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1 Introduction

This user guide refers to the processes for Users (Users) including Conveyancers, Lawyers and Mortgagees (CLM), to log into the Property
VOI Portal, to locate, 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

1.2 Property VOI Portal

1.2.1 What is Property VOI Portal?

The Property VOI Portal is a web-based office automation management solution that allows you or an organisation, to access, manage, and
distribute VOI reports.

VOI reports are stored in Property VOI Portal in Portable Document File (PDF) format and can be accessed through the Web Viewer
(default).

1.3 System Requirements

When using Property VOI Portal, your PC does not need to have any special software loaded onto the PC. Below are the system
requirements that will allow Property VOI Portal to operate at an optimal level.

Minimum Screen Resolution:
®  The minimum supported screen resolution is 1024 x 960 pixels.

Supported Desktop Internet Browsers:
e  Microsoft Edge (current version)
e  FireFox (current version)
®  Google Chrome (current version)
e  Safari (current version)

Supported Mobile Internet Browsers:

e  Mobile Safari (i0S) (current version)
e  Chrome for Android (current version)

Australia Post Property VOI Portal for Property Transfers User Guide
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2 Register for an account

2.1 Getting started

You’ll need to register for the updated portal before you can access your Property VOI Portal. We've sent a registration email to your inbox.

Look for an email with the subject line ‘You’re invited to use Merchant Portal’.

The portal has been moved into an existing Australia Post system (Merchant Portal) to enhance security. You will notice references to
Merchant Portal in the registration process and future admin tasks.

2.2 Account registration

1. Select ‘Accept invitation’ button from the ‘You’re invited to use Merchant Portal’ email. You'll be taken to the Create a MyPost
account page.

') Australia Post

You're invited to use
Merchant Portal

Hi Scott

has invited you to the following applications on behaif
of Sterfing Property

« Property VOI

It's quick and easy to get started. Simply accept the
invitation and create an account

Kind regards.

The Australia Post team

Accept invitation
S — —————

2. Enter your Email address (note: this email will become your log in details for Property VOI Portal).

Create a MyPost account

¥—1:}

? Help & support

Australia Post Property VOI Portal for Property Transfers User Guide
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3. Enterin a password (note: this email will become your log in details for Property VOI Portal).

Choose a password

? Help & support

4. Enter in a Given name/s and Surname for the account.

? Help & support

5. Read the Terms and Conditions, tick the box to accept and select Submit.

‘) Accept MyPost account
terms & conditions

0020 ? Help & support

6. That’sit! You have successfully registered an account with Australia Post, and now you will get another email shortly from
Merchant Portal to complete the Access Setup process.

Australia Post Property VOI Portal for Property Transfers User Guide
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Please note: next time you wish to log into Property VOI Portal, use the email address and password selected during the
registration process.

7. Select ‘Access Merchant Portal’ button from the ‘Merchant Portal application access’ email. You’ll be taken to the Merchant Portal

page.

‘) Australia Post

Merchant Portal
application access

Hi Scott

You've been given access to the following
applications on behalf of Sterling Property

+ Property VOI

Kind regards.

The Australia Post team

Access Merchant Portal
e ——————

8. The Merchant Portal will open in a new window. Read the Terms and Conditions, tick the box to accept and select Continue.

Terms and Conditions

9. You’ve now successfully registered! Select Launch app on the Property VOI tile to access the Portal.

[B] Merchant Portal

Hi Scott, welcome to Merchant Portal

Property VOI

=

Australia Post Property VOI Portal for Property Transfers User Guide
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10. You will land on Property VOI Portal on the Overview page, where you're able to navigate to access your VOI reports or to generate
the relevant VOI form.

‘ i VO reports Access reoorts

‘ ’ Your VOI forms

P —— Genemie musobie fom

o R o 51 B o 7 5 154 ) B Gansrata Client:soesific fom

rself VOI

Australia Post Property VOI Portal for Property Transfers User Guide 08
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3 Administrator User guide

3.1 Access levels

As an Administrator, you have the ability to manage your organisation, including creating new roles, editing existing roles, and deactivating
existing roles to your account.

Each user within Property VOI Portal is assigned an access level. There are two different levels:

1. Administrator user — create, edit and deactivate team members, full portal access to search, view and download VOI reports, user
account management such as resetting passwords, editing personal information, or managing marketing preferences

2. Regular user —full portal access to search, view and download VOI reports, user account management such as resetting passwords,
editing personal information, or managing marketing preferences.

3.2 Creating new or managing existing users
Once you have successfully logged in, you will need to create new users to be part of your organisation. You may do so by:

1.  Click on your organisation name on the Header to display a list of user options.
2. Click ‘Manage users’ in the displayed menu to open the Merchant Portal application (in a new tab).

Note: you will only see ‘Manage users’ menu option if you are assigned with an ADMINISTRATOR role-based access.

‘) | PropertyVoI

Eureka Corveyancing ~ & Jessica

Australia Post Property VOI Portal for Property Transfers User Guide 09
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3. Anew tab will open with Merchant Portal — this is the system used to manage your organisation’s users

registered with a valid myPost account will be able to be assigned to an organisation.

Set up anew user

[ teerctuant Parts
Hi Alex. Welcome to Merchant Portal

®

Access Management

Q@ -5

(1) (2)

User detaiks

part Porta Parcel Send

N =T
User accoss management
[ ]
- *l[#

Appicatians and roles

5 Atcees Wansgemert

~ Busnais Sugpan Fomal

5 Parcal Sed

(4)

Summary

e swm

Besinass Suppon Poral

.m. A

¥ou'rs invitad to usa
Merchant Pertal

—/ oS

Set up a new user User details

Give access to staff in your
organisation by launching
the Access Management
app.

