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Registration Scenarios table

This guide is applicable for legal practitioner.

The following table lists the questions you must answer during the
registration process for various user types in the Online Registry Website.

Question 1

Question 2

Question 3

User Type

IRC Example

lam from a
legal practice

| am a solicitor on record

| am a barrister

| will be managing or accessing cases
on behalf of a solicitor or barrister

Legal practitioner

Legal practitioner

Delegate of a legal
practitioner

A paralegal in a
law practice

| work for a proprietary company or
other organisation

| am a director of a company

Authorised officer

| am authorised to manage cases on
behalf of a company or organisation

Authorised officer

Industrial officer

I am an employee accessing cases on
behalf of a director or authorised
person

Delegate of an
authorised officer

Delegate of an
authorised officer
of an industrial
organisation

lam from a | am a real estate agent, strata manager
business, or on-site residential property manager N/A N/A
government or acting on behalf of a client
organisation I am an owner or partner of a | am a sole trader Litigant
business that is not a proprietary | am a partner in a business Litigant
company
| am a real estate agent, strata manager
or on-site residential property manager N/A N/A
acting on behalf of a client
Officer with
| work for a Local, State or delegated
Commonwealth government agency | am an authorised officer Authorised officer| authority from a
Government
Agency
An individual
- lodging an unfair
Litigant & .g .
| am I am an individual representing dismissal
representing myself application
myself I am a sole trader LRlEE
I am a partner in a business that is Litigant

not a proprietary company
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Online Registry Website user types

What type of
user?

Step by step
guide

You will need to indicate what type of user you are.
There are four types of users:

« Self-represented litigant

 Legal practitioner

* Authorised Officer

« Delegate

Follow the prompts to select your user type.

More information is available here.

There is a step-by-step Quick Reference Guide for
each of the following registration scenarios:

« | am aself-represented litigant

| am an Authorised officer for an industrial
organisation (union, employer association)

| am an authorised officer for a Government
agency

« | am adirector of a company

| am legal practitioner

« | am adelegate for a legal practitioner

« |am adelegate for an authorised officer

| am an owner of or partner in a business

« |amasole trader

 Register an eOrganisation
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Online Registry Website user types

Self-
represented
litigant

A self-represented litigant user type can file and
view cases online

Self-represented litigant is
a member of the public
that is not represented by

Legal
practitioner

a legal practitioner

v

v

Individual

Small business

Sole trader

A legal practitioner user type can:

View case information and filing history

Download documents
Download invoices filed in the previous two

months
Legal practitioners
I
L2 ¥ ¥
NSW legal Interstate legal International Legal

practitioners

practitioners

practitioners

e Validity of
Practising
Certificate
Number (PCN)
confirmed by
Law Society or
Bar Association.

e Access to cases
as per Court
Rules

e Provide a copy
of practising
certificate to
NSW Online
Registry support.

* Register online
and email the
certificate.

* Pass identity
checks before
account
activation.

e Must have a
PCN from NSW
Law/Bar
Association.

e Submit PCN and
certified copy of
driver’s licence
or passport.

e Must have an
Australian
address to
complete
registration
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Online Registry Website user types

Authorised An Authorised Officer can:
officer

* View case information and filing history
« Download documents
 Download invoices filed in the previous two months

An Authorised
Officer acts on
behalf of

Large business

Company

Organisation

h

Government agency

Union

Bank

Council
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Online Registry Website user types

. Delegate

A Delegate user type
can act on behalf of

1
v v

Director or

Legal Practitioner Authorised officer

Register as a Delegate to file on behalf of a legal
practitioner or an authorised officer. The Delegate
registration process is simpler and does not require ID
verification. You must be added by your delegator
before you can file on their behalf.

There are two registration scenarios for a delegate
(see Registration scenarios table).

1- You can be assigned as a delegate for:
- Litigants
- Legal Practitioners

To complete the process, the delegator must assign
you as a delegate from their Online Registry Website
account.

2- You can be assigned as a delegate within an
organisation for:

- Legal Practitioners

- Authorised Officers (AO)

The eOrganisation Admin, AO, or legal practitioner
must add you to the eOrganisation.

