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1 Getting Started

Accesdo Settlement Servicesust be enabld for your CITEC Confirm accoulnetfore you can use the system
To request accespleasecomplete ourRequest for Access formvhich can be found at:

http://www.confirm.citec.com.au/citecConfirm/help/forms/settlemenrservicesaccess.pdf

hyOS
submit your request.

Note:

g2dz KIS O2YLX SGSR

CITEC Confirsccount code

Company Name
Contact Name

Email address for the account

Phone Number
Postal Address

0KS

The following details will be required in order to enable access for your account:

FLILE AOFGA2Y FT2NXZ Of A0

An Invoiced account with CITEC Confirm is a requirement to be granted access to these servic

If you are unsure whether your CITEC Confirm accoumdiced or PréPay,or you would like to

set up an invoiced account, please contact the Confirm Service Genti®&00 773 773 or

confirm@citec.com.au

National Settlement Services are available on the CITE@r@omain menu undeProperty Conveyancing and

Settlements

View Menu By Product

Land Searches
B ACT Land Searches
B NSW Land Searches
B NSW Office of State Revenue Certificates
B NT Land Searches
H QLD Contaminated Land Search
B QLD Land Searches
B QLD Land Tax Cerfificates
B QLD Valuation and Sales
B SA Land Searches
B TAS Land Searches
H Telco Cable Search
H VIC Land Searches
B WA | and Searches

Property Conveyancing and Settlements

B Mational Settlement Services

B QLD Property Certificates

E QLD Transport & Main Roads Property Search
H VIC Conveyancing

E VIC Property Sales History Report

View Menu by State

Corporate and Individual Searches
B ASIC and Business Name Searches
B Commercial Enquiries
Bl National Bankruptcy
B PPSR - Personal Property Securities Reqister
B QLD Bills of Sale Search

Vehicle Searches and Lodgements

B QLD Motor Vehicle Register
Bl REVS - Register of Encumbered Vehicles

Court eFiling
Bl QCAT - QLD Civil and Administrative Tribunal eFiling

B QLD Magistrates Court eFiling
H VIC County Court eFiling

B VIC Magistrates Court eFiling
B VIC Supreme Court eFiling

B QCAT - Neighbourhood Disputes Registry Search (Tree
and Fence

Police Searches
B VIC Crime Reports
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National Settlement Services Menu

Settlement Booking and Tracking
H Create a Settlement Booking

® B search Your Settlement Bookings

en Bookings Calendar

Account Services
® B Request Access to Settlement Services

Other Settlement Services
& B view My Results (intelli-Doc)

H QLD Settlement Notice Lodgement

Bl NSW EDR Stamping and Confirmation
@ B Create a Client VOI Booking

From theNational Settlements Services &huyou can create settlement bookings, search and view your
existing settlement bookings, lodge settlement notices (QLD), retidey search resulsored in ntelli-Doc,
and access the PEXA platform (you must be registeredassargber with PEXA

1.1 Create User Profile IQ 3 tier logins only

Note:

This section only applies tasers with 3 tier CITEC Confirm logins

If youlog in to the Confirmwvebsite withanaccountcode, userid and passwothen you will need

to create a User ri@file.

All other users- skip to next sectionCreate Settlement Boking

Account Code : |

Password :
Unauthorised Access Prohibited.

Account & User-ID Login

Legin

Userid :

By clicking the Login button you are agreeing to our

Terms and Conditions.

If you have a Confirm Usertben the Create User Profil&creen will display the first time y@electany of the
menu items under thélational Settlement Servicesenu.

Providing your details ensures that our Settlements team can contadategarding your sékement, and that
any documents are returned to the correct postal address.

Your User Profil@ SG I A f &

your CITEConfirm User ID

gAft 0SS adG2NBR FILAyad | tNRaidht S L5
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To Qeate a UserProfile, complete the mandatory fields marked with amasterisk as a minimum.

Create User Profile

Please register your contact details. These details will be used to contact you with enquiries regarding your orders.

For assistance, contact the Confirm Service Centre on 1800 773 773.

* indicates mandatory fields.

Profile Details

izl cnf  smithj * Your Profile Id will start with ‘cnf’.
Company Name *

Contact Name *

Email *

Email Results ¥ Please email me a copy of my search results.