Next seect

Enter the following
mandatory details for the
new user:

* Given name
* Surname
+ Email address

Please note: always run a search to see if
the user exists before creating a new user.

Application access

Select the| > icononthe
appl(s) that you're giving
access for.

@ Eral aatess nas aveady been imseres

Australia Post Property VOI Portal for Property Transfers User Guide
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User’s ‘role’

Choose the level of access
for the user by clickingan
option under Select group.

User - standard access to one or

more accounts for the
organisation

Admin - the "administrator for
your business, responsible for
mManaging User access to one or

more accounts for the
organisation

(@)

Billing account(s)

Add a billing account by
selecting the switch
sothat it appears as @)

Note: given you will either
be invoiced separately
{outside of this system) or
payment is taken at the
Aus Post gutlet, this
should be switched "off'

Classification: for client use only

Invite user

Send an invitation to the
new user. They'll need to
check their email and click
Accept invitation.

The invitstion will time out after
Sdays i it's not scoepted.

. Note: Only users
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3.3 Modify user access

If a User’s details has changed and you’d like to update their details, you may do so by selecting the user and ‘editing’ the user’s details, such

as their user access.

[ rercrant portal

aian wata

[TTery ..

Aivin Aedor Moyl cu

Modify useraccess

(2)

Applications and roles

» Accest Mansgernent

o + Business Support Portal

At Anagreie

2accouts sekeced

i Coporton TE5431

@D eran

1z34m57Ee

» Parcel Send

Aeesunt No.

° summary
 ack to archant Pl
User access management R Detais

Jane Smith

jane smihg@email com

MLID Suburb St

am

Permissians,

Business Support Poral

WELBIURNE

@
Locate the user

Launch the Access Management app
and locate the user youwish to

maodify.

Search for the user in the list, or use the
search bar near the top of the page.

2

Select the ‘edit’ button

Once the user is located, select the

buttan | # | against the user's details.

This will jump into the ‘Applications and
roles’ page.

Australia Post Property VOI Portal for Property Transfers User Guide
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Adjust user’s access

° Select the = icon on the app(s)
that you're modifying the
access for.

e Adjust the level of access for
the user.

e If required, select or deselect
billing accounts.

Save changes

Click the IS button to
save any changes made to the user's
profile.
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3.4 Deactivate a user

If a User has left your organisation or on extended leave, you may wish to deactivate their access. Below is a guide on how to deactivate an
existing user in your organisation.

De-activate a user

Merchant Portal ’
[B Merchant Porta Deactivate user

« Back to Merchant Partal

Trevor Gresham will no longer have access to any applications
User access munugement

@ °
SERICN 107 BIWEN AAME. SUITHIME Cf emall BRIrEss. Cancel Deactivate o

+ New usar
Name: Staus - Dedactivate user
Travor Gresham reunzmscos@ysmar com perwes ® Gusiness Suppor o @ =7
Trevor Gresham has been deactivated. 1 application deprovisioned
Trevor Hollows: reVbam1001 @yop Actve L s
Trevor Hollows. trevbam 1002 dyopmai com Aciive @ Business Suppor Porial L s oK °

® ©, ® (@) >

Locate the user Select ‘De-activate’ Confirm User is de-activated

Launch the Access Management app Once the user s located, select the Glick the IS button Click the [ button to return
and locate the user you wish to button s against the user’s details. to confirm that you want to back to the Access Management
modify. de-activate the user. screen.

Search for the user in the list, or use the
search bar near the top of the page.

Australia Post Property VOI Portal for Property Transfers User Guide
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3.5 Reactivate a user

If a User has arrived back from extended leave or you may have accidentally deactivated the user, you can reactivate that user’s access.
Below is a guide on how to reactivate an existing user who used to work at your organisation.

Re-activate a user

+ Back to Merchant Portal

User access management Reactivate user
@Q Trevor (] Trevor Gresham has besn reactivated

Search for given name, sumame of emall address Search for given NAMe, SUMAMe of emall S6aress.

Fliters ~ Filters ~

+ New user
Name Email Status
Trevor Gresham {revbam1003@yopmail.com Inactive @ o
Trevor Hollows trevbam1001 @yopmail.com Active @ Business Support Fortal N v
Trevor Hollows trevbam1002@yopmail com Active @ Business Support Fortal " P
® ® ® @verroeerneernee >
Show inactive users Locate the user Re-activate user User is re-activated
All inactive users are hidden by Locate the inactive user you wish to Click the |@ button for the user you Click the [IIIEN button to return
default. re-activate by typing their name in wish to re-activate. back to the Access Management
the search bar. screen.

Click riers v then select the show
deactivated users check box

Australia Post Property VOI Portal for Property Transfers User Guide
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3.6

Set up another Admin user

You may wish to set up another Admin user within your organisation. This is easily done with the following steps:

Please note: There is a maximum of 3 Admin users permitted at one organisation.

Set up another
Admin user

[F] wercnant Porta

+ Bask 52 Mershant Fartal

User access management

wan wetn e
wax Apagnan [ s agre g o
i Rscior arcurityepmai com

Prpr—

(2)

®

Applications and roles

o ~ Access Management

Slect group

m

Allaws creating and adibng us
dachvaling actvating users for ihe arganztion

> Business Support Portal

» Parcel Send

(3)

fior all Merchant Portal appications within the arganiation

Summary

Detais
Jane Smith
jane smiEhgemail com

Permissions,
Business Support Paral

®

Locate the user

Launch the Access Management
app and locate the user you wish to
make a Customer Admin.

If the user doesn’t exist in the list, follow
the steps for Set up a new user.

\Z/

Select the ‘edit’ button

Once the user is located, select the
butt # | against the user's details.

This will jump inte the ‘Applications and
roles’ page.

