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The ACT Law Society has
released an electronic Contract
for Sale.

This User Guide and Freguently
Asked Questions sets out some
information and guidance

to help members and public
users register for and use the
electronic system.
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User Guide

Purchasing an electronic Contract for Sale

The electronic Contract for Sale can be created and purchased through the following link:
https://onlinecontracts.actlawsociety.asn.au

Once you have clicked on the link, a home page for the electronic contract will be displayed.

actlawsociety

ACT Contract for Sale

Purchases of the electronic Contract for Sale can be made either as:
« aguest (through the ‘Public Purchase’ button); or

» aregistered member user using the Member Login.

Registering as a member user

ACT law firms will be able to register to access the electronic system as member users. Registration by ACT law firms is free.

ACT firms can request a login to the new electronic system from the Society via the following email: onlinecontracts@
actlawsociety.asn.au

A member user name will be sent to the firm via return email.

The link in the return email will also prompt the registered member user to create a password for their account.

Password Reset

Email address

MNeow Passweord E!

Varily Mew Prssword L]

Only one login will be provided to each firm, however multiple staff within the firm will be able to access and use the single
login.
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Purchasing an electronic Contract for Sale as a
registered member user

Once logged into the system, the following page will be displayed.

Contract for Sale Previous Purchases

Filtn dertaisy for new coniract 1or sale VW OEtiEs of pROVCUS DUNCRESES AN OUEREANEN] owninads

The user should click on ‘Open’ in the Contract for Sale box.

Land details
The registered member user will be prompted to:
« identify the type of property to be purchased; and

«  select whether the user wishes to have the schedule (pages 1-2) provided with the electronic purchase.

Land details

WWhil type of properly 18 B conirsct for7
O 8o () Uk () Muisple Units

D0 you regquife & scheguls

0 ves O wo
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Type of property

Depending upon the type of property selected, the user will
be prompted to complete certain details about the property.

Where ‘Block’ is selected, the user will be prompted to
supply the following information:

VTN by of peopesty i I Conlract for?

® meck () unit () Mumple Units

AR Ty ek OF Wil INfOAmAtion will B entensaT
@ Paanumber () Propenyaccress () Development Name

If @ Lnits PLan numbe i nol known, Select efihed “Propely ASAEE" of “Development Mamé™

Block

Division/District *

Sachon”

Biock Mumber™

and known as (optional)

These property details will be used as the watermark on the
contract (pages 3-19).

Where ‘Unit’ is selected, the user will be prompted to
nominate the type of unit information to be provided — plan
number, property address or development name.

Wit fype of praperty I8 (Re contract far?

() Biock (@ umn (D) Maniple Units

Linit Number*

Units Plan Mumber®

Divesion/Destrict®

Senction *

Block Numbner ™

and known as {optional)

What fype of uni information will e eniered?
(O Punmmber  (8) PopetyAssess (O Development Name

If & Lnits PLEN nusmiber 15 not KRdwn, Select efther “Propedy Address™ of Deveiopment Hame:

Liniit Mumber *

Froparty Addnass

Divesion/District ®

Sachon "

WAL Iy of il misimabon will be enleneaT
() Panmumber () Property Address. () Developmient Mame

If 3 Linis Flan rumiber i nod known, select either “Property Adovess™ or “Devedopment Mame”™

This in turn will prompt the user to provide specific address
details as noted below. The required fields are indicated
with an asterisk.

Elpck Mumber®

and known as (optional)

WPl type of unit information will b eriered?
Q) PanMumser () PropenyAsaness (8] Development Mame

If a Units Plan number is not known, select sther “Property Address® or “Development Mame®

Ll Musmibser

Dhrvedopment Mama*

Division/District ®

Section

Bilock Murmibser *

and known as (optional)
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The completed property details will be used as the
watermark on the contract (pages 3-19).

Where ‘Multiple Units’ is selected, the user will be
prompted to nominate the type of unit information to be
provided — plan number, property address or development
name.

This in turn will prompt the user to provide specific address
details as noted below. The required fields are indicated
with an asterisk.

