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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.

Overview

e ASIC Connectis the online system used to manage your business name holder details,
including email addresses.

e You must keep your address up to date by law to receive correspondence from ASIC.

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 Business name holder choose (from the drop-down menu):

¢ choose Update my details and log in, or

¢ Learn more about ASIC’s online services for more information about how to access
our portals.

Tips:
e Alternatively, you can log in/sign up via ASIC Connect homepage.
e Additional support can be found on the following pages:

e Business name holders support page (contains user guides and FAQs).

e Top call centre guestions.
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https://asicconnect.asic.gov.au/public/faces/landingPage
https://asic.gov.au/
https://asicconnect.asic.gov.au/public/faces/landingPage
https://asic.gov.au/online-services/business-names/business-names-help/
https://asic.gov.au/about-asic/contact-us/top-call-centre-questions/#business-names

Change your business name holder details (partnership)

Select the Lodgements & Notifications tab at the top of the screen.

1. Select the radio button next to the business name you want to change the holder details.
2. Inthe transactions column, select Change holder details from the drop-down menu.

3. Select Go to continue.
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Select change

1. The business name holder details will be displayed.

2. Select Update name or Change address next to the business name holder you would like to
change the details for.

Note: if your business name was registered before 28 May 2012, the Add ABN option will appear
only if your ABN is not recorded with ASIC.

If you decide to record your partnership ABN against your business name, we will check that the
partner details on record match the partner details on the Australian Business Register.
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e Examphe Bagr WT 10T

Search ASIC Registers

Change holder details

Business HAME @ SxAmpl: DUSINESS NAME parinershp
ABN: 91073841502
MHarme of holder :  sxample busness name partnership

Holder type : Parinarship

Business name holders 7
Below i & st of the business name holders for this business

Ramee Typ ABN Addrrsses Email Actions
n axamnple 1me Parinarship S107T3444554 example@emal com exampieZemal com E Lpdue liaZe
partneraep example = f{ Changs Address
Cancel

Change an address

* Regmier & busness nams

¥ Ry @ BUSINESRS NAME

¥ Apply for an SUSF audior
regEiTaion

¥ Link & businasairequesl ASIC
iy

b CEBCR BUSNESS ABma By BiRDELY

¥ Search ASIC registers

¥ Austrolan Business Regsterd

* ABN Looikup [

# Find ACH

¥ Augtrakan Busingss Account [

» Australan Business Licance
and information Sarvica [

¥ Trede Mark (TH) Crecx 0

# Franchse Council of Ausirain 1

* KZ Companies Office

¥ nformation Brokere

Note: ASIC only records the email address for the partnership — therefore this is the only address

you can change.

1. Enfer an effective date for the change (DD/MM/YYYY).

2. If the email address has previously been notified to ASIC, it may appear in the known

addresses drop-down box. If so, you can select it.

Change Address
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The effective date is the date that the change took effect. The effective date can be up to 3 months inta the future,
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Enter new address

Note: ASIC only records the email address for the partnership — therefore this is the only address
you can change.

1. Entfer an effective date for the change (DD/MM/YYYY).

2. If the email address has previously been notified to ASIC, it may appear in the known
addresses drop-down box. If so, you can select it.

3. If the new email address is not already linked to the account, enter the new address into the

corresponding fields.

4. Select Next to continue.
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Review

1. Check that the change is displayed correctly. If not, select Edit fo go back to re-enter the
details.

2. Select Submit to continue.
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Update name

1. Read the Update Name Warning.

2. Select Continue to update the name.

3. Select Cancel if you need to complete a different fransaction or select one of the links.

Update Hame Waming
You have selected 1o update the name of an existing business name holder, pastner or
representstive (for example, if you need 1o update a surnamse as a result of mammiage).

If you have sald of transferred yoisr business to another far a family member, use the
Cancel Business Namea transaction and salect the option.

If you are adding or removing a partner in a partnership, use the add partner o remove partner link
from the Change panner details transsction.

If you are adding or removing & representative, usa the add rep B OF TRITIONE TREr
Change represantatee details transaction

link from the

Enter update to holder name

1. Enter an effective date for the change (DD/MM/YYYY).
2. Enter the new holder name.

3. Select Next to continue.
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The effective date is the date that the change took effect. The effective date can be up to 3 months inko the future,
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Update name details 7
Enter the new name:
* Organieation Mame | ]

| Cancel  Save&Exit ?
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Review

1. Check the change is displayed correctly. If not, select Edit to go back to re-enter the name.

2. Select Submit to continue.
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Attach

1. You may be required to attach supporting documentation. We will contact you if this is the
case.

2. Select Next to continue.
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Declare

A~ woN

Read the declaration to ensure you agree with the conditions of the transaction.

If you agree, tick the boxes next to the declaration to proceed.
Select your authority for submitting the transaction.

Select Next to continue.

ne Example User

24 & @t

name details  Review  Attach Dedare Confirmation

Declare Transaction reference number:  1-4R30MUY

Business @ example business name partnership

n Type : Business Names

Declaration * Mandatory fields

Lodaeenant Brotacal

H + [ This transaction i submitted for lodgement under, and s cornpliant with, the tarms and conditions of the ASIC Flactrong

* [] To the best of my knowledge, the information supglied in this transackon is comalete snd acourate (# is an offence to
provide false or misleading informeaton o ASTC).

Authority ' Mandatory fields

H * 1 declare that:

[ 1 am ledging this transaction on behalf of the business name halder or holders and am authorised to:
= submit thiz transaction for lodgement on
conditions of the Ela e garnent Pr

®» make sach of the sbove dedarations on behalf of the business name holder ar holders after making all duws
and propsr enguiries.

bahai of the business name holdsr or holders under the terms and
e, ! Marpsa:

Wa may contact the apolicant or lodging party if we have any questans regarding this apalication far registration.

Once you submit your spalication yau can nao longer meks changes, Papment methods For this application will be shown en
the next scraen.
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Confirm

1. This screen confirms that your transaction has been submitted.
2. Select Print the transaction to download a printable PDF version of the fransaction.

3. Select one of the links under What else can | do for more information about other services.

OR

4. Select Home to return to the ASIC Connect homepage.
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- Ge't hldnr:d mforrnatlnﬂ shout government relsted boences, registrations and permits at the “usis FoLLow LS o buwsitter
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