Australia Post Property VOI Portal for Property Transfers User Guide
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Adjust user’s access

o Select the > icon next to
Access Management

o Select Super Admin.

Save changes

Click the [IIEZE20N button to
save any changes made to the user's
profile.



4 General User guide

4.1 Login Instructions

To log into the Property VOI Portal, you’ll need to have the URL (internet address) for accessing the site:
https://auspost.com.au/propertyvoi/login

1. Enter your Email address and Password.
2. Click the ‘Log in” button.

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

Email address

Password

Forgot password?

ount? Sign up for MyPost

12. You'll then be presented with the Property VOI Overview page.

) Propertyvor

Overview

Please return your Referral Agreement

To USe oLr In-5tore VOI sarvice and access the required forms, simply compiets and retur the Referral Agresmant
that we emailed when you registered Questions? Call 1300 364 543 or small LandTitieV OI@Buspost.com au

i VOI reports Access reports
Acoess all of your reports, anylime.

‘n Do-it-yourself VOI Get started

Ganduct fast, simpie and secure VOls for clients at your ofice using our DIY tool,

Help & support

Contact us. Learn more

Phone: 1300 364 543 (9am-6pm AEST, Monday-Friday) » VoI reports (7
Emall LandTitleVOI@auspost.com.au » DI¥ VO tool O

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.

Australia Post Property VOI Portal for Property Transfers User Guide
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https://auspost.com.au/propertyvoi/login

') Property VOI

Overview

4 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.

‘" Do-it-yourself VOI

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

Help & support

Log out

re

Access reports

Generate reusable form

Generate client-specific form

Get started

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

Auspostcomau  Aboutus  Privacy Policy  Terms & Conditions  Accessibility

4.2 Logout Instructions

After a period of session inactivity, Users are automatically logged out of the Property VOI Portal. However it is recommended that you
manually log out at the end of each session. Click on ‘Log out’ from the top right corner of the page, then click ‘Log out’ from the drop down
menu.

') Property VOI Log out

Overview [y

4 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 reuscble 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 VOl for clients at your office using our DIY tool

Help & support

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

Auspostcomau  Aboutus  Privacy Policy  Terms. & Conditions

4.3 Notifications

Australia Post will occasionally provide you with notifications on changes to our service or any potential upcoming service outages. These will
appear in the top right hand corner with the bell icon under ‘Log out’.

Australia Post Property VOI Portal for Property Transfers User Guide 16
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') Property VOI Log out

Overview &

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

q 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

Gonduct fast, simple and secure VOIs for clients at your ofice using our DIY tool

Help & support

Contact us Learn more
Phone: 1300 364 543 (9am-6pm AEST, Monday—Friday) > Vol reports (7
Email: LandTitleVOI@auspost.com.au 5 DIY VOI tool CF'

Aboutus  Privacy

Click on the bell icon to see any available notifications. To exit notifications, click on the ‘x’ in the top right hand corner or click elsewhere on
the screen.

Notifications

X
o Changes to Property VOI services
Our new partal makes it easier to use our services
Find out more
X

client form update - ImmiCard now
accepted

From 22 August, we'll be accepting two types of
mmiCard s proof of identity at participating Post
Offices. We've updated the client form to reflect this, so
make sure you download the new form to give to your
clients.

Find out more

Some notifications can be permanently dismissed by clicking on the ‘x’ for that notification. Others will remain for a specific period of time.

Australia Post Property VOI Portal for Property Transfers User Guide 17
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Notifications

o Changes to Property VOI services

Our new portal makes it easier to use our services

Find out more

Client form update = Immicard now @
accepted

From 22 August, we'll be accepting two types of

mmiCard as proof of identity at participating Post
Offices. We've updated the client form to reflect this, so
make sure you download the new form to give to your
clients.

Find out more

4.4 Updating your User account password
We recommend you change your password upon first login and on a regular basis. To change your default password:

1. Access the Property VOI Overview page.
2. Click on the ‘Access reports’ button next to the VOI reports tile.

‘) Property VOI Log out

Overview &

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

d_ u Your VOI forms

Generate a reusable form with your business name and barcode for clients to use in store. Generate reusable form
Pre-fil 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 VOl for clients at your office using our DIY tool.

Help & support

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

Aboutus Py

A new window will then open with the Property VOI Portal, and your username will appear in the Header, in the top right hand corner.

Australia Post Property VOI Portal for Property Transfers User Guide 18
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‘) | Property Vot

Menu

VOl reports
B) voireports Search by name, phone of reference number  Q, | (] Dates v | O Stats v
Nienow Francis 0418438 393 07/06/2022 4345357800 Viewed
Little Iwy 0468 278 130 07/06/2022 8995236978 Viewed
Grant Libby 0453 442801 07/06/2022 148071821 Viewed
Wiegand Faustino 0474 929 356 06/06/2022 6461872247 Viewed
Boehm Chyna 0432 946 186 03/06/2022 8624948454 Viewed
Fay Josefa 0406 265118 03/06/2022 1345209109 Viewed
Kautzer Stella 0405 161 386 03/06/2022 4434819666 Viewed
Mclaughlin Clark 0485 774 677 03/06/2022 3TBET3I61T Viewed
Wisaky Brandi 0480 535 263 03/06/2022 9905872813 Viewed
Pouros Jana 0438 13707 01/06/2022 1906971120 Viewed
Show mare reparts Showing 10 mostrecent raports Export report st

e  Click on your username (‘Person’ icon) on the Header to display a list of user options.
e  C(lick ‘Account settings’ in the displayed menu to open the MyPost Account Management (in a new tab).

Du
Login details

d password

Preferences

ur login detas. el 350 use Ep—— s
adoress 1o get  touc v
harley.quin@gothamaity.com

Select the ‘Login details’ menu option.

Under Password, select ‘Edit’.