What Type of unit infarmascen Wil be eniened 7

(®) Planhumber () PropeityAddresss () Deustopment Hame

1P @ Binils PG ranmDer 0ol kndan, Selec eher "Piogerly ASdEis” of "Deesapment Name

. Aod £l Mumber and press rEum

Tyoe & und Narnie o redge of il (0" ind Drees the Pebains by DO #00

Lindiz Plan Numbar™

DrvisiondDiestiict

Sadion*

Block Numbier*

and known a5 (optional)

Rt bype e und information will be nbared?
() PanMumber  (8) ProperyAdtiess () Develspment Name

If-a Units. Flan niambest is fot knovwn, Sedect eitfer "Properly Addness” of "Developmernt Mame*

. Add Linit Numbar and preas rotum

Tipd 3 Al Sumiar of rande of eafa [“04") B8 Droas M tekiny bey B a2

Proparly Addross ™

Diwmspan District™

Block Mumbar™

and known as {ophonalj

V¥nat type of unit information will be eriered?
() Pannumoer () Froperty andress (8] Deveicpment Name

1T 3 Unis Flan numOer 15 0ot kndwwm, select eaner “Propety AGdress” o “Development Name™

. Add Linit Mumiberand prass msium

Tirpe b unf Auimdsr of rasd of unis e Bnd Sowed 1l Adern ki 1o s
Dreisloprnent Mame *

CriyisioniDistrict *

Section ™

Block Muribir*

and kvown &S (ogitomnal

The completed property details will be used as the
watermark on the contract (pages 3-19).

Schedule

Once the address details have been completed, the
registered member user will be prompted to select whether
they wish to have the Schedule (pages 1-2) provided with
the electronic purchase.

Do you require a schedule?
O Yes O No

If the user elects to use the system generated Schedule, the
following page will appear.

° ° o °©o o

This page duplicates page 1 of the existing Contract for Sale.

Users will be prompted to complete the information
required for the transaction. Users should note some fields
may be character limited.
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Documents / Tenancy

o o o LY ©

& Cecuments/ Tenancy

This page duplicates pages 2-3 of the existing Contract for Sale.

Users will be prompted to complete the information required for the transaction. Users should note some fields may be
character limited.

Review
o ] /] o o
(¥ -] Echadule DocamaniyTensacy By s E

This page will enable the user to check that all the details they have entered are correct.

Users will be prompted to review and confirm that all of the details they have entered are correct.
After checking the details, the user may:

o if the details are not correct — select back and re-enter the correct details;

« if the details are not correct - select the ‘Land” page and re-enter the correct details; or

o if the details are correct — click Next.

Purchase

Once the electronic Contract for Sale has been generated for a property (ie: when the ‘Purchase Contract’ details have been
confirmed), the property details specified in the watermark cannot be changed. It is therefore important that the user
carefully review the contract at the ‘Review’ stage of the purchase.

Land Scraaui DoCuTreniIn Ty Forview PUICTEE

Purchase contract

O SHOT 20 NOL AN 50 D8 MOSKE] AT PUITRINE
Upe My “Purihase ComiacE” Dulien 1o confie and irireve POF

Comai Esdrgss n e coomact

dianne shorsdactisssocioty asn al

Land

Nt UP o e, $acion Diviace Dapdtics
=3 wow

Al KT Te 8%

HALK

I :

Purchases made by the member user will accumulate on a monthly basis. At the end of each month, the Law Society will
issue an invoice for purchases made throughout the previous month.
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Previous Purchases

Contract for Sale Previous Purchases

FFill in. Jgtats. o new QONIRCT for §3ig Wit DTS Cf Previcus pUICRERCS IN0 CUSANONg DouTinady.

This facility allows registered member users to:
» download purchased contracts for a period of two weeks from the purchase date;

«  view details of previous purchases over the preceding 12 month period.

Porcrassn contracts will be Bvaiabl 1o dowalosd Nede fof a0 weeks Irom puichise aale.

Purchasas Sodrich waleemaks a
Dt 4 Fatrimund
ATRL2030 1747 Tock &4 Secion wEw s
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Purchasing the electronic Contract for Sale as a
guest

This section outlines the steps required to access and purchase an electronic Contract for Sale as a non-registered user or as
a guest.

Access the website

The electronic Contract for Sale can be created and purchased through the following link:
https://onlinecontracts.actlawsociety.asn.au

Once you have clicked on the link, a home page for the electronic contract will be displayed.
Purchases of the electronic Contract for Sale can be made either as:

« aguest (through the ‘Public Purchase’ button); or

« aregistered member user using the Member Login.