Phone *

Fax

Address Details

Postal Address * eg. 1 Smith St, PO BOX 1000

Suburb *
*

S Select ... ¥

Postcode *

DX

DX Suburb

Please take care: these details will be used every time you access Seftlement Services. Your Profile Id is used fo frack orders and refrieve results.

TheEmail Resultgheckbox is selected by default. Any search results and documents uploaded teDiatewiill

be emailed to the email address provided in your User Frofil

Once you have entered your detaileck Submit the Confirm Profile Details screen will display.
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To go back and amend any details chicht, otherwise clickfes, these details are corrett complete your

User Profile.

Confirm Details

Please confirm your details are correct before proceeding with your order.

Profile Id cnfsmithj
Company Name Confirm Test
Contact Name John Smith
Email john.smith@email.com
Email Results Yes

Phone 07 1234 5678
Fax none supplied
Postal Address PO Box 123
Suburb Brisbane
State QLD

Postcode 4001

DX none supplied
DX Suburb none supplied

+ Yes, these details are correct

Once your UserrBfile hasbeen setup you will progress to the settlement service that you selected.
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Whenever you log in to CITEC Confirm and select a service undéatibeal Settlement Services Menu
the Confirm User Details screen will display once for the session, sodthagy check your Profitketails
are still current.

If the details are currerdind accurateglickYes, these details are correttt proceed.

Confirm Details

Please confirm your details are correct before proceeding with your order.

If these details are incorrect, please contact the Confirm Service Centre on 1800 773 773.

Profile Id cnfsmithj
Company Name Confirm Test
Contact Name John Smith
Email john.smith@email.com
Email Results Yes

Phone 07 1234 5678
Fax none supplied
Postal Address PO Box 123
Suburb Brisbane
State QLD

Postcode 4001

DX none supplied
DX Suburb none supplied

m + Yes, these details are correct

To update your User Profile detadlsntact the Confirm Service Gemon 1800 773 773, so the details can be
updated immediatelyOnce the update has been made, you will need to close this window and go back to the
Settlement Services menu to ensure that your updated details are applied as you pass through to the selected
settlement service.
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2 Create Settlement Boking

To book a settlement, clidBreate a Settlement Bookinfyjom the National Settlement Servicktenu.

National Settlement Services Menu

Settlement Booking and Tracking Other Settlement Services
'B Bl Create a Settlement Booking I ® B view My Results (intelli-Doc

Bl Search Your Settlement Bookings B QLD Settlement Notice Lodgement
en Bookings Calendar H NSW EDR Stamping and Confirmation

& B Create a Client YOI Booking

Account Services

@ Bl Reguest Access fo Seftlement Services

TheCreate Bokinginput screen will open in a new windowandthe Generaltab will be displayedYou can
maximise the windowf required to view all the input fields, ange the scroll bars located at the righand
side and bottom of the screen to move the screen

@ intelli-Link YXPEXA

Create Booking

submit || cancel | Create Booking Qocuments Received?. No

Engagement Settlement Booking

Customer® Confirm State/Region* [QLD - Brishane CED v|
Contact Name” |Y0'-“' Name Location® |GIDbaIX. West Tower, Level 6, 41 v|
Phone* [o7 o000 o000 Call Or Other* [ |
Mobile Settlement Type®  |Purchase v|
Email johnc@lawfirm com.au Acting For® [Purchaser v

W Send Order Confirmation Date/Time* 2711172015 |[13:00 v]

[] Send Dots Received Confirmation Settlement

W] Send Settlement Confirmation

Purchaser |Harry Jones |
[ Also CC Settlement Confirmation To: Purchase Price |?35CIDD |
Address |14 Jones Road |
Suburb/Postcode  [Red Hill | [4059 |
Matter / Office Ref*  |JC/HJ/12345600/15 Additional Services
Other Details W Lodgement I Final Search
[] Bank Manies
W1 Stamping .

Collections/Deliveries
[[] Land Tax Clearance

[] Express Post

[12345600

Title Reference(s) )
(Use commas o separate multiples)
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Details from your Pfile will be autafilled in the Contact Name, Phone and Email fields onscré&her
mandatory fields are marked with anasterisk.

Enter your referencefor this settlementn the Matter/Office Ref field, this reference will be recorded in the
CITEConfirm usage report for thisansaction when it is billed.

