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About Online Services

Online Services provides registered users with access to administrations related
information stored on ITSA's internal database (not including the National Personal
Insolvency Index). Its function is to enable efficient and effective management of key
communications and administration related transactions between users and ITSA
including:

e Administration enquiries and monitoring

o Document tracking and lodgement status/progress updates

o Correspondence and communications management.

Future releases will enable more of your business functions to be performed online.

Who May Use Online Services

Online Services provides registered trustees and their employees with the ability to
manage their basic transactions and communications with ITSA online.

Interested trustees and their employees may register for Online Services by
submitting an application through the ITSA website.

See Reaqister for Online Services

Online Services Functions Available to Users
Online Services enables trustees to:
« Manage some registration information (e.g. your contact details)
e Grant access for trustee personnel to Online Services (including ability to audit
all online personnel activities)
o Generate a Certificate of Appointment for your current administrations
e View your current List of Administrations (excluding Debt Agreement

administrations)
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View details of each administration, both active and finalised (debtor names,
administration type, start/end dates, administration status, discharge status,
etc)

Finalise or reactivate an administration

View your document lodgement history with ITSA and establish processing

status of documents

Later releases of Online Services will enable you to:

Lodge objections to discharge from bankruptcy

Request issue of an Official Receiver Notice

Lodge Consents to Act where a petitioning creditor has requested your
appointment

Lodge other documents that require filing with the Official Receiver

View a list of Debt Agreements that you administer

View and manage your account with ITSA where you have established a credit
facility with ITSA for OR Notice applications, NPIl searches and S188

lodgements

Online Services Help

Help text is available to support speedy adaption to the system. It may be useful to
print a copy of the document for preliminary review on how to use the system.

Access it as you work on administrations by clicking Help at the foot of the Main
Menu to the left of your screen.

Help Text References - Changes to ITSA Business Entities

Owing to organisational restructure ITSA business entities have changed.

Please note the following changes to business line names referred to in Help
documentation:
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o Bankruptcy Registry and Compliance is now Information and Registry (IR)
o Bankruptcy Regulation is now Regulation and Enforcement (RE)

o Estate Administration is now Trustee Services (TS)

Helpdesk Details

If you encounter any technical or procedural issues in the use of Online Services
please contact OLS Helpdesk.

Phone: 1300 3647 85

Email: onlineservices@itsa.gov.au

Your Feedback

Your views as a user are critical for future development of Online Services and Online
Services Help. Please provide us with your feedback through the Online Services
Feedback Form available from the Main Menu.


mailto:onlineservices@itsa.gov.au
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Statements and Disclaimers

Terms and Conditions

In these Terms and Conditions:
e 'we’, ‘us’ and ‘our’ means the Insolvency and Trustee Service Australia (ITSA)
e ‘you’ and ‘your’ means you as the user of ITSA web based services
e ‘Online Services’ means this electronic data system provided by ITSA, a

person includes an individual, a partnership and any body whether
incorporated or not.

How these terms and conditions apply
These terms and conditions apply to your current use of Online Services.
These terms and conditions, your use of Online Services, and information provided to

you through this system, are governed by the laws in force in the Australian Capital
Territory, Australia.

Your obligations as a user of this service

1. Access Security

If you use a digital certificate, user ID, password or similar mechanism to access ITSA
Online Services, you must:

o comply with the terms and conditions that relate to that access mechanism

e keep that access mechanism secure at all times, and

« not disclose that access mechanism to, or share it with, others.
You must not use an access mechanism to access ITSA Online Services if that
access mechanism:

e has not been issued to you, or

e has been revoked by its issuing authority.
If the security of an access mechanism issued to you has been compromised, or if

there is any change in the information on which the issue of your access mechanism
was based, you must notify the issuing authority immediately.
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2. Data Security

Data about individuals and entities provided to you through ITSA Online Services is
confidential. You must ensure that unauthorised persons do not have access to that
data. If your computer will be unattended, even briefly, you must log out from this

service or lock your computer. Please refer to the ITSA Security guidelines for more
information.

3. Acting for Another Person

To use this service to access data relating to, or to carry out a transaction for, another
person:

e you must be currently appointed by that other person to access data or carry
out transactions on their behalf, and that appointment must not have been
revoked

« if that appointment is based on you holding a certain position (e.g. as that other
person’s employee or agent for bankruptcy purposes) — you must currently
hold that position, and

« if that appointment is based on you holding a certain qualification (e.g. as a
registered trustee) - you must currently hold that qualification and that
gualification must not currently be suspended or cancelled.

4. Secondary Accounts
If you are using ITSA Online Services to apply for access for a staff member you must
confirm the identity of each member of your staff for whom you are creating or
applying for that access mechanism.
5. Breach of Terms and Conditions
If you breach any of these terms and conditions, you must:

o immediately advise ITSA of that breach

« immediately stop using this service, and

e not use this service again until ITSA advises that you can.
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6. Responsibility for Actions

You will be responsible for (and you indemnify ITSA against) any loss or damage to
any person arising from:

e any breach by you of these terms and conditions, or

o any wilful, negligent or unlawful act or omission by you in relation to, or in the
course of using, this service

e however, your liability to ITSA will be reduced to the extent that any wilful,
negligent or unlawful act or omission by ITSA has contributed to that loss or
damage

e your responsibility for activities undertaken by you through this service (e.g. for
updates made and returns, notices, statements, applications and other

documents transmitted to ITSA) will continue despite ceasing to use this
service or having access to it.

Insolvency and Trustee Service Obligations

1. Privacy and Secrecy Obligations
ITSA is bound by:

o the Privacy Act 1988 — including the Information Privacy Principles set out in
section 14 of that Act — for further information please see the Privacy
Statement on this site, and

o the common law, and the privacy provisions in the Australian Bankruptcy ACT,
to protect bankrupts and associated parties information in possession — for
further information refer to the use and disclosure section in the Privacy
statement on this site.

We will ensure that Online Services complies with these laws at all times.

2. Provision of Online Services

ITSA can:

limit your ability to use this service
e terminate your access to this service at any time

o determine the times and periods during which Online Services transmissions
can take place

« vary the terms and conditions of use of Online Services (so the terms and
conditions applicable when you next use this service may be different from
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e review the activities of users of this service to ensure they are meeting the
relevant terms and conditions of use.

3. Online Services and Linked Sites
This service may not contain all the information that you need. We do not prepare (or
necessarily endorse) information on non-ITSA sites, even if linked to an ITSA site.
ITSA takes no responsibility for your use of a non-ITSA site or the information on it.
4. Information Sent to/from Online Services
ITSA is not responsible for:
o the accuracy, veracity and completeness of material transmitted to ITSA
e errors in the manner of the input of material transmitted to ITSA, or
e any information you may lose as a result of equipment or power failures or
ITSA servers terminating your session due to prolonged periods of inactivity.
5. Limited Liability
ITSA will not be liable for any direct, indirect, incidental, special, consequential or
exemplary damages (including for loss of profits, goodwill, information, data or other
intangible losses) resulting from:
o the use or inability to use Online Services

e unauthorised access or alterations of your transmissions to or from this service

e activities resulting from the loss or misuse of your digital certificate, user ID,
password or other access mechanism

e statements or conduct of any third party, or

« any other matter relating to this service.

6. No Warranties by ITSA

Except as specified in these terms and conditions, ITSA gives no implied or express
warranties in relation to the use of this service. All statutory warranties are, to the
fullest extent permitted by law, expressly excluded.
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Disclaimer

This website is presented by the Commonwealth for the purpose of disseminating
information free of charge for the benefit of the public.

The Commonwealth monitors the quality of the information available on this website
and updates the information regularly.

However, the Commonwealth does not guarantee, and accepts no legal liability
whatsoever arising from or connected to, the accuracy, reliability, currency or
completeness of any material contained on this web site or on any linked site.

The Commonwealth recommends that users exercise their own skill and care with
respect to their use of this website and that users carefully evaluate the accuracy,
currency, completeness and relevance of the material on the web site for their
purposes.

This website is not a substitute for independent professional advice and users should
obtain any appropriate professional advice relevant to their particular circumstances.

The material on this website may include the views or recommendations of third
parties, which do not necessarily reflect the views of the Commonwealth, or indicate
its commitment to a particular course of action.

Links to External Websites

This website contains links to other websites that are external to Insolvency and
Trustee Service Australia (ITSA). ITSA takes reasonable care in linking websites but
has no direct control over the content of the linked sites, or the changes that may
occur to the content on those sites. It is the responsibility of the user to make their
own decisions about the accuracy, currency, reliability and correctness of information
contained in linked external websites.

Links to external websites do not constitute an endorsement or a recommendation of
any material on those sites or of any third party products or services offered by, from
or through those sites. Users of links provided by this website are responsible for
being aware of which organisation is hosting the website they visit.

Security of the Website

ITSA applies a range of security controls to protect its website from unauthorised
access. However, users should be aware that the World Wide Web is an insecure
public network that gives rise to a potential risk that a user's transactions are being
viewed, intercepted or modified by third parties or that files which the user downloads
may contain computer viruses, disabling codes, worms or other devices or defects.
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The Commonwealth accepts no liability for any interference with or damage to a
user's computer system, software or data occurring in connection with or relating to
this website or its use. Users are encouraged to take appropriate and adequate
precautions to ensure that whatever is selected from this site is free of viruses or
other contamination that may interfere with or damage the user's computer system,
software or data.
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Privacy Statement

This statement applies to all who access the website.

As an agency of the Australian Government, the ITSA is subject to the
Commonwealth Privacy Act 1988 and the Commonwealth Crimes Act 1914 which
regulate, among other things, the collection, storage, quality, use and disclosure of
personal information.

A record of each visit to the site is made by the web server and the following
information is logged for statistical purposes: the user's Internet Service Provider
(ISP) address, the user's top level domain name (e.g. .com, .gov, .au, etc.), the date
and time of the visit to the site, the pages accessed and documents downloaded, the
previous site visited and the type of browser used.

These log files are used for statistical purposes to help improve the services offered
by the web site and to diagnose any problems with our server. No attempt will be
made to identify individual users or their browsing activities except, in the event of an
investigation, where a law enforcement agency may exercise a warrant to inspect our
log files.

When an attempt is made to 'hack into' the ITSA's internal network, the user's ISP
and relevant law enforcement agencies may be notified.

The ITSA website uses temporary web-browser cookies to enable better analysis of
user navigation patterns and to provide additional information to our web usage
analysis software. These cookies can be blocked by users without affecting their
interaction with the site.

This site has security measures in place to protect the loss, misuse and alteration of
the information under our control. If you communicate with the ITSA by email or via an
electronic feedback form we will record your email address and other personal
information only for the purpose for which you have provided it and will not pass it on
to third parties or disclose it to anyone without your consent.

All personal data described in the preceding section are stored in our transmission log
files and archived for a period as yet to be determined, but likely to be at least 12
months and up to 7 years. Again, this data are only used for web site and system
administration including monitoring to prevent security breaches.

Users of this site should also be aware of the inherent security risks associated with
transmission of personal information over the Internet and bear this in mind when
deciding whether or not to use the electronic communication facilities available on this
site or more conventional means (telephone, fax or through the post).

This website contains links to other sites and the ITSA is not responsible for the
privacy practices or the content of these sites.
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Website Security

Your role in securing information

Technology and computers cannot safeguard information automatically. You need to
protect your own information related to using this service.

e Never disclose your user identifier or password to anyone. Insolvency and
Trustee Service staff do not need to ask you for your password.

e Always log off correctly by selecting ‘Logout’ at the top of the screen.

Your user identifier and password are the keys to accessing ITSA Online Services.
Do not write down or disclose your password to anyone, including anyone from ITSA.
If you think that your user account has been compromised change your password
immediately.

We strongly recommend that you:

o keep your computer software up-to-date, especially with security upgrades and
patches. These are usually available from the licenser of the software.

e ensure that your anti-virus software is current and running on your computer at
all times. Scan new programs/files for viruses before opening, running,
installing or using them.

e ensure that you have anti intrusion software — commonly referred to as a
‘firewall’ — to provide added security around your information and protection
from misuse of your identify.

e avoid opening, running, installing or using programs/files you have obtained
from a person or organisation unless you are positive that you can trust them.

o select ‘Logout’ when you are finished using this service. You should also logout
if you leave your computer unattended — to avoid others accessing your
account, and

e conduct secure disposal practices such as cleansing of the hard disk on
disposal of your computer.

Please review this Website Security information regularly. The Insolvency and
Trustee Service will update it from time to time as we become aware of issues and
relevant information which will help you maintain the highest levels of security.

For further information see Stay Smart Online.

11
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Copyright

This work is copyright.

You may download, display, print and reproduce this material in unaltered form only
(retaining this notice) for your personal, non-commercial use or use within your
organisation. Apart from any use as permitted under the Copyright Act 1968, all other
rights are reserved. Requests for further authorisation should be directed to the

Commonwealth Copyright Administration
Attorney General’'s Department

Robert Garran Offices

National Circuit

Canberra ACT 2600

Fax: 02 6250 5989
Telephone: 02 6270 6200
URL: http://www.ag.gov.au/cca

This notice is not to be erased.

You are not permitted to re-transmit, distribute or commercialise the information or
material without seeking prior written approval from the Commonwealth.

You are not permitted to use the ITSA web site to sell a product or service or to
increase traffic to your web site.


http://www.ag.gov.au/cca
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Register for Online Services
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Apply for an Account (Trustee)

Apply for an Account (Employee)

Register for Online Services

Accounts Registration

Online Services accounts are held in the name of an individual trustee, not a firm. A
trustee or a trustee's employees may obtain access to Online Services.

1.

Trustees: have full access to (i) manage other users; (i) view and submit
changes to their administrations.

Trustees overseeing their own and other trustees' administrations: have
full access to (i) manage other users (ii) view and submit changes to their own
administrations (iii) request access to another trustee's administrations to
manage other users and/or (iv) to view trustee administrations and/or submit
documents.

Trustee employees: can request access to (i) manage other users with no
access to trustee matters and/or (i) to view trustee administrations and/or
submit documents.

Process Overview

The registration process is as follows:

1.

User completes an online application, accepts Terms & Conditions and
submits it to ITSA.

Trustees are sent an email to verify the request to access their administrations.

On receipt of verification, ITSA creates a user account and issues a user
Security Confirmation Key.

Users must login to Online Services within 48 hours. (The Confirmation Key
must be entered to access the system.)

ITSA's Information Requirements

Applications for registration must meet ITSA eligibility requirements. The following
information is required for lodgement of a registration request:

14
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User Information Required
1 Trustee |Registered Trustee number. Trustee must hold
current registration
Business address and firm details
Personal contact information
2 Employee Registered Trustee number. Trustee must hold

current registration

Personal contact information

Business address

15
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Apply for an Account (Employee)

Apply for an Account (Trustee)

Registration — Key Steps
1. Accept Terms & Conditions.
2. Complete online application form.
3. Submit application with ITSA.

4. Take down Receipt No. for your records.*

Menu Path: Online Services > Register for Online Access > [0S

Register for Online Access

Form Setup

Form Setup

Before you apply wow must read and agree to the Terms & Conditions (Conditions of use) and ITSA requirements regarding
Weh Site Security.

| have read the ITSA terms & conditions and wehb site security protocols and agree to be hound by the terms and conditions
and will adhere to the weh site security reguirements.

O Yes
O Mo

Cnwhat basis are you applying?

O As aregistered trustee
O Asan employee of a registered trustee

Back to General Information Proceed to entering your details

1 Read General InformationfeEll:}

2 Click Register for access setup at foot of screen.

16
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Result: Form Setup screen displays.

