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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.

e You will need to use ASIC Connect to appoint time-share advisers.
e You can notify ASIC of up to 25 appointments per tfransaction.

e Further assistance about using ASIC Connect can be accessed via the BHEiD =" button at
the top right-hand side of the screen.

e If you're unable to select the Next button, please ensure you have provided all mandatory
information on the screen.

e Visit our support page for more user guides about other ASIC Connect fransactions.

Get started

1. Visit our website at www.asic.gov.au. Click on the blue ASIC Connect box. This will take you
to ASIC Connect.
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Login

2. From the ASIC Connect home page, select Log in.

account select Sign up.

Search ASIC Registers
Within: E:=Ih3

For:

If you do not have an ASIC Connect

Welcome

R 2 » Learn more about our new online
AR services and why you should sign

up

Search ASIC's registers p
Sign up for ASIC Connect

Log in to other ASIC

registers 4

24 @ @uow

Log in to ASIC Connect
[ Login |

T4l Log in to other ASIC Registers
T em— o

Register for online access
Shori seller
Service availability

» Australian Business Register [

» ABN Lookup (£
» Eind ACN f

» Australian A nt o7

» Australian Business Licence
and Information Service [

» Trade Mark (TM) Check 7

» Franchise Council of Australia

&y
» NZ Companies Office [T

» Information Brokers ('

» Australian Charities and Not-for-

profits Commigsion [

» Eranchise Disclosure Register

3. Log in using your email address and password. If you do not have an ASIC Connect

account select Sign up.

If you already have an ASIC Connect account, you will need to link the AFS licence or authorised
representative to your ASIC Connect account before you can appoint any time-share advisers.

You will need an ASIC key to do this.

The following user guides show you how to link your AFS licence or authorised representative:

e How to sign up for an ASIC Connect account and link your licence(s)

e How to sign up for an ASIC Connect account and link authorised representatives.

Search ASIC Registers

Within: B3

For:

Login

L-,, Username (email address) and password

If you have already signed up, log in by entering your username (email
address) and password below.

[} II'IEI'IIE‘ |
(email

Password: ‘ |

Forgotien your password?

E Sign up

Den't have an account? Sign up now via link below

4 Back

Sitemap | Help | Copyright | Privacy | Accessibility | ContactUs |

AaAa EB] gﬂelp =8

B Need help

Don't have an account? Sign up

»
b Forgotten your password?
P Howto lodge enline

»

Having trouble logging in?

), Learn more

P Search ASIC's registers

¥ See more on YouTube
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» Australian Business Account™?

» Australian Business Licence and
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» Information BrokersC?
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Appoint a time-share adviser

4, Once you have logged in, the home screen will be visible. Select the Lodgements &
Notifications tab at the top of the page.

You will be taken to the Lodgements and Notifications page. You can appoint, maintain or cease
an authorised representative, and/or a financial adviser, provisional financial adviser and fime-
share adviser using the myBusinesses form.

5. Select the radio button next to the AFS licensee or AFS representative you want to appoint
a time-share adviser to.

6. In the tfransactions column, select Appoint Advisers/Authorised Reps. This is the name of the
fransaction you use to appoint a fime-share adviser.

7. Select Go to proceed.

Connect Search ASIC Registers
Within: EZE:3
For:

ASIC

*| # Home | Person Details | Business Details | Licences & LCHIBHENLLERE Lodgements & Notifications RIS

Lodgements and Notifications A A S @nep m

» Register a business name
» Renew 5 business name
8 myBusinesses » Link 3 businessiraguest ASIC
key
Select the button next o the businecs o licence and select a transaction from the drop down menu to update its details. » Check business name
iabi
» Search ASIC registers
Select Business Type Status Transactions

®  Example AFS Licensee AFS Licensees Registered I Appoint Advisars/Authorised Repsv | | Go I m
» Australian Business Register(7
» ABN Lookup (¥

- Find ACNL
@ Example AFS Licensee + Hide Al e : ) y
» Australian Business Account(?
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8. Review the information and ensure you have the Key information required to progress with

the appoint application. Select Next fo continue.

