g

How to Create an Online
Reqistry e0rganisation

For litigant or legal practitioner eOrganisations

Quick Reference Guide v 1.0



Contents

Login
Loqin details

Manage account

Regqister eOrganisation

Organisation details

eOrganisation name

eOrganisation type

Authorised person

Organisation address

Criminal prosecution

Accepting terms

Reqistration submission is complete

Manage eOrg option

Wik
S

GOVERNMENT




Register an eOrganisation

1. Visit the Online Registry Website homepage
https://onlineregistry.lawlink.nsw.gov.au/content/.
Select either login.

Login

NSW Online Registry

Courts and Tribunals

Welcome to Quick links

NSW Online Registry e

Find all your case information, file documents and manage Pay your penalty

your profile. Connect online with NSW Courts & Tribunals
services quickly.

Eile available forms

Login or register for an account to get started.

Find ou

more about Online Registry and the types of accounts avallable.

Login details

2. Enter your Username and Password to log in to your
account.

NSW Online Registry

Courts and Tribunals

Log in to your Online Registry account

Username

B ]

© Enter your username

Password
a [ — ]

Forgot username or password ?

| have read and agreed to the current Terms and Conditions
Login Cancel

O“

ek

<\’
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https://onlineregistry.lawlink.nsw.gov.au/content/

Register an eOrganisation

Manage 3. Click onyour initials at the top right corner. Select
account Manage account.

===4  NSW Online Registry
J % Courts and Tribunals BE I
i3 . .
Manage account

Home Search cases Fileforms Saved forms Payments Filing history  Online Court  CourtLists Help Logout [

Quick links
Welcome to

Search cases

NSW Online Registry P——

Find all your case information, file documents and manage Search for probate natice
your profile. Connect online with NSW Courts & Tribunals Pay your penalty
services quickly.

File available forms

Browse services

File forms Online Court Probate Transcripts
File forms to commence legal Make a request for the court to Search probate notices or apply Order, track and receive court
ction online nroces cderein for = orant of probats in sh trapecrinte aolin

Register 4. The Manage profile screen is displayed. Click on the
eOrganisation Register eOrganisation tab.

Manage profile 0]

User details Permissians
Mame Dan Dubbe Fie dotument
User name: drubboDl3 Vi case information

Password ' Pt e

Secret quesions
Emas amvy famwontn@doj nswgovau
1 | want approved forms o be sent 10 the above email address

Profile staius Active

Legal practifiones details

() Uscing these detats vl spae e contacs e fox 3 f oue cases

Selicitor
FCH ddubboll3
e VIC
Data of admizsion 42
Addrazs Westam.Piains 200
Giralte Platesu
DUBBO NSW 23/
Emai amyfammorthi@dojnswgovau F
Frose SHTSTIT S

Preferred contact mehod Emadl _f

Registered card detail:
() A mmairnum of 3 easds can be registered. Find

B2 9 =

VISA Camoncingin 242 | Ewpras 122031 | Cardholer: D Dusso ®
Oetault payment Method
Selest your defauk payment method | Card andng in . 242 W

Multi-Factor Authertication (MFA}

Increaze the secury of your acoourt.

Saiact Manage MFA 10 set up. view or Lpdsts your MFA.

FouT be Suked 15 veety yoursel bafoss bang reSRectd 15 your Minags MFA seresn

ot bs Mult-fastor Ausentioation? (7 \)
Ak
S
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Register an eOrganisation

gr?a.rlusatlon 5. Onthe Register eOrganisation page, enter your
etails

organisation details and click confirm.

Register eOrganisation

Before you stan, please check whether an eQrganisation has already been created for your organisation. It may have been done in the past.
CD If you need help completing this page. go to FAGS about registering an eQrganisation.