Register for Online Access

Form Setup

Form Setup

Before you apply wow mmust read and agres to the Terms & Conditions (Conditions of use) and ITSA requirements regarding
Web Site Security.
| have read the [TSA tarms & conditions and weh site security protocols and agree to be bound by the terms and conditions
and will adhere ta the web site security reguirements.

O es
O Mo

Cnwhat basis are you applying?

@ As A registered trustee
) As an employee of a registered trustes

Back to General Information Proceed to entering your details

3 Click/Read Terms & Conditions and Close screen when done.

Website Security and Close screen when done.

4 Click Yes radio button to accept.
5 Click/Select As a registered trustee radio button.
6 Click Proceed to entering your details button.

Result: Register your Details screen displays.

17
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Register for Online Access

Register your Details

Register your Details

Frovide the following details:

[Errter all mandstory information ]

/

Registered Trustee Number
*Registered trustee number

Contact Details
*Given Mames

*Family Bame

*Email Address

*Re-enter Email Address

*FPhone Mumber

Work Address Details
*Address Line 1
Address Line 2
*Locality F ity

* State

*Postcode

Select State V

Back to Form Setup ‘

7 Enter

Register your Details

Reqistered Trustee Number

Proceed to entering Trustee Access

Mandatory information:

Contact Details

Given Names

Family Name

Email address
Re-enter email address
Phone number

Work Address Details

Address

Locality/City

State
Postcode
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Proceed to entering Trustee Access tab.

Result: Trustee Access screen displays.

Register for Online Access

Security Details

Security Details

Username and password

Itis essential thatyou can rememhber your user name and password. Ifyou only intend to use ITSA online services accasionally
you may prefer to use something like wour email address as your user name - this may help vou remember the name when yvou

lagin.
*Enter a username of your choice
*Enter a passward of your choice -l—
*Canfirm your password
Back to Trustee Access ‘ Proceed to submitting your application

Trustee Access

9 Enter

10 Click/Select

11 Click

12 Click

13 Click

14 Click

Trustees have full access to all their administrations and ability to
grant access to other registered users. To request access to other
Trustees' administrations, proceed from Step 9.

Registered trustee number.

Access level(s) required.

Clear to delete an entry if incorrect

Add button.

Result: Roles Requested table at foot of screen populates with
confirmation of access added.

m Access request added.

Click Clear to delete an entry if incorrect and repeat Steps 9, 10
and 12.

Edit to change if details are not correct.

If access to other trustees' administrations is required, repeat
Steps 9, 10 and 12. Otherwise, go to Step 14.

Proceed to Entering Your Security Details tab.

19
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Result: Security Details screen displays.

Register for Online Access

General Information m Register your Details Trustee Access Security Details Confirmation

Security Details

Username and password

Itis essential that vou can remember your user name and password. Ifyou only intend to use ITSA anline services occasionally
you may preferto use something like your ermail address as your user name - this may help you remernber the name when you
login.

*Enter a username of your choice

*Enter a password of your chaice - Erter your details

*Confitm your password

Back to Trustee Access Proceed to submitting your application

Security Details

15 Enter User name.
16 Enter Password.
17 Confirm Password.

18 Click Proceed to Submitting Your Application.

Result: Confirm Application screen displays summary of
information entered.

Administration Details
Debtor Mame:  David Andrew THALLAS
RT Reference:  Add Reference
ITSA Admin Mo:  WIC 5374/8/4  Cadificate of Appointment

Trustees Online Lodgement History |

AER paiod | All v]

Display
Lodgement Lodged Processing
Date Event Description By Done
23-Jul-2009 RC Payment Receipt Mumber P135000090, Line ltern Number 1 and Remittance Reference Number TESTUSER1 23-Jul-200%
Matthing RCS-949-164
23-Jul-2008 IC Payment Receipt Number P135000091, Line ltem Number 1 and Remittance Reference Number TESTUSER11 23-Jul-2009
Malching ICS-949-162

Confirm Application



Online Services Help
19 Check Application details are correct.
20 Click Submit Your Application for ITSA Online Access.
Result: Register for Online Access - Receipt confirmation

displays.

Register for Online Access - Receipt

Thankyou for Registering with Online Services, your request will be processed and you will be notified with your access details.
Please keep the following receipt number for further reference.

Receipt Number: REGACS-20090804 131034+ 100025

21 Note Application Receipt No for future reference.

End Procedure.

Back to Top

21
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Apply for an Account (Employee)

Process Overview

1. ITSA will register a user account upon receipt and approval of an online
application via the Online Services site.

2. Individual applications to a trustee’s administrations must be lodged for each
employee identifying the access levells required for the employee.

3. The trustee/s or his/her delegate will be contacted by ITSA to confirm the
application prior to authorisation.

5. On receipt of an online registration form the following process occurs:

Automated email is sent to trustee(s) to verify employee request
Trustee(s) verifies employee request

Online Services Support creates account

Email is sent to the applicant confirming that an account has been
created (a Confirmation Key is provided for initial login)

Note: An employee working for several trustees may apply for access rights at
different levels to meet the needs of individual trustees. See User Account Roles and
Access Rights.

Online Applications — Key Steps
1. Accept Terms & Conditions.
2. Complete online application form.
3. Submit application with ITSA.

4. Take down Receipt No. for your records.*

Action

Menu Path: Online Services > Register for Online Access > [ 8]

22
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Register for Online Access

Help

Click after reading
General Information

Wersion: 1.10.5571

Register for Online Access

Online Services Help

General Information | “Form Setup’ | Register your Details Security Details

General Information

Have this info handy before you apply, if you wish to apply vou will need your relevant ITSA reference number for:

= Aregistered trustee - vour registered trustee identifier

n Anemployee of a registered trustee - vour registered trustees numher
You will also need your personal details such as address and contact infarmation. Your email address is essential.
You will also be asked to create a user name and password.

n Note: A bustee request for access will require & match with the trustee's name

Stepping you through

ITSA Online Services Protocol
When you apply you must read the the Terms & Conditions
(Conditions of uge) and ITSA requirements regarding YWeb Site Securify.

You will need to agree ta he hound by the terms and conditions and to uphold weh site security etiguette in order to be issued
with an account

User name and password

Youruser name must be unigue far the service you wish to access online. It is important thatyou can remember your user
name hecause ifyou forget it you may need to reapply. [fyou only intend to use our online services occasionally you may
prefer to use something like your email address as your user name. This may help you remember the name when you logon.
Your pasaword must be at least eight characters long and contain one lower case character, one upper case character, a
number, and a special character such as %'

Your user name and password will only be valid for access to anline services. Access to a registered trustee matters s given
to the registered trustee vou are associated with on application. If you require online access to another trustees matters you
will be aranted this access by the trustee in guestion separately.

Submit

You must Submit vour application online to ITSA using the Submit menu.

| Register for access setup - I

Disclaimer | Copyright® 2009 Cammaonvwealth of Australia

General Informationf:tl:
Register for access setup at foot of screen.

Result: Form Setup screen displays.
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Register for Online Access

Form Setup

Form Setup

Befare you apply Vouw must read and agree fo the Terms & Conditions (Conditions of use) and ITSA requirements regarding
Weh Site Security.

| have read the ITSA terms & conditions and web site security protocols and agree to be hound by the terms and conditions
and will adhere to the weh site security requirements.

O vYes
O Mo

Onwhat basis are you applying?

O Asa registered trustee
) Asan employee of a registered trustee

Back to General Information Proceed to entering your details

3 Click/Read Terms & Conditions and Close screen when done.

Website Security and Close screen when done.

4 Click Yes radio button to accept.
5 Click/Select As an employee of a registered trustee radio button.
6 Click Proceed to entering your details tab.

Result: Register your Details screen displays.
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Register for Online Access

Register your Details

Register your Details

[Enter all mandatory information ]

Frovide the following details: /
Contact Details

*Given Mames

*Family Mame

*Email Address

*Re-enter Email Address

*Fhone Mumhber

Work Address Details

*Address Line 1

Address Line 2

*Locality ! City

*State | Select State v

*Postcode

Back to Form Setup | Froceed to entering Trustee Access

Register your Details
7 Enter Mandatory information:

Contact Details

Given Names

Family Name

Email address
Re-enter email address
Phone number

Work Address Details

Address
Locality/City
State
Postcode
8 Click Proceed to entering Trustee Access tab.

Result: Trustee Access screen displays.
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Register for Online Access

Trustee Access

Flease use the following section to request access to trustee(s) by entering the registered
trustee numhber and the access level required. By using the Add button you can request access
to multiple trustees. Ifyou make a mistake please use the Edit link in the list to maodifiy or

Fermove access,

Apply for access to:

Access level required:

Registered trustee number | 1066

*‘-‘-‘-‘-—-‘-"‘—i—h

1 Enter Registered trustee
number
2 Select access level

. 3 Click Add
O Authorised to manage Trustee users ©
@ Authorised to enter data only
O Authorised to enter data and submit
documents

Add | Clear |11—|Clicktoabort procedurel

Click to change details

Roles Requested:

1066

Back to Register your Details

Authorised to enter data only

Proceed to entering your security details |

Trustee Access

9 Enter

10 Select

11 Click

12 Click

26

Registered trustee number.

Required access level(s) from:

e« Authorised to manage Trustee users (no access to
administrations)

e Authorised to enter data only

e Authorised to enter data and submit documents

Add button.

Result: Roles Required table at foot of screen populates with
confirmation of access added.

m Accessrequest added.

Click Clear to delete an entry if incorrect and repeat.

If access to other trustees’ administrations is required, go to Step 12

Proceed to entering your security details.

Result: Security Details screen displays.
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Register for Online Access

Security Details

Security Details

Username and password

Itis essential thatyou can rememhber your user name and password. Ifyou only intend to use ITSA online services accasionally
you may prefer to use something like wour email address as your user name - this may help vou remember the name when yvou

lagin.
*Enter a username of your choice
*Enter a passward of your choice -l—
*Canfirm your password
Back to Trustee Access ‘ Proceed to submitting your application

Security Details

13 Enter User name.

14 Enter Password.

15 Confirm Password.

16 Click Proceed to submitting your application.

Result: Confirm Application screen displays summary of
information entered.
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Register for Online Access

Confirm Application

Yaur application is made up of the fallowing details:

Your User Name Details

User Mame

Your Personal Details

Yau are applying as

Given names

Family name

Email address

Address Line 1

Address Line 2

Locality f City

State

Fosteode

Trustee Mumhber

Telephone number

Userhlame

an employee of a Registered Trustee
1066

Fred

Confirmation

Bloggs

Fred@bigpod. net
0812345678

PO BOX Y3014

EAST ST GEORGES TERRACE
Perth

L)

G005

rCc-nfirm detailz are corred]

L

Trustee Access Details

1066

Authorised to enter data anly

Y

T S

Back to Security Details |

Confirm Application

17 Check

Submit your application for TSA online access

Application details are correct.

18 Click Submit your application for ITSA online access.
Result: Register for Online Access - Receipt confirmation
displays.

Register for Online Access - Receipt

Thankyou for Registering with Online Services, your requestwill be processed and you will be notified with your access details.
Flease keep the following receipt number for further reference.

Receipt Number: REGACS-20090804 131034+ 100025
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19 Note Application Receipt No for future reference.

End Procedure.

Back to Top
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Login and Maintain Your Account
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Logon for the First Time
Login and Logout
Change Your User ID and/or Password

User Names and Passwords — System
Rules

All users of Online Services must have a username and password for login.

The following rules apply to creation of user names and passwords.

User Names
User names are alpha-numeric, case sensitive and must be:
e At least 8 characters in length.

¢ Unique within the Online Services user group i.e. all registered trustees and
their staff.

« Contain a special character such as #.

Passwords
Passwords are alpha-numeric, case sensitive and must:
o Contain at least 8 characters.
e Include one lower case character.
¢ Include one upper case character.
e Include a number.
Passwords may:
o Contain spaces and/or punctuation.
e Be non-English
Passwords must not be:
e The surname, given names or any combination of these names.

« The same as the user account name.
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Logon for the First Time

Process Overview

1. When your account is approved, a confirmation email containing an
alphanumeric Confirmation Key will be provided to authenticate your details at

login.

2. Access Online Services via official ITSA website at http://www.itsa.gov.au or
https://www.itsa.gov.au/online within 48 hours.

3. Logon using your User ID and password.

4. Enter Confirmation Key to access system.

Menu Path: Main Menu > Online Services Login Section
Confirmation Key

Australian Government
Insolvency and Trustee Service Australia : - - Home Abowut Contact

Online Services Login Section

*User ld

=~ 1 Enter User 1d and Passward
*Passwiord nter User |d and Passwor
/ 2 Click Logon

Logon

*ou are required to be authenticated to access [TSA Online Services.

Ingatency and Trustes Service Australia staff do not need to ask foryour passwaord, refer to website security for further details.
By logging on to this web site you agree fo arrangements outlined in the terms & conditions as well as the privacy staternent.
Note: Ahays wae the fogout fink on the top right hand corner of alf pages when your session Js completec,

1 Enter User ID
Password
2 Click Logon

Result: Online Services Confirmation Key displays
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Online Services Help

ustralian Government

niine Ser\rice‘ - Home About Contact Feedback Logout

Insolvency and Truste: ¢ Australia

Online Services Confirmation Key

This iz your first time accessing [TSA Online Services and we require that you enter the Confirmation Key sent in the introductory email before giving you access to the system

If ywou are of the opinion that you should not be asked for & Confirmation Key or the assumption in the ahove message is incorrect please contact the Online Services help desk immedistely .

*Confirmation Key
L 1 Enter Confi

mation Key details

MI'-_ 2 Click Submit
3 Enter Confirmation Key.

4 Click Submit

Result: Welcome to Online Services displays.

eronment

vency and Truste vice Australia : : = ) Feedback Logout
e (User D) logged in

ik LS Welcome to Online Services

Administrations = YYou successfully logged in at 08:51 24-Jul-2009

Business and Administrative functions undertaken

= Joe Blow has been granted access to Online Services.

5 Click Click any menu option to commence work.

End Procedure.

Back to Top
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Login and Logout of Your Account

34

Menu Path: Online Services Login Section

Insolvency and Trustee Service Ausiralia

Online Services Login Section

*Userld

riter User d and Password
Lagan

*Pagsword

Logon |

= You are reguired to be authenticated to access ITSA Online Services.

m Insolency and Trustee Service Australia staff do not need to ask foryour password, refer to website security for further details.
= By logding on to this web site you agree to arrangerments gutlined in the terms & condiions as well as the privacy staternent
m Moler Always Wse the logout link on the top right hand corner of all pages when your session s compleled.

1 Enter User
Password

2 Click Logon.

Result: Welcome to Online Services displays.

vice Australia = ) Feedback Logout
H § e (User ID) logged in

ik LS Welcome to Online Services

Administrations = YYou successfully logged in at 08:51 24-Jul-2009

Business and Administrative functions undertaken

= Joe Blow has been granted access to Online Services.

3 Click Any menu option to commence work.

End Procedure.
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Logout

e For account and information security, logout of the site whenever an online
session will be interrupted or when no longer working on an administration.

« Logout from any page by clicking the Logout link located in the top right-hand
corner of the page.

Click to Logout

stralian Government ) by a . I ™  — —
olvency and Trustee Service Australia : o . I [ I
: nline Services _

Back to Top
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Forgotten Password or User Name
Expired Account or Password
Account Locked

Login Issues

Forgotten Password or User Name
If you have forgotten your user name or password:
e Contact Online Services to obtain your user name or reset your password.

e If your password is reset you will be issued with a new Security Confirmation
Key.