Select the ‘Public Purchase’ option.

Land details
Once logged on, the guest user will be prompted to:

« identify the type of property to be purchased — ie: a block or a unit.

Land details

Wit [ype Of profety 1 e Contract foe?

(O meck () una
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Type of property

Whal type of unil informalion will be enlered?

Depending upon the type of property selected, the guest O runnwber (B Fopenyacaress () Devewpment Nome
user will be prompted to complete certain details about the e
IF3 Linits P1an number i mot keown, Seiect eiher “Property Address” of "Development Mame™
property.
Where ‘Block’ is selected, the guest user will be prompted to
supply the following information: Uit Number®

What type of property i T contract for?

- Address®
® mox () une Proparty Address

Dwvisson/District™

Block

Division/District* Section ®
Siction ® Block Humber®
Block Murmibgr®

and knawn as (oplional)

and known as. (oplional)
Vinad type of unit information will De enbered?
These property details will be used as the watermark on the T T () EeTe (] i

ContraCt (pages 3_19)‘ If & Linits Flan nmpes is not known, seleCt efther “Propeiy Aodress” of “Development Mame®

Where ‘Unit’ is selected, the guest user will be prompted to
nominate the type of unit information to be provided — plan
number, property address or development name. Unit Number

Whart type of propery 15 1he conbract fory

= Developmeant Mams*
() meck (8 una

Diwrsion/Destrict®

Winat typd of unit migemanton will 5o enlered?
G Plan Mumber D Properly Asdiess D Cevelopment Mams Socton
IT & LAniis Fian number is nod Known. select sithsar "PKIFEW Addness” oF 'DE\IE'W"I‘!WI Mame”®
L. . . . Block Numbar®
This in turn will prompt the guest user to provide specific '
address details as noted below. The required fields are

indicated with an asterisk. AN KTHVRA A% Roptions

Whal bype of unill infermalion will be entered?

The completed property details will be used as the
@ Pannever (O Pupenyaseress (O} Development Name watermark on the contract (pages 3-19).

Ifa Linits Plan number i ot known, SERC1 HiRer “Propamy Adness” of "Development Name

Unit Mumber*

Linits Plan Mumber®

Divigion/Digtrict *

Sechion™

Block Nuwmber ®

and knavwn s (opbonal)
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Schedule

The guest user can now proceed to complete the Schedule.

] o o o ©
LE .-

=il x =it e, Ry S nads

This page duplicates page 1 of the existing Contract for Sale.

Guest users will be prompted to complete the information required for the transaction. Users should note some fields may
be character limited.

Documents / Tenancy

-] o o [ 4] L

Schadug DeymantsTenancy A T

This page duplicates pages 2-3 of the existing Contract for Sale.

Guest users will be prompted to complete the information required for the transaction. Users should note some fields may
be character limited.

Review

This page will enable the guest user to check that all the details they have entered are correct.

(¥ -] Schaduie DocsmentsTensncy Bavaw

Users will be prompted to review and confirm that all of the details they have entered are correct.
After checking the details, the guest user may:

o if the details are not correct — select back and re-enter the correct details;

« if the details are not correct - select the ‘Land” page and re-enter the correct details; or

o if the details are correct — click Next.
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Purchase

e L L o o

Scnedug Doumanis Terancy vy Furcnane

Guest users are required to pay for the electronic Contract for Sale via credit card before the document can be downloaded.
The Purchase screen will prompt the guest user to review:

o theland details — these details form the watermark on the electronic contract;

» the email address — this is the email address that the purchased contract will be sent to; and

o customer details.
Purchase Contract

Notw s ane not akée to e mocfied after purchase

Compheie the payment detal feids Deiow and use Me “FPayment™ Dutlon 1o enter your credit casd oelaits via cur secure payment galeway, E-way.

Land

LR UP Ma Bacck Section DnvisioriDsanct
b b b b b

and known as

Customer Details

First Ham *

Last Mamea®

Email addrass o recieve coniract

Confirm emal address

Phong &*

Payment Address

Address™

City*

State
ACT

Postcode™

Country
Australia

The required fields are marked with an asterisk. Once completed, the user should click on ‘Payment”.

