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Note: The screens and data pictured in this guide are examples only. Actual screens can have
minor differences in text and layout.

Get started

1. Visit our website at asic.gov.au
2. Select the 'ASIC portals’ button in the top-right to view further options.

3. Under Company officeholder, choose Learn more about ASIC’s online services (from the
drop-down menu) and read about how to sign up for portal access.

Tips:
e Additional support can be found on the following pages:

o Company officeholders support page (contains user guides and FAQs).

o Top call centre questions.

Form setup

1. On the Form setup page, read the ASIC Electronic Lodgement protocol. It outlines the rules
and obligations with which you must comply.

2. Select Yes to confirm you agree to be bound by the terms and conditions of the ASIC
Electronic Lodgement Protocol.

3. Select as a company officeholder (director or secretary), as the basis on which you are
applying.

4. Select Next to continue.
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https://asic.gov.au/
https://asic.gov.au/online-services/asic-portals/company-officeholders/
https://asic.gov.au/about-asic/contact-us/top-call-centre-questions/#business-names

ASBIC
Amstralion Secarities & Investments Commismion FRegister for onbee acoess

Form RC99
» Form setup Form setup
+ Salact Acess
+ Secwity details "
e I Resume application
+ Submit .
. Cr:r'ﬂr:r‘:nm-on If you have already filed in an application and are now ready to submit it, resume.
Help New application n
Ak 8 question
b Before you apply, you must read and agree to the terms and conditions set ou in the ASIC roni ment Protocol - the
T“h-f"‘:J EAQ legal agreement that governs the lodgement of documents electronically with us.
Links  [fyouhave not used this service before, read "How this works" first. it contains important information including what information you
Saarch ASIC will need to provide 1o complete 1his request.
Search ABR

| have read the ASIC Electromc Lodgement Protocod and agree to be bound by the terms and conditions.
Yes Mo

On what basis are you a el
as a company ofMceholder (dIrector or secretary)

as an ASIC regisiered agent
as an Australian Financial Semnvices licensee
as an Australian Financial Services authorised representative
as a registered hguidator
as a registerad COMPany Audror or &5 a director or ofMceholder of an authorsed audit company
a5 a credi licenses
as a body corpodate credit representative n
Biing

Enter your access requirements

1. Enter your ACN/ABN.

2. Enter your Corporate Key.
3. Enter your Given name/s.
4. Enter your Family name.
5. Enter your Date of birth.
6. Select the Office held from the drop down list.
7. Select Next to continue.
Form RC99
¥ Eorm selup Your access requirements
# s ity dietail - - :
:Y:E‘r";;mls" ! Provide the following details
« Annual Statement ACHABEN n
- Corporate ke
HB'D— Officeholders details as notified to ASIC on company documents .
Ask 5 question Given names [ 3
e Family name n |
User Guides Daie of birih (DID-MM-YYYY) E
IJI'II(I— Office held H Director -
Search ASIC
Search ABR n
et
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Set up a username and password

You will need to create a user name and password.

1. Enter a user name of your choice that meets the criteria listed.

2. Enter a password of your choice that meets the criteria listed. Your password may not contain
special characters outside of the criteria listed.

3. Confirm your password.

4. Enter a security question and answer to help us confirm your identity if you forget your user

name or password.

5. Select Next to continue.

* Your details

* Annual Statement
» Submit

« Confirmation

Help

AEIC
Anstralinn Eecorities & Investmets Comnmiccion Pugestar for colee acceas

Company EXAMPLE COMPANY PTY LTD AGN D00 000 000
Officehoider Citizen, John Direcior

Security details

User name and password

It is essential that you can remember your user name and password If you only intend to use ASIC senices occasionally you may

prefer to use something ike your email address as your user name - this may help you remember the name when you login

Enter a user name of your choice n

Must cortsin @ minimum of 8 chemcien.

 May contain a maximum of 50 chamcens

May be & valid smsil scdees

Enter a password of your choice H
Mugt gorisin @ minimum of § onmeoien

May contain @ memum of 18 charscen

Must coriein lowes cass anc upper case slphs snd Pumenc charsciens

May conisin purdustion or seybomd charscen exdudeng whitesoace and

wpecial cantrab)

Confirm your passwaord B

Must maioh passeon

Security question and answer
If you forget your password, we will verify your identity by asking you this question Choose a question only you know ihe answer to that has
nothing to do with your password

The type of security question and answer that you could use are “What is my mother's maiden name *, “what country was | born in', “what town
was | bam In°, ‘'what is my favourite colour'. WhHen consenng your securty question and answer It 15 recommended that you have a question
for which there IS only one answer, and that the answer 15 only one or wo words

You must remember the formal of the security answer, as the vabdation of your answer (s case and space sensilive. If you do nol provide the
answer as originally set a new password will not be generated

Question
Musat b ot beast & charscien

Answer
Must Sw at semt & charscters
[ 5 N
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Verify your new user name and password

You will be prompted to enter your new username and password.

1.

Enter your username and password.