« Enter the Confirmation Key at your next login. (Confirmation Keys expire after
48 hours.)

Back to Top

Expired Account or Password

Account Expired

An account expires if not accessed within 12 months. Contact Online Services
Support to have your account reactivated.

Password Expired

Passwords expire after 90 days. The system will prompt you to change your
password every 30 days. If you have forgotten your password, please contact Online
Services Support.

Process Overview

1. A confirmation email containing an alphanumeric security token will be
forwarded to you to authenticate your login.

2. Enter the token via Confirmation Key screen within 48 hours.

See User Names and Passwords — System Rules
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Back to Top

Account Locked
Your account will be locked:

1. Temporarily - after three consecutive failed attempts at login. You will receive
an email advising you of the temporary lockout. You may login again after 30
minutes.

2. Permanently - if locked twice within the last 24 hours and a third failed login

occurs. You will receive an email advising you of the lockout.

Permanently locked out? Contact Online Services Support to have your access
restored.

Back to Top
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Update Personal Details - Trustee Employees

Change Your Password

Passwords may be changed voluntarily by users. Users may also be prompted to
change a password by the system whenever the following events occur:

o Password has expired.

o Password is about to expire.

Menu Path: Account Management > Change Security Details screen

tralian Government

; :-:w {User Dy loggedin

ivency and Trustee Service Australia = ut Contact Feedback Logout

EeebbL LRl Manage User Name (User ID)

Update My Details UserId User ID :heingaornﬁjrlnrer:;:rgigfwwo:j;sswnrd,
User Management 2. Click Save.
= Current Password /

* Mewr Password

*Caonfirm Passward

Click to abort procedure
=

1 User ID (auto populated on entry to screen)
2 Enter Current Password.

3 Enter New Password.

4 Confirm New Password.

5 Click Save.

6 Click/Select Menu option or Logout.

End Procedure.
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Update Business Details

Update Personal Details - Trustees

1. Changes made to Trustee Personal Details will update ITSA's system records
and your own online Personal Details screen.

2. You will receive email confirmation that your details have been updated.

Menu Path: Account Management > Update Trustee Personal Details

screen

Australian Government

vency and Trustee Service Australia Bt - Home Abowt Contact Feedback Logout
s Narme (User 10} logged in

Trustee's Personal Details

Trustee Mame  ooe0000000
Upilate Trustee Business Details

Change Security Details Trustee Mumber HeeGe0E

Administrations Date of Birth 1941 2756 00:00:00.000

User Management

Date Registration Expires  29/06/10 00:00:00.000

Residential Address

1 Enter new details
Address Line 1 |1 EAGLE STREET 12 Click Submi

Address Line 2

SuburbTown  |BEACHMERE

State | QLD [v]

Postcode 14501

Persanal Fhone |07 G454 5454

Click to abandon any
changes made .
Mobile 0411 111 111

¥

Cance\l Submit |-

1 Enter/Change Any or all of the following information:

Residential Address
Suburb

State

Postcode

Personal Phone
Mobile
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2 Click Submit.

Result: The following confirmation message will display:

= your changes to xoaoscces have heen submitted to ITSA and will appear shorly.

OR
3 Click Cancel to abandon changes.
4 Click Menu option or Logout.

End Procedure.

Back to Top

Update Business Details - Trustees

1. Change requests for Business Details will be verified by Regulation &
Enforcement before updating of NPII and ITSA administrative records occurs.

2. You will receive email confirmation of changes made to your records.
3. If you change firm details, and more than one trustee is linked to your firm, you

will be asked to confirm if changes apply to all trustees.

Changes to Email Addresses

New or changed email addresses must be entered twice.

Menu Path: Account Management > Update Trustee Business Details
screen
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. Australian Government

" Insolvency and Trusiee Service Australia

C e Tt Trustee's Business Details

Update Trustee Personal Details

Change Security Details

Administrations

User Management

Click to abandon any
changes made

Trustee Mame
Trustee Mumber

~ Home Abowt Contact Feedback Logout
Mame {User IDy logged in

Firm Name

Firm Street Address

*Address Line 1

Address Line 2

*SuburbiTown

~Gtate

*Fostcode

Trustee Postal Address

*Address Line 1

Address Line 2

*BuburbiTown

*Gtate

*Fostcode

*Trustee's Phone

*Trustee's Fax

Trustee's Wark Email Address

Trustee's Personal Email Address

Wiehsite

Email for Official Receiver Correspondence

3333 ST KILDA ROAD

MELEOURNE
wiC [v]

3000

3333 5T KILDA ROAD

MELEOURNE
WiC v
3004

03 99168619

03 31625483

Fredi@bigpod. net

fred@itsa. gov. au

1 Change/enter any information
2 Click Submit

] i

1 Update/Enter Any of the following fields:

2 Click

Firm Name
Street Address

Suburb/State/Postcode

Postal Address

Suburb/State/Postcode

Phone
Fax

Trustee's Work Email Address

Trustee’s Personal Email Address

Website

Email for Official Receiver Correspondence

Submit.

Result: The following confirmation message will display:
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= your changes to weeeeeess have been submitted to ITSA and will appear shartly.

OR
3 Click Cancel to abandon changes.
4 Click Menu option or Logout.

End Procedure.

Back to Top
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Update Personal Details - Trustee
Employees

You may change your personal and contact details through the Update My Details
menu option.

Menu Path: Account Management > Update My Details

Australian Government

solvency and Trustee Service Australia About Contact Feedback Logout

. -:w {User D) logged in

et Ll Manage User Name (User 1D)

Change Security Details

Up = Userld |UserID

Administrations
*Given Mames |Fred

*Family Mame |JOMES | Upcate information anc I
click Save
*Ermall Address  |Fred@bigpod.net ‘/

*Phone Mumber 123456739

*Address Ling 1 |level 16
Address Line 2 300 latrobe st
*Locality [ City \Melbourne

*State

*Posteode 3000

Click Cancel ta
abandon changes

I

1 Update/Enter Contact Details

Given Names
Family Name
Email Address
Phone Number

Work Address

Address Line 1
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Address Line 2
Locality/City
State

Postcode

2 Click Save.

Result: The following message displays.

m Changes to Llser Fred Jones have been saved.

3 Click Another menu option or Logout.

End Procedure.
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User Roles and Access Rights
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Add a (New) User

Set/Change Account Roles
Remove Access to Administrations
Change Access to Administrations

Manage User Roles and Access Rights

1. A trustee is automatically granted access to all online functions on approval of
an application by ITSA.

2. Employee access to Online Services functions is controlled through user roles
which differentiate the types of tasks employees may perform for a trustee.
There are currently three (3) roles which may be assigned to a Trustee

employee.
Role Access to:
1 Manage Trustee Authorised to grant and restrict access for other
Users registered users to Trustee administrations.
This role provides no access to Trustee
administrations.
2 Enter Data Authorised to view administrations and add|

data, but cannot submit data to ITSA.

3 |[Enter Data & SubmitAuthorised to view administrations, edit datal
to ITSA and submit data to ITSA.

Note: User access rights may be managed by trustees or employees authorised to
manage trustee users.

Employee Access to Administrations

Users with permissions to manage users (i.e. trustees and approved employees) may
grant or revoke access to administrations at any time. Users may hold different
access levels for different Trustees.

Back to Top
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Add User Access

Trustee Administrators or IT Staff may grant access rights to new users or vary
existing users’ access to administrations to meet business needs.

Process Overview

1. Add a user to a trustee's list of users. (User must have been first authorised by
ITSA.)

AND

2. Set account roles for a new user to perform specific tasks for a trustee.

Menu Path: User Management > List Users > Users Associated with
Trustee...

tralian Government

* Insolvency and Trustee Service Australia : o g ) Contact Feedback Logout
: nline Services -

ekl s ers associated with Trustee Keith Laurence LAND

Administrations
User Management

UserlD1 HYLES Dravid

Authorised to enter data only

User|D 2 Rudaks Dianne
= Authorised to enter data and submit documents
UserlD 3 Gently Dirk ) )
= Authorised to enter data and submit documents
= Authorised to manage Trustee users
User|D 4 Russell Jean
= Authorised to enter data only
UserlD & MePherson Jenny
= Authorised to enter data and submit documents
= Authorised to manage Trustee users
User|D & Wialsh Meville
= Authorised to manage Trustee users
Add User
1 Click Add User button.
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Result: Add User Access screen for staff member displays.

Add User Access

Add access for user: /{Errter name for new user]
Fred Jones k]

Access levels required:

[ Authorised to manage Trustee Users

elect access level an
Authaorised to enter data anly "'——|C|ick Save I

D Authorised to enter data and submit documents

Click to abart procedure

2 Enter User name.
3 Select/Click Required roles/access.
4 Click Save.
Result: User listing is displayed with new user link.
5 Click Any menu option or Logout.

End Procedure.
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Set/Change Account Roles

Trustee Administrators or employee Administrators may grant specific account roles
to new users or vary existing users’ access to trustee administrations to meet

business needs.

Process Overview

1. Access a trustee's list of users.

2. Select/de-select account roles for the user to perform specific tasks for trustee.

3. Click Save.

Menu Path: User Management > List Users > Users Associated with

Trustee...

kel s ers associated with Trustee Keith Laurence LAND

Administrations

User Management

List Users

Help

Click to select user link LgerlD 3
to open Manage User
FCrEen

UseriD 4

UserlD 5

User|D &

Add Userl

HYLES

Rudaks

Gently

Russell

McFPherson

Walsh

Drawid

Dianne

Dirk

Jean

Jenny

Mewille

1 Select /Click Staff member link.

= Authorised to enter data only

Authorised to enter data and submit documents

= Authorised to enter data and submit documents

Authorised to manage Trustee Users

Authorised to enter data only

Authorised to enter data and submit documents
Authorised to manage Trustee users

Authorised to manage Trustee users

Result: Manage User screen for staff member displays.
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Manage User David HYLES

Manage access for user:

UserlD1

Clickfselect or de-select
access levels far user

&
[ Autharised to manage Trustee users
Authorised to enter data anly
(1 Aothorised to enter data and subrmit docurnents

Access levels required:

Click Save or Cancel to
ahort changes
| Save | Remove Access H Cancell

2 Select/Click Roles checkboxes to set access levels.
3 Click Save.

Result: User listing (above) is displayed with confirmation that
changes have been saved.

m ourchanges have been saved.

4 Click Any menu option or Logout.

End Procedure.
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Remove Access to Administrations

Trustee Administrators or a delegated employee may:
1. Revoke users’ access to all of a trustee's administrations.

2. Remove all user roles and notify ITSA to cancel access for an employee.

Process Overview

1. Click List User to display users attached to trustee. (If more than one trustee
select trustee first to display users.)

2. Click user link to Manage User.

3. Click Remove Access button.

Action

Menu Path: User Management > List Users

it ikl s ers associated with Trustee Keith Laurence LAND
Administrations

User Management

HYLES Dravid
List Users = Authorised to enter data only
Help
Rudaks Dianne
= Authorised to enter data and submit documents
Click to select uzer link User|D 3 Gently Diitk
to open Manage User m Authorised to enter data and submit documents
Seicen = Authorised to manage Trustee users
User|D 4 Russell Jean
= Authorised to enter data only
UserlD 5 McPherson Jenny
= Authorised to enter data and submit documents
= Authorised to manage Trustee users
UserlD & Walsh Meville
= Authorised to manage Trustee users
Add Userl
1 Click List Users

Result: List of trustee users displays.

53



54

Online Services Help

2 Select/Click User link.

Result: Manage User screen displays.

Manage User David HYLES

Manage access for user:
UseriD1
Access levels required:

[ Autharised to manage Trustee users
Authorised to enter data anly

(AR (e €l EEEEs (1 Aothorised to enter data and subrmit docurnents
levels for user selected

Save || Remove Access I Cancell

3 Click Remove Access
Result: The following message displays:
m Trustee Access Role deleted.

4 Click

Any menu option or Logout.

End Procedure.
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Navigation
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Welcome to Online Services

The Online Services Home page updates trustees with:

« Business and Administrative Functions Undertaken by trustee/employees
during an online session.

o Trustee Notes - alerts and notifications, progress and status of lodgements,
documents pending, compliance issues etc. Notifications include AER Due
date, RC/IC Payment Due, RC/IC Payment Expected by ITSA (for lodged
Remittance Advice).

Australian Government

* Insolvency and Trustee Service Australia Home About Comtact Feedback Logout

Online Services

bkl \Welcome to Online Services

Administrations = You successfully logged in at 10:25 04-Aug-2009

L Mans nt . - . .
et Manageme Business and Administrative functions undertaken

= Joe Blow has been granted access to Online Services,

Trustee Specific Notes

Certificate of Appointment request failed on D4AUGIDY for ITSA Admin Mumber: VIC 83747858, Please contact [TSA
Certificate of Appointment request failed on D4GAUGIDE for ITSA Admin Mumber: VIC 5375/818. Please contact [TSA
Cerificate of Appointment request failed on 03MAUGIOY for ITSA Admin Mumber: VG 5375585 Please contact [TSA
Requestio Reactivate Matter failed on 0FALGDY for ITSA Admin Number: VIS 3736181 . Please contact TSA
Cerificate of Appointment request failed on D3AUGDY for ITSA Admin Mumber: VIC 5375/815. Please contact [TSA.
Reguestto Finalise Matter failed on 31JULMY for ITSA Admin Mumber: VIC 82745/8/8. Please contact [TSA
Requestto update Trustee Details failed on 28UULDE for Trustee: 949, Please contact ITSA.

Terms & Conditions | Website Security | Privacy Staterent | Disclaimer | Copyright® 2008 Commonwealth of Australia

Wersion: 1.11.5882
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Access, Filter and Print List of Administrations
Search for an Administration

View Administration Summary

View Online Lodgement History

Print List of Administrations

Print Administration Report

Administration Searches/Enquiries -
Overview

ITSA held information on all administrations assigned to a trustee is accessible via
Online Services as:

1. Alist of administrations which includes generic information for current, finalised
and joint administrations on record. See Administration Types below.

2. Summary details of each trustee administration.

Administration Types

Debtors Petition

Sequestration Order

S188 Authority

Personal Insolvency Agreement
Part X Assignment

Part X Arrangement

Part X Composition

Part XI Administration Order
Special Administration

Section 50 Interim Order

How Does the List Work?
e Administrations appear in chronological assignment order.
e All new cases assigned to a trustee are added to the list.

e The list is modified to reflect status changes to administrations (e.g. Active,
Finalised).

Joint Trustee Administrations

e Administrations with joint trustees will appear on both trustees’ lists.
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e Where a case is re-assigned and the principal trustee in an administration
changes, the superseded trustee will retain access to administration details but
document lodgement capability will be disabled.

Access, Filter and Print List of
Administrations

e Your default List of Administrations includes all current administrations
(bankruptcy or insolvency cases) assigned to you as either principal or
secondary trustee.

e The List of Administrations may be printed via List Admins button on the
screen.

Note: Default List of Administrations sort order is by “Start Date” and activity
undertaken i.e. if last used sort order was by AER completed, the list will re-open
in that order.