Type the current password in the Current Password field.
Type the new password in the New Password field.

Click ‘Save’.

Note: MyPost’s password criteria is as follows:
e 8-20 characters long
e Atleast one upper-case letter
e At least one lower-case letter
e Include one number

Australia Post Property VOI Portal for Property Transfers User Guide
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E‘ Login details

Email and password

Preferences.

harley.quin@gothamdity.com

Your new password will take effect immediately and will be required upon next login to the Property VOI portal.

4.5 Updating your User account information

While within the Property VOI Portal, other User account information may be updated.

1. Click on your username (‘Person’ icon) on the Header to display a list of user options.
2. Click ‘Account settings’ in the displayed menu to open the MyPost Account Management (in a new tab).
3. Click on the ‘Personal’ tab from the left hand menu.

Login details B
| Personal AP 021113091
| Persona

Preferences

Given namels) (2 Eat
Harley
Quin
Dt of b
11/03/1992

B

frofemeaname (D

Harlequin

Resdental ackress

[&

61oker St. Gotharm City

Postal asoress aan

Lanaing a0

The following may be updated from the ‘Personal’ menu option, such as:

e Email address (see note below)

e Address
e Phone

e Fax

o Website

Click the ‘Save’ button to save any changes made.

Note: changing the email address will change your email address used to log into Property VOI Portal. Changing the email
address changes where the email notifications with each completed VOI report are sent.

Australia Post Property VOI Portal for Property Transfers User Guide
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4.6 Updating Preferences

A number of preferences can be updated from the ‘Preferences’ menu option. Although this functionality is available, the default settings
have been configured.

Login details

H Preferences
Personal
‘ | Preferences

’ Delivery notifications

Delivery preferences

The following can be updated from the ‘Preferences’ menu option, such as:

e Delivery notification preferences — choose which delivery notifications you prefer such as email, app or SMS and when you’d like to
be notified

e Marketing notification preferences — receive the latest updates, promotions and news from Australia Post

e Delivery preferences — certain parcels need a signature

Click the ‘Save’ button to save any changes made.

Australia Post Property VOI Portal for Property Transfers User Guide 21
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5 Generating VOI forms

There are two versions of the VOI form to use, depending on your preference.

e Reusable VOI form (version V5.10) — Pre-populated with your company name and unique barcode, this form can be printed as
needed for clients to complete manually.

e  (Client-specific VOI form (version V5.10) — Also pre-populated with your company name and barcode, this form allows you to prefill
individual clients' details.

Both are accessible from within the Property VOI Portal.

5.1 Reusable VOI form

The Reusable VOI form is prepopulated with your company name and unique barcode. This form can be printed as needed for clients to
complete manually.

This form can be accessed by clicking the ‘Generate reusable form’ link in the ‘Your VOI forms’ tile.

‘) Property VOI Log out

x 5
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.

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

AN Do-it-yourself voI Get started

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

Help & support

Contact us Learn more

Phone: 1300 364 543 (9am—6pm AEST, Monday—Friday) > VOl reports (7
Email: LandTilleVOI@auspost.com.au > DIY VOl tool 7

Auspostcomau  Aboutus  Privacy Policy  Terms & Conditions  Acc

Your Company name, as provided to Australia Post, is listed on the form. If this is incorrect, contact Australia Post to have the changes made
(see section 1.1.1).

You also have the ability to display a custom name e.g. a Trading Name, if clients know you by a name different to that registered. This will
appear on the second line of the form.

Australia Post Property VOI Portal for Property Transfers User Guide 22
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‘J Property VOI

Reusable VOI form

€ Back to previous page

Generate your form

Your clients will need to complete this form prior to going in store for verification
of identity. It features your company/business name, custom name (optional) and
unique barcode.

T/A Test Conveyancing

Generate form

Help & support

Contact us Learn more
Phone: 1300 364 543 (Sam-6pm AEST, Monday-Friday) > VOl reports (I

Email: LandTitleVOi@auspost.com.au > DIY VOI tool O

Auspostcomau Al Privacy Policy  Terms & Condiions  Accessibilty

Click “Generate form” to generate the pdf form.

5.2 Client-specific VOI form

Also pre-populated with your company name and unique barcode, this form allows you to prefill individual client’s details.

This form can be accessed by clicking the ‘Generate client-specific form’ link in the ‘Your VOI forms’ tile.

') Property VOI Log out

Overview 'S

4 VOl 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
‘H Do-it-yourself VOI Get started

Gonduct fast, simple and secure VOIs for clients at your ofice using our DIY tool

Help & support

Contact us Learn more
Phone: 1300 364 543 (9am-Gpm AEST, Monday—Friday) > Vol reports O
Email: LandTitleVOI@auspost com au > DIY VOl tool (7

Auspostcomau  Aboutus  Privacy Policy  Terms & Conditions  Accessibility

A separate window will then open and you will be presented with a screen with which you can create a form specific to each client.
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Ensure that you have your client’s consent to the collection of their information and that they are aware of the purpose the information is

being obtained for.

LF]

Froperty ¥

Client-specific VOI form

& BOCH 0 DIwAG a0

Generate a client-specific form

Detaits of applicant

Trit inwmara

W13 LT b

| |llmtmﬂruﬂw'f

IS GAEY N LN

Current residential address

Addane

Property details - of property being Yransacted (il

applicable)

e O

Your Company name, as provided to Australia Post, is listed on the form. If this is incorrect, contact Australia Post to have the changes made

(see section 1.1.1).
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You also have the ability to display a custom name e.g. a Trading Name, if clients know you by a name different to that registered. This will
appear on the second line of the form.