Search ASIC Registers
Within: EZCSS

For:

# Home || Person Details || Business Details || Licences & Registrations |JEGEPGTLICE SEHHTENLLEN myAccount

Appoint Advisers/Authorised Reps

Appointing an authorised representative and/or adviser

This li is used for inting:

« authorised representatives; andfor

b

= financial advisers, provi: I financial advisers and ti re advisers,

For an explanation of these roles, please visit here.

A A & @Hep o

It is possible for an individual to be both an authorised representative and an adviser. If this is the case, the individual will need
to be appointed as an authorised representative and an adviser. This can be done in the same appointment transaction,

If the individual, y has not p ly been appoi

d as an authorised representative or an adviser, ASIC will allocate a

representative number to the individual. This representative number must be used for future appointments as either an

authorised reprasentative or as an adviser.

Key information required

To complete this application, you will need the following information for each individual/entity you are appointing as an

authorised representative/adviser:

efare. This can be checked on the Authorised stive Register or Financial Advisers Register)

.

Address of principal place of business to be used during the appaintment

Email address that you and the authorised representative/adviser will use during the appointment

= Phone number that the authorised representative/adviser will use during the appointment

Representative number (individual/entity will have a representative number if they have been appointed as a rep
b

+ Register 3 business name
» Renew a business name

» Link 3 business/request ASIC
key

» Check business name
availability

» Search ASIC registers

P Quick Links .

» Australian Business Register [
» ABN Lookup[?

» Find ACNCT

+ Australian Business Account [

» Australian Business Licence
and Information Service (7
» Trade Mark {TM) Check [

1f you are appeinting an adviser that has never been appointed before (mest likely a provisional financial adviser), you will alse

need the following information:

= An approved qualification by the adviser
+ Data the adviser started their professional year of work and training

You can only appoint an adviser after they have passed the financial adviser exam.

For 3 full list of i that must be provided when I an orised representative, please visit here,

Eor a full list of inf; that must be provided when an adviser, please visit here.

Representative details

» ise Council of Australia
=

» NZ Companies Offige (7

» Informstion Brokers 7

» lign Chariti
for-profits Commission (7

» Franchise Disclosure Register
iy

? Need Help 7 -

+ Busingss name regisiration
» Linking 3 business

+ Renew your business name
» Troubleshooting

» Erequently ssked questions

fx Follow ASIC -

wll ViR BN

9. Inform us if you, the licensee, are notifying of the appointment of a time-share adviser or
authorised representative who has been appointed by an authorised representative on

your behalf.

10.  Select Yes if you are telling us of a time-share adviser or authorised representative who was
appointed by one of your authorised representatives. Select No if you are telling us of an

appointment you made yourself.

If you select Yes, you need to enter the representative number of the authorised representative. If

you are unsure of their number, select the link Search Authorised Representatives Register to

search the authorised representatives register for their number.

© Australian Securities and Investments Commission | September 2024
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11.  Select Next to continue.

Representative details * Mandatory fields

* Is this appointment for an adviser and/or an authorised representative, who has been appointed by an authorised
representative?

Maote that by clicking "Yes', this means that the licensee has consented in writing for the authorised representative to appoint the
individual as an adviser/authorised representative, on behalf of the licensee.

You must provide the representative number of the authorised representative who has appointed the adviser/authorised
representative:

* Representative number: Search Authorised Representative Register

12.  Select the type of adviser you are appointing the time-share adviser as.

A representative can be both a fime-share adviser and an authorised representative. You can
find out more information about adviser types under Information on the Financial Advisers Register
on our website.

13.  Enter the date of appointment.

The appointment date must be a date on or after the AFS licence was granted by ASIC or, if
appointed by an authorised representative, on or after the date the authorised representative
was appointed by the licensee.

14.  Select whether ASIC has issued this time-share adviser with a representative number.

15. If you select Yes, enter the tfime-share adviser's representative number.

If the time-share adviser does not have a representative number, you will be asked to provide
their ABN (if applicable).
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16. Select Next to continue.

Representative details * Mandatory fields

An adviser can be 3 financial adviser, a provisional financial adviser or a time-share adviser.

A financial adviser {relevant provider) is an individual who is:

* an AFS licensee, an suthorised representative, employes or director of an AFS licensee, or an employee or director of a related body corporate
of an AFS licensee; and

* authorised to provide personal advice to retail clients, as the AFS licenses or on behalf of the AFS licensee, in relation to one or more relevant
financial products.