Note: Settlement services atgilled to your Confirm account once the settlement has been completed.

You can request tbe sentemail notifications at various stages of your orde6éhd Settlement Confirmation
is selected you will automatically receive an email notifioativhen yair matter is settled. 8u can also enter
additional email addressés 2 6 So notify QtRe¥ parties that the matter has settled.

Torequest additional servicncluding Stamping_odgement or a Final Search tise check loxes under
Additional Servicg

Once you have entered all the information requitedoook your settlementclickSubmt on the top left of the
screen.

2.1 Instructions

The Instructiostab allows you to enteyour instructions for the settlemerdnd then generate a covershetet
attach with your documents.

@ intelli-Link ~ YXPEXA Login |

View/Edit Booking 13720

submit || cancel | Delete | Print | Create Booking ggﬂg?%”;ﬁf;‘:‘;e”?: No

Instruction Shest

| General

You may fill in these details at a later time.

Other Attending Parties:

Handover:

Collect:

Cheques Required:

Other Instructions:
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Note: If you have your own instructions template/letterhead then you can continue to uSanitply
attach your settlement instructions to the documents being provided for settlement and send vi
post or DX.

Enter any @tails on the free text fields provided amtick Submiton the top left of the screen.

If your settlement instructions change, pleasentact the Confirm Service Centre on 1800 773
or via emaikt confirm@citec.com.au

Note: For any changes on the day of settlement please contact the Confirm Service Centre on 1800
773. The Service Centre will transfer you through to the settlements team to enable any last mi
changes to be communicated to tlssigned settlement clerk.

2.2 Print Settlement Coversheet

Once your order has been successfully submitted you can print your coversheet by sé&eicting

Documents Receivad?: No
Status: Confirmed

A window will display, clidRrint Instruction Sheetthe coverieet will open in a new window.

Submit Cancel Delete Print Create Booking

| General

Engagement Settlement Booking

Customer® Confirm o T o faThe!

Contact Name™ John Citizen
Phone® 07 0000 DO00
Mobile Mote: Selecting Print will open a new window with a printable

. age.
Email* jc@lawyer.com pag

Print Cptions
W Send Order I
[ Send Docs Print Instruction Shest
g LA EE Print Fax Cover Shest
Also CC Se
]

Printand attachthe Instruction Sheeto your documents to send to our Settlemenartner, GlobalX.

Thepostal address is located on the bottom left of tmstruction Beet.
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Example oBettlement Instruction Sheet:

Settlement GLOBALX

Contact Name: Your name

Phene: Your Phone Number, Fax:

Email: YourEmail@Email.com.au

Address: level 11 / 459 Little Collins Street Melbourne

VIC 3000
Order No: 2355500
Matter/Office Ref: File for 123
Acting For: Mortgagee Type: Purchase
Date: 29/05/2015 Time: 13:00
Location: GlobalX - 7/440 Collins St
Additional Service
v Lodgement v Final Search: 123/4567 Z Stamping
O Collection/ Delivery v Bank Monies O Land Tax Clearance
O Express Post O Fax order on Agent
Parties Attending

Westpac Bank are attending as discharging mortgage
e

Handover

Please hand over documents

Collect

Collect documents and cheques

Other Instructions / Details

File has been sent to GlobalX's DX address
Please call when settlement has been completed and hold documents in your office and I will collect in the af
ternoon

Cheques Required
Please print this sheet and attach to the For Office Use
documents to be sent to Service Code:
Settled By:
Advised:
GLOBALX LEGAL SOLUTIONS Documerts Ratorned

PO Box 159 Collins Street West VIC 8007
Phone: 13 5669, Fax: 03 9670 8644
7/440 Collins Street

DX: 285 MELBOURNE
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2.3 Amend/Edit your settlementbooking

You can amend/edit your settlement booking onlirngto the day before settlement.

Access your existing settlement bookings S&arch your Settlement Bookingsd theBookings Calendar
on the National Settlement Services Menu.