Menu Path: Administrations > List of Administrations

" Australian Government

Insolvency and Trustee Service Australia i - Home -nbnut Contact Feedback Logout

Account Management

List of Administrations

Click to fittet information

Search for an Date ITSA Expected
AT, Admin Family Given RT Admin Admin Date of Principal
Started Name Names Reference Type Number [HETET T Trustee
Correspondence
Lodgement Histary far 20-Maov- | HACKETT Seott Leslie Linda test Dehtors WIS 5375EE 21-Mov-2011 b Active
Trustes 2008 Petition
Generate RCIC Remittance 20-Mov- | THALLAE Dravid Debtors WIC 53740814 21-Mov-2011 b Active
008 Andrew Petition
RiCAC History
View  22-Sep- BUGEJA Judith Mary nooBuG Sequestration | WIC 4318874 18-0ct-2011 A Active
User Management. 2008
Help Wiew  22-Sep- MIZEI Carole noopuG Sequestration  WIC 4318874 18-0ct-2011 N Active
2008 Anne
Wiew 06-Aug- WARREN Mick Matter 126 Dehtors WIC 3419859 07-Aug-2011 W Active
2008 Petition
Wiew 02-Now- DARCY Robert Dehtors WIC 47800759 02-Mov-2010 W Active
2007 John Petition
Wiew 03-Now- WILLAN Robert matter 452 Sequestration | WIC 507187 11-Mow-2011 W Finalised
2008 Edward
Wiew 18-Oct STACEY Belinda Sequestration | WIC 4682i8/8 W Finalised
2008 Jane
View  15-Bep- FETROCCITTO  John Peter Sequestration | WIC 4293859 18-0ct-2011 W Finalised
2008
Wi 22-Aug- | GILLIES Zaya 123 @sabcd P&, WIC 3736/31 N Finalised
2008
[ Use PreviousMext Page to toggle list ]—. page1of10
| | Mext Page ||
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1 Click List of Administrations

Result: Trustee’s default List of Administrations displays.

Filter Administrations List

2 Click Show Filter link.
Result: Filter criteria display.

List of Administrations

[Hide Filter |ag—yClick to cloze the fiter ]
Type of Adrinistration | All i Select date range
Date Admin Started  Frgpy- i i To: i !
Select criteria and click Status | Al E-Ele;-j Sdtzttus 5o A,
o inalized eto.
Trustee Type | Al " lSeIed Pritmaty, Secondary or Presvious ]

| Search || Clear I-‘—[ Click to clear fiter criteria ]

3 Select Any combination of search criteria:
o Type of Administration
e Date Admin Started (From/To)
o Status
e Trustee Type
4 Click Search.
Result: Administration search results display.

5 Click View to open Administration Details.

To obtain an updated list including new, re-assigned or finalised cases click
Search again.

For further explanation on data displayed see View Administration Details -
Summary.

Search Results - Sort Administrations

6 Select/ClickHeading column to be sorted in alpha or numeric order.
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Result: Ascending or descending arrow displays.
7 Click/SelectAdministration
OR

Clear to return to default List of Administrations.

Print List of Administrations

8 Click List Admins button.
List Admins

Result: Windows File Download page displays.
9 Click Open.

Result: List of Administrations Report (for trustee selected) displays in Adobe
PDF.

10Click/SelectFile > Print (or Print icon).

End Procedure.

Search for an Administration

A search for a specific administration may be made using one or more of the following
criteria:

1. Surname
2. Given names

3. Trustee reference/ITSA Administration Number

Note: Details available for an administration - Summary, Trustees, Online Lodgement
History and Filing Requirements (s188/PIA) - may be printed via the Administration
Report button at the foot of the screen.
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Menu Path: Administrations > Search for an Administration

ustralian Government

*™  Insolvency and Trustee Service Australia

o bl Search for an Administration

Administrations

Family Mame
List of Administrations

Given Mames

Correspondence RT Reference
Lodgement History for

Trustes ITEA Admin Kumber

zenerate RCAC Remittance Enter aciministration
i LT i articulars and click Search
ReAC History Use the wildcard *' or ‘%' to search on a full or partial Family or Given Mame P

User Management
Search | Clear I¢—|C|u:k to clear search data
Help

1 Click Search for an Administration.

Result: Search for an Administration screen displays.

2 Enter Any combination of search criteria:
o Family Name
¢ Given Names
¢ RT Reference
e ITSA Admin Number

Note: Wildcards *' or '%' can be used to search on a full or partial
Family or Given Name.

3 Click Search.
Result: Administration Details (Summary) displays.

If more than one result displays, click link to particular administration to
view Administration Detalils.
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Administration Details

Debtar Marme:  David THAL
RT Reference:  Add Reference
ITS4 Adrin Moo %IG 000000 Cerificate of Appointrnent

Debtor Details Administration Details
Date of Birth:  10-Jul-1962 Adrministration Debtor's Petition
Date SoA Filed: 20-Mow-2008 Type:
Expected Date of 21-Mov-2011 Date of Bankruptey:  20-Mov-2008
Discharge: Status: Active  Finalise
Result: Date Finalised:
Result Date:

Print Administration Report

4 Click Administration Report button to foot

Administration Repaort

Result: Windows File Download page displays.

5 Click Open.

Result: Administration Report displays in

6 Click/Select File > Print (or Print icon).

End Procedure.

62

of

Adobe

screen.

PDF.



Online Services Help

Print List of Administrations

Print Administration Report

View Administration Summary

Administration Details - Summary can be accessed via:

Hyperlink in List of Administrations
Search for an Administration screen

Summary tab Online Lodgement History screen - RC/IC Lodgement Details for
specific administration.

Content of Administration Summaries

Administration summary data is contained under three tabs - Summary, Trustees and
Online Lodgement History. (An additional tab exists for Filing Requirements
s188/PIA).Administration summaries contain administration specific data including:

1.

2.

3.

9.

Name and administration number

Summary of receipts and payments (details entered by trustee)

Date administration commenced

Date SoA filed (bankruptcy)

Date appointed as trustee/administrator

Name of previous trustee/administrator

Name of primary trustee (if more than one trustee appointed concurrently)

Expected end-date of administration (varies for different types of
administrations)

Date ended. If expected end-date not reached, will display ‘active’ status.

10. Date finalised

Note: Details available for an administration - Summary, Trustees, Online Lodgement
History and Filing Requirements (s188/PIA) - may be printed via the Administration
Report button at the foot of the screen.
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Menu Path: Administrations > Search for an Administration or via
List of Administrations

Administration Details

Debtor Mame:  David THAL
RT Reference:  Add Reference

. . . . Click Trustees tab for details of trustees
[TSA Admin Mo:  WIC 000000  Cerificate of Appointrment linked to administration (secondary and
previous trustees.

[ sormary [ nusteos | onin Loggen

; A — - -
Debtor Details |Adrministration Details |
Date of Birth: 10-Jul-1962 Administration Debtor's Petition
Date So# Filed: 20-Mov-2008 Type:
Expected Date of 21-Mov-2011 Diate of Bankruptey,  20-Mow-2008
Discharge: Status: Active  Finalise
Result: Click Online Lodgement History for Date Finalised:
Result Date: AERRCAC lodgements for administration
1 Click List of Administrations.

Result: Trustee’s administrations display.
2 Select/Click View link next to a specific administration.

Result: Administration - Summary screen displays.
3 View Debtor Details data

Administration Details data
Trustee Details data

View Online Lodgement History

4 Click Online Lodgement History tab.

Result: Online RC/IC lodgement details display.
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Administration Details

Debtor Mame:  David Andrew THALLAS
RT Reference:  Add Reference

ITSA Admin Mo:  VIC 53748/ Cadificats of Appointment
I@ Online Lodgement History I
AER pariod _Al\ ﬂ
23-Juk-2009 RC Payment Receipt Mumber P135000090, Line llem Mumber 1 and Remiltance Reference Nurmber TESTUSER 23-Jul-2008
Watching RCS-049-164
23-Jul-2008 IC Payment Receipt Number P135000091, Ling llem Mumber 1 énd Remittance Reference Number TESTUSERI1 23-Jul-2009
Watching ICS-849-162
5 View Lodgement Date
Event
Description
Lodged By
Processing Done
Print Administration Report
6 Click Administration Report button to foot of any data screen.

Administration Hepart

Result: Windows File Download page displays.
7 Click Open.

Result: Administration Report (for selected tab) displays
in Adobe PDF.

8 Click/Select File > Print (or Print icon).
9 Click Another menu option or Logout to exit.

End Procedure.
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View Administrations for Multiple
Trustees

1. Users with access rights to a single trustee's administrations will have direct
access to that trustee's administrations.

2. Users with access rights to the administrations of multiple trustees will have a
Change Trustee screen for trustee selection.

3. A user with access rights to the administrations of multiple trustees can access
only one trustee's case at a time - it is not possible to toggle between cases
registered to different trustees.

4. To work on another trustee's administrations (i) close the trustee session you
are working on (ii) select a trustee and then an administration from that
trustee's case list.

5. Click the relevant trustee radio button to access administrations and
commence work.
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Menu Path: Online Services Login

1 Enter User Id
Password
2 Click Logon

Result: Change Trustee displays.

——

Insolvency and Trustee Service Australia N = Home About Contact Logout

Australian Government

Account Management Change Trustee

' Dino TRAVAGLINI {1066} ‘Selact Trustee and
' Michael John GRIFFIN (1108} click Ok
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3 Click/Select The radio button next to name of trustee.
4 Click OK.

Result: Welcome to Online Services displays.
5 Click Menu option or Logout

End Procedure.
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Manage Your Administrations
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Request a Certificate of Appointment

1. A Certificate of Appointment for new administrations is issued immediately a
Consent to Act has been received by ITSA.

2. Where a Certificate of Appointment (for any reason) has not been issued or a
duplicate certificate is required, the document may be requested online and
emailed to your nominated email address.

3. Both principal and secondary trustees may request a Certificate of
Appointment.

Note: Trustees may also continue to request certificates by fax, email, regular mail,
telephone or over the counter as required.
Process Overview

1. ITSA will issue the certificate in PDF format via email.

2. Lodge your request by selecting the email address for issue of the certificate.

Menu Path: Administrations > List of Administrations >
Administration Details - Summary

Administration Details

Debtar Mame:  Scott Leslie HACK

(Click link to open Request sresn|

RT Reference: 1234 Edit

TSA Admin Mo:  VIC 0000/0/0 | Cedificate of Appointment

Debtor Details Administration Details
Date of Birth; 17-Dec-1945 rdministration  Debtor's Petition
Date SoA Filed:  20-Mow-2008 Type:
Expected Date of 27-Mow-2011 Diate of 20-Mow-2003
Discharge: Bankruptey:
Result: Statug: Active  Finalise
Fesult Date: Date Finalised:
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1 Click Certificate of Appointment link.

Result: Request a Certificate of Appointment window displays.

Request a Certificate of Appointment

. 1 Click to select email address for
Debtor Mame:  Scott Leslie HACK receipt of certificate.

RT Reference: 1234 2 Click Submit Request.

ITSA Admin Me:  IC 00004070

Ermail To: v

. + Click to terminate request
| Submit Request " Cancel

If a valid email address has been provided to ITSA the Registry
Correspondence Email address will display along with any other
email address you have provided. Go to Step 2
If no valid email address has been registered with ITSA a message
will display that no valid email address exists. You will need to provide
ITSA with a valid email address. Click Cancel to terminate request
and return to Administration Details.

2 Click/Select Address (if multiple addresses provided).

3 Click Submit Request.

Result: The following message displays.
m Yourrequest for a Cedificate of Appaintment has heen lodged. ¥ou should receive the Cedificate by email within 24 hours.

End Procedure.
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Add/Edit Your Administration Reference
No.

1. Trustees may record, edit or cancel their own administration Reference No
against an administration. The number will display in Administration List data.

2. The Reference No exists for trustees’ own case identification purposes and is
not recorded by ITSA.

3. Where, in the course of an administration, a case is re-assigned to another
trustee, the reference will be purged by ITSA to allow a new trustee to enter
his/her own reference.

Menu Path: Online Services > Administrations > List of
Administrations > Administration Details - Summary

Administration Details

Debtar Mame:  Scott Leslie HACK

RT Refarence: 1234

ITSA Admin Mo: VIC 000000 Cedificate of Appointrment

Debtor Details Administration Details

Date of Birth; 17-Dec-1955 administration  Debtor's Petition

Date SoA Filed:  20-Mov-2003 Type:

Expected Date of 21-Mow-2011 Diate of 20-Mow-2003

Discharge: Bankruptey:
Result Status: Active  Finalise

Result Date: Date Finalised:

1 Click Edit link next to RT Reference.

Result: Edit window displays.
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Administration Details

Debtor Marme:  Scott Leslie HACK

ITSA Adrnin Mo:  %IC 0000,/00 Erter reference number
and click Save

RT Reference: | 1234 -

Click to exit screen

2 Enter Reference into RT Reference field and click Save.
OR
Amend existing reference and click Save.
OR

Click Cancel to return to Administration Details - Summary screen.
3 Click Another menu option or Logout.

End Procedure.
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View Section 188 and PIA Filing
Requirements

1. Key data for Section 188 and PIA filings is accessible in the Section 188 and
PIA Filing Requirements screen.

2. You may view future filings due dates as well as actual lodgement dates for
administrations.

3. Screen data is updated as documents are lodged.

Action

Menu Path: Administrations > List of Administrations >
Administration Details - Summary

1 Click Filing Requirements tab.
Result: Section 188 and PIA Filing screen displays.
2 View Section 188 and/or PIA Filings data including:

Filings due dates
Actual filing dates

End Procedure.
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Reactivate an Administration

Finalise an Administration

To meet the requirements of Regulation 8.14 of the Bankruptcy Act, trustees must
advise the Official Receiver in writing when an administration is finalised. This can

now be done using Online Services.

Note: When providing finalisation notification to ITSA, please ensure the closing
balance of an estate is nil.

Menu Path: Administrations > List of Administrations
Administration Details - Summary

Administration Details

Debtar Mame:  Scott Leslie HACK
RT Reference: 1234 Edit
[TS& Adrnin Mo: WIC 000000  Cedificate of Appointment

Debtor Details Administration Details

Administration Debtor's Petition
Type:
Date of 20-Mow-2008

Diate of Birth: 17-Dec-1845
Date SoA Filed:  20-Mov-2008
Expected Date of 27-Mov-2011

Discharge: Bankruptey: — —
Status: Active |Fina|ise |<—(wl

Result:
Result Date: Date Finalised:

1 Click Finalise link.

Result: Notice of Finalisation Date screen displays.
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Motice of Finalisation Date

Debtor Mame:  Scott Leslie HACK

RT Reference: 1234
[TSA Adrmin Mo %IC 000000

*Diate of Finalisation: / /

Lodge with ITSA

Email Confirmation To: | Fred@higpod. net w
Enter date of finalisation and
- click Lodge with ITSA or

LCanceI to terminate

" Cancel

2 Enter

3 Click/Select

4 Click

If a valid email address has been provided to ITSA the Registry
Correspondence Email address will display along with any other
email address you have provided. Go to Step 2

If no valid email address has been registered with ITSA a message
will display that no valid email address exists. You will need to provide
ITSA with a valid email address. Click Cancel to terminate the request
and return to Administration Details.

Date of Finalisation.

Email for receipt of finalisation date confirmation (if multiple email
addresses are registered with ITSA)

(Click Cancel to terminate if no valid email address is registered with
ITSA).

Lodge with ITSA button.

Result: The following message displays.

= Your requestto finalise this administration has been lodged. You should receive an acknowladgerment by email within 24

hours,

= YOuU can view your receipt here,

5 Click

6 Click

7 Click/Select

8 Click

Receipt link (here) to view and/or print your receipt.
Result: Windows File Download displays.