1. Enter the details of your client and the details of the property being transacted (optional).

2. Click the ‘Generate form’ button.

3. The VOI form, populated with your company details and the client’s details, is generated as a PDF, ready to be provided to the
Client.
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6 DIYVOItool

6.1 Whatis the DIY VOI tool?

Australia Post allows you to perform your own VOI checks for clients in the comfort of your office or at their preferred location. You can
securely capture the identity documentation for your client, with no need to rely on your own storage.

6.2 Using the DIY VOI tool
From the Property VOI Portal dashboard, click on the ‘Get started’ link on the ‘Do-it-yourself VOI' tile:

') Property VOI Log out

Overview [y

4 VOl 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 VOl for clients at your office using our DIY tool,

Help & support

Contact us Learn more
Phone: 1300 364 543 (9am-8pm AEST, Monday—Friday) > Vol reports C7
Email: LandTitleVOI@auspost.com.au > DIY VOl tool 7

Aboutus  Privacy Policy  Terms & Condifions  Acc

This opens a new window within the Property VOI Portal.

For more detailed instructions on how to use the DIY VOI tool, please refer to the Do It Yourself VOI Tool for Property Transfers User Guide,
available via the ‘DIY VOI tool” hyperlink in the footer of the Property VOI Portal.
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Do It Yourself Verification Of icentity for Property Transfers Lo

e ° ° o

1 Erter dete 2 Watwe venfotan 3 Docywent tohre . Poy

Identity Verifier to complete VOI check - $14.95 orc. G5T)

Raminder. Prioe 10 the cofection of & Cusions s persanda inrmaton. you should ehsere
thant e Cuntormes s awacn of B purpone lor which thay wikrmaton i berg Colected and
Ihal Py Nares consanten te ity coinction

Fest apme ®
Maom name Sumame*
Lnit eurser Eroat numbar
Sroet name* Sroet type
lmmmm g]
Saburb®
Sule® Posteode®
Vu-u,wm.. [}
Daste of tarh (DOMWYYYY)* Mot phone rumber®
s e Te Rt 38 T SR AT
Address of property being tansacied *

- | contern 1\t o CUPOME PAS (rovded haw CONMENE 1O Tw (OBCoN and use of
(e i Acmmation sl st wwiedged et enciused Privecy Notoe

Your personal information i beng cagiured to llll an Inporson Identty check Sy your
CONeyRncec lawyn! Of MOMgaee WINOUt this IMOMASON. Thry wousd Do Lnatie verty
your dertity in accodance a appleable standards The pervonad sdormation you
dnciose wil be subject 10 e privacy policies or pracices of your conveyancor, Mnyers of
rortzagee and may Do shared wih cortan thed portes mrtactad 15 avmat them = he
provinion of Tew venBicaton of deolity secrces. Arry dersonal Yormalion shared with and
O malntuned by Australa Postas & resct of uso of the In-house VOI Saluton sill be
handied n sccosdarce with the Ausirata Post Geoup Prisacy Policy which cuthnes how 1o
PCCONE WU COTOCT YOUr PASONA RIOEMAton OF Make A PTVACY Tssled complant For

mone iNfermabon plate vist wwe SO0 SO mapEvacy
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7 VOI Reports

7.1 Whatis a VOI Report

A VOI Report is a PDF document that is generated following evidence captured during a VOI check performed by:

1. Australia Post over the counter at a participating post office; or
2. You using the Do It Yourself Verification of Identity (VOI) Tool

7.2 VOI Reports With Comments generated from VOI checks conducted by Australia Post
In exceptional circumstances Australia Post may add comments for your consideration that appear:

e on the first page of a VOI Report in the Australia Post use only section on your form, or
e on the first page of a VOI Report generated from an Australia Post ID Check express service post office .

Where comments appear in a VOI Report, you should consider taking further steps necessary to constitute reasonable steps to verify the
identity of the person being identified. VOI Reports containing comments are highlighted on the first page (i.e. Cover page) of the VOI Report
in red.

7.3 VOI Reports generated from VOI checks conducted using the Do It Yourself VOI Tool

VOI Reports generated from a VOI check performed by You using the VOI Tool can be identified by a Reference ID commencing with “DIY”.
This Reference ID appears in the bottom right hand side footer of a VOI Report.

Additionally, the Unique Reference Number searchable field in Property VOI Portal will commence with “42” for that record.

VOI Reports of this type can be listed by performing a Unique Reference Number search commencing with “42” (refer to Section 6 Viewing
and Searching for VOI Reports for more information).
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8 Viewing and Searching for VOI Reports

8.1 Accessing the VOI report repository

VOI reports are accessed from the Property VOI Portal via the ‘Access reports’ link in the ‘VOI reports’ tile.

‘) Property VOI

Overview

4 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.

‘" Do-it-yourself VOI

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

Help & support

Contact us Learn mere
Phone: 1300 364 543 (9am-Gpm AEST, Monday—Friday) > VOl reports C7
Email: LandTitleVOI@auspost.com.au » DIY VoI tool

Auspostcomau  Aboutus  Privacy Policy  Terms & Conditions  Accessibility

This opens a new window containing the Property VOI Portal.

8.2 Performing a Search

You may key in any of the 3 search criteria in the input field, such as:

. Name

e  Phone number
. Reference number

Log out

&~

Access reports

Generate reusable form

Generate client-specific form

Get started

Enter the applicant’s Given name/s or Surname, Phone Number, or Reference number and click the ‘Magnifier’/ Search button to produce a

list of search results which will appear in the Reports list / table below.

Please note: Searches of partial Name, Phone number or Reference number can also be performed to produce match hits. The resulting

partial matches are displayed. There is only a minimum of 1 character or letter required in the input field.