2. Select OK to continue.

ASIC

enls O i srarion

Begaber lor oNkne Steeas

+ Annual Statement
+ Sasbnit
« Confirmation

Halp

Ask 2 quesiion
Lo this works
Tachnical FAGQ
Waer Guides
Links

Search ASIC
Saach ADH

Company EXAMPLE COMPANY PTY LTD ACK 000 000 000
Officeholder Citizan, John Dracion

Security details

User name and password
It is essential hal you Can remember your user name and password Il you only intend 1o use ASIC Senvices occasionally you may
prefer to use something ke your email address as your user name - this may help you remember the name when you logi

Enter a user name of
Muat contsin @ minimum of o o
ey commimen 8 i o4 S0
bty b vl il mcicineas

The server test.ebusimess.asc.gov.au 38 ASIC ellusiness requires »
unernamae and pasnward.

Warning: This sarver i requasting that yousr username and passsord be

zart in an insecurs manner (besic suthentication withaut s securs
eonnection].

Enter a password of
Muné cordein @ minimum of B o
May Chnilieh & (i@ of 18
Mias corasin lowes caes Band upf
May contesn pursciustion or beyd
Spasial sanuais

| Uasr narms

2 [l

[ Passward

Confimm your passwo
Muat match paseeord

Security question and answer
It you forget your password, we will verify your identity by asking you this question. Choose a question only you know the answer io that has
NONING 10 A0 With Your Password

The type of Securily queslion and answer INal you Coukl use ane "Wnat i my Molhers maiden name ', “whal country was | Dom n', ‘whal 1own
was | Bom I, 'what is my favourtte colour. When considerng your Secunty question and answer it is recommended that you have a guestion
for which there is only one answer, and that the answer is only one or fwo words

FOuw MUst remember the formal of the security answer, as the validation of Your answer is Case and space Sensitive. If you do Nnot provice the
answer as originally el a new password will Nol be generated

Question Whal is my mothers maiden nams?
Flds T AC M mSl £ Chars et
Arnswer Example

Miiat D 8 SaAL 6 charsches

ASIC Home | Evivacy Statement | _Conditions of use | Esedback

Enter your personal details

1.
2.
3.

Enter your personal details in the fields provided.
Ensure you read the Note at the bottom of the screen.

Select Next to continue.

Register for onine sccess

Your details
Company EXAMPLE COMPANY PTY LTD ACKN 000 O00 000
Officehoider Citizen, John
——— ser name jtl[lzl:rl
Help Retersnce Mo 12345678
Technical F Provide the following details
i Gontact details
Links Email address [
Mﬁ\ EI-E I
Re-enter emall address [
Telephone
Humber |
tomnu[
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Flease Mote: To receive ASIC email advice. i is your responsibility to ensure your contact details. including email address are current.
s

ASIC Home |

wacy Statement | Conditions of use | Eeedback
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Annual Statement Package declaration

1. The information regarding issuing of annual statement packages is important. Please read this
information carefully.

2. Select Yes to acknowledge your understanding.

3. Select Next to continue.

ASIC
Amziralian Zecurities & nvestments Commission Register for online access:

Form RC89
+ Submit Company EXAMPLE COMPANY PTY LTD ACN 000 000 000
» Confirmation Officeholder Citizen, John
User name jcitizen
Halp Reference No 12345678
Ask a question
mem“s:nu:n £AG Annual Statement Package n
Links If you do not have a Registered ASIC Agent and you have online access, company Annual Statement Packages will be issued
Search ASIC electronically to your inbox and not by paper. If you have not received the company Annual Staterment Package within 5 warking
Search ABR days after a company's review date, it is your responsibility to contact ASIC to ensure you receive the Annual Statement Package

far the company.

| understand that on approwal of my registration for online access company Annual Statement Packages will be issued electronically
if | do not have a Registered ASIC Agent.

B
B

ASIC Home | Privacy Statement | Conditions of use | Feedback

3

Submit application

To complete your application for online access you must:
1. Read the declaration.

2. Select Yes to confirm you agree to the declaration.

3. Select Submit to lodge your application.

ASIC
Anstralinn Securitios & Investments Commission Regaoer for onine aocess

Form RC99

- SUBmiT SO Ea Y EXAMPLE COMPANY PTY LTD ACN D00 D00 000
« Conrmation oficahalder - 1, John

——— U S8 Name

Help Raferance Mo 12345678

bk A question
Howe this works

Ia=hoical EAQ Submit online application
I..I‘;;{;I — L

Saaich ASIC | desclare that

Saach AGE

= This request is submitted under the terms and condstions of the ASIC Electromc Lodgement Frotocol
= | am authonsed to lodge documents on behalf of the entity

YﬂNu

Date: 12-08-2014
Heavy panatias can be impasad for grning false or rmislaading information

um
Submit later

Please record the reference number at the top of the page. You will need to use it with your user name and password if you wish to
resumea your requast later. Then aither use the log off menu option or close this browser window
ool

ASIC Home | Privacy Statement. | _Conditions of use | Feedback
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Confirmation of form submission

This screen confirms your document was submitted to ASIC.
1. Select Next to continue.

Note: Occasionally, the system may present an additional form submission screen at this point.
If this is the case, continue to select Next to finalise this transaction.

ASIC
Anstralinn Securities & Investments Commission Fegister for onine access
Form RC99
-+ Submit Company EXAMPLE COMPANY PTY LTD ACN 000 000 000
+ Confirmation Officeholder Citizen, John
s s User name fcitizen
Help Reference No 12345678
Ask 3 question
How this works
Technical FAG Your request has been submitted to ASIC on 12/08/2014 at 09:34.06
Links : You can now activate your online access by clicking the "Next” buiton.
Search ASIC
earch n Mest
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