POST

Do It Yourself VOI Tool
for Property Transfers

User Guide

Australia Post - Identity Services
Version 2.0 —30% July 2022

Classification: For client use only



Contents

Introduction

1.1 Key contact and escalation

Accessing the DIY VOI Tool
2.1 Compatibility

2.2 How to loginto and out of the DIY VOI Tool
How to use the DIY VOI Tool
3.1 PerformaVOI Check

3.2 Mobile verification

3.3 Document capture

Pay

4.1 Enter payment details

4.2 Successful payment

Viewing VOI Reports

5.1 How toview a VOI Report

Document categories

6.1 Document categories that a Person Being Identified is to present

Australia Post Do It Yourself VOI Tool for Property Transfers User Guide

Classification: for client use only

11

11

11

13

13

15

15

02



1 Introduction

This user guide refers to the processes for Users (Users) including Conveyancers, Lawyers and Mortgagees, to access the Do It Yourself
Verification of Identity (VOI) Tool (DIY VOI Tool) in the course of verifying a PBI's identity to:

a) record the contact details of a Person Being Identified (PBI);
b) capture digital copies of documents;

c) upload digital copies of documents to the VOI Report, and
d) view and manage verification of identity VOI Reports.

1.1 Key contact and escalation

1.1.1 Support contact
The following indicates the key contact for assistance and issue resolution.

For any support related queries contact Australia Post by phone (1300 364 543) or e-mail to LandTitleVOI@auspost.com.au
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2 Accessing the DIY VOI Tool

2.1 Compatibility
The Do-it-yourself VOI Tool is compatible with most tablets, desktop computers, mobile phones and internet browsers.

2.2 How to log into and out of the DIY VOI Tool

The Do-it-yourself VOI Tool is accessible from within the Property VOI Portal. You'll need your unique username and password, which were
set up as part of the registration process with Australia Post:

1. Access https://auspost.com.au/propertyvoi on an internet-enabled device
2. Enter your username and password
3. Click the ‘Log in’ button

Login to Australia Post
Enteryour details to log in to your account.

Email address
| |

Password

Forgot password?

Don't have an account? Sign up for MyPost

You'll then be presented with a dashboard where the Do-it-yourself VOI Tool can be accessed by clicking the ‘Do-it-yourself VO tile:
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‘) Property VOI

Overview

Please return your Referral Agreement

To use our in-store VVOI service and access the requirad forms, simply compléte and retur the Referal Agrssment
that we emalled when you registered.Questions? Call 1300 364 543 or emall LandTitieVO|@auspost.com.au

VOI reports

‘Access all of your reports, anytime.

C 1

Do-it-yourself VOI

‘Conduct fast. simple and secure VOIS for clients at your office using our DIY tool.

Help & support

Contact us Learn more
Phone: 1300 364 543 (9am-Epm AEST, Monday~Friday) > VO reports
Email: LandTitleVOI@auspost.com.au > DIV VOI tool (7

Auspostcomau  Aboutus  Privacy Policy  Terms & Conditons  Acoessibilty

Access reports

Get startes

If you've also registered for Australia Post’s in-store VOI checks (by returning your completed Referral Agreement), an additional 'Your VOI

forms' tile will be available to generate VOI forms for your clients.

‘) Property VOI

Overview

VOI reports

Access all of your reports, anytime.

b Your VOI forms

Generate a reusable form with your business name and barcode for clients to use in store.

Pre-fill your client’s details on the form for them to use in store.

‘n Do-it-yourself VOI

Conduct fast, simple and secure VOls for clients at your office using our DIY ool

Help & support

Contact us Learn more
Phone: 1300 364 543 (9am—6pm AEST, Monday—Friday) > VOl reports (7
Email: LandTitleVOI@auspost.com.au > DIY VOI tool [

Auspostcomau  Aboutus  Privacy Policy  Terms & Conditions  Accessibility

Log out

Y

Access reports

Generate reusable form

Generate client-specific form

Get started

After a period of inactivity you'll be automatically logged out of the Property VOI Portal. Here are two more ways to log out:

1. Click 'Log out' located in the top-right corner of the page, then click 'Log out'.

2. Close your internet browser window.

We recommend that you log out from the Property VOI Portal at the end of each session.

Note: Keep in mind that if you exit the DIY VOI Tool without completing an in-progress VOI check, all personal information you've entered

will be lost.
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3 How to use the DIY VOI Tool

3.1 Perform a VOI Check
From the Property VOI Portal dashboard, click on the ‘Get started’ link on the ‘Do-it-yourself VOI’ tile.