National Settlement Services Menu

Settlement Booking and Tracking Other Settlement Services

2] ment Booking O B view My Results (intelli-Doc
B Search Your Settlement Bookings H QLD Settlement Notice Lodgement
B NSW EDR Stamping and Confirmation

H Bookings Calen@
® B Create a Client YOI Booking

Account Services

&n Reguest Access o Seftlement Services

Note:  For any chages on the day of settlement please contact the Confirm Service Centre on 1800 7
773.The Service Centre will transfer you through to the settlements team to enable any last mi
changes to be communicated to the assigned settlement clerk.
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3 SearchYour Settlement Bookings

To search for a settlement booking, sel8garch your Settlement Bookindsom the National Settlement
Services Mnu.

National Settlement Services Menu

Settlement Booking and Tracking Other Settlement Services
B Create a Seftlement Booking ® B view My Results (intelli-Doc
ﬂ: Search Your Settlement Bookings B QLD Settlement Notice Lodgement
Bookings Calendar H NSW EDR Stamping and Confirmation

i ® Bl Create a Client VOI Booking
Account Services

@ Bl Reguest Access fo Seftlement Services

TheSettlement Bookingsearch screen will display. Enter your search criteria to seargiotorexisting
bookings. Cliclkpply Filterto conduct the search of your settlement bookings.

@ intelli-Link "~ YXPEXA

Settlement Bookings

Create Booking Calendar View Print Refresh

Booking Date -

Centaining Text: :l Status: Region |Any hd
Docs Received? (Al hd
For User: [Me v

iApply Filter

Order No. Matter Status Booking Time Location Type Docs Recd Comment From Agent Billed Time Contact Name Created By
13720 est Confirmed  25/11/2015 14:00 GlobalX, West Purchase No Amanda Ford cnfforda
ettlement Tower, Level  with an
1 6, 410 Ann Incoming
Street, Mortgage
Brisbane

Any settlement bookings thahatch your search criteriaill display.
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Click theOrder Na link in the results table to view the details of your booki@g the View/Edit Booking screen
you can update any details and then cl®lkomitto complete your changes.

@ intelli-Link

View/Edit Booking 13720

Matter / Office Ref*
Other Details

Submit Cancel Delete Print Create Booking

| General Instructions | Billing | History
Engagement
Customer® Confirm
Contact Name™ |J0hn Citizen |
Phone* |UT D000 000D Call
Mobile | |
Email* |ic@|awyer.com.au |

W] Send Order Confirmation
[] Send Docs Received Confirmation

W] Send Settlement Confirmation

[ Also ©C Settlement Confirmation Ta:

Test Settlement 1

Settlement Booking
State/Region™
Location™

Or Other”
Settlement Type*
Acting For®
Date/Time®
Settlement
Purchaser
Purchase Price
Address
SuburbiPostcode
Additional Services

W Lodgement

X PEXA

Dacuments Received?: No
Status: Confirmed

[QLD - Brisbane CBD V]
[GlobalX, West Tower, Level 6, 41 v|

|Purchase with an Incoming Moric V|

[Purchaser M
[25/112015 | [14:00 V]
|John Smith |
[735000 |
|14 Citizen Road |
[Red Hill | [4058 ]

[] Final Search

[[] Bank Monies

W] Stamping

O

Collections/Deliveries

[[] Land Tax Clearance

[ Express Post

Title Reference(s)

[12345600) %]
(Use commas to separate multiples)
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4 Settlement Bookings Calendar

To view your settlement bookings dalendar view, sele@ookings @lendarfrom the National Settlement
Services Mnu.

National Settlement Services Menu

Settlement Booking and Tracking Other Settlement Services
Hl Create a Seitlement Booking © 0 view My Results (intelli-Doc

& B Search Your Settlement Bookings H QLD Settlement Notice Lodgement
@ B Bookings Calendar H NSW EDR Stamping and Confirmation
® B Create a Client VOI Booking

Account Services

@ Bl Reguest Access fo Seftlement Services

The Calendar will displalaximise the window to view all the input fields; you can use the scroll bars located at
the righthand side and bottom of the screea move the screen, if required.

@ intelii-Link” YXPEXA

0 0 Jump to Day | | Refresh November 2015 month | week | day
Man Tue Wed Thu Fri

2 3 4 5 6

9 10 1" 12 13

16 17 18 19 20

23 24 25 26 27

Add new booking — !

14:00 13720 Test Settlement 1 (&
(Globalx, W

a
fest Tower, Level B, 410 Ann
Street, Brisbane

30
[Add new booking [Add new booking [Add new booking [Add new booking

[Add new booking [Add new booking [Add new booking [Add new booking
Legend

. - Your order is incomplete and has not yet been submitted to an agent.
Your order is with the agent and being processed.