Alternatively, you may search on the Date criteria:

e  Click on ‘Dates’ to enable a pop up
e Keyina ‘From date’ and a ‘To date’
e Select ‘Apply’

Australia Post Property VOI Portal for Property Transfers User Guide
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VOl reports

‘ Search by name, phone or reference number Q ‘ O status v

From date To date

‘ dd/mm/yyyy ‘—)‘ dd/mm/yyyy ‘

Cancel Apply

re are no VOI reports

Alternatively, you may search on the Status criteria:

e  C(lick on ‘Status’ to enable a pop up
e  Select from the drop down options such as: ‘New’ or ‘Viewed’

o Note: default selection will be ‘Any status’ which includes all statuses. The status you have selected will have a ‘tick’ next to it.

‘) | Property VOI

Menu

VOl reports

VOI reports ( ]
’@ P ‘ Search by name, phone or reference number Q Dates v

Any status L4

Mew

Viewed

If you would like to make any changes to the search criteria that you’ve already selected thus far, there is the option to ‘Reset’. By clicking on

‘Reset’, the previous search criteria entered will be cleared, and you will start afresh with no search criteria selected. Note: the ‘Reset’

hyperlink will only appear once you have entered a minimum of 1 character in the input field, have entered a valid date, or selected a status.

‘) | Property VOI

Menu

VOl reports

VOI reports
’@ - ‘[ SmitH B Dates v O status v
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8.3 View a VOI Report
There are two ways in which to view a VOI report.
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

Menu

VOl reports

2] Vol reports

‘ Search by name, phone or referenca number Q. || @ Datss 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 10/05/2022 44548204654 Viewed
Lakin Clovis 0487 657 605 10/05/2022 16596817560 Viewed
Bruen Micheal 0441266 977 10/05/2022 70576370101 ® New

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

‘Show more reports Shawing 10 most recent reports [ Eportroportist

e VOl report will be displayed (PDF) in the same window.

‘) | Propertyvol TestOrg-5K24 v & Admin v

VOl report details

i ') Australia Post
Phone number
0487 657 605 property VOI Report
Date
10/05/2022
Applicant details
e Name Clovis Lakin

Date of birth 23/06/1966
Phone number 0487 657 605

Verification details

Verification date 04/05/2022
Location

Mertz - Hoppe
60491 Fidel Street
MELBOURNE VIC 3000

Verifier Jonathon Wuckert
Reference number 16596817560

Verified documents

Forms « LUV NRP VOI Form
+ Land Registry Transaction (LRT)

Identity Documents + Foreign Passport
« Australian Birth Certificate

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

Menu

VOl reports

3] vol (
2] volreports | search by name, phone or referencenumber @ || &1 Dats v || © status
» "
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
Lakin Clovis 0487 657 605 10/05/2022 16596817560 Viewed
View
Bruen Micheal 0441266 977 10/05/2022 70576370101 ® New
Download
Carroll Mikayla 0462390105 10/05/2022 95869666340 ® New
Hudson Isom 0410049 613 10/05/2022 73094217314 Viewed
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 Export report list

e Click on ‘View'.
e VOl report will be displayed (PDF) in the same window.

Scroll through the pages to view the information contained therein.
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9 Downloading and Printing VOI Reports

9.1 Download / Save VOI Report as a PDF

There are two ways in which you may download or save the VOI report as a PDF file.
First option of downloading a VOI report:

e  Click on a particular row within the VOI reports list.
e VOl report will be displayed (PDF).
e  Click on the ‘Download’ icon.

Eureka Comveyancing & Jessica v

') | Property Vol

& oacx

= 237145890

VOI report details

Name
Citizen, Jane

Phone number
0476733 234

Date
12/12/2021

‘) Australia Post

Property VOI Report

Applicant details

Name Ms Jane Citizen

Date of birth

07/06/1989

Reference number

2371456901 Phone number 0476 733 234

Verification details

Verification date 12/12/2021

Location Richmond Post Shap
Shop 1/335-341 Bridge Rd
Richmond VIC 3121

Verifier dohn Gmith - Postal Officer

Reference number 2371458901

Verified documents

« Client Authorisation Form
« Land Title Verification of Identity Form

Forms

Identity documents  + Passport

+ DriverLicence.

Verifier comments

Applicant's hair colour is different to hair colour on 1D documents

Reference number: 2371458901 Page ol &

e Choose which folder you would like to save the VOI report

@ savehs X

« “ 4 M > OneDrive - Australia Post > Deskiop v o £ Search Desktop

Organize v New folder == (7]
Documents Q

b Music

Name Status Date medificd Type E

T Office 265 Internet Shortcut

OneDrive - Aust
T videos

~ @ OneDrive - Austra
5 [ Desktop
% Documents
& Pictures
Recordings

UEV
% This PC

¥ Network v < >

File name: | 5cd3d03e-bc8-4441-91a7-20810e6ecdbs.pdf ~

Save as type: | Adobe Acrobat Document (*pdlf) v

Save

A Hide Folders Cancel

Australia Post Property VOI Portal for Property Transfers User Guide

Classification: for client use only



Second option of downloading a VOI report:

e Within a particular row, click on the ‘More’ button (...) where you will see drop down menu options of ‘View

e Click on ‘Download’.

Q| e oates

€D | Povertyvar
Menu
VOl reports

2] Vol reports ‘ B S s
Doe Beth
Yu Beth
Le Hung
Williamson Bernice
Lakin Clovis
Bruen Micheal
Carroll Mikayla
Hudson Isom
O'Keefe Grace
Runolfsson Wilton

Show more reports.