The ‘Payment’ screen will prompt the user to enter credit card details, as follows:
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Transaction Payment

EAerchard [etails Purchass Aot 42500 D

E Creat Camd Detaits m‘

The Law Society of the ACT .'

AVWAY - ouT oning DEFMEnt gRiEwEy apiry Dhats

Mignih v MM ¥

—— AN g SN DY
= e ]

Custemar Delads

a

]

malfscimmociety Ban gy

[

. PAY NOW
Farnlrala

1

Froduc! invoics Information

pLARCEHF
ACT Liw Sot

oty Onbng Contracts

Credit card details are not retained by the Law Society but are processed via a secure payment gateway, E-way.

Once the payment has been authorised, a confirmation screen will be displayed.

The contract is being generabed. Ple:

Payment

Thank you for the payment.
The purchased contract is available to download now

Block asdi Section asdf asdl asdf

& copy of the contract has also been sent to matt@sam3.io.

The completed electronic Contract for Sale will be emailed to the purchaser.
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Frequently asked
questions

How can | purchase a Contract for
Sale from the ACT Law Society?

Hard copies

Hard copies of the Contract for Sale can continue to
purchased by members and their firms as per the existing
arrangements.

Electronic contract

An electronic Contract for Sale can be purchased:

« asa ‘guest’, without the need to register and login;
» asaregistered member user using a firm login.

Only ACT law firms will be able to register as member users.

What functions do | get if | register
for a firm login?

ACT law firms that register to use the new system will have
access to:

«  member pricing;

» invoicing in arrears on a monthly basis for all contract
purchases;

» afacility that enables purchased contracts to be
downloaded for a period of two weeks from the
purchase date;

« an ability to view details of previous purchases over the
preceding 12 month period.

Registration by ACT law firms is free.

What is the cost of the electronic
Contract for Sale?

«  Registered Member User — $10 (GST inc)

«  Non member / Individual purchaser — $25 (GST inc)

How do | pay for the electronic
Contract for Sale?

Monthly invoicing in arrears for registered
member users

The purchases made by registered member users will
accumulate on a monthly basis. At the end of each month,
the Law Society will invoice registered member users for the
purchases made throughout the preceding month.

Monthly invoices issued by the Law Society to a registered
member user must be paid within 14 days of receipt.

Single purchase as a guest

Single purchases (where the user is accessing the system as
a ‘guest’ or where a law firm has not registered to use the
system) will be charged at $25 (GST inc). This is consistent
with current arrangements for the hard copy contracts.

‘Guest’ and non-registered user single purchases must
be paid for via a credit card before the contract can be
downloaded.

Can | continue to purchase hard
copies of the Contract for Sale?

The Law Society will continue to sell hard (blue) copies
of the Contract for Sale to those who wish to utilise the

existing arrangements rather than access the electronic
contract.

How many times can | download
and/or print an electronic Contract
for Sale?

Only one copy of the electronic Contract for Sale needs to be
purchased per one conveyance.

It is understood that the purchaser of a contract will require
a copy of the contract for the purchaser and a copy of the
contract for the seller. Other copies of the contract may

be required so that they can be provided to prospective
purchasers.
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Do | have to use the Schedule
provided through the electronic
system?

The new electronic system allows registered member users
to elect to complete the Schedule
(pages 1-2):

«  within the new electronic system; or
»  within the firm’s internal systems.

If the registered member user elects to complete the
Schedule within the Society’s new electronic system, the
user will be prompted through the schedule questions and
the completed Schedule will print with the watermarked
Contract for Sale.

If the registered member user wishes to continue to
complete the Schedule within their existing firm-based
systems, the user will be able to bypass completing the
Schedule in the Society’s new system. In this instance,
the user need only complete a small number of property
details to enable the Contract for Sale (pages 3-19) to be
watermarked. The user may elect to also download pages
3-19 of the Contract for Sale and to omit pages 1-2 of the
Schedule from the downloaded product.

Can | edit an electronic Contract
for Sale | have purchased after it
has been generated?

Once an electronic Contract for Sale for a property has

been generated, the property address details embedded
in the watermark cannot be changed.

It is therefore important that the user carefully review the
document at the ‘Review’ stage of the electronic purchase
process.

Further questions

If you have any questions or comments about this site,
please email onlinecontracts@actlawsociety.asn.au.
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