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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. Onthe 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
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Resume application
If you have already filled in an application and are now ready to submit it, resume
New application n

Before you apply, vou must read and agree to the terms and conditions Set out in the ASIC Tl et P | - the
legal agreement that governs the ladgement of documents electronically with ws.

if you have not used this service before, read "How this works" first. It contains important information including what information you
will nead 1o provide 1o complate this requeast.

| have read the ASIC Electronic Lodgement Protocol and agree to be bound by the terms and conditions.

e Mo

On what basis are you a lvied
as a company officehobder (director or secretary)

as an ASIC regisiered agent

as an Australian Financial Services licensee

as an Australian Financial Services authorised representatve

as a regisiered liquidator

as a registered company auditor or as a director or officeholder of an authorised audit company
A% & credl licenses

as a body conporate credit representative

Enter your access requirements

1. Enter your ACN/ABN.
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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 confinue.
Form RC99
v Eorm setup Your access requirements
pecuy Pravide the following details o
+ Annual Statement ACHNABN
:g::rﬁ:‘rlhllmn Corparate key
Help Officeholders details as notified to ASIC on company documents
Ask a guestion Given names |
e SO . |
User Guides Date of birth (DD-MM-YYYY) H
Ui Office heid H Director =
Saarch ASIC
Saarch ABR
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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.

ASIC
Ausralisn Securitie: & lnvertments Commiztion Regeser fof onlne acoes

+ Your details
+Annual Statement
+ Submit

+ Confirmation

Help
Askca question
How s works
Technical FAQ
Uses Guidas
Links
Search ASIC

Company EXAMPLE COMPANY PTY LTD ACN 000 000 000
Officeholder Citizen, John Director

Security details

User name and password

tis essential that you can remember your user name and password If you only intend to use ASIC services occasionally you may prefer to use something like your email address as your user name - this may help you remember the
name when you login

Enter a user name of your choice [ |
Mt conta .
May soetai

inimuen of & chracies
g of 50 chasacin

i
Way be & valic emall acress

Enter a password of your choice I \
Wt contein @ minimum of 18 charscten .

oy sl

o ki ot i, ) e e 1 i o characas

Canfirm your password [ |

Muat match paspaord

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 1o thal has nothing to do wilh your password.

The type of security question and answer that you could use are "What is my molher's maiden name ', ‘what country was | bom In', 'what town was | bom in', 'what is my favourite colour'. When considering your security question and answer it is
recommended that you have a question for which there is only ane answer, and that the answer is only one or two words.

‘You must remember the formal of he securily answer. as (he validation of your answer Is case and space sensitive. If you do not provide the answer as originally sel a new password will not be generaled

Question n [ |

Mt oo 1 ean s
Answer |

s ot 8 oo .
> T
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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
Australian Secarities & Invesmests Commission Regaer for clne acces:

Company EXAMPLE COMPANY PTY LTD ACN 000 000 000
Officeholder Citizen, John Direclor
» .
+You detalls Securkty detals
+Annual Statemant
»Subeit User name and password
+ Confirmation Itis essential that you can remember your usef name and passy ) ) T . X prefer o use something like your email address as your user name - this may help you remember the
name when you login O Windows Security
Help
L Enter a user name of your choice il
Technical . Mt ontain 8 minimm of 8 craraaes IRApiore.axe
Hiay contsin 8 maximum of 80 characies
May o4 8 valig wmail s0ess The server test.ebusiness.asicgov.au is asking for your user name
Links and password.
Seardh ASKC - Enter & password of your choice That server slsa reports: "ASIC eBusiness”.

Must contain 8 minimum of 16 charsctes
May contsin & maximum of 50 characiens ” . .
ot o b 0 A el 450 s ] s i Wammg Your user name and password will be sent using basic

ona connection that isn't secure.

Confirm your password @ |[ername
Mustmaten oo - | | e ‘ n
Password
Security question and answer ol
If you forget your password, we will verify your idenlity by asking you . othing to do with your password
‘The type of securlly question and answer that you coukd usé are 'Wn was | born In', whal is my favourite colour' When considering your security question and answe it is
recommended that you have a question for which there is only one “ Cancel
You must remember the fomat of the security answer, as the validat answer as originally sel a new password wil not be generaled

Question What is my mother's maiden name? ]
Mustbe 2t oo & craracaes = =

Answer "‘Exlmpla

Most b 1 laas 8 charactery

Enter your personal details
1. Enter your personal details in the fields provided.
2. Ensure you read the Note at the bottom of the screen.
3. Select Next to continue.
ASIC
Anstralion Securities & nvestments Comond ol o Register for oning access
Your details
- Fumuu_l Sraterment Your details
+ Sashmit ¥ cCompany EXAMPLE COMPANY PTY LTD ACHN D00 000 000
+ Confirmation officeholder Citizen, John
I——— U ger A jcizen
Help Reterence Mo 12345678
Ask a question
Mo in g Provide the following details
SHEESHEE Contact details
Links Email address [
Search ASIC Re-enter email address |
Search ABR
Telephone
o a
Comments [

n Flease Note: To recoive ASIC emall advice, it is your responsibility to ensure your contact details. including emaill address are curment,

s I

ASIC Home | Privacy Statement | Condifions 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
Anztralisn Securities & Investmests Commission Regester for cnine access

Form RC92
* Submit Company EXAMPLE COMPANY PTY LTD ACN 000 000 000
» Confinmation Officehecider Citizen, John
User name jcitizen
Help Reference No 12345678
Ask 3 guestion
e 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 electromically to your inbox and not by paper. If you have not received the company Annual Statement Package within 5 working
Saarch ABR days after a company's review date, it is your responsibility to contact ASIC fo ensure you receive the Annual Statement Package

for the company.

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

B
B o

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
Anstralisn Seonritios & Invostments Commiseton Repster for onkng S00834

Form RC99
» Submit Company EXAMPLE COMPARNY PTY LTD ACN 000 000 OO0
+ Confrmation officeholder

——— T 71 BT
Help Reference Me
éaka_queslion

Hiowe thin sworks

Technical FAQ Submit online application
Links Submit now

Smach ASIC | desclare that

Saarch ABF

=« This request is submitted under the terms and conditions of the ASIC Electronic Lodgement Protocol
= | am authonsed to lodge documents on behalf of the entity

YE-_—.Mu

Date: 12-08-2014
Heavy penalies can be imposed for gring false or misleading information

um‘\
Submit later

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

ASIC Home | Privacy Statement. | _Conditions of use. | Fesdback
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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 fransaction.

ASIC
Angtrolion Securities & nvestmentz Commission Register for onine access
Company EXAMPLE COMPANY PTY LTD ACN 000 000 000
+ Confirmation Officeholder Citizen, John
EREE s User name jeitizen
Help Reference No 12345678
Ask a question i
How this works
Technical FAQ Your request has been submitted to ASIC on 12/08/2014 at 09:34.06
i.lnlu : You can now activate your online access by clicking the "Next” button.
Search ASIC
Search ABR B e
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