Your order i1s complete.
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From this screen you can:
Access yousettlemert bookings and make amendments.
View the calendar by month, week or daging the button on the top right of the screen.
Qreate a new bookingy clicking on Add new bookingon the settlement dateyou require

Refer to the Legend underneath the calenftarthe status coloudefinitionsof the booking entries.
To view a settlement booking, dtion the entry in the calendafheView/Edit Bookingscreen will display

@ intelli-Link " YXPEXA Login |

View/Edit Booking 13720

submit | Cancel | Delete | Print || Create Booking g;ﬂg??;ﬁﬁ;i‘;e”“o

| General Instructions | Billing | History | Agent Details _
Engagement Settlement Booking
Customer* Confirm State/Region* [QLD - Brisbane CBD v|
Contact Name* |J°h” Citizen | Location* [GlobalX, West Tower, Level 6, 41 V|
Phone" [07 0000 0000 Call Or Other* | |
Mobile | | Settlement Type®  [Purchase with an Incoming Mortg V|
Email* |_c@|a-:.-'-,-er cOm.au | Acting For® |Purcl"aser V|
W] Send Order Confirmation Date/Time* [25/11/2015 | [14:00 v
[] Send Docs Received Confirmation Settlement
W] Send Settlement Confirmation Purchaser |JD'1|'| Smith |
[ Also CC Settlement Confirmation To: Purchase Price |7353E":I |
Address |‘I4 Citizen Road |
Suburb/Postcode  [Red Hill | [4058 ]
Matter / Office Ref*  |Test Settlement 1 Additional Services
Other Details W Lodgement [ Final Search
[[] Bank Monies
I Stamping U

Collections/Deliveries
[[] Land Tax Clearance
[ Express Post

[12345600) %]

Title Reference(s) )
(Use commas to separate multiples)

You can return to yousettlementbookingand add or amend the details at any time up to the day before
settlement.
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5 View my Resultsiftelli-Doc)

You can retrieve search results asatail with your settlemenbooking and documents associated with your

QLDsettlement notice lodgementrom intelli-Doc.

For exampleif you request a final searahith your settlement bookinghe search result will be available in
intelli-Dog once the search has been conducted the day of settlement.

National Settlement Services Menu

Settlement Booking and Tracking
B Create a Seftlement Booking
4 B Search Your Settlement Bookings

®o Bookings Calendar

Account Services

én Request Access to Settlement Services

Other Settlement Services
® B view My Results (intelli-Doc

Bl QLD Settlement Notice Lodgement
B NSW EDR Stamping and Confirmation

@ B Create 5 Client VOI Booking

To access intellDoc selecView My Results (inteltDoc)from the National Settlement Services Mefthe

intelli-Doc screen will display.

intelli-Doc

CustomRange | ¥ IZSMOEME ) to| 1311172015 I|

iples_2_20151105041321 pdf

[0 FileReference Y Date v Document Details
[0 test sett notice 05M11/2015 QLD Settiement Notices
email 04:30 PM 1007 ideli to-the-privacy-act-1983-a-guide-for-
agencies_20151105043050.pdf
[ TestSettiement 1 051112015 QLD Settlement Notices
D413 PM 1007567 . privacy-fact-sheet-17-australian-pr
W« n L 10 ™ items per page

Shared View: | Just Mine

I Keyword.

Filter

Search by File Reference

—
Show docs by File Reference
test sett notice email

Test Seftlement 1

You can search for documents using the date range, Keyword and File Reference search fields.

Documents in intelDoc can be emailed or saved to another location ugieg=mailand Savebuttons.
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6 QLD Settlement Notickodgement

For QLD properties, settlement notice may be lodgguior to settlement, this servicean be accessed through
the National Settlement Services Menu.

National Settlement Services Menu

Settlement Booking and Tracking Other Settlement Services

Bl Create a Settlement Booking ® 8 view My Results (intelli-Doc
@ B Search Your Ssttlement Bookings B QLD Settlement Notice Lodgement
en Bookings Calendar B NSW EDR Stamping and Confirmation

i ® Bl Create a Client VOI Booking
Account Services

@ Bl Reguest Access fo Seftlement Services

6.1 Letter of Authority

An authorisindetter is required fothe Form 23 to beigred andelectronically lodge on your organisation's
behalf. A templatefor the details required to be provided on thetter of authority is available from the QLD
Settlement Notices input screen.