') Property VOI Log out

Overview &

4 VOI reports Access reports
Access all of your reports, anytime.

“: b Your VOI forms

Generate a reusable form with your business name and barcode for clients to use in store. Generate reusable form

Pre-fill your client’'s details on the form for them to use in store Generate client-specific form

‘n Do-it-yourself VOI Get started
Conduct fast, simple and secure VOls for clients at your office using our DIY ool

Help & support

Contact us Learn more
Phone: 1300 364 543 (9am—6pm AEST, Monday—Friday) > VOl reports (7
Email: LandTitleVOI@auspost.com.au > DIY VOI tool CF'

Aboutus  Privacy Policy  Terms & Conditions  Accessibility

You will now be presented with the screen on which you're required to record your client’s personal information and provide confirmation
that you've obtained your client’s consent to capture their personal information.

1. Obtain your client’s consent to record and use their personal information for the purpose of the identity verification check.
2. Enter the client’s details into the relevant fields, as instructed on-screen.

Note that an Australian mobile phone number is required; it will be used to verify that the client is present — by requiring a code to
be entered in the following 'Mobile Verification' step of the DIY VOI process.

3. After entering the required client details, click the consent acknowledgement check box (confirming you've obtained your client’s
consent to record their personal information).
4.  Click the ‘Submit details’ button.
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Do It Yourself Verification Of identity for Property Transfers

Igentity Verifier to complete VOI check - $14.95 onc. G5T

| Select your stree! type.

Select your StateTernory

3.2 Mobile verification

After clicking ‘Submit details’ on the previous screen, a SMS containing a verification code will be sent to the client’s mobile phone number;

that code must be entered in order to proceed with the identity verification check.

Tue, 02/05/2017

668 242 is your Australia

Post verification code.
17:27

42 Enter message

Enter the 6-digit Australia Post verification code received by SMS and click 'Verify'.

Australia Post Do It Yourself VOI Tool for Property Transfers User Guide

Classification: for client use only

07



Do It Yourself Verification Of Identity for Property Transfers

© © o

1. Enter detalls 2. Mobile verificatior 3. Document capture 4. Pay

Mobile verification

We have sent an SMS to 0498 079 360.
Please enter the six digit code below

Pincode*
ey ’
Didn't receive the SMS? Resend

3.3 Document capture

You'll then be taken to the ‘Document capture’ screen, where you must select the appropriate document category — for the identity

documents presented by your client —in order to proceed with document sighting.

If you're unsure of the appropriate document categories, you can view the list of available document combinations by clicking on the 'View

categories and options' hyperlink (you may also refer to Section 7 of this User Guide).

Do It Yourself Verification Of Identity for Property Transfers

© © © °
1. Enter details 2. Mobile verification 3. Document capture 4. Pay

Select a category and provide relevant documents

Category 1: Two documents in total

« ONE of Australian passport or Forgign passport

« ONE of Australian driver licence, Proof of age card (issued by the Commonwealth, a

state or territory) or Photo card ( d by the Commonwealth, a state or territory)

1. Select the applicable document category from the Category drop-down list by clicking the list to view the available options.
2. Once a document category has been selected, the available identity documents will dynamically change to ensure only a valid

combination of acceptable documents are available for upload.

3. Repeat the following steps for each required document (to satisfy the requirements of the document category you selected

earlier/above):

a. Select the appropriate document type from the drop-down list.
b. Click the ‘Add’ button.
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Depending upon the device you're using for the identity verification check, you'll either be prompted to upload an existing image from local
storage or you'll be given the option to take a photo (using your mobile device).

Most document types — including PDF (maximum 10 pages), JPEG, BMP, GIF and PNG — are accepted.

ONE of Australian passport or Foreign passport

Select ID Type
Australian passport $
Add
AND ONE of Australian driver licence, Proof of age card (issued by the Commonweaith, a
state or territory) or Photo card (issued by the Commonwealth, a state or territory)
Select ID Type
Australian driver licence s

Add

The images you upload will be included in the VOI Report produced at the conclusion of the identity verification check, ensure all images are
clear and any text is legible.

Where applicable, you can upload images of additional supporting documentation such as a Client Authorisation form, any Land Registry
documents, a passport-style photo of the client or the client’s signature.

ADD where applicable: Additional supporting documentation (Optional)

o.g. Change of name linking documents, Client Authorisation Form, Supporting Land

Registry Forms, Passport style photo / images of Person Being Identified

Add (Optional)

Once you've sighted and uploaded all of the necessary verification of identity documents (to satisfy the category you selected at the start of
the ‘Document capture’ process), you must read the displayed attestation statement.

