Overview of the Registration process
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Step 1. Legal Practitioner to register

1. Go to the Registration page on the Online Registry 

2. You will be prompted to:

· Enter your email address and other contact details 

· Select the user type “I am the solicitor on the record or the contact solicitor”

· Enter your Practising Certificate Number (PCN), State and Date of Admission

· Create a password

· Select or create two secret questions, with answers

· Tick the terms and conditions checkbox

3. Click Next
4. An email containing your user name will be sent to your nominated email address 

Click on the link in the email, you will be taken to a log in screen. Note: you must click the link in the email to be able to complete the registration process

5. On the login screen, enter your user name (as shown in the email) and password
6. After logging in, enter details from any one of the following identification sources: 
· NSW Driver's Licence (Qld and ACT are also accepted)

· Australian Electoral Roll

· NSW Electoral Roll (Victorian, WA are also accepted)

· White Pages

· Australian Passport

· Australian Citizen File

· Medibank Private
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If you do not have any of the above identity verification sources, you will need to scan and email an equivalent of photo identification (e.g. a Passport issued in another country) to onlineregistry_support@agd.nsw.gov.au. We will contact you once we have sighted your verification source and activated your account. If you email during business hours, your account should be activated on the same day. 

7. When your identity is 100% verified, click Finish
If your Practising Certificate was issued interstate:

1. Complete Steps 1-6 above. 

2. Scan and email a copy of your Practising Certificate to onlineregistry_support@agd.nsw.gov.au. We will contact you once we have sighted your Practising Certificate and activated your account. If you email during business hours, your account should be activated on the same day. 

Step 2: Delegate to register

Who should register as a Delegate?

If you provide administrative support to a Legal Practitioner and are authorised to file documents, or view cases on their behalf, you should register as a delegate.

1. Go to the Registration page on the Online Registry 

2. You will be prompted to

· Enter your email address and other contact details 

· Select the user type “I will be managing or accessing cases on behalf of another Online Registry user”

· Create a password

· Select or create two secret questions, with answers

· Tick the terms and conditions checkbox

3. Click Next
4. An email containing your user name will be sent to your nominated email address 

Click on the link in the email, you will be taken to a log in screen. Note: you must click the link in the email to be able to complete the registration process

5. On the login screen, enter your user name (as shown in the email) and password
You have now registered as a Delegate on the NSW Online Registry
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	Before you can view cases or file online, a Legal Practitioner must assign you to their profile (see Step 3 below).


Step 3: Legal Practitioner to assign Delegate to their profile

1. Login to the NSW Online Registry

2. Click Manage profile in the navigation bar

3. On the Manage profile screen, select the Delegate tab

4. Click Add delegates

5. Enter the Given name, surname and User name for the delegate you want to add (the user name is the Online Registry user name assigned to the delegate during registration)

6. Assign permissions to the delegate by selecting or deselecting the checkboxes the various options

7. Click Save

The delegate has now been assigned to your profile. 
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	For Delegates:  When you login, you will need to select the Legal Practitioner upon whose behalf you are performing activities in the Online Registry (see example below; this drop-down box is located in the top right corner of the screen). 
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Need help with Registration?

Email: onlineregistry_support@agd.nsw.gov.au
Telephone: 1300 679 272 (Mon-Fri 9am-4.30pm) 