Mail the original letter of authority signed by the appropriate person in your organisatiaur Settlements
partner, GlobalX Legal Solutions. The postal and DX details are available on the letter of authority template and
QLD 8ttlement Notices input screen.

GlobalXwill retain the letter of authority for future use for any settlement notices lodged by your organisation.

Yau will need to complete a Form 23 Settlement Notfaasignedwhichyou will upload to your ordewhen
you complete the details on the QLBtEement Notices input screen.
The Form 23 template &soavailable from the input screen
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6.2 QLD Settlement Notice input screen

QLD Settlement Notices

Instructions

An suthority letter from your organisstion is required for us to sign and electronically lodge form 23 on your organisstion's behslf. If you have not provided it, please mail the original letter of
suthority signed by the appropriste person in your organisation to us. Upon receiving, we will retain the letter of authority for future use for any further settlement notices lodged by your
organisation.

Click here for the letter of suthority template.
Plesse post the suthority letter to:

GlobalX Legal Solutions Pty Ltd

Adtention: Global¥ Conveyanecing and Legal Support Services Team
GPO Box 2746

BRISBANE. QLD 4001

Or send via Di:

GlobalX Legal Solutions Pty Ltd
DX 112, BRISBANE QLD

Plaaze also complete a Form 23 Settlement Motice. Upon completion, please upload the form 23 in Step 2 below.
Click Here for Form 22
We will upload sll received documents into your intelli-Doc, including the desling advice number once the setflement notice has been lodged.

Please ensure all information supplied on the Form 23 Seftlement Nofice is correct. Additional charges will apply for any changesfamendments if incorrect information is provided
and lodged.

Step 1: Your Details

Name: * [Jane Citizen | Phone: * 303400000 x|
Email: * [jane.citizen@lawyer.com.au |
Your [ |

matter/reference: *
Step 2: Property Details

Lot: * [ Plan Type: *

Plan: * [

Step 3: File Upload
Upload your file * Browse...

Step 4: Other information or comments.

Step 5:

[ 1authorise GlobalX Legal Solutions Pty Lid to execute settlement notices on my organisation’s behalf.
| agree the information suppied on the Form 23 - Settlement Motice are correct and accurate.
| accept that additional charges will apply if any changesfamendments are required because of incorrect data submitted.

[Clear form| [Save and Continug

Complete the information required on Steps 1 and 2. The mandatonsaetdmarked with an
asterisk *.

The defaulicontact details for youprofile will displayin the Name, Phone and Email fields.
If required, you can overwrite these détawith your contact details.

Enter a matter/reference for this request. This reference will display on your Confirge weportfor this
transaction.
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Next, upload your Form 23 (unsigned). ClickBhewse button to locate the document from your files.

Select the authorisation checkbox to allow our settlements partner, GlobalX to execute the settlement notice on
your behalfthen clck Save and Continue

Your Order Confirmation will display. Cliiint to print a copy of the confirmation for your records.

QLD Settlement Notices - Order Confirmation

Thank you. Your search details are listed below.

Please note the following confirmation details for your search:
Order ID: 10076116

Matter: AF:RR 07/16

User |D: enffordal

You have requested the following:

User Details
Name: jane Citizen
Firm Name: Confirm
Phone: 30340000
Email: jane_citizen@lawyer.com.au

Search Details

Searches: Queensland Settlements - Lodge Only
Lot Number: 3

Plan Type: RP

Plan Number: 20706

State: QLD

Documents uploaded

Form 23 Document_20160721021835. pdf

The Form 23 will be executed byr Settlements partnerGlobalX and then electronically lodged on yourdiéh

The Lodgement dtice will be availabldrom intelli-Doc once it has been receivédm the Department of
NaturalResources and Mines.
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7/ PEXA

There are PEXA buttofsr RegisterandLog Inlocated onscreen on the Create Booking, View/Edit Booking and
the Bookings Calendar screergcess these screens through the National Settlement Service menu items
Create a Settlement Bookingearch your Settlement BookingsxdBookings Calendar

In order to access PEXA throul@TEC Confirm you will need tegier as a Subscriber with PEXA, and
nominateour PEXA partnetGlobalX as your PEXA sponsor.