A provisional financial adviser means an individual who is undertzking work and training that meets the relevant requirements. A provisional
financial adviser must have an approved degree and have passed the financial adviser exam before they can be authorised.

An individual is & time-share adviser if the only relevant financial product that the person is suthorised to provide advice on is a time-sharing
scheme.

£ person can only be sppointed as a 'financial adviser if they have met the professional standards relevant to them.

* Are you appointing this representative as an: ?

Adviser
" provisional financial adviser (requires supervision}
" Financial adviser

® Time-share advisar

[ Authorised representative

* Date of appointment (DD/MM/YYYY) | 18/05/2024 u 7
* Does this representative have a representative number? ?
®ves o
. . . Search Authorised Representative Register
* .
Provide this representative number: | Saarch Financsl Advizer Register
Cancel Next )

If the time-share adviser has a representative number
17.  Confirm the representative’s details are correct.
18. If the representative has an ABN, enter the ABN.

19.  Select Next to continue.

Representative details * Mandatory fields
Individual's details
Representatfive number:
Given name:
Other given names:
Family name:
Birth details
The birth details provided will not be displayed on the public register.
Date of birth (DD/MM/YYYY): already held by ASIC
Country: aslready held by ASIC
State/Territory: already held by ASIC
Suburb/City: already held by ASIC
Australian Business Number

* Does this representative have an Australian Business Number (ABN)?  ©
® vae U o
* ABN: | | Find BN
{1 Back Cancel Save & Exit 7
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If the time-share adviser does not have a representative number

20.

If you have provided a representative number, the fime-share adviser's details will be pre-

Save & Exit

* Mandatory fields

Search Name

* Mandatory fields

AEN/ACN/ARBN

populated.
21.  Select Search Name.
o & 1
name. Otherwise select ‘None of the above'.
23.  Select Next to continue.
Representative details
Individual's details
* Given name |Example
Othar given names
* Family name |Adviser
Birth details
The birth details provided will not be displayed on the public register.
* Date of birth | dd/mm/yyyy |
* Country |- select - w
Matched details in the representative register
The representafive's details match one or more existing representafive(s) on the register. If the representative you are notifying about appears
below, select their name. If you are notifying about & new representative, select "Mone of the above’.
Select  Name (* indicates former name)
Example Adviser
Example Adviser
Mone of the above
4 Back Cancel

If the time-share adviser has previously been appointed as an authorised representative or

Provide the given name and family name and birth details of the time-share adviser you are
appointing.

If the time-share adviser appears in the search results, select the radio button next to their

Select Yes to confirm that the time-share adviser does not have a representative number
because they have never been appointed as an authorised representative or adviser.
Select No if the time-share adviser does have a representative number. If you select No you
must go Back and enter a representative number.

adviser, ASIC will have allocated a representative number to them. You can check this on the
Authorised Representative Reqister or the Financial Advisers Reqister.

© Australian Securities and Investments Commission | September 2024
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25. Select Next to continue.

Representative details * Mandatory fields

Time-share adviser

* This time-share adviser has no representative number because they have never been appointed as an authorised

representative or adviser before this appointment. ?
O O

~ Yes ' No

{4 Back Cancel

Addresses
26. Select +Add/Edit to add or update the time-share adviser's principal place.

27. Select +Add/Edit to add or update the time-share adviser's email address.

The email address will be used to send ASIC notices and correspondence only and will not be
available to the public.

28. Select +Add/Edit to add or update the time-share adviser's phone number.
I The fime-share adviser's phone number is optional and will not be available fo the public.

29. Select Next to continue.

Addresses - adviser appointment * Mandatory fields

Enter the principal place of business, email address and phone number of the adviser appointment. The email address will be used to send ASIC
nofices and correspondence only, and will not be available to the public. The phone number will not be available to the public. See how we use
your information for more details.

Clicking Add/Edit will expand the form below the table.

Address type Address details This address is Actions.
* Principal place of businessipractice X )

2 Available to the public + Add
* Emal T Mot available to the public # Add
Phone number (Optional) ? Mot available to the public ¥ Add
4 Back Cancel Save & Exit | ?