Open.

Result: Receipt displays in Adobe PDF.

File/Print (or Print icon).

Another menu option or Logout.

End Procedure.
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Reactivate an Administration

Trustees may reactivate an administration at any time using Online Services.
(Reactivation automatically serves as the required notification to the Official
Receiver.)

Note: A reactivated administration will display on the current AER Form.

Menu Path: Administrations > List of Administrations >
Administration Details - Summary

Debtor Details Administration Details
Date of Rirth:  29-Apr-1872 Administration  Debtor's Petition
Date SoA Filed: 21-Jun-2005 Type:
Expected Date of 21-Jun-2003 Date of 21-Jun-2004
Cischarge: Bankruptey:
Result Discharged by law 5149(3) & Status: Finalised
4 Date Finalised:

Result Date: 22-Jun-2008

1 Click Reactivate link.

Result: Notice of Reactivation screen displays.
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MNotice of Reactivation
Debtor Mame:  Scott Leslie HACK

RT Reference: 1234
ITSA Admin Mo %IC 000000

*Date of Reactivation: / /

*Reason for Reactivation: w

*Caomrment:

Email Confirmation To: | anita.valequez@itsa. gov. au [

rter details and click
Lodge with ITSA ar click
Cancel to terminate

Lodge with T34 || cancel| ™

If a valid email address has been provided to ITSA the Registry
Correspondence Email address will display along with any other
email address you have provided. Go to Step 2.

If no valid email address has been registered with ITSA a message
will display that no valid email address exists. You will need to provide
ITSA with a valid email address. Click Cancel to terminate request and
return to Administration Details.

2 Enter Date of Reactivation
Reason for Reactivation from the list

After acquired property

Mew offence referral

Contribution issue

Undisclosed asset

Mowe cormmercial to sell disclosed asset
Complaint received

Money received

Other

3 Enter Any additional details into Comment field.

4 Click/Select Email radio button for receipt of reactivation date confirmation (if
multiple email addresses registered with ITSA).

5 Click Lodge with ITSA button.

6 Click/Select Another menu option or Logout.

End Procedure.

Back to Top
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Manage Your AERs
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Generate RC Remittance Advice

Generate IC Remittance Advice (Administration)
Generate IC Remittance Advice (Trustee)

AER Online Form

Enter and Submit AER Data - Single Administration
Enter and Submit AER Data - Multiple Administrations
View or Print RC/IC Remittance Advice

Retrieve Lodged Remittance Advice from ITSA

AER Process — Overview

Submission of Remittance Advice (RA) for Payment of RC and IC

e You may submit online RC/IC information and make payment to ITSA on either
an ad hoc or annual basis.

« Remittance Advice may be generated online for individual administrations or in
bulk without submission of full AER data.

e Submission of online RAs will need to be followed up by payments according
to existing practice.

Generate RC/IC Remittance

You may generate Remittance Advice for all or some of your administrations at any
stage during a charge period (financial year). Alternatively, Remittance Advice may be
generated when an AER Form for a charge period is completed.

« Remittance Advice generated online may be viewed and printed using the
View Orig link on the RC/IC History screen.

« Remittance Advice not submitted online may be retrieved via an online Lodged
Doc link on the RC/IC History screen.

e Receipt information will display for any payment receipted by ITSA (submitted

without accompanying Remittance Advice) but neither link (above) will be
active.

AER Submission

e You may enter online AER data for administrations throughout the financial
year and/or on finalisation of estates.

o Data is entered and submitted through a single or multi-line online AER
form (or RC/IC Remittance Advice).
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Note: Only principal trustees may lodge an AER for an estate.

AER Reconciliation

When the AER Lodgement and RC/IC payment date falls due (35 days after the end
of the charge period):

AERs are reconciled with RC and IC due and payable.

Any RC/IC payments made during the charge period are adjusted against the
total due.

Once a reconciliation has been successfully completed, the AER is deemed
Reconciled and a new AER cannot be submitted for that period. Any post
reconciliation issue with an AER should be taken up offline with ITSA
Information & Registry.

Under or Overpayments of RC/IC

In accordance with existing business process, if your AER cannot be
reconciled with ITSA data you will receive written advice of any shortfall in
payments.

An application will need to be lodged with the Official Receiver for
reimbursement of any overpaid amount.

Extensions and Status Changes

An ITSA Manager/Supervisor may change the Status (Reconciled/Unreconciled) or
Due Date for an AER where a request for the lodgement extension date has been
made. In accordance with existing policy this is granted only in exceptional
circumstances. For further details on extensions, please refer to the Best Practice
Statement available on the ITSA website (www.its.gov.au).



http://www.its.gov.au/
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Generate RC Remittance Advice

Generate IC Remittance Advice (Administration)
Generate IC Remittance Advice (Trustee)

View or Print RC/IC Remittance Advice

User Roles and Access Rights

Generate RC/IC Remittance Advice -
Overview

Trustees may generate Remittance Advice (RA) for all or some of their
administrations at any stage during a charge period (financial year). Remittance
Advice can also be generated when an AER Form for the end of a charge period is
completed. See Lodge an AER

Use the links at the top of this page to help you:

e Generate bulk RC/IC Remittance Advice for multiple or single selected
administrations without submitting full AER information to ITSA.

e Regenerate bulk RC/IC Remittance Advice for previously submitted
Remittance Advice which has been returned by ITSA for correction and
resubmission.

Note: Any RC/IC received by ITSA during a charge period will autopopulate the data
entry screen.

Generate RC Remittance Advice

Generate or Regenerate RC Remittance Advice (RA) - both new and already
generated RAs are processed through the same menu options. Note: When
regenerating a RA, Receipt Number and a Line Ref for the already submitted RA
must be entered.

Viewing/Printing of RA Submitted to ITSA - the View Orig link appears only if a RA
has been lodged online. The Lodged Doc link is used to retrieve a RA not lodged via
Online Services. See Retrieve Lodged Remittance Advice. Only receipt details will
display for payments made without Remittance Advice.

Processing Bulk or Single Administrations - the Clear All button re-sets all
payment amounts already entered to zero. This enables payments to be made only
for selected estates.
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Menu Path: Administrations > Generate RC/IC Remittance

Insolvency and Trustee Service Australia

1 Select RC and enter charge period
[defaults to current period)

| R Generate Remittance Type
Administrations

| Rernittance Advice |Rea|isahon Charge V‘

| Charge period from j,ZDDQ To jEl,’201D |

2 Click Display

User Management

1 Click/Select Realisation Charge from list of values.
2 Click/Select Charge period - From/To dates (select unreconciled AER only)
3 Click Display.

Result: All active estates for charge period display.

List of Administrations for RC Remittance Advice

Remittance Advice ‘ Realisation Charge V|

Charge period from ;‘EUDB |TD;;E|1|2EI1D ‘

1 Enter RC to be paid to [TSA,
Shouw Filter
Debtor Debtor Given RT ITSA RC Payments made
Surname Names Reference Admin Nr to ITSA
n.oo

Display

RC due for Payment (incl subtraction
of payments made)

1

Actual Payment

ABDUL Eric Mapu QLD 541986 0.52 0.52
ABRAHAMSON Isabel Haydes QLD 28921719 0.00 000 |‘
AGBERE Sharyn Leanne QLD 3372068 0.00 000
ALDERTOMN Blanca Libia VIC 38361813 0.00 000
ALLAN Kim Michelle MEW 45050975 0.00 0.00
ANCILLERI Gabrielle Isabella QLD 4701 0.00 0.00
ARMOLD Wartin QLD 2069/9/1 0.00 0.00
ASHBY Kim Marie QLD 355/8/6 0.00 0.00
BAGRALL Herman NEYY TETIE 2 Click Save to update record or
Submit to ITSA and view Rermittance
BAILEY Meredith Wargaret QLD 20763 1o generate CUEV of RA,

Receipt Mumber:

nter Receipt Number and Life
Ref frorn original RA if
regenerating a fresh one.

|L Clear All ” Save | | Submit to ITSA and Yiew Remittance

Click to clear away 2
actual payment page 1 af 22
amounts entered Mest Page Last Page

4 Click Any heading below to sort by:
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5 Enter
(Amend)

6 Click

Online Services Help

Debtor Surname/Debtor Given Names
Remittance Type

RT Reference

OR

Click Show Filter link to list entries by Debtor Name, RT Reference
or ITSA Admin Number and click Filter button.

Actual Payment (defaults to amounts due. If required, amend to
amount you intend to pay against this administration).

Note: If regenerating a RA, enter Receipt Number and Line Ref
from earlier RA.

Save to update record (and enter payment/s for other
administration/s).

Result: Message confirms "Your Remittance Advice has been
saved".

OR
Submit to ITSA and View Remittance.

Result: RC/IC History page displays.

RCIIC History
Payrent Period:  |[§ 2010
01-07-2008 to 30-06-2009
Display
Remittance RA Reference RA Date Intended Date Paid REI:EIPI Line
Type No Created Payment Paid Ref
e Interest Charge 1C0-5490-178 11-Jan-2010 §19.00 $0.00 Lodged
O_q Doe
Wiew Realisation Charge RC0D-5480-174 11-Jan-2010 $108.43 $0.00 Lodged
Dirigg Do
Wigw Interest Charge IC0-5490-172 08-Jar-2010 F212 §0.00 Lodged
g Croi:
Wigw Realisation Charge RCO-5480-166 08-Jan-2010 $5473 $0.00 Lodged
Drig Do
Wiew Realisation Charge RCO-5480-165 07-Jan-2010 $65.60 $0.00 Lodged
Drig o
Realisation Charge RCO-5430-164 07-Jan-2010 $63.86 $0.00 Lodged
Dot
RCO-5480-163 07-Jan-2010 $54.21 $0.00 Lodged
Drig Dot
Wiew Interest Charge 1C0-5490-162 07-Jan-2010 §1.00 $0.00 Lodged
Orig Dot
Click to view PDF Remittance Advice
Wiew Interest Charge El §1.00 $0.00 Lodged
Qg Do
Wigw Interest Charge IC0-5490-160 07-Jar-2010 $1.00 $0.00 Lodged
Drigg Croi:

7 Click

View Orig link.
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8 Click

Result: Windows File Download displays.

Open button to view RA in Adobe Reader.

REALISATION CHARGE PAYMENT ADVICE

Administrator/Trustee Details

Given Namels

Sumame

LOUISE ANM

STREUTHERS

Contact Person Details

Given Name/s

Sumame

! Australian Government

“ Insolvency and Trustee Service Australia

Remittance Reference
Charge Period from

|RCO-5490-165 |
Charge Period to

01/07/2009

|30/08/2010 |

Please use a different form for =ach charge period

Contact Number

RC Rate
3.50%

Name of Debtor Administration Number Realisations Charge Realisation Payment Being
Number Year Due Made
Given Names | Sumame = | KK | KX I X
BELINDA CHRISTINE [— wew | sozo | s | 1 §53 .86 §53 .86
TOTAL $53 .86 553 .86

Payment Method

EFT Commeonwealth Bank A/c Number. 062937 10001950

Account Mame:  [TSA (Administerad Receipts)
Reference: Please use the remittance reference number displayed above or Trustee Number
eg: RC 1532
Cheque | |
Cheque Number Cheque to be drawn in favour of ‘Insolvency & Trustee Servios Ausiralia
Credit Carg  Diners Club [ ] American Express ]
woswrcws [] ves [] o [] ewemwwe | 1 | | | UL T[] LT LT T
o e [ 1 17 [T]
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9 Click File > Print

AND/OR
Save copy of RA to your Windows folder.

End Procedure.

Generate IC Remittance Advice

(Administration)

Generate or Regenerate RC Remittance Advice (RA) - both new and already
generated RAs are processed through the same menu options. Note: When
regenerating a RA, Receipt Number and a Line Ref for the already submitted RA
must be entered.

Viewing/Printing of RA Submitted to ITSA - the View Orig link appears only if a RA
has been lodged online. The Lodged Doc link is used to retrieve a RA not lodged via
Online Services. See Retrieve Lodged Remittance Advice. Only receipt details will
display for payments made without Remittance Advice.

Processing Bulk or Single Administrations - the Clear All button re-sets all
payment amounts already entered to zero. This enables payments to be made only
for selected estates.



Path:

Menu

Australian Government

" Insolvency and Trustee Service Australia

Account Management

Remittance
Administrations

User Management

Online Services Help

> RC/IC Remittance

Administrations Generate

STRUTHERS (3490)

Advice
1 Select IC (Administration) and enter
'} charge period (if not current)

Remittance Advice ‘ Interest Charge (Administration) ~

L oo ot

2 Click Display

Charge petiod from

Display I

1

Click/Select

2 Click/Select

3 Click

Interest Charge (Administration) from list of values.

Charge period - From/To dates (select unreconciled charge period
only)

Display.

Result: All active estates for charge period display.

Remittance Advice
Remittance Advice ||nterest Charge (Adrinistration) V‘
Charge period from , 2009 |1g ,El; 2010
Display
1 Enter Actual Payment
to be made to [TSA
Show Filter
Debtor ITSA IC due for Payment
Debtor Given RT Admin Interest Bank IC Payments {incl subtraction of
Surname Names Reference Earned Charges made to [TSA payments mude) Actual Payment
ABDUL Eric Mapu QLD 8 & ] 2
G419r858
ABRAHAMSORN | Isahel Haydee QLD i} 1} 1) 0
28924713
AGBERE Shann Leanne QLD 0 0 i} ] D
AT 26
ALDERTON Blanca Libia VIC 383663 i i 0 0 l:l
ALLAN Kim Michelle NS i a 0 0 l:l
45051955
AMCILLERI Gahrielle QLD 471 i} 1} 1) 0 l:l
Isahella
ARMNOLD Martin QLD i i} ] i l:l
20694971
ASHBEY Kim Marie QLD 355i8i6 i} 1} 1) 0 I:|
BAGMALL Herman S 35/TIE i i} 2 Click Save 1o update record of D
Submit to ITSA and View
BAILEY Meredith QLD 20746/3 0 i 0 Remittance to generate copy of RA |:|
Margaret
Line Ref, ‘
Enter Receipt Number and me
Ref when regenerating a RA. 0 clear away any =
actual payment amounts enterad U Clear Al | | Save I | Submit to [TSA and View Remittance
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4 Click

5 Click

6 Enter
(Amend)

7 Click

Any heading below to sort by:
Debtor Surname/Given Names
RT Reference

ITSA Admin Number

Clear All to set all values to "0" if required.

Actual Payment (defaults to amounts due. If required, amend to
amount you intend to pay against this administration).

Note: If regenerating a RA, enter Receipt Number and Line Ref
from earlier RA.

Save to update record (and enter payment/s for other
administration/s).

Result: Message confirms "Your Remittance Advice has been
saved".

OR
Submit to ITSA and View Remittance.

Result: RC/IC History page displays.