O status

0433000 333

0433000333

0433000333

0408 336 591

0487 657 605

0441266 977

0462390 105

0410 049 613

0407 469 865

0463 575 087

02/06/2022

02/06/2022

17/05/2022

10/05/2022

10/05/2022

10/05/2022

10/05/2022

10/05/2022

10/05/2022

10/05/2022

‘Showing 10 most

9897969501

03049898982

03049898981

44548204654

16596817560

70576370101

95869666340

73094217314

53726806156

85557267013

® Viewod

® Viewed

o Viewed

® Viewed

® Viewed

® New

® New

o Viewed

® Viewod

» Viewed

TestOng 51024

View

Download

& #dmin v

[ ewotmoporist |

,

or ‘Download’.

e You will see the Download dialog box on the bottom left of screen (automatically saved to your Downloads folder).

) Property VOI
Menu
VOl reports
-
) Vol report '
il ‘ h by name, phone or re nce number Q
Doe Beth
Yu Beth
Le Hung
Williamson Bernice
Lakin Clovis
Bruen Micheal
Carroll Mikayls
Hudson Isom
O'Kesle Grace
Runolfsson Wilton

£ Dates

O Status

0433000 333

0433000 333

0433000 333

0408 336 591

0487 657 605

0441266 977

0462390105

0410 049 613

0407 469 865

0463 575 087

02/06/2022

02/06/2022

17/05/2022

10/05/2022

10/05/2022

10/05/2022

10/05/2022

10/05/2022

10/05/2022

10/05/2022
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® Viewed

® Viewed

o Viewed

® Viewed

® Viewed

® New

® New

o Viewed

® Viewed

o Viewed

TastOrg - 5024 v
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9.2 Printing VOI reports

Click on the report. A menu should appear at the top of the page.

‘) | Property Vol Eweka Conveyancing 3 essica ~

= 2371458901 _CitizenJ pdf

VOI report details

‘) Australia Post

Name

Citizen, Jane

Phone number Property VOI Report

0476733 234

1.  Click Print icon from the menu within the PDF document.
The Print dialog box opens.
2. You can make necessary changes to the print settings if required, and then click OK to print the document.
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10 Unsubscribe / subscribe to email
notifications

10.1 Unsubscribe to email notifications

When you first registered with the Property VOI Portal, you would have notified us whether you’d like to receive email notifications. If you
have already subscribed to receive email notifications and wish to Unsubscribe i.e. no longer wish to receive any further email
communications from Property VOI, then you may do so by:

1. Open an email regarding Property VOI Portal
2. Onthe very bottom of the email, click on the Unsubscribe hyperlink “You can unsubscribe from Property VOI report
delivery notifications....”

‘) Australia Post VIEW ONLINE
a Australia Post will never send you an email asking for your password, credit cand
detalls or account infarmation.

‘) Connect with Australia Post @ f

This email was sent by Australia Post, 111 Bourke Street, MELBOURNE VIC 3000. If you have any
concerns, or don't think you should have received this email, please call us on 13 13 18. Visit
auspost.com.au for further information on our onling security.

Australia Post does not represant, warrant or guarantee that the integrity of this email communication has
been maintained nor that the communication is free from errors, vinuses, or interference.

You can unsubscribe from Proparty VOI rapart delivery notifications, We'l still send you essential updates
and important information as needed.

Terms & conditions  Help & suppart  Privacy policy

& 2020 Australia Post. All Rights Reserved.
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3. Your default email provider (e.g. Outlook) will open in a new window with the body of the email pre-populated with a generic
unsubscribe message. You may select ‘Send’ and your request to unsubscribe from future email notifications will be managed by
Australia Post within 24 hours.

L] Request to unsubscribe - alexandrs. mcloanBBauspost.com.au

> Send [ Discard  # Attach & Signature
Fre
Land Titie VOI e Bee
Request to unsubscribe
cobimody) S 1 T A~ B T U s £y y TIZEEE SE-2 AE B9 T

Please unsubseribe this accownt from Property VO Portal report notificktions.

Please note: Unsubscribing to email notifications mean that electronic communications from Property VOI related to your VOI
reports, or Property VOI Portal system outages etc, will cease. You will still receive essential updates and important information
from Australia Post.

10.2 Subscribe to email notifications

If you wish to receive future electronic communications from Australia Post regarding your Property VOI reports, then you may submit your

request by email to the Australia Post Property VOI team at LandTitleVOI@auspost.com.au, Including these details:
e 5 digit Client number
e Contact Name
e Contact telephone number
e Details of the Client who wishes to receive email notifications including:
o Username
o Email address

Australia Post Property VOI Portal for Property Transfers User Guide

Classification: for client use only

37


mailto:LandTitleVOI@auspost.com.au

11 Delete a VOI report

11.1 Delete a VOI report

Sometimes, a VOI report could be incomplete or incorrect, and subsequently a new VOI report is created with all the correct / relevant
documentation. To avoid confusion, you may raise a request for the duplicated VOI report to be deleted by submitting your request by email
to the Australia Post Property VOI team at LandTitleVOI@auspost.com.au, including these details:
e 5 digit Client number
e Email address
e Contact Name
e  Contact telephone number
e Reason why this report needs to be deleted including:
o Applicant’s name
o Reference number

A confirmation email will be sent to you within 48 hours with a resolution to your request.
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12 Frequently Asked Questions

This section provides answers to common questions about our Property VOI Portal.

12.1 Australia Post VOI for Property Transfers over the counter service

12.1.1 How does the Australia Post VOI Service work?

The verification of identity (VOI) service utilises Australia Post’s advanced technology platform, designed to provide integrity and consistency
to the identity check performed by Australia Post. The technology guides Australia Post staff through the identity check process and helps
increase compliance as well as mitigating the risk of identity fraud.

The verification of identity service involves:

1. Client presents their VOI form and the required ID documents (as specified by Verification of Identity Standard) at a participating
post office.

2. Australia Post staff verifies the clients identity, checking that the person being identified appears to have similar facial
characteristics as the person in the photo ID

3. Australia Post staff witness the client signature (and signatures on any additional documents such as the Client Authorisation
Form)

ID documents are scanned/photocopied and certified as true copies of the originals
A photo of the applicant is taken in-store

Payment is collected directly from the client and a transaction receipt is issued?