Australia Post Do It Yourself VOI Tool for Property Transfers User Guide 09

Classification: for client use only



Category 1 VOI submission

1 "John Smith", have conducted a verification of identity of Doug dj cdkessj' on 12 Apr 2017
n accordance with the VOI Standard* and hereby ceriify:

(a) the verification of identity of Doug dj cdkess]’ was conducted during a face-to-face in-
person interview;

(b) | am satisfied that there was a reasonable likeness of Doug dj cdkess' to the person
depicted in photographs contained in the presented identification documents;

(c) the presented identification documents were originals and satisfy one category of the
VOI Standard* minimum document requirements for verification of identity;

(d) all of the presented identification documents were current, except for (if applicable) an
expired Australian Passport which has not been cancelled and was current within the

preceding 2 years; and
() I have retained copies of all the presented identification documents.
* "VOI Standarg” means the Australian Registrars National Electronic Conveyancing

Councif's Verification of fdentity Standard, contained in the Model Participation Ruies
Version 3 (published September 2015 and available at www.amecc.gov.au

4. To complete the ‘Document capture’ process and proceed to payment, select the 'Submit' button.

By selecting 'Submit' you agree to the attestation statement — which will appear on the first page of the associated VOI Report.
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4 Pay

4.1 Enter payment details

You'll then be presented with the method-of-payment screen; payment must be made to complete the identity verification check and
produce a VOI Report for your client.

1. Enter your credit card details in the payment screen.
2. Click the ‘Pay’ button to authorise payment.

Do It Yourself Verification Of Identity for Property Transfers

9
&
=

O] © @

1. Input Details 2. Mobile Verification 3. Document Sighting 4. Payment

Secure payment

Card number

visa @0

Expiry date cvv (@)

Total to pay $14.95

el m

4.2 Successful payment

Upon successful payment, you'll be returned to the beginning and a confirmation message will be displayed.
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m Do It Yourself Verification Of Identity for Property Transfers

© o o o

1. Input Details 2. Mobile Verification 3. Document Sighting 4. Payment

@ Payment was successful. You'll receive an email when your VOI document
is ready to view.

Identity Verifier to complete

Reminder: Prior to the collection of your client's personal information, you should ensure
that the client ("Person Being Identified") is aware of the purpose for which their information
is being collected and that they have consented to its collection.

First name *
Middle name Surname *
Date of birth (DD/MM/YYYY)* Mobile phone number *

Number will be verified on the following screen

A payment confirmation email containing the tax invoice will be sent to your registered email address.

A second e-mail will be sent to your registered email address advising you when the VOI Report (for the DIY identity verification check you've
just completed) has been delivered to the VOI report repository.
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5 Viewing VOI Reports

5.1 How to view a VOI Report
To view VOI Reports (for identity verification checks completed by you):

e VOl reports are accessed from the Property VOI portal via the ‘Access reports’ link in the ‘VOI reports’ tile. This opens a new
window containing the VOI reports.

‘) Property VOI Log out

Overview &

A VOI reports Access reports
Access all of your reports, anytime.

‘: U Your VOI forms

Generate a reusable form with your business name and barcode for clients to use in store. Generate reusable form
Pre-fill your client’s details on the form for them to use in store. Generate client-specific form
‘" Do-it-yourself VoI Get started

Conduct fast, simple and secure VOIs for clients at your office using our DIY tool,

Help & support

Contact us Learn more
Phone: 1300 364 543 (Sam—Bpm AEST, Monday—Friday) > VOl reports C7

Email: LandTitleVOl@auspost.com.au > DIY VOl tool f

nau  Aboutus  PrivacyPolicy  Terms & Conditions  Accessibility

There are two ways in which to view a VOI report:

1. First option to viewing a VOI report:
e Click on a particular row within the VOI reports list (the row you’ve selected will be highlighted in grey).

‘) | Propertyvol Tost Org - 5%024 A Admin
Menu
VOl reports

B) vorreports ‘ Search by one or reference number Q|| () Dates v || O Status v

Doe Beth 0433000 333 02/06/2022 9897969501 Viewed

Yu Beth 0433000 333 02/06/2022 03049898982 Viewed

Le Hung 0433000 333 17/05/2022 03049898981 Viewed

Williamson Bernice 0408336 591 10/05/2022 44548204654 Viewed

Lakin Clovis 0487 657 605 10/05/2022 16596817560 Viewed

Bruen Micheal 0441266 977 10/05/2022 70576370101 ® Now

Carroll Mikayla 0462390 105 10/05/2022 95869666340 ® New

Hudson Isom 0410 049 613 10/05/2022 73094217314 Viewod

O'Keefe Grace 0407 469 865 10/05/2022 53726806156 Viewed

Runolfsson Wilton 0463 575 087 10/05/2022 85557267013 Viewed

Show more reports Showing 10 most recent reports B
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e VOl report will be displayed (PDF) in the same window.