Organisation details

Enter an Augtralian Business Mumber (ABM) or Australian Comgpany Mumber (ACN) and click Confirm *

ABN Confirm ABN

ACM Confirm ACN
Responsinle legal entity name *

Trading as

How would you Bke your erganisation named in the Online Registry? If you need help, go to How to name your eQrganisation.

elrganisation name*

eOrganisation type*  Select Type L

Organisation representative

Given name* Surnams*
Name

Job position*
Email address*
Phone number*

Enter a number with no spaces, e.g. 0411222333 or (03)88776655
Organisation address

Show more address fields

Unit b Lewel '
Building/Site Name
Street Number to
Street Name v v
Type Number
Postal Delivery | Post Office Box v
SuburbPesteode
State  Mew South VWales L
Australia

Additional information

The following information will help us complete the registration of this eOrganisation.
Is this registration relsting to commencing a criminal prosecution?

To comg

the registration process your Organisation must accept the terms of registration of an eOrganisation
| understand and | am authorised to accept the terms of registration on behalf of my Organisation. *
| confirm that | am duly suthorised by this organisation to act on its behalf. =

| agree to produce a letter of suthority from this organisation at any time if requested by the Department of Communities and Justics. *

Cancel

GOVERNMENT




Register an eOrganisation

eOrganisation
name

6. Enter an eOrganisation name. For help on how to
name your eOrganisation, follow the link in blue text:
How to name your eOrganisation.

Register eOrganisation

Before you stan, please check whether an eQrganisation has already been created for your organisation. It may have been done in the past.
CD If you need help completing this page. go to FAGS about registering an eQrganisation.

Organisation details
Enter an Augtralian Business Mumber (ABM) or Australian Comgpany Mumber (ACN) and click Confirm *
ABN Confirm ABN

ACM Confirm ACN

Responsinle legal entity name *

Trading as

How would you ke your erganisation named in the Online Registry? If you need help, go tclHnw to name your eOrganisation. l

I eOrganisation name* l

eOrganisation type*  Select Type L

Organisation representative

Given name* Surnams*
Name

Job position*
Email address*
Phone number*

Enter a number with no spaces, e.g. 0411222333 or (03)88776655

Organisation address

Show more address fields

Unit b Lewel '
Building/Site Name
Street Number to
Street Name v v
Type Number
Postal Delivery | Post Office Box v
SuburbPesteode
State  Mew South VWales L
Australia

Additional information
The following information will help us complete the registration of this eOrganisation.

Is this registration relsting to commencing a criminal prosecution?

To comg

the registration process your Organisation must accept the terms of registration of an eQrganisation.

| understand and | am authorised to accept the terms of registration on behalf of my Organisation. *
| confirm that | am duly suthorised by this organisation to act on its behalf. =

| agree to produce a letter of suthority from this organisation at any time if requested by the Department of Communities and Justics. *

Cancel

GOVERNMENT




Register an eOrganisation

eOrganisation
type

7. Select the type of your eOrganisation:

- Legal practitioners or delegates of solicitors
select the Legal Practitioner eOrganisation type

- Non-legal entities managing their matters in-
house (e.g. union or government agency) select
the Litigant eOrganisation type.

Register eOrganisation

Before you start, pleass check whether an eCrganisation has already been created for your organisation. It may have been dane in the past
(@ Fyou need help completing his page. go to FAGS about registering an eGrganisation

* Mandatory field
Crganisation details

Enter an Australian Business Numéer (ABN} or Australian Company Number (ACN] and click Confirm *

AEN Confirm ABN
ACN Confirm ACN
Responsibiz legal entity name
Trading as

How would you e your organisation named In the Online Registry? If you need hlp, go to How to name your eOrganisation

eOrganisation name *

=Onganisation type | Select Type

Organisation representative
Namej | Legal Practitioner 7 ||
Jab position /

Email address | | Liigant

Phone number

Enter a number with no spaces, e.g. 0411222333 or (02)8ET7B655

Organisation address

Show more address fields
Unit ~ Levsl e

Buiding/Sit= Name
Strest Number o

Strest Name e v
Type Number
Postal Delivary | Post Ofics Box v

Suburb/Postcode
Srate | New South Wales v

Australia

Additional information
The following information will help us complete the registration of this eDrganisation
I this ragistration relsfing to commencing a criminal prosecution?
To complete the registration process your Organisation must ccept the terms of ragisiration of an eOrganisation.