If you are registered already to access PHXgEt, or via anotheSponsoyyou can change your method of
access by completing@ange PEXA Spondesrm. See seitin 7.21 orcontactthe Confirm Service Centom
1800 773 7730 obtain a copy of the form.

@ intelli-Link YXPEXA Login |

View/Edit Booking 13720

Submit Cancel Delete Print Create Booking g;ﬂg?{iiﬁfgj;ed? No

7.1 Register for PKA

To register for PEXA, cliBlegisteron the Create Booking, View/Edit Booking and the Bookings Calendar screens
to go to the PEXA Registratipage on the PEXA website.

@ intelli-Link” Y PEXA[TTTET

View/Edit Booking 13720

| General

Documents Received?: No
Status: Confirmed

There are 2 parts of the registration process: the online registration process, and thof verification of
identity (VOI).

Submit Cancel Delste Print Create Booking

| General
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During the online registratiogiou are required toalect how you will access PEXA.
In order to access the PEXA Platform through CITEC Confirm, you will need to select our fPEX A lodoral X
Legal Solutions

GlobalX Legal Solutions

PEXA have produced a document detailing the steps for PEXA registration:
https://s3-ap-southeast?2.amazonaws.com/pexmarketing/ReqisteringforPEXA.pdf

A summary of the steps to complete your online PEXA registration follows. For more information go to the PEXA
website: www.pexa.com.au/register/

7.1.1 Online registration:

All applicants will be required to signPEXA Participation Agreement.
More information can be fouthat https://www.pexa.com.au/participatioragreement

Each applicant caorder their Digital Certificate during the registration process.
A Digital Certificate is required to electronically sign documents in PEXA.

To finalise the setp of your account, the falwing may be required:

o0 Practising certificate/conveyancing licence (individual/organisation)
Trust Accoundetails (if applicable)
Direct Debit details
Digital Certificate Subscriber Agreement (if you require a PEXA Digital Certificate)
Trust Deed/ Partneship Deed please note that these documents will need to be certified.
A certified copy of the Trust Deed Schedule is also acceptable.

O O oo

Note: Additional documentation may be required by PEXA to support your application

7.1.2 Complete Facdo-FaceVerification of Identity (VOI)

PEXA is required to verify the identity of the person(s) who will sign the Participation Agreement
behalf of your organisation.

ThisVOI can be completed by oREXAoartner GlobalXer througha VOI agenffor examplelDSecure
or Australia Post)

7.2 PEXA Log In

You canlog in to PEX#rough the National Settlement Services manaCreatea Settlement Booking
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@intelli-Linkm Y PEXA T
View/Edit Booking 13720 g -

submit | Cancel | Delete | Print || Create Booking g;ﬂg%‘;iﬁﬁ;‘;‘;ea? No

Agent Details _

The first time that you log in, a peyp window will display on top of the PEXA login screen to request
permission for our PEXA partner, B4dX to link your PEXA account.

| General

Instructions | Billing | History

Linking the account will mean that you will not have to enter your PEXA subscriber login details every time you
login to PEXA through the settlements screens.

Note: The PEXA platforeurrently requires that your password is reset every 30 days. The PEXA logir

screen will display whenever your password is reset so that these details can be updated.

You will need to enter your PEXA Subscriber Login details on this first login, saortR&XA partner GlobalX
can store these details against your account.

SelectConfirmto link the accountslf you do not want the Subscriber Login details to be stored, Claicel.

Permission Request

an
through your GlebalX software.

Selecting "Confirm’ vill grant GlobalX these permissions for the next 30 days

Note: If your accounts are not linked, theowy will be prompted tgrovide your subscriber login details
every time you log in to PEXA through the settlements screens.
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7.2.1 Change PEX8ponsor Form

If you are registered as a subscriber to access PEXA via another Sponsor, you can change your method of acces:
by completing &€hange PEXA Sponsor Fevhich is available from theConveyancing hubn the Confirm
website.