Authorisation details

30. Provide the authorisation details of the time-share adviser you are appointing.

31. Select the relevant financial products on which the time-share adviser is authorised to
provide personal advice to retail clients.
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32.  Enter any further restrictions to the relevant financial products on which the fime-share
adviser is authorised to provide personal advice.

33. Select Next to continue.

Adviser authorisation details  ? * Mandatory fields
Select the relevant financial products on which this adviser is authorised to provide personal advice to retail clients.
Provide financial product advice

Managed Investment Schemes
|_| ©wn Managed Investment Scheme Only
|_| Timesharing Scheme

Provide a class of product advice

Are there any further restrictions to the relevant financial products on which this adviser is autharised to provide personal advice? If so,

i

please provide details below:

4 Back Cancel Save & Exit | ?

Qualifications and training

34. Provide the quadlification and fraining details of the time-share adviser you are appointing
by selecting +Add.

I You can add a maximum of 10 qualifications and training courses.

35. Enter the name of the course, provider/institution, year obtained and type of course (e.g.
AQF 7 Bachelor).

36. Select the fick box if the qualification, course and/or units of study goes towards meeting
the qualifications standard set out in s921B(2) of the Corporations Act 2001.

I A time-share adviser does not need to meet the qualifications standard set out in s921B(2).
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37. Select Save to save the course entered.

Year GQualification

Name of course Provider/Iinstitution attained Type of course T Actions
* Qualifications and fraining details + Add
Qualifications/Training course details * Mandatory fields
* Type of course I -- select — hd I
* Name of course: | |
* Provider/Institution: | |
* Year attained: | |
D This qualification, course and/or units of study goes fowards meeting the ?

qualifications standard set out in 3921B(2) of the Corporations Act 2001 (Cth).

Cancel Save

Professional memberships

38. Select whether the time-share adviser you are appointing is a member of a professional
body.

39. If the fime-share adviser is a member of a professional body, select +Add/Edit to entfer the
membership details.

I You can add a maximum of five professional memberships.

40. Select the professional body name from the drop-down box.
41.  Select Save to save the professional membership.

42.  When all professional memberships have been added, select Next to continue.

Membership of professional bodies * Mandatory fields
* |5 this adviser a member of any professional bodies relevant to the provision of financial services?

®ves Vo

Provide the names of any professional bodies relevant to the provision of financial services that the financial advizer is a member of (up to a
maximum of five).

Clicking AddiEdit will expand the form below the table.

Mame of professional body Actions

rd
=N
5

Professional associations membership details ®

Employment history

43.  Select +Addto provide the employment history of the time-share adviser you are
appointing.

© Australian Securities and Investments Commission | September 2024 Page 10



44,  Enter the year the time-share adviser first provided personal advice.

45. Select Next to continue.

Employment history 7
Provide this adviser's employment history as an adviser for the past 5§ years.
Do not include the adviser's current employment details.

Clicking Add/Edit will expand the form below the table.

o Licence Authorised
ICENSEee name number representative name
Employment details
4 Back Cancel

Review

Authorised
representative  Start date
number

Save & Exit | ?

Current employment is not considered part of employment history — only previous appointments
as an adviser (with a start and end date). If the tfime-share adviser has been employed by the
current licensee for more than 5 years, further employment history is not required. If the time-share
adviser has been employed by more than one licensee during the past 5 years, employment
details for all licensees during that period must be provided.

* Mandatory fields

End date Actions

s
(=
o

46. Review the appointments shown on the review screen to confirm they are correct.

47. Select +Add another to add another time-share adviser.

I You can notify ASIC of up to 25 appointments per fransaction.

48.  Select Edit/Review if the time-share adviser’'s information has been entered incorrectly.

49.  Select Remove fo remove a time-share adviser's appointment.

50. When all time-share advisers have been added correctly, select Next fo continue.

Appointments 7

Below are the appeintees authorised on behalf of the AFS licensee

Efg::f“"‘ﬁ“' Name ABNIACN/AREN  Status
Compleie
Cancel Save & Exit

Role Fees ¢
Financial Lodgement fee:
adviser

Total

7

© Australian Securities and Investments Commission | September 2024
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Declarations

51. Read the declarations to ensure you agree with the conditions of the transaction. If you
agree, tick the boxes next to each declaration to proceed.