| understand and | am authorised to acospt the terms of registration on behalf of my Organisation. *
| confirm that | am duly autharised by this organisation to act on s behaf. *

| agree to produce  letter of autharity from this organisation at any time ff requested by the Department of Communities and Justics. *

Cancel
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Register an eOrganisation

Authorised
person

8. Enter the details of the authorised person
representing the organisation.

Register eOrganisation

Before you stan, please check whether an eQrganisation has already been created for your organisation. It may have been done in the past.
CD If you need help completing this page. go to FAGS about registering an eQrganisation.

Organisation details
Enter an Augtralian Business Mumber (ABM) or Australian Comgpany Mumber (ACN) and click Confirm *

ABN Confirm ABN

ACM Confirm ACN
Responsinle legal entity name *

Trading as
How would you Bke your erganisation named in the Online Registry? If you need help, go to How to name your eQrganisation.

elrganisation name*

eOrganisation type*  Select Type L

Organisation representative

Given name* Surnams*
Name

Job position*
Email address*

Phone number*

Enter a number with no spaces, e.g. 0411222333 or (03)88776655

Organisation address

Show more address fields

Unit b Lewel '
Building/Site Name
Street Number to
Street Name v v
Type Number
Postal Delivery | Post Office Box v
SuburbPesteode
State  Mew South VWales L
Australia

Additional information

The following information will help us complete the registration of this eOrganisation.
Is this registration relsting to commencing a criminal prosecution?

To comg

the registration process your Organisation must accept the terms of registration of an eOrganisation
| understand and | am authorised to accept the terms of registration on behalf of my Organisation. *
| confirm that | am duly suthorised by this organisation to act on its behalf. =

| agree to produce a letter of suthority from this organisation at any time if requested by the Department of Communities and Justics. *

Cancel
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Register an eOrganisation

Organisation 9. Enter the organisation’s street address and postal
address address details.

Register eOrganisation

Before you stan, please check whether an eQrganisation has already been created for your organisation. It may have been done in the past.
CD If you need help completing this page. go to FAGS about registering an eQrganisation.

Organisation details
Enter an Augtralian Business Mumber (ABM) or Australian Comgpany Mumber (ACN) and click Confirm *

ABN Confirm ABN

ACM Confirm ACN
Responsinle legal entity name *

Trading as
How would you Bke your erganisation named in the Online Registry? If you need help, go to How to name your eQrganisation.

elrganisation name*

eOrganisation type*  Select Type L

Organisation representative

Given name* Surnams*
Name

Job position*
Email address*
Phone number*

Enter a number with no spaces, e.g. 0411222333 or (03)88776655

Organisation address

[Show more address fields
Unit b Lewel b
Building/Site Name
Street Number to
Street Name b el
Type Mumber
Postal Delivery  Post Office Box o
SuburbPesteode
State  Mew South VWales o
Australia

Additional information

The following information will help us complete the registration of this eOrganisation.
Is this registration relsting to commencing a criminal prosecution?

To comg

the registration process your Organisation must accept the terms of registration of an eOrganisation
| understand and | am authorised to accept the terms of registration on behalf of my Organisation. *
| confirm that | am duly suthorised by this organisation to act on its behalf. =

| agree to produce a letter of suthority from this organisation at any time if requested by the Department of Communities and Justics. *

Cancel
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Register an eOrganisation

Criminal 10. Do not tick the checkbox asking if the registration is
prosecution

in relation to a criminal prosecution. eOrganisations
can file documents for both civil and criminal matters.