Site map | Hours of operation | Fees | Contactus | Help | _

{ ] z,
Canfirm Gt e

About Register Services News Events eConveyancing PPSR Training & eLearning Testimonials

Login to CITEC Confirm

Get now Account code:

'|s'te|" now'”

a ‘ with CITEC Confirm.
£ 8 | Password:
1800773 773"; . 3 7 A Our eConveyancing solution [:I
l confirm@citec.com.au 1 will support your property Login problems?
A

Lo }‘ and settlement service needs. = T
-

You can also contact the Confirm Service Centre on 1800 773 €6Bfam@citec.com.ato be emailed a
copy of the form.

Interactive
demonstrations

>

You will need to nominate our PEXA partr@igbalX Legal Solutiores yourincoming Sponsoon the form.

Once you have completed the details required, please email or post the form to CITEC Confirm and we will
submit therequest to PEXA on your behalf:

Email: confirm@citec.com.au

Mail: CITEC Confirm Service Centre
GPO Box 279
Brisbane QLD 4001

PEXA will advise all parties when the change has been completed.
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8 Verification of dentity (VOI) service create a client
VOI booking

The VOI service allows you to outsource the function of performing verification of identity on your clients.
¢CKNRBdAK 2dzNJt 9-! LI NIHYSNE 6S OFy 2FFSNI bz 8 SRR OKS.
is available across Australia.

Note: TheVOI service is only to be used to perform VOIs of your clients; it cannot be used during the
registration process to verify the identity of the authorised signatory on the PEXA patrticipation
ageement.

Tobook a VOI for a clierselectCreate a Client VOI Bookirigom the Ndional Settlement Services Menu under
Other Settlement Services.

National Settlement Services Menu

Settlement Booking and Tracking Other Settlement Services
B Create a Settlement Booking ® B view My Results (intelli-Doc)
@ B Search Your Setilement Bookings H QLD Settlement Motice Lodgement
L I Bookings Calendar B NSW EDR Stamping and Confirmation

¥ B Create a Client VOI Bocking

Account Services
@n Request Access to Settlement Services

TheCreate aVerification of ldentity (VOI) Bookingqput screerwill display.
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Create A Verification Of Identity (VOI) Booking

Please provide the following details to book Verification of Identity for your clients
* indicates mandatory fields.

Your Details

Your Reference

Contact Name Jane Smith

BIRn 30243567

Email jane citzen@lawyer.com.au

Details Of Your Clients To VOI

State Clients Are Located In

Client 1

Given Name(s) John

S Smith

HiRae 34567839

Email

Add Another Client

Other Information

john.smith@example.com

¥ clearal m

Camplete the information requiredThe mandatory fieldare marked with an asterisk

Enter a matter/filereference for tle requestin the Your Referencéield. This reference will display on your
Confirm usge report for this transaction.

The contact detds stored in your User Profilill display in theContactName, Phone and Email fields.
If required, you can overwrite theontactdetails to be used for this booking.

Note: Details updated on this screen will only apply to this booking. Your pwafilaot be updated with
these new details.

Next,complete theDetails of Your Clients to VOS$elect the state the client(s) is located in from the drop down
menu. Then enter the Given Name(s), Surname and Phone number of the client. Additionallpnesrestil
address if known.

If you wish to add another client to the bookingcklAdd Another Clieneaind enter their details.

You should enter only one client per set of client details. For example, if you wish to VOI Sue and John Smith
then Sue and Jm should be entered on separate lines along with their respective contact details. You are
allowed to enter up to 50 clients at a time but you must enter at least one.

LT &2dz gA&K (G2 NBY2®RemdvebtidnA Sy 1 Qa RSGFAfasz Of AO01 GK:
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Note: Althoughthe9 Y Af FASER A& 2LWGA2ylFfX 6S NBO2YYSy
available, so we have an alternative means of contacting the client if we encounter difficulties

contacting them by phone.

If you have information available thatrslevant or helpful to know when contadng the client, please enter
these detailsn the Other Informationfield. For example, this could include specific information regarding the
Oft ASyiliQa I@lrAtloAfAlGeT O2y Gl OO0 K2dzNBX 2N f20F0GA2Yy @

When alldetails are ompleted, clickSubmit Your Booking Confirmation will display.

If this is your first time using the VOI booking service then our service provider will contact you to advise you of

the process.
Your clients will then be contacted directly to schedtieit VOIs. The VOI Certificate for each client will be

accessible via View My Results (intBltic) onceghe Verification of Identitthas beerperformed
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