RCIIC History
L UCICUEER [1-07-2009 to 30-05-2010
01-07-2008 to 30-06-2009
Click Wiew Orig link to display PDF
copy of RA
Display
Remittance RA Reference RA Date Intended Date Paid Receipt Line
Type No Created Payment Paid No Ref
—

nterest Charge 1C0-5480-178 11-Jan-2010 $19.00 §0.00 Lodged

Do
Wiew Realisation Charge RCO-54G60-174 11-Jan-2010 $108.43 §0.00 Ladged

Orig Doc
Wiews Interest Charge 1C0-5480-172 08-Jan-2010 212 §0.00 Lodged

orig Do
Wiew Realisation Charge RC0-54490-166 08-Jan-2010 $54.73 §0.00 Ladged

Orig Doc
Wiew Realisation Charge RC0-5480-185 07-Jan-2010 $53.86 §0.00 Lodged

orig Do
Wiew Realisation Charge RC0-5490-164 07-Jan-2010 $53.86 §0.00 Lodged

Orig Doc
Wiew Realisation Charge RC0-5480-163 07-Jan-2010 §54.21 §0.00 Lodged

Drig Do
Wiew Interest Charge 1C0-5490-162 07-Jan-2010 $1.00 $0.00 Lodged

Orig Doc
Wiew Interest Charge 1C0-5480-181 07-Jan-2010 $1.00 §0.00 Lodged

Drig Do
Wiew Interest Charge 1C0-5490-160 07-Jan-2010 $1.00 §0.00 Lodged

Orig Dot

link (to view and/or print copy).

Result: Windows File Download displays.
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9 Click Open button to view RA in Adobe Reader.

' Australian Government
23

INTEREST CHARGE PAYMENT ADVICE

#X Insolvency and Trustee Service Australia
Administrator/Trustee Details Remittance Reference [Feossso1m0
Given Name/s Sumame Charge Period from Charge Period fo
LOUTSE AN [eTEUTHERS | [01/07/2000 30/06/2010

Contact Person Details Please use a different form for each charge peried

Given Name/s Sumame Contact Number
[ I ] ]

Note:; Where an Administrator/Trustee operates a single bank trust account, there is no requirement to allocate the interestbank charges to the individual estates. You may report
the total interest, total bank charges and net payment now being made using the first row. Please leave the estate details blank.

Name of Debtor Administration Number Interest Bank Interest Interest
Number Year Earned Charges Charge Due Payment Being

Given Names Sumname = OO0 xX X Made
ISABEL HAYDEE ABRAHAMS ON QLD 2892 v 9 0.00 0.00 0.00 16.00
ERIC MAPY AEDUL CLD 5419 3 g 2.00 £.00 2.00 2.00
BELINDA CHREISTINE MCEECWN H3W 9020 9 1 $1.00 $0.00 $1.00 $1.00
TOTAL 59.00 56.00 53.00 519.00

Payment Method
EFT Commonwealth Bank Afc Number: 062987 10001950
Account Name: [TSA (Administered Receipts)
Reference: Please use the remittance reference number displayed above or Trustee Mumber

eg:1C 1532
Cheque
Crequs Numoer | ] Cheqgue 1o be drawn in favour of Inscivency & Trustee Senvice Australis’
Credit Card  Diners Club D American Express D

wosercard [] vea [] ower [ cwsmemser | | | | | LI [ [ ] LT T LT

10 Click File > Print
AND/OR
Save copy of RA to your Windows folder.

End Procedure.

Generate IC Remittance Advice
(Trustee)

Trustees may submit a single/bulk payment for IC payable by selecting the Interest
Charge (Trustee) option.

Viewing/Printing of RA Submitted to ITSA - the View Orig link appears only if a RA
has been lodged online. The Lodged Doc link is used to retrieve a RA not lodged via
Online Services. See Retrieve Lodged Remittance Advice. Only receipt details will
display for payments made without Remittance Advice.
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Menu Path:

Australian Government

nsolvency and Trustee Service Australia

Account Management.
Administrations

User Management

Remittance Advice

>

Generate RC/IC Remittance

Administrations

Home About Contact Feedback
LOWISE ANM STRUTHERS (Trusteer73) logged in acting for Low/se Ann STRUTHER

Remittance Advice [Interest Charge (Trustee) ~]

1 Select I1C (Trustee) and click
Charge period frorm ElftTn ,El; Display

2 Enter Interest Eamed and Bank
Charges then click Calculate
Tnterest Earned: 66,85 1 Calculate

| Bank charges: p-00

3 Amend Actual Payment amount if

Tatal Intarest Charge due for Payment. (&1 65 | Actual Payment [51.85 | \

| Submitto ITSA and View Remittance |

1 Click/Select

2 Click/Select
3 Click

4 Enter

5 Click

6 Amend

7 Click

88

Interest Charge (Trustee) from list of values.

Charge period - From/To dates (select unreconciled AER only)
Display.

Result: Bulk interest fields display.

Interest Earned
Bank Charges

Calculate button.
Result: Total Interest Charge due for Payment, Total Interest
Charge Payments made to ITSA (if any) and Actual Payment
populate.

Actual Payment amount if you wish to pay another amount.
Submit to ITSA and View Remittance.

Result: RC/IC History page displays.
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RCIIC History
Payment Period:
Click link for payment to view
FDF copy of RA
Dizplay
Remittance RA Referen RA Date Intended Date Receipt Line
No Created yment Paid No Ref
Interest Charge 1C0-5490-181 11-Jan-2010 $41.85 $0.00 Lodged
Do
ey Interest Charge 1 0-5490-180 11-Jan-2010 $19.00 §0.00 Lodged
Drigg Dot
Wie Interest Charge 1C0-5490-1738 11-Jan-2010 $19.00 $0.00 Lodged
Orig Do
ey Realisation Charge RCO-5490-174 11-Jan-2010 F108.43 §0.00 Lodged
Drig Dot
Wie Interest Charge 1C0-5490-172 08-Jan-2010 $212 $0.00 Lodged
Orig Doc
Wiei Realisation Charge RCO-5480-166 08-Jan-2010 $54.73 §0.00 Lodged
Drig Dot
Rul=0y Realisation Charge RCO-5480-165 07-Jan-2010 F53.86 §0.00 Lodoed
Qrig Doc
Wiei Realisation Charge RCO-5480-164 07-Jan-2010 $53.86 §0.00 Lodged
Drig Dot
Rl Realisation Charge RCO-5480-163 07-Jdan-2010 $54.21 §0.00 Lodoed
Qrig Doc
Wiei Interest Charge ICO-5490-162 07-Jan-2010 $1.00 §0.00 Lodged
Drig D
8 Locate Appropriate IC Remittance and click View Orig link (to view and/or

9 Click

print copy).

Result: Windows File Download displays.

Open button to view RA in Adobe Reader.

INTEREST CHARGE PAYMENT ADVICE

Administrator/Trustee Details

L Australian Government

Insolvency and Trustee Service Australia

TCO-54590-181

Remittance Reference

Given Name/s Sumame Charge Period from Charge Period fo

LOUISE AN | STRUTHERS | [01/07/2009 30/06/2010 ]
Contact Person Details Fiease use a different form for each charge period

Given Name/s Sumame Contact Number

Note: Where an Administrator/Trustee operates a single bank trust account, there is no requirement to allocate the interest/bani charges to the individual estates. You may report
the total interest, total bank charges and net payment now being made using the first row. Please leave the estate details blank

Name of Debtor Administration Number Interest Bank Interest Interest
Number Year Earned Charges Charge Due | Payment Being
Given Names I Surname i, I XX | XX | X Made
I I | | 55.85 5 .00 c1.85 c1.35
TOTAL 456 .85 $5.00 451 .85 $51.85

Payment Method
EFT

Commonwealth Bank Afc Number:

062987 10001950

Account MName: ITSA (Administered Recsipts)

Reference: Please use the remittance reference number displayed above or Trustee Number
e.g:IC 1532
Checus e [ ] Cheque to be drawn in favour of 'Inscivancy & Trustee Service Australis'

Credit Card  Diners Club D American Express D

Master Card D Visa D Other D

cusmamser || | | | |

Name on Card

Card Expiry I:D ! D:l

10 Click

File > Print

AND/OR

Save copy of RA to your Windows folder.

89



Online Services Help

End Procedure.
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Lodge an AER
Enter and Submit AER Data - Single Administration

Enter and Submit AER Data - Multiple Administrations
View or Print RC/IC Remittance Advice

AER Online Form

Form Data

AER data held by ITSA is displayed on an AER online single or multi-line
(administration) form. It contains all general and payment information including:

o List of administrations (including interstate administrations) which were
active for at least one day during the assessable financial year.

e Previously submitted information for the current charge period. (All RC/IC
payments and estate finalisation notifications received by 30 June will display.)

e Opening balance drawn from closing balance reported in previous year’s
AER.

« NIL balance where an administration has no activity.

Calculations

1. Use the Calculate button to obtain AER data totals for individual
receipts/payments.

2. Negative numbers are permitted for current fields.

Processing Options

Buttons Functions

1 | Save Use after data entry/updating when not
sending to ITSA.

2 | No Activity Use to submit AER form for
administrations without realisations.

3 | Clear Current Data Use to clear existing data.
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4 | Calculate Use to finalise calculations for a data
entry session (before Save or
submission to ITSA).

5 | Generate Remittance | Use to generate Remittance Advice for
Advice only internal view/printing only.

6 | Submit to ITSA and | Use to generate Remittance Advice for
Generate Remittance | transmission to ITSA (follow up with
Advice manual payment).

AER Information - Online AER Form

See Annual Estate Return Data table below for explanation of required data.

SR omaton Jan Truss o— o
[l ITSA Admil Mumber GLD 207753

ehtor Nam Merecith Margaret BAILEY RT Reference Administration Type Sequestration
—
@ T AER Periog————— 01-07-2009 to 30-08-2010 6 ) — Finalisation Date
BALAHCES / / /®
Opening Balance 4551936 Adusted Balance 47 51936 Cammer Sale of car Closing Balance at end of periacl &7 419 36

P
i

RECEIPTS @k PAYMENTS @\ RECONCILE CHARGES
50,000,000 | Trading Payments

Gross sale price of assets 100,000.00 | Fundls Transferred from 250000 Amournt paid to secured
anather trustee credtars RC Due for Receipts 3,395.00
during period

1100,000.00 .\E 250000 : 50,000.00 GEG]
Costs of Administering the Trustee's remuneration
Recoveries from @\ Contributions Collected Estate ¢ 5,000.00 18,0000 RC noww payable fn%
artecedert tranzactions period receipts
5,000.00 10,000,000
0.00 0.00 @\ @
Dividends paid tu®\ 20,000.00 | Bank Fees and Charges 500,00 .\
Sec 73 Composition Trading Receipts Creditors el Y et 3:395.00

EECEkis 20,000 00 60000

0.00 0.00 @\
Cther Payments

Total receipts subject to 4102,000.00
0.00

Realisation Charge

Interest Charge Due for 400.00
> 00000 i 7 7 Receipts during period
L Current Period R 000 Previous Period RC 0.0l

0
Receipted Payment, Receipted Payment
Interest Earned on estate 1,000.00 Current Period IC @ Son Previous Period IC @’—n oo Interest Charge now 400,00

Receipted Payment Receipted Payment payable for period

receipts
1,000.00 Refund of Surplus to Funds transferred to @

Deftor ancther Trustee

Other Receipts

P r
9
f

®

P
je

Other Receipts not subject TOTAL RECEIPTS FOR mg [ fos00000

to Realizations Chatge PERIOD oo oo IC Payment being made 400,00
0.00 TOTAL PAYMENTS FOR 85,600.00

THE PERIOD

Return Clear Current Mo Activity Calculate Save

Generate Remittance Advice anly ‘

Annual Estate Return Data
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Field Data Description

Online Services Help

1 Debtor Name Debtor first/surname
2 RT Reference 'Your administration reference
3 Administration Type Type of administration being managed
4 ITSA Admin Number ITSA administration reference
5 AER Period Selected charge period
6 Finalisation Date Trustee’s finalisation date (trustee to enter)
Balances
7 Opening Balance Opening balance calculated from previous financial
ear's AER
8 Adjusted Balance Trustee’s own (adjusted) opening balance. Comment
is mandatory if balance is changed - see 9 below.
9 Comment Comment explaining trustee’s adjustment of opening
balance
10 Closing Balance at end ofiAdministration’s closing balance
period
Receipts
11 Gross Sale Price of Assets Funds collected by trustee on sale of assets for this
matter
12 Recoveries from AntecedentFunds collected by trustee on recoveries for this
Transactions matter
13 Sec 73 Composition Receipts |[Funds collected by trustee as section 73 receipts for|
this matter
14 Other Receipts Any other funds collected by trustee for this matter
15 Interest Earned on Estate Interest earned on funds received for this matter
16 Other Receipts Not Subject tofFunds collected by trustee that do not attract a
RC realisation charge for this matter
17 Funds Transferred from|Funds transferred from another trustee for this matter
Another Trustee
18 Contributions Collected Funds collected by trustee from debtor as
contributions for this matter
19 Trading Receipts For trustee’s continued operation of bankrupt's
business
20 Total Receipts Subject to RC  |Add all RC receipts and display total
21 Total Receipts for Period Total of all receipts for this matter
Payments
22 Amount Paid to SecuredFunds paid by trustee to secured creditor for this
Creditor matter
23 Costs of Administering Estate [Funds paid by trustee to trustee for administering this
matter
24 Dividends Paid to Creditors Funds paid by trustee as dividend to creditors for this
matter
25 Other Payments Funds paid by trustee not covered by other
categories for this matter
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26 Current Period RC ReceiptedTotal of all RC payments made by trustee for this
Payment charge period
27 Current Period IC ReceiptedTotal of all IC payments made by trustee for this
Payment charge period
28 Refund of Surplus to Debtor Funds paid by trustee to debtor due to surplus
collection for this matter
29 Trading Payments Funds paid by trustee in relation to running
administration’s business
30 Trustee’s Remuneration Funds paid by trustee to trustee as remuneration for
this matter
31 Bank Fees and Charges Bank fees and charges
32 Previous Period RC Receipted/Total of all RC payments made by trustee for the
Payment previous charge period
33 Previous Period IC Receipted[Total of all IC payments made by trustee for previous
Payment charge period
34 Funds Transferred to AnotherfFunds transferred to another trustee who will be
Trustee managing this matter
35 Total Payments for the Period ([Total of all payments made by trustee for this charge

period

Reconcile Charges - RC

36 RC Due for Receipts During|Calculation of RC for this charge period
Period

37 RC Now Payable for Period/Amount the trustee will make against this charge
Receipts

38 RC Payment Being Made Amount trustee intends to pay.

Reconcile Charges - IC

39 IC Now Due for Receipts During|C due based on interest earned and bank
Period fees/charges

40 IC Now Payable for PeriodRemaining IC due and payable
Receipts

41 IC Payment Being Made IC due for period (to be submitted with AER). Amount|
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Enter and Submit AER Data - Single Administration

Enter and Submit AER Data - Multiple Administrations

AER Online Form

User Roles and Access Rights

AERs - Data Entry Process

1.

2.

3.

Trustees may enter/update RC/IC and AER information throughout the year on
the online AER form and withhold submission of information to ITSA until the
AER lodgement due date.

AER data (and related remittances) for finalised administrations may be
submitted ad hoc to ITSA. Note: Administration must have a nil closing
balance.

AERs for individual administrations (when accessed via multi-administration
screen) display with a status of Saved or Submitted throughout the current
charge period. A trustee may resubmit information for an administration up to
the closure date of a charge period.

Once reconciled with ITSA records, all AER information is deemed complete
and cannot be updated/resubmitted. Any issues with an AER will need to be
resolved offline with Information & Registry.

Note: The AER data screen may be used to drag off RC/IC data for Remittance
Advice (RA) submission to ITSA (without other AER data). Remittance Advice may
also be generated in bulk. See Generate Bulk RC/IC Remittances.

Enter and Submit AER Data - Single
Administration

Use the single AER Information screen to enter, update and/or submit AER
and/or RC/IC data to ITSA for a specific administration.