Register eOrganisation

Before you stan, please check whether an eCrganisation has already been created for your organisation. It may have been done in the past
® If you need help completing this page. ge to FAGS about registering an eQOrganisation.

Organisation details
Enter an Australian Business Mumber (ABM) or Australian Company Mumber (ACN) and click Confirm *

ABN Confirm ABM

ACN Confirm ACN
Responsible legal entity name*

Trading as
How would you ke your erganisation named in the Online Registry? If you need help, go to How to name your eQrganisation.

e0rganization name*

eirganisation type* | Select Type L

Organisation representative

Given name * Surname*
Name

Job position*
Email address*
Phone number*

Enter a number with no spaces, e.g. 0411222333 or (03)887TE555
Organisation address

Show more address fields

Unit o Level L
Building/Site Name
Street Number to
Sireet Name v v
Type MNumber
Postal Delivery  Post Office Box v
Suburb/Posteode
State  Mew South Wales L
Australia

Additional information
The follewing information will help us complete the registration of this e0nganisation

I |s this registration relsting to commencing a criminal prosecution? I

To complete the registration process your Organisation must accept the terms of Togm=——==g0f an e0rganisation

| understand and | am autherised to accept the terms of registration on behalf of my Organisation. *

| confirm that | am duly suthorised by this organisation to act on its behalf. =

| agree to produce a letter of suthority from this organisation at any time if requested by the Department of Communities and Justice. *

Cancel
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Register an eOrganisation

tAcceptlng M. Accept the terms of registration and click Register.
erms

Register eOrganisation

Before you stan, please check whether an eOrganisation has already been created for your organisation. It may have been done in the past.
CD If you need help completing this page. go to FAUs about registering an eOrganisation.

Organisation details
Enter an Augtralian Business Mumber (ABM) or Australian Comgpany Mumber (ACN) and click Confirm *

ABN Confirm ABN

ACH Confirm ACN
Responsinle legal entity name *

Trading as
How would you Bke your erganisation named in the Online Registry? If you need help, go to How to name your eQrganisation.

eQrganisation name*

eOrganisation type*  Select Type L

Organisation representative

Given name* Surnams*
Name

Job position*
Email address*
Phone number*

Enter a number with no spaces, e.g. 0411222333 or (03)88776655
Organisation address

Show more address fields

Unit o Level L
Building/Site Name
Street Number to
Street Name v v
Type Number
Postal Delivery  Post Office Box v
SuburbPesteode
State  Mew South VWales L
Australia

Additional information
The follewing information will help us complete the registration of this eOrganisation.

Is this registration relsting to commencing a criminal prosecution?

To complete the registration process your Organisation must accept the terms of registration of an eOrganisation

| understand and | am authorised to accept the terms of registration on behalf of my Organisation. *
| confirm that | am duly suthorised by this organisation to act on its behalf. =

| agree to produce a letter of suthority from this organisation at any time if requested by the Department of Communities and Justice.

Cancel
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Register an eOrganisation

Registration
submission is 12. After clicking Register, the following screenis

complete displayed indicating that your submission has been
successful.

NSW Online Registry

oD
7 Courts and Tribunals

Homa Search cases New casa Saved forms Payments Filing history Online Court Court Lists Help

Your eCrganisation registration has been submitted.
four e0rganisation registration has been submitted
1. You will b2 notified by email from Online Registry Support when your eQrganisation is ctive.
2. Your eQrganisation is ready to use when the Manage eOrg option is available from the Account drop down menu in the top right.

2. When your eOrganisation has been activated, you wil be able to file forms, view case information and manags users within
your eOrganisation. Gu 1o the Home page to scoess these services.

| () FManage eOrg is not visitis in the Account drop down menu after 43 hours, Contact us

Wik
GOVE§MENT
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Register an eOrganisation

Manage eOrg

St 12. The Manage eOrg option should be visible from the

account drop down menu at the top right corner of
the screen.

@h

Manage account

C
Manage eQOrg m

Log out (=
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