The eOrganisation Admin can assign you as a
delegate to a specific person or the delegator will
H H VA
assign you from their account. .‘L‘O‘l).
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Create an Online Registry Website account

. Register

Create
account

1

2

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

Select Register.

overnment  CourtLists  Help

Welcome to Quick links

NSW Online Registry Searchcourtlsts

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

q o File available forms
services quickly.

Login or register for an account to get started.

The Create Account page will appear.
details and click Next.

Enter your

NSW Online Registry )
g Courts and Tribunals @ Login

Create account

An Online Registry account gives you instant access Lo secure case man
reme, Land and Environment, District and Local Courts. Need hel

* Indicates a required field

User details

Vou will be asked to verify your identity by providing details of 2-4 Australian identification documents.

o Make sure you only enter the First name and Surname exactly as shown on your identification
documents. Do not enter your middle name.
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Create an Online Registry account

. Legal practice 3

Practitioner A
options

If you are a legal practitioner, select | am from a legal
practice. Three more options will be displayed.

NSW Online Registry

iz Courts and Tribunals

(" P

NS 2

Create account

Which of these best describes you? -

e
2

| 1omroms

| | am representing myself

I I am from a legal practice I a v
'+ g or organisati

After your selection, three more options are displayed

to select from.

NSW Online Registry

Courts and Tribunals

Registration  Help

/1\

/3\

2
2/

Create account

Which of these best describes you? -

AN

| I am from a legal practice ~
) 1amasolcitor n

O I 'am a barrister

O 1 will be managing or accessing cases on Hehalf of a sclicitor or barrister

| I am from a business, government or organisation v
| | am representing myself v

Back
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Create an Online Registry account

Solicitor or

Barrister 5 Choose an option that best represents you: am a

solicitor or | am a barrister.

NSW Online Registry 3
Courts and Tribunals - ogin

o
1 2 3
2/

Create account

Which of these best describes you? -

| 1 am from a legal practice ~

O 1 will be managing or accessing cases on behalf of a solicitor or barrister

D 1 will only access cases and make transactions on cases for which | am a legal representative of a party to

| 1 am from a business, government or organisation v

| 1 am representing myself v

=n

Agree 6  Atick box appears. Tick the box to agree and proceed.

HSY Opting Reststey (@) tor

) 3 e
\ZJ \ZJ

Create account

Which of these best describes you? -

| 1am from a legal practice ~

O 1will be managing or accessing cases on behalf of a solicitor or barrister
D 1l fes and make transactions on cases for which | am a legal representative of a party to
i c
| 1am from a business, government or organisation v
| 1am representing myself v

=n
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Create an Online Registry account

1

Personal
details

Createa
password

7

8

After ticking the box, you are prompted to enter your
personal details. Enter your details and click Next.

e
1 2
Y,

Create account

Which of these best describes you? -

| 1am from a legal practice

~ .
() 1will be managing or accessing cases on behalf of a solicitor or barrister

Please complete the details below:

Practising Certificate Nurnber (PCN) *

l

State*

l New South Wales v l

Date of Admission *

= |

Telephone Number, no spaces, e g. 04T1222333 o (03)88776655

l

| 1am from a business, government or organisation

| Iam representing myself

Type in a password and re-type to confirm.

C :

Create account

Password

Please create z

at least one lov case cl

s must contain at least 7 characters ar
cter (a-z); and at least one number (0-9). For example: Smiths9

I

Password *
Re-type password *

I

Secret questions

Please select or create two secret questions. You will be asked these if you forget your password

1d at least one upper case character (A-Z)

Secret qu
[ <
Your answer
Secret quest
I - Select v l
Your answer
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Create an Online Registry account

Secret

) g After creating your password, select two secret
questions

questions from the drop-down menus and enter your
answers in the text fields. Secret questions are used
if you ever forget your password.

Once you have entered your secret questions, tick the
acknowledgement box and click Submit.