Generate Remittance Advice (RA) for RC/IC for internal records only.
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Processing Options

Buttons Functions
1 | No Activity Submit AER form for
administration without
realisations.
2 | Generate Remittance | Generate RA for internal
Advice only view/printing only.
3 | Submit to ITSA and | Generate RA for transmission to
Generate Remittance | ITSA (follow up with payment).
Advice

Process Overview

96

1.

2.

Data

Click Administrations > List of Administrations.

In Administration Details screen, click Annual Estate Return tab and then
Display to view current charge period administrations.

Click View link for selected administration to display AER Information screen
for the estate.

Enter Adjusted Balance (optional), Receipts, Payments and/or Reconcile
Charges data as required. Press Calculate.

Save and then select your processing option i.e. Generate Remittance
Advice Only or Submit to ITSA and Generate Remittance Advice.

Entry Rules

Use the Calculate button after data entry to obtain AER totals for
receipts/payments and charges.

Negative numbers are permitted for current fields.
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Menu Path: Online Services > Administrations > List of
Administrations

I List of Administrations Flick to fiter by date,
I administration type et
=

Date Admin ITSA Admin Expected Date of
Started Family Name | Given Names | RT Reference | Admin Type Number Discharge Principal Trustee
View Y
View

27-Moy-2009 KOMAR Catherine Maisie Debiors Pelition NS 8867972 28-Moy-2012 Active
13-Nov-2008 SAAL Robyn Lea 5188 Authority NS 3481781 Y Active
04-Moy-2009 GEBERT Debarah Dorathy Sequestration QLD s8809e Y Active
30-0ct-2008 DOIDGE Jennifer Margaret Sequestration NSV 802079/ ¥ Active
30-0ct-2009 MCKEOWN Belinda Christine Sequestration NS 3020/911 Y Active
29-0ct-2008 CULBERTSON Steven Frederick Sequestration NSV 8970590 19-Mov-2012 ¥ Active
J8-0ct-2008 CARNEY Peter Mathias 5188 Authority QLD 547719i4 Y Active
19-Bg-2009 QLOUGHLIN Clayton John 5188 Authority QLD 5477i9r4 ¥ Artive
Wien 07-0ct-2093 WILBOW Herman 5188 Autharity WIC 5004¢972 h Aitive
Miew 0B-Oct-2009 WooDs David Bruce 5188 Authority QLD 5240097 Y Active

Click to view Admin Surnmar
List Adrmins | page 1 n|127

MNext Page Last Page

1 Click View link for specific administration.
Result: Administration Details screen displays.
2 Click Annual Estate Return tab.

Result: AER Period dropdown list displays. (Defaults to current
charge period.)

|Administration Details |

Debtor Mame:  Jennifer Margaret DOIDGE
Belinda Christine MCKEOWN

RT Reference:  Add Reference 1 Click AER tab

ITS& Admin Mo: M3V 5020/94  Cedificate of Appointrnent

| Annual Estate Return |

AEFR period |D1-D?-2DDB to 30-06-2010 v

2 Click Display to open
Administration Information screen

3 Click Display.

Result: AER Information screen for selected administration
displays. (To return to listing, click Return at foot of screen).
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AER Information Jane Trustee

» AER has heen Saved successfully

Dektor hame Belinda Christine MCHECWN RT Reference Administration Type Secuestration ITSA Admin Number NSV 90200911
Jenniter Margaret DOIDGE

AER Period 01-07-2009 to 30-06-2 frexuired, enter your own adjusted Finalisation Date
balance and cormment (rmandaton.
BALANCES

Opening Balance a00 Adjusted Balancs Commert /

Closing Balance at end of period oo0

nter data as required (including negative
values when updating existing data).
Click Calculate once data entered

RECEIPTS

Gross sale price of assets

PAYMENTS RECOHCILE CHARGES

Fungls Transferred fram Amaurt pald to secured Tracling Payments
e RC Due for Receipts EER

anciher trustee

d ol
7,000.00 300000 0.00 BTG =T
Costs of Administering Trustee's remuneration
Recaveries from Contfbutions Collected the Estate RC now payable for =5
antecedert fransactions et e e
500.00 1,050.00
0.00 0.00
Dividends paid to Bank Fees and Charges
Sec 73 Gomposition Tradin Receipts Creditors (R eI CEE 2D
Receipts 0.00 o RCAC caleulated by
000 000 system on clicking
Cther Payments Calculate. Adjustif
required.
Ciher Receipts Total rposipts subjectto [~ 7 o000
Realisgtion Charge 000 Interest Charge Duelfor 100
Receipts during peridy
Current Period RC 000 Previous Period RC 000
Receipted Payment Receipted Payment
Current Period IC 000 Previous Period IC 000 | Interest Charge now
Receipted Payment Receipted Payment payable for period
receipts
Refund of Surplus ta Funds transferred to
Debtor another Trustes
TOTAL H Ic]Elst FOR [ 70010 BT Tin

1€ Payment being mads
TOTAL PAYMENTS FOR [~ 7,007 00
THE PERIOD

Click to update record only,

Click either tab to complete processing (or simply Sawe to
update record)

Cancel Clear Current ‘ Calculate

Mo Activity

Generate Remitance Advice only | | Submito [T54 and Generate Remittance Advice ]

4 Click Clear Current to clear away any prior data for estate.
(Optional)

5 Enter Adjusted Balance and Comment (optional but if balance entered,
comment must be entered).

Receipts

Payments

Reconciliation

Note: Negative values are permitted. Go to Step 7.

OR

6 Click No Activity to convert all realisations values for estate to "0". Go to
Step 8.

7 Click Calculate once all data entered.
Result: Values are updated.

8 Click/Select Save. (Record may be updated without generating RA or submitting
with ITSA).

AND

Generate Remittance Advice Only (to save/print details of
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remittance). Go to View Remittance Advice to view/print RA.

OR

Submit to ITSA and Generate Remittance Advice (send to ITSA
for processing).Go to View Remittance Advice to view/print RA.
Arrange for payment of RA to ITSA.

End Procedure.

Enter and Submit AER Data - Multiple
Administrations

Use the multi-administration AER Information screen to:
e Generate a full AER or AER data for several estates.

o Update AER data for multiple estates without submitting with ITSA (including
any active and finalised cases for the current charge period).

o Generate Remittance Advice (RA) for RC/IC without submission of full AER
data to ITSA.

Processing Options

Buttons Functions
1 | No Activity Submit AER form for
administration without

realisations.

2 | Generate Remittance | Generate @RA for internal
Advice only view/printing only.

3 | Submit to ITSA and | Generate RA for transmission to
Generate Remittance | ITSA (follow up with payment).
Advice
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Process Overview

1. Select Main Menu > AER Lodgement > List of Administrations Requiring
AER.

2. Click Administration Number link for estate to open AER Information screen
for data entry/updating.

3. Enter Adjusted Balance (optional), Receipts, Payments and/or Reconcile
Charges data or No Activity.

4. Click Save, click Return, then select another estate for data entry OR
5. Click/flag estate checkbox, then press the desired processing option i.e.
Generate Remittance Advice Only or Submit to ITSA and Generate RA.
Data Entry Rules

1. Use the Calculate button after data entry to obtain totals for receipts/payments
and charges.

2. Negative numbers are permitted for current fields.

Menu Path: Online Services > AER Lodgement > List of
Administrations Requiring AER

List of Administrations Requiring AER |

AER period | 01-07-2009 to 30-06-2010 + Defaults to current period
=

Click Admin Mumber to apen AEH
Information gcreen for data entry

ITSA Admin RT Finalisation RC Payment IC Payment Opening Closing
AER Status Number Debtor Hame Reference Date Amount Amount Balance Balance
O AER Saved and QLD 5419i818 ABDUL, Eric Mapu 0.00 oo 0.oo oo
Lodged
¥l AER Saved QLD 2892/719 ABRAHAMSON, Isabel 665.00 40.00 2000000 27040.00
Haydee
O AER Saved QLD 33720618 AGBERE, Sharn 350 oo 100000 180000
Leanne
|| Mo AER WIC 3B36/813 ALDERTON, Blanca 0 0 [t} [t}
Libia
O Mo AER MWW 45051915 ALLAN, Kim Michelle a a o o
¥l Mo AER QLD 47 ANCILLERI, Gabrielle i} i} [1} [1}
Isahella
] Mo AER QLD 2068901 ARNOLD, Martin i} i} i} i}
|| Mo AER QLD 355/3i6 ASHBY, Kimn Marie 0 0 [t} [t}
] AER Saved SV 35,718 BAGMALL, Herman 1400 ona 18488168 18888.16
¥l AER Saved QLD 207/6i3 BAILEY, Meredith 3396.00 400.00 47519.38 B7419.36
Margaret

Select Al | Generate Remitance Advice only Submit to ITSA and Generate Remitiance Advice

100



Online Services Help

1 Click/Select ITSA Admin Number link for specific

estate.

Result: AER Information screen for estate displays. (To return to

listing, click Return at foot of screen).

AER Information Jane Trustee

Debtor Name Isabel Haydee ABRAHAMSON RT Reference Administration Type Sequestration ITSA Admin Mumker GILD 2892719

AER Period 01-07-2009 o 30-06- [frequired, enter your own adjusted inalisation Date
balance and comment {(mandatory).

BALAHCES

Opening Balancs 000 Adjusted Balance 20,000.00 Commert Sale of antiques Closing Balance at end of period [ 07000

Enter data as required (accepts negative
amounts when updating existing data).

RECEIPTS

Gross sale price of assets

Click Calculate once data entered

PAYMENTS RECONCILE CHARGES

epount peid to secured Trading Paymerts
it RC Due for Receipts [ 7000

5,000.00 700 cluring period

Trustes's remuneration

alther trustes

25,000.00

Coits ot Administering
the Estate

1,000.00 5,000.00
000

Recoveries from Coijtributions Collected
antecedert transactions

RC now payable for 700.00

period receipts

000
Dividends paic! to Bank Fees and Charges
Sec 73 Composition Tradha Recelpls Creditors: BlPaymeni o
Receipts RCAGC calculated by
13,300.00 systern an clicking
0.00 0.00 Calculate
Cther Payments Adjustifrequired
Other Receipts Total feceints subjectto [~ 2500000
Realishtion Charge 000 Interest Charge Due fyr S0.00
Receipts during period
Current Period RC 000 Previous Period RC 000
Receipted Payment Receipted Payment
Current Period IC 000 Previous Period IC D0 Interest Charge nowr
Click 1o return o Receipted Payment Receipted Payment E:g;x for period
Administration List Refund of Surplus to Funds transferred to
Debior anather Trustes
Other Receipts not subject TOTAL RECEIPTS FOR [ zgmm s T
10 Reglisations Charge THE PERIPD

€ Payment being made

TOTAL PAYMENTS FOR 24,300.00

THE PERIOD
Click Sawe to update recard anly.

Clickio produce hardcopy RA
Generste Remittance Advice only ||

0.0p
Click i no realisations for administration .

Calculate

Clear Current |

2 Click Clear Current to remove any prior data for estate.
(Optional)

3 Enter Adjusted Balance and Comment (optional but if balance entered,

comment must be entered).
Receipts

Payments

Reconciliation

Note: Negative values are permitted.

OR

4 Click No Activity to convert all realisations values for estate to "0". Go to

Step 6.
5 Click Calculate once all data

Result: Values are updated.

6 Click Save.

entered.
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7 Click

Result: Message displays: "AER successfully saved".

Return.

Result: List of Administrations Requiring AER displays.

[ List of Administrations Requiring AER |

/]

Select AER Status

AHR Saved and
Lodged

AER period | (01-07-2009 to 30-06-2010
lickMlag checkbo for which AER
fo andfor RCAC to b brnitted i
L anfor o be submitte Display 4 Click on link to enterfupdate AER details for

ITSA Admin
Number Debtor Hame Reference

another estate

RT Finalisation RC Payment IC Payment Opening Closing
Date Amount Amount Balance Balance
o.oo

0.00 o.oo o.oo

QLD 5419i8/6

E AER Saved QLD 28957/ AHEMSON, Isatel £65.00 50.00 20000.00 27040.00
Haydee
AER Saved QLD 337216/8 AGBERE, Shann 31.50 0.o0 1000.00 1900.00
Leanne
|| MNoAER YIC 3836/813 ALDERTON, Blanca o o 1) 1)
Libia
] Mo AER IS 45051015 ALLAN, Kirn Michelle 0 0 0 0
Mo AER QLD 471 ANCILLERI, Gabrielle a a a a
O
Isahella Click either tab to complete procedure
Mo AER QLD 20690911 ARMNOLD, Martin a a 1) 1)
O
MNoAER QLD 355/8/6 ASHEY, Kim Maue o o 1) 1)
O
AER Saved NS 35/7i6 ML, Herman 14.00 0.00 1848816 18688.16
O
AER Saved QLD 2077663 BAILEY, Meredith 3395.00 400.00 47519.38 B7419.36
4]
Margaret
[ ssectai ][ Generate Remittance Advice only | H Submit to ITSA and Generate Remitiance Advice page 1 0f 22
NextPage | LastPage

8 Click

102

Another administration link to update next record and Save.
OR
Click/flag administration checkbox and click Generate Remittance

Advice Only to view/print details of RAs for estate(s). Go to View
Remittance Advice.

OR

Click/flag administration checkbox and click Submit to ITSA and
Generate Remittance Advice. Go to View Remittance Advice to
view/print RAs. Arrange payment of RA to ITSA.

End Procedure.
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Retrieve Lodged Remittance Advice from ITSA

View or Print RC/IC Remittance Advice

Remittance Advice (RA) for RC/IC paid for a charge period may be viewed and (re-
)printed using Adobe Reader View and Print functions.

Note: Where the RA was not lodged online, it must be requested from ITSA via the
Lodged Doc link to the right of the screen. The View Orig link to the left of screen will
display where a RA has been lodged online. Receipt details only will display for
payments made without Remittance Advice.
Process Overview

1. Select Administrations > RC/IC History.

2. Select/click Payment Period tab to view Remittance Advice table.

3. Select/click View Orig link for a specific RA (or request a copy from ITSA via
Lodged Doc link). See_Retrieve Lodged Remittance Advice from ITSA.

4. Click File > Print or use Print icon.

Menu Path: Administrations > RC/IC History

RCIIC History

REVGEONEENEE B 0 1-07-2009 1o 30-065-2010 :
101790108 1o 300 J009 Select Payment Period
2 Click Display.
Click any heading to sort in alpha-numeric
' order

Display I
Remittance Type | RA Reference No | RA Date Created | Intended Payment ‘ Date Paid | Paid ‘ Receipt No -

| vigw Orig | Interest Charge I0-5480-1 &1 11-Jan-2010 $51.85 $0.00 Lodged Dot
i q Interest Charge C0-5480-180 11-Jan-2010 $19.00 $0.00 Lodged Doc

oy Interest Charge IC0-5480-178 11-Jan-2010 §1a.00 §0.00 Lodged Doc

View Qrig Yealisation Charge RCO-5490-174 11-Jan-2010 $108.43 $0.00 Lodged Doc
View Orig  Inderest Charge IC0-5480-172 03-Jan-2010 $212 §0.00 Lodged Doc
View Orig Realjsation Charge RCO-5450-166 08-Jan-2010 F54.73 $0.00 Lodged Doc
View Orig  Realidgtion Charge RCO-5490-165 07-Jan-2010 $53 86 §0.00 Lodged Doc
View Orig Realisafgn Charge RCO-5450-164 07-Jan-2010 $53.86 $0.00 Lodged Doc
View Orig  Realisatioy Charge RCO-5490-163 07-Jan-2010 $54.21 $0.00 Lodged Dot
View Orig  Interest Chakge IC0-5430-162 07-Jan-2010 $1.00 $0.00 Lodged Doc

Click Wiew Orig to display PDF copy of RA

page 1o
Mext Page ‘ Last Page
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1 Click/Select

2 Click

3 Click/Select

4 Click

Retrieve

Payment Period and click Display (if not current/default period).
Result: Remittance details for Payment Period displays.