N oo v &

VOI reports are sent securely to your Property VOI Portal. This includes the VOI form with verifier declaration, copies/images of
certified ID documents, a passport standard ID photo and other supporting documentation such as the client authorisation form.

12.1.2 Will I receive electronic copies of the ID check documentation?

Yes. An electronic copy of the VOI form, certified copies of the ID documents, client authorisation form (if presented) and a photograph will
be made available for Conveyancers, Lawyers or Mortgagees to download from the Property VOI Portal.

12.1.3 Which Australia Post post offices is this transaction available in?

The transaction is available nationally at over 1,500 participating post offices.
If your clients want to locate their nearest participating Post Office, they can use the following options:

e  Express Land Title ID Check service. (Same day delivery)
http://auspost.com.au/pol/app/locate/post-office/land-title-id-check-express-service

e Non-Express Land Title ID Check service. (Subject to delivery standards. 2-5 business days)
http://auspost.com.au/pol/app/locate?service=land-title-id-check

orcall 131318

12.1.4 What identity documents do you accept?

Australia Post will accept identity documents and document combinations in line with the national Verification of Identity Standard. These
are outlined on our VOI Form, as well as listed on the Australia Post website: http://auspost.com.au/landtitles

12.1.5 Do you accept Foreign Passports?

Yes. The Verification of Identity Standard allows for the acceptance of foreign passports as an alternative to Australian passports for the Land
Title ID Check.

Foreign passports can be used (in Categories 1, 2, 4 and 5) if the applicant does not have an Australian passport.

! In some cases, your conveyancing practice may pay this fee on behalf of your customers
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12.1.6 What does the VOI transaction conducted by Australia Post include?

The fee paid by the property purchaser/seller?, and includes:
e |D Check;
e Photocopying/scanning and certification of ID documents;
e Witnessing applicant signature;
e Capturing applicant’s photograph;
e Collecting payment for the service3;
e Securely delivering the VOI report containing the VOI results (electronically).

12.1.7 What does the applicant need to bring to a participating Australia Post Outlet?

Applicants must bring the following:
e The Land Title Verification of Identity Form issued by their Conveyancer, Lawyer or Mortgagee;
e  Original Identification documents — complying with an applicable Category;
e  Client Authorisation form or land registry instruments - for execution witnessing (where applicable); and
e  Cash, EFTPOS, Visa or MasterCard to pay Australia Post for the service fees.

12.1.8 Will Australia Post witness the signature on Client Authorisation Forms?
Yes. If the applicant provides supporting documents such as the Client Authorisation Form, Australia Post will witness the applicant signing

the Client Authorisation Form. The signed form will be scanned/digitised and included in the electronic VOI report. Once signed and
witnessed the Client Authorisation form must be forwarded to the conveyancer by the applicant.

12.2 Property VOI Portal

12.2.1 How long will VOI reports take to be uploaded?

VOI reports will be uploaded to the Property VOI Portal on the same day.

12.2.2 How long are VOI reports valid?

Validity is typically 2 years — refer to the Identity Verification Standard for details.

12.2.3 How large is the VOI report file?

This will depend on the number of identity documents and supporting documents.

12.2.4 How secure is my Property VOI Portal?

The Property VOI Portal is secured using HTTPS and the Portal uses AES symmetric encryption algorithm to store the VOI reports.
12.2.5 How do I access my VOI reports?

You can access your VOI reports from the Property VOI Portal: https://auspost.com.au/propertyvoi

2 |n some cases, your conveyancing practice may pay this fee on behalf of your customers.
3 In some cases, your conveyancing practice may pay this fee on behalf of your customers.
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13 Document Categories

13.1 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 Australian citizen or
Australian citizen or resident T,
Category 1 Category 2 Category 3 Category &4 (a) Category & (b) Category 6

ONE of the following

= Australian passport

= Foreign passport

* Australian Evidence of
Immigration Status
Immicard**

= Australian Migration Status
Immicard**

ONE of the following

* Australian passport

* Foreign passport

+ Australian Evidence of
Immigration Status
Immicard**

= Australian Migration Status
Immicard**

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)

ONE of the following

= Australian passport

* Foreign passport

= Australian Evidence of
Immigration Status
Immicard**

= Australian Migration Status
Immicard**

ONE of the following

= Australian passport

*» Foreign passport

* Australian Evidence of
Immigration Status
Immicard**

= Australian Migration Status
Immicard**

« 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
Commoenwealth, a state or
territory)

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 ONE of the following
= Medicare card

+ Centrelink card

= DVA card

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

= Australian boat licence

= Australian firearms licence

= Private security licence

« pustralian WorkCover licence

AND
+ Full birth certificate

AND ONE of the following

+ Medicare card
+ Centrelink card
« DVA card

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 Commonwealth,
a state or territory)
OR

(D)« Full birth certificate

AND ONE

of the following

+ Medicare card

« Centrelink card

= DVA card

= Foreign government
issued identity
document

AND (if required)

Change of Name*

= Marriage certificate

= Change of name certificate

AND (if required)

Change of Name*

+» Marriage certificate

= Change of name certificate

AND (if required)

Change of Name*

= Marriage certificate

= Change of name certificate

AND (if required)

Change of Name*

= Marriage certificate

= Change of name certificate

AND (if required)

Change of Name*

« Marriage certificate

» Change of name certificate

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)

Further Assistance

If you require further assistance, please contact the Australia Post Property VOI Team:

Phone: 1300 364 543

Email: [andtitlevoi@auspost.com.au

Australia Post Property VOI Portal for Property Transfers User Guide

Classification: for client use only
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