Secret questions

Please select or create two secret questions. You will be asked these if you forget your password

Secret question 1%

l - Select one - v l

Your answer *

| |

Secret question 2*

- Select one - v l

Your answer *

Il:qlee to the NSW Online Registry terms and conditions *

. Verify email 10 The following validation screen appears after you
click submit in the previous step. You will receive an
email with a verification code.

NSW Online Registry e

s Courts and Tribunals

Registration  Help

® ® ® ®

ation code has beensentto  [Your email address] It may take up to 30
u can change the email address linked 1o your Online Registry profile if you

Enter your verification code

Please enter the eight digit code te activate your account:

Validate

Need help? Ask onlineregistry-support@justice.nsw.gov.au
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Create an Online Registry account

. Validate 11 Enter the six-digit verification code you received via
email and select Validate.

NSW Online Registry )
Courts and Tribunals @ Login

Registration Help

O, @ ® ®
Verify your email address

An email with a verification code has been sent to [Your email address] It may take up to 30
minutes to arrive. You can change the email address linked to your Online Registry profile if you
nominated the wrong address.

Enter your verification code

Please enter the eight digit code to activate your account:

l |

11

I Validate I

Need help? Ask onlineregistry-support@justice.nsw.gov.au

. Changeemail 12 If you wish to change your email address, select
change the email address. You will then need to
repeat step 11.

NSW Online Registry

(I;.\] Login
Courts and Tribunals -/

Registration Halp

@ : : ®

Verify your email address

An ermail with a verification code has beensentto  [Your email address] It may take up to 30

minutes to arrive. You cpn change the email address lir

nominated the wrong aduress,

ed to your Online Registry profile if you

Enter your verification code

Please enter the eight digit code to activate your account:

Validate

Wik
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Create an Online Registry account

New email 13 If you have chosen to change your email address in
step 12, a new window will prompt you to enter the
new email address. Click Send email to receive a new

verification email

NSW Online Registry

% Courts and Tribunals

| Login

N
(e

Registration Help

Change email address

Enter a different email address to be linked to your profile and click Send email. You will be sent another email with
a verification code.
* Indicates a required field

New email *
l:‘ I'm not & rebot

s.nd m"

Validate with

. 14  Enter the six-digit verification code you have received
new email

via email and click Validate.

NSW Online Registry (&) togin

@ : ; ®

Verify your email address

An email with a verification code has beensentto  [Your email address] . may take up to 30
minutes to arrive. You can change the email address linked to your Online Registry profile if you

nominated the wrong address.

Enter your verification code

Please enter the eight digit code to activate your account:

| o

Need help? Ask onlineregistry-support@justice.nsw.gov.au
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Create an Online Registry account

15

Login to your
new account

Verify your
identity

15

16

After validating your email address, the login window
is displayed. Enter your account credentials to access

your newly created account

NSW Online Registry

Courts and Tribunals

Log in to your Online Registry account

© Enter your username

Password

O Enter your password

Forgot username or password 7

| have read and agreed to the current Terms and Conditions

Cancel

Upon successful login, you will be prompted to verify
your identity with relevant identification. Follow the
prompts to complete your identification verification.

NSW Online Registry

Courts and Tribunals

Regietration  Help

Verify your identity

To verify your identity you'll need to match your details against one or more 1D sources.

Get started with your first ID source below

Driver's licence ©  choose a diferent 10 option ~

State/Territory

NSW ~
Card number @

First name Middle name(s) Sumame

Date of birth (DD/MMAYYYY]

10/03/2000

| agree that my above information is checked with the Issuer or Official Record Holder

Verify these details

ss

Wik
S

GOVERNMENT




Create an Online Registry account

. Setup MFA 17  After ID verification is successfully complete, log in to
your Online Registry account with your username and
password. The MFA set up page will be displayed.

MFA is one of the most effective ways to protect your
valuable information and accounts against
unauthorised access.

To assist you in setting up MFA, follow the step-by-
step instruction in the “How to set up Multi-factor
Authentication (MFA)” quick reference guide.

. Beglstre:tltC)n 18 When MFA setup is complete, your account is ready to
IS complete use and to login anytime using your username and
password..
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