Any of the following column headings to sort data in alphanumeric
order:

Remittance Type
RA Reference No
RA Date Created
Intended Payment
Date Paid

Paid

Receipt No.

View Orig.

Result: Remittance Advice displays in Adobe Reader. To print go to
Step 4 or click Close Window and return to RC/IC History.

File > Print.

End Procedure.

Lodged Remittance Advice

from ITSA

Trustees may request a scanned copy of lodged Remittance Advice (RA) from ITSA

via email.

Note: A request may be lodged only if a valid/current trustee email address has been
registered with ITSA.

Process Overview

1. Access RC/IC History.

2. Select Payment Period to display RAs lodged for the period.

3. Select RA required and click the Lodged Doc link to generate an email request

to ITSA.
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Action

Menu Path: Administrations > RC/IC History

RCIIC History

R =t - 07-2009 to 30-06-2010 1 Select Payment Period
01-07-2008 to 30-06-2009
2 Click Display.

Digplay ]

Click Lodged Doc link
1o request copy of RA

Realisation Charge RCO-859-87 11-Dec-2009 18050 $0.00 Lodged Doc
Realisation Charge RCO-859-680 10-Dec-2009 §175.00 $0.00 Lodged Dot
Interest Charge ICO-859-63 08-Dec-2009 $160.00 $0.00 Lodged Doc
Interest Charge IC0-959-62 09-Dec-2009 §50.00 $0.00 Lodged Dot
Realisation Charge RCO-859-64 09-Dec-2009 $3574 §0.00 Lodged Doc
Realisalion Charge 580,00 07-Jan-2010 | §380.00  Av34000018 1 ned Doc
Realisation Charge §380.00 07-Jan-2010 §30.00  AVI4000016 1 Lodged Dot
Realisation Charge §100.00 07-Jan-2010 $1000.00  Av3I4000015 1 Lodged Daoc
page 2of2
First Page Previous Page

1 Click/Select Payment Period and click Display (if not current/default period). .
Result: Remittance details for Payment Period displays.

2 Click Any of the following column headings to sort data in alpha-numeric
order:

Remittance Type
RA Remittance Nr
RA Date Created
Intended Payment
Date Paid

Paid

Receipt No.

Line Ref.

3 Click Lodged Doc link to far left of Remittance Advice table to request
copy of RA from ITSA.

Result: Request a Lodged Remittance Advice screen displays.
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Request a Lodged Remittance Advice

Select email address | |john.trustee@trustee.com.au »

__—'—‘-_'—_______=—

1 Select your return email address.

Click to abart request
and close screen

e ——

Submit Request Cancel

2 Click Submit Request.

4 Click Select email address and Submit Request (or Cancel to abort)

Result: Confirmation message for lodgement request displays.

RCIC History

= Yourreguest for a remittance advice has been lodged. vou should receive the remittance advice by email within 24 hours.

Payment Period:

End Procedure.

106



Online Services Help

Print List of Administrations
Print Administration Report

View AER Lodgement Details

Data for all lodged AERs may be viewed via the AER Lodgement Details screen.

e Access data for an entire AER covering all administrations via the AER charge
period tab.

e Use the search filter to access administrations by Administration Type, Debtor
Name and ITSA Admin Number.

Menu Path: Administrations > AER Lodgement Details

Australian Government

nsolvency and Trustee Service Australia

LOUISE AMM STRUTH

Account Management

ai
AER Lodgement Details
| | 7 Click Show Filter to search by
Administrations f_______————'_ R
Sho Filter

List of Administrations:

Search for an Administration 20002010 === Click tab for AER period to view data for
entire AER
Correspondence Lodgement Histary for

Trustee

Funds
AER Lodgement Transferred
ITSA Dehtor Adjusted from

Admin Debtor Given Administration Opening Opening Adjustment Another
Generate RCAC Remittan]view AER Summary History K 10C18 Surname Names Type Balance Balance Comments Trustee

RCAC Histary QLD 541 ABDUL ERIC Sequestration Order 0.00

2 1
User Management el MAPL
Help
QLD 524 WooDs DAVID 5188 Autharity 0.00 33 a i 0
Orar? BRUCE

< | i
Click scrollbar arrows or drag bar to view data column by colurmn ‘

1 Click/Select AER Period tab and view data by default sort order.

OR

Show Filter to access a specific administration or view by
administration type. (See below.)

Result: Administrations for selected AER display.

107



Online Services Help

AER Lodgement Details

Click to close filter

IT5A Admin Number | | | | |

Administration Type | Sequestration | % \

Debtar Given Mames | ‘

Debtar Surname J// ‘

Llse the wildcard *' or 9% to search-et 0l or partial Surname or Given Bame

lick to rermove and re-select criteria

Select search criteria

2 Click Filter

3 Click/drag scrollbar to view data

Funds
Transferred
ITSA Debtor Adjusted from
Admin Debtor Given Administration Opening Opening Adjustment Another
Number Surname Names Type Balance Balance Comments Trustee

QLD a4 ABDUL ERIC MAPL Sequestration @rder 0.0o 2 1
QiBE

MEYY 802 WS KE O BELIMDA  Sequespation Order 0.00 0 7000
0/8i1 CHRISTINE

%

(5

2 Click (Drag) Horizontal scroll bar to view administration specific data by column.
Note: All data displays in AER Form format (i.e. column by column).

End Procedure.
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Print List of Administrations
Print Administration Report

View Online Lodgement History

Trustees may view all lodged documents relating to AERs and RC/IC payments
including:

1. Current processing status and any related communications e.g. AER return
letter for data errors.

2. AER related payments, their status and any related communications.

Menu Path: Administrations > List of Administrations > Online
Lodgement History

stralian Government
Insolvency and Trustee Service Australia . Home About Conmtact Feedback Lo
RT W KRZYZANEK] (Trustee859) logoed in acting for Rober ¥ KRZVZL
e List of Administrations 1 Click to filter list by selected critena
Administrati
mint ons 2 Belect/click link to display Admin
User Management Details for administration.
ITSA
Admin Family i Admin Expected Date Principal
Staried Name Reference Number of Discharge Trustee
08-Apr-1992 MARTEMS MNathan Seguestration SA 55819247 07-May-1335 ¥ Active
Charles
Wiew | 08-Apr-1982 | GORDON Murat Sequestration S& 5591922 07-May-1885 ¥ Active
Wi 06-May-1991 MCGREGOR- Darren John Seguestration SABS1I91/8 Ohjection ¥ Active
LOWMDES
e 18-Dec-1981  RHIE William Sequestration SA1950/81/5 Ohjection ¥ Finalized
Alexander
Vi 01-Jul-1991 YERMOMN Sharan Mary Seguestration SA948/9101 Ohjection ¥ Finalised
Vien 17-Dec-1990 | NADER ‘fyonne Lee Sequestration SA 13671905 Ohjection ¥ Finalised
Wie 22-0ct-1880  MASRI Tirmathy Sequestration SA 11315800 Objection hd Finalized
Williarm
View | 18-Apr-1990  JAMES David lan Seguestration SA391/901 Ohjection ¥ Finalised
e 30-Mov-1988  BEAUMONT Caterina Sequestration SA41233B809/0 Ohjection ¥ Finalized
Lynette
1 Click Show Filter to list administrations by:

Administration Type - DP, SO, PIA etc.

Date Admin Started - from/to

Status - all, active, finalised, lapsed

Trustee Type - principal, secondary, previous

2 Click Search.
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3 Select/Click

4 Click

Result: Administrations display.

View link for a specific administration.
Result: Administration Details displays.
Online Lodgement tab.

Result: Lodgement details display. (AER, RC/IC)

Administration Details

Debtor Narne:  Murat GORDON

Nathan Charles MARTENS Click Online Lodgement History tab to
RT Reference:  Add Reference view AER and RCAC lodgement details

[TSA Admin Mo:  SA 559922

Online Lodgement History

Certificate of Appointrneg

———

Lodgement
Date

07-Jar-2010 RC Payment
Watching

Administration Reportl

‘ Description Lodged By

Receipt Mumber A¥34000016, Line term Nurnber 1 and Remittance Reference Mumber | TESTUSERID
{1

Click any column heading to sort data in
alpha-nurmeric order

Processing
Done

07-Jan-2010

110
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Print List of Administrations
Print Administration Report

View Correspondence Lodgement
History

You may view a list of two-way (trustee-ITSA) communications and transactions
logged for AER and RC/IC matters including:

1. Return/payment issues for RC/IC.

2. List of all communications and the processing status of AER documents lodged
against a specific administration.

3. Prior years' AERs, related RC/IC and communications.

Menu Path: Administrations > Correspondence Lodgement History for
Trustee

Australian Government
Insolvency and Trustee Service Australia - Home About Contact Feedback Logo
b JISE ANM STRUTHERS (Trustee? 73 logged in acting
] il ouise Ann STRUTHERS (5490)
P
ke ikl C oTespondencellodgement History - Trustee
Administrations Show Filter
(D=t LT ettt Sent/Lodge Lodged Processing
Help Date Event Description By Done
21-Aug-2009 IC Payrment Receipt Mumber 4016000154, Line lterm BMumber 2 and ITSA 21-Aug-2008
Matching Remittance Reference Murmber hig
21-Aug-2009 IC Payment Receipt Number 40160001454, Line ltern Mumber 3 and ITSA 21-Aug-2008
Matching Rermittance Reference Mumhber hi
Click link to 20-805-2009 | AER Lodged AER Lodgrment Spreadshest ITSA 04-Aug-2009
display Filter
20-Aug-2009 AER Lodged AER Lodgment Spreadshest ITSA 04-Aug-2008
18-A0g-2009 IC Payment Receipt Mumher 4016000154, Line ltem Mumber 1 and ITSA 18-Aug-2008
Matching Remittance Reference Mumber Mi&
18-AUg-2009 IC Payment Receipt Mumher 4016000134, Line ltem Mumber 1 and ITSA 18-Aug-2008
Matching Remittance Reference Mumber Mi&
18-AUg-2009 IC Payrment Receipt Mumber 4016000149, Line lterm BMumber 1 and ITSA 18-Aug-2008
Matching Remittance Reference Murmber hig
18-Aug-2009 IC Payment Receipt Number 4016000144, Line ltern Mumber 1 and ITSA 18-Aug-2008
Matchirg Rermittance Reference Murmber Mis
19-AUg-2009 IC Payment Receipt Mumber 4016000150, Line ltern Mumber 1 and ITSA 19-Aug-2009
é ‘ Internet
1 Click Show Filter (to view correspondence items by type, date etc.)
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2 Select

3 Click

Result: Filter criteria display.

Search criteria including:

Event Type (e.g. RC/IC, AER Lodged, AER Reconciliation)
Date Lodged/Sent (period from/to)

Lodged By (ITSA, All)

Filter.

Result: List of events display.

™
Hide Filter

T

\ 1 Select h criteria.
Date LodgediSent g [01 [407 |[2008 |7o:[12 |4[01 |;[2010 -

Event |AER Lodged V|

Lodged By

20-Aug-2009
20-Aug-2009
14-Aug-2008

14-Aug-2008

Click to clear away criteria and selec
fresh criteria.

Description Processing Done
ITEA 04-Aug-2009
ITSA 04-Aug-2009
AER Lodoed ITSA 04-Aug-2009
AER Lodged ITSA 04-Aug-2008

Click any column heading to sort in alp@

Sort Results

4 Click

5 Click

112

Any column heading to sort entries in ascending (A) or descending
(V) alpha or numeric order.

AND (where required)

Use page buttons (Next/First/Last) to view entries.
Clear to remove data and re-select filter criteria.
OR

Select another menu option or Logout.

End Procedure.
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Frequently Asked Questions

How long will registration take?

Trustees: Once you have submitted the online registration form we will contact you to
verify your request.

Once we have verification your account will be created and we will notify you via
email. This process takes approximately three working days.

Employees: Once you have submitted the online registration form we will contact
your Trustee/s to verify your request.

Once we have verification your account will be created and we will notify you via
email. This process takes approximately three working days.

I’ve received my security confirmation key, what do | do now?

Go to the ITSA home page and follow the link to log in to online services.

You will then be prompted to enter your Security Confirmation Key. If you do not log in
within 48 hours of receiving the confirmation key, it will expire.

My security Confirmation Key has expired, what do | do now?

Contact Online Services Support onlineservices@itsa.gov.au requesting your
Security Confirmation Key to be reset.

I’m changing Trustees do | need to set up a new account?
No. Accounts belong to the individual not to Trustees or firms. However, you will need
to ask your new Trustee to grant you access to their matters.
Why has my account been disabled?
« If you have made three consecutive failed attempts at login, you account may

have been temporarily disable. Attempt to log in again after 30 minutes. If, after
30mins, you still cannot log in contact Online Services Support

e If you have not used your account for 90 days your password may have
expired. Contact Online Services Support.
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I’'ve updated my firm details but they aren’t appearing on the NPIl - why?
Changes to firm/business details need to be verified by ITSA Regulation &
Enforcement before they can be updated.

Can | still conduct business with ITSA the way | always have?

Yes. Online Services is an optional support tool. All of our ITSA Registry sites will
continue to process your requests and accept documents as usual.

How do | provide feedback?

The feedback form is available once you have logged in to Online Services. It
appears on the far right-hand side of the main toolbar.
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Online Services Feedback

Your views are important to us. Improvement of Online Services functions and
layout/design is dependent on your feedback. Please provide us with your comments
and improvement suggestions through the Feedback link.

Menu Path: Feedback link on top right-hand corner of screen

3 tag FE——
stralian Government - .
e e " i
olvency and Trustee Service Australia 5 - Home Abowut Comtact | Feedback | Logout

iUl TSA Online Services Feedback

Administrations
*Were yvou ahle to find information about your

User Management business using the online serdces? Mo

Mot Applicable

transactions? Mo

@

O

@
*iera you able to complete anline O es

@

O Mot Applicable

What difficulties or errars, if any, did vou
encounter when using Online Serices?

What do you like about Online Senices?
Wihat don't you like ahout Online Services?

Do you have any other comments ar guestions
ahout Online Services?
Ifvou would like us to contact you regarding your feedhack, please ensure the detail= below are carrect before you submit this form.

*Preferred means of contact (O Email
' Phone

Given Mames
Family Kame
- Fields default with your details

Fhone Mumber

Email Address

Cancel | C\ear‘ Submit
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1 Questions 1-Select Yes, No or Not Applicable to the following

questions.

Were you able to find information about your business using the
Online Services?

Were you able to complete online transactions?

2 Questions 2-Provide your comments to the following

3 Indicate

4 Click

questions in the provided text boxes.

What difficulties or errors, if any, did you encounter when using
Online Services?

What do you like about Online Services?

What don't you like about Online Services?

Do you have any other comments or questions about Online
Services?

Your Preferred Method of Contact.

If you would like us to contact you regarding your feedback, please
indicate how you would prefer to be contacted.

Submit

OR

Cancel to terminate and Exit screen.

OR

Clear to delete data and resume data entry.

End Procedure.
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