‘) | PropertyVvol Notan Corp- 00081 v B James

-47d3-0311-6796 Safbddfe

VOI report details

ame () Australia Post

Phons number

oerzo00 333 Property VOI Report
oate

23/08/2022 Applicant details

Reference numbaer Reference number 9887969504
9697969504

Date of birth 01/01/1910

Phene number 0433 000333

Verification details

Verification date

09/09/2020

Lacation

ADELAIDE GPO POST SHOP
210 Franklin Street
ADELAIDE SA 5000

iemtraining001

Verified documents

Farms

* Verification of Identity (VOT) Form
+ Client Authorisation Form
* Land Registry Document

« ImmiCard
« Australian Driver's Licence or Learner's Permit

Identity Documents

e You may click on the ‘Back’ arrow to return back to the VOI reports page to view the VOI reports list.

2. Second option to viewing a VOI report:
e  Within a particular row, click on the ‘More’ button (...) where you will see drop down menu options of ‘View’ or ‘Download’.
(D | Provertyvor nmoy-Smi v & Advia v

Menu

VOl reports

B
2] voireports ‘ cenumber Q| (@ Dates v | O Status v

Doe Beth 0433 000 333 02/06/2022 9897969501 ® Viewed
Yu Beth 0433 000 333 02/06/2022 03049898982 Viewed
Le Hung 0433 000 333 17/05/2022 03049898981 Viewed
Williamson Bernice 0408 336 591 ® Viewed
Lekin Clovis 0487 657 605 10/05/2022 16596817560 ® Viewed
View
Bruen Micheal 0441266 977 10/05/2022 70576370101 ® New
Download
Carroll Mikayla 0462 390 105 10/05/2022 95869666340 ® New
Hudson Isom 0410 049 613 10/05/2022 73094217314 ® Viewed
O'Keefe Grace 0407 469 865 10/05/2022 53726806156 Viewed
Aunolfsson Wwilton 0463 575 087 10/05/2022 85557267013 Viewed
Show more reports Showing 10 most recent reports Export report list

e Click on ‘View'.
e VOl report will be displayed (PDF) in the same window.
e Scroll through the pages to view the information contained therein.
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6 Document categories

6.1

Do It Yourself Verification of Identity for Property Transfers

Document categories that a Person Being Identified is to present

The Person Being Identified (PBI) should produce two Category 1 documents in accordance with the VOI Standard**, if these have been issued.

Identification documents presented must contain matching personal information, be original and current (except for an expired Australian Passport which
has not been cancelled and was current within the preceding two years)

If the PBI cannot satisfy Category 1 requirements, they must produce documents from the next highest category possible.

Non Australlan citizen or
Australian citizen or resident resident
Category 1 Category 2 category 3 Category 4 (a) Category 4 (b) Category 6

ONE of the following
= Australian passport
= Foreign passport

ONE of the following
= Australian passport
= Foreign passport

ONE of the following

= Australian driver licence

« Proof of age card (issued by
tne Commonwealth, a state
ar territory)

« Photo card (issued by the
Commenwealth, a state or
territory)

ONE of the following
« Australian passport
+ Foreign passport

ONE of the following
= Australian passport
+ Foreign passport

+ Foreign passport

AND ONE of the following

+ Australian driver licence

= Proof of age card (issued by
the Commonwealth, a state
or territory)

= Photo card (issued by the
Commonwealth, a state or
territory)

AND (If required)

Change of Name*

= Marriage certificate

= Change of name certificate

AND ONE of the following
« Full birth certificate
= Citizenship certificate

AND ONE of the following
+ Full birth certificate
« Citizenship certificate

AND ONE of the following
* Medicare card

« Centrelink card

« DVA card

AND (If required)
Change of Name*
= Marriage certificate

= Change of name certificate

AND ONE of the following
* Medicare card

« Centrelink card

+ DVA card

AND (If required)
Change of Name*
= Marriage certificate

« Change of name certificate

AND ONE of the following
government issued licences
(with photo)

+ Australian boat licence

+ Australian firearms licence

» Private security licence

+ Australian WorkCover licence,

AND (If required)

Change of Name*

+ Marriage certificate

+ Change of name certificate

AND
« Full birth certificate

* Medicare card
« Centrelink card
« DVA card

AND (If required)
Change of Name*
» Marriage certificate

+ Change of name certificate

AND ONE of the fallowing

AND ONE of the following
(@) « Australian / foreign
driver licence
+ Proof of age card
(issued by the
Commonwealth, a
state or territory)
» Photo card (issued by
the Commonwsalth,
a state or territory)
OR

(b) « Full birth certificate

AND ONE
of the following
+ Medicare card
« Centralink card
+ DVA card
« Foreign government
issued identity
document
AND (If required)
Change of Name*
+ Marriage certificate
+ Change of name certificate

* Must be issued by the Registry Birth, Deaths and Marriages. Documents issued by a celebrant are not acceptable.

**"YOI Standard” means the Australian Registrars National Electronic Conveyancing Council’s Verification of Identity Standard, contained in the Model
Participation Rules Version 4 (published May 2017 and available at www.arnecc.gov.au)
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