52.  Select your authority for submitting the transaction.
53.  Read ASIC’s privacy policy.

54. Select Next to continue.

Declaration * Mandatory fields

* [] To the best of my knowledge, the information supplied in this notfication is complete and accurate.

* [Tl 1understand that giving false or misleading information known to be false or where reasonable steps have not been taken to ensure the
information is true and correct is 3 serious offence (see s5136 and 137 Criminal Code Act 2001, 21308 Comporafionz Act 2007 and =225
Nationa! Consumer Credit Profection Acf 2009).

* 7] This notice is submitted for lodgement under, and is compliant with, the terms and conditions of the ASIC Electronic Lodgement Protocol.

Authority * Mandatory fields

* l-/ | am lodging this notice as the AFS licensee, or on behalf of the AFS licensee and am authorised o submit this notice for lodgement.

ASIC Privacy Policy

The information provided to ASIC in this form may include personal information. Please refer to our privacy policy (www.asic.gov.awprivacy) for
information about how we handle your personal information, your rights to seek aceess to and comect personal information, and to complain about
breaches of your privacy.

4 Back

Payment

55. Review the fee details on the payment screen.

56. Select the payment method. To pay now, select the Pay Now by Credit Card option. To pay
later, select the Pay later option.

If you choose to pay at a later date, you will have the option to pay by BPAY or by requesting an
invoice to be sent to you.

Select Payment Preference * Mandatory fields

# Select how you would like to pay below. You can select to pay now by credit card, or pay later by invoice or BPAY.
Pay now by credit card - selecting this option will open a new, secure window to enter your credit card details. Once entered, it may fake 2-3
minutes to process your transaction. Onee your payment is successful, please wait at least 60 seconds before closing the successful payment
confirmation screen.

Pay later by BPAY - selecting this option will provide you with ASIC's biller code and a unique customer reference number to pay for this
transaction. Please write down the customer reference number as you will require it to complete your payment through your financial instifution.

Pay later by invoice - selecting this option will generate an electronic invoice that will be sent to the business's nominated service
zddress/principal place of business (or an email address if available). Mote: You cannot view this invoice through your ASIC Connect account

'® pay now by Credit Card (VISA, MasterCard)
W Pay later ?
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57. If you select Pay Now by Credit Card, enter your credit card details and select Submit to
process the payment.

Credit Card Payment

Amount(AUD): $
Cards Accepted: VISA m

* Card Number: [ - _|

* Expiry Data:
= cwv: 7

Coc

58. If you select Pay later, select the BPAY or Invoice opftion.

If you select Invoice it will be sent to:
e the AFS licensee's email address if one has been provided — otherwise its service address, and

e the AFS representative’s email address if one has been provided — otherwise the principal
place of business.

If you select BPAY you will need to print or make note of the BPAY details and process your
payment.

59.  Select Pay Later.

Confirmation

I The final screen confirms your transaction has been submitted.
60. Select Print the transaction fo download a printable PDF version of the transaction.

AFS licensees should now submit a registration application for any financial advisers (including
fime-share advisers) they have appointed. Provisional financial advisers cannot be registered.

More information about other services is available under ‘What else can | do’.
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61.  Select Home to return to the ASIC Connect home page.

Appoint Advisers/Authorised Reps A A S [@Hew T

Transaction reference number: 1-DRTOWCX

@ Thank you. We have received your appointment notification. If applicable, you should now submit a
registration application for any financial advisers (including timeshare advisers) you have
appointed. This can be done by completing a "Registration of relevant providers”™ transaction on
ASIC Connect. Provisional financial advisers cannot be registered.

Summary

Your transaction was submitted on 18 Jul 2024 at AEST 16.53 PM
Business - Example AFS Licenses

Type | AFS licenses

Amount - AUD

Transacton reference number : 1-DRTOWCX

Piease nate that your appointment may not appear on the register immediately as it is still subject to ASIC review. We will contact you if we
havE BNy qUESESNS BHOUE FOUF APHONEMEN].

Transaction Documents

Select the links below to download and print fwe documenid(s).
._:\ Print the transaction

I ]

Yeu will need Adobe Reader to read, save and print the attached file(s). Gei Adobe Reader hers,

‘What else can | do?

=+ View information about the shligations to maintain AFS representstive details,

«  View other information on the ASIC website.
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