated when needed.

 These actions are performed 

by nominated administrators who 

manage the account.

Deactivating/reactivating User IDs 

Designated Administrators can deactivate and reactivate User IDs.  



When to email Customer Support

If you require to have a User ID 
assigned with Admin role 

If an email address needs to be 
changed

To have your Authentication Method 
(MFA) reset, this request must come 
from an administrator 
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 Multi-Factor Authentication 
(MFA)

 Updating MFA within SAILIS

 MFA Reset Requirements



Multi-Factor Authentication (MFA)

 Log in to SAILIS and go to My SAILIS > Update User Details.

 Select Change MFA Method.

 On the Manage My User Details screen, 

choose Change Password. 

o This opens a window where you can 

manage your login details, including MFA.

 Confirm that you want to delete your 

current MFA method before setting up a 

new one.



Multi-Factor Authentication (MFA)

✓  Authentication App

✓  Security Key

✓  SMS Code

SMS is the least recommended 
method 

MFA is linked to your email address 
– Not to your mobile device.



Multi-Factor Authentication (MFA)

What to do if you cannot access your 6-digit code

Liaise with one of your SAILIS account 
administrators as they will need to 
request the authentication method reset

Administrator not available OR You are 
the only administrator?

Written request must be sent by the 
Company Owner, Manager or Director.
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Multi-Factor Authentication (MFA)

What to do if you have access to multiple SAILIS accounts



Multi-Factor Authentication (MFA)

No more than 1 User ID 
with the same email 

address. 

“Generate password” 
button will no longer 

work.

Password will need to be 
reset every 90 days

MFA 6-digit codes are 
unable to be sent to email

Things to 
Consider!
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 Invoicing and Billing

 Where to obtain a copy of invoices and receipts

 How to pay invoices through SAILIS



Invoicing

Where can I obtain a copy of the invoices?

 SAILIS Account Administrators 

can view their account balance 

in the top left corner

 Payment menu > Invoice Search

 Select an Invoice Type and 

click on Search

 To view past invoices that have 

been paid untick Unpaid Only



Invoicing

 You may have 2 credit lines 
associated with your account.

❖ LSG Products – Govt Regulated 
Products; GST Exempt

❖ LSSA Products – GST inclusive

 Available credit is not 
interchangeable between 
accounts

 LSG Invoices (P####) can be paid 
through SAILIS using credit card

 LSSA Invoices (U####) can be paid 
by EFT only.

 Invoices must be paid in full; part 
payments cannot be processed



Request an Invoice

Current balance nearly exceeding the limit

 no need to wait for the end of the month invoice.

 Click on Request Invoice



Product Transaction Search

Seeking a list of all the transactions

 Click on Payment > Product Transaction 

History Report

 Date Processed From

 User Name

 Product Name

 Invoice ID

 Report Format in Excel

** Administrator Users Only **



STRICTLY CONFIDENTIAL

 PIR and Form1 Products

 What is the difference?

 What is a related title?

 How to confirm your order



PIR and Form1

Same Data delivered in two different formats 

Property 
Interest Report 

= Raw Data

Form 1 
= Pre-filled 
Template



PIR and Form1

➢ Delivered Electronically when registered 

with EPIC and RevenueSA Online

➢ If not delivered in 4 Working days, reach 

out to RevenueSA

➢ If there is an Interest over the property, 

further details are provided by the 

relevant government agency within 8 

working days.

Certificates & Government Interests.



PIR and Form1 – Related titles



PIR and Form1 – Related Titles

 If they do not appear as an option for purchase, they are not ‘Related’ in this 

context and will need to be purchased as a separate PIR/Form1.

 Related Titles: When ordering PIR/Form1, linked titles may appear 

automatically if connected by a common valuation record.



Confirming Your Order

Correct Street 
Address?

Correct Valuation 
Number?

Correct CT Volume/Folio? Correct Plan/Allotment 
Number?
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72 Hour Refresh

 Have you ever forgotten to download the product or 
the report?

 Do you need an updated (refreshed) copy?



72 Hour Reorder

Forgot to download?

Within 72-hour re-order window: Users linked 
to the account can re-order the same product at 
no extra cost, the user will not see the order 
confirmation page

Exception: SA Water products. 

AFTER 72 hours: For PIR and Form1 a 
Refresh fee will apply within 90 calendar days of 
the original purchase.
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Name Searches

 What is the difference between a Title for Owner 
Name Search and a Benefitting Name Search?



Title for Owner Name Search

Obtain a list of all properties currently owned by an individual, company or 

association

 Select Land Search > Title for Owner Name Search

 Type in the name or organisation that you seeking

 Wildcard searching (e.g. * or %) can be conducted with a 

minimum of 3 letters. For example: Van* could be used 

when searching for Vanderlay



Title for Owner Name Search

Obtain a list of all properties currently owned by an individual, company or 

association

 You can download results in Excel or 

PDF format for easy review.

 Some names may return multiple 

property addresses

 The system cannot confirm if all 

properties belong to the same person 

(e.g. John Smith)

 User Ownership Number and Number of 

Owners fields for additional context



Benefitting Name Search

Provides a list of dealings associated with a benefitting name from 1985 to present. 

 A Benefitting Name Search is found in 

the Dealing Search drop down menu

 Check if a Power of Attorney has been 

lodged by searching the party names

 Identify property previously owned by 

an individual, company or association 

 Identify dealings including but not 

limited to mortgages, leases and 

encumbrances agreements 



Summary of Key Points

SAILIS Account Management
Designated administrators 

can manage User ID’s

01

02

03 04

05

06

Multi-factor Authentication 
Reset your own method of 

authentication

Invoicing and Billing
Request and view SAILIS 

invoices online

PIR and Form1s
Same information, one is raw data 

the other is a prefilled template

72 Hour Refresh
SAILIS account holders can 

reorder with no additional costs

Name Searching
Benefitting Name Search 

for a PA lodgement



Industry Education Hub
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Live Q&A Session



Q&A Session

SAILIS Video Tutorial

• Nominated Account administrators, Manager, Director or Owner. Due to 

the structure of Local Councils, in addition to nominated 

administrators, requests from a Primary contact will also be accepted, we 

recommend having multiple administrators to reduce the instance of them 

not being available 

Who is authorised to request an 

MFA reset?

• No. You can request an invoice at any time if your credit limit is close to 

being maxed out. Invoices paid in SAILIS by credit/debit card are paid 

immediately while EFT payments can take a few days to register in the 

system

• We have an “Invoicing and Payments” SAILIS Video Tutorial available on the 

Industry Education Hub that will walk you through the process of manually 

generating an invoice when you need it.

Do I need to wait until the end of 
the month to receive an invoice 

and how do I request an 
invoice?

•You should contact the relevant agency directly to follow up on the 

outstanding information as Land Services SA facilitates the ordering 

process, but the individual government agencies are responsible for 

providing and responding to interest details.

What if I haven’t received 

information regarding 

Government Interest from an 

agency within eight business 

days?

https://www.landservices.com.au/industry-education-hub/#sailis-video-tutorials
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