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ELECTRONIC CONTRACT
FOR SALE USER GUIDE
AND FAQS

The ACT Law
Society has released
an electronic
Contract for Sale.
This User Guide and
Frequently Asked
Questions sets out
some information
and guidance to
help members and
public users register
for and use the
electronic system.
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User Guide

Purchasing an electronic Contract for Sale

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

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

ACT Contract for'Sale

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

e a registered member user using the Member Login.

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

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

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

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

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

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

Your user name (B

Contract for Sale Previous Purchases

Fill in details for new contract for sale View details of previous purchases and outstanding downloads

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

Land details

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

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

Your user name [
Land Schedule Documents/Tenancy Review Purchase

Land details

What type of property is the contract for?

QO ok O unt () Multiple Units

Do you require a schedule?

O Yes O No
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Type of propert

yp p p y What type of unit information will be entered?

Depending upon the type of property selected, (@) PlannNumber () PropertyAddress () Development Name

the user W|” be prompted to Complete Certain If a Units Plan number is not known, select either "Property Address" or "Development Name"

details about the property.

Where ‘Block’ is selected, the user will be Unit Number*

prompted to supply the following information:

Units Plan Number*

What type of property is the contract for?

Division/District*

@® Bock (O unt (O Multiple Units

Section™

Block Number®

Block

and known as (optional)

Division/District™

What type of unit information will be entered?

e (O PlanNumber  (8) ProperiyAddress () Development Name

If a Units Plan number is not known, select either "Property Address" or "Development Name"

*
Block Number Unit Number*

Property Address *

and known as (optional)

Division/District

Section™

These property details will be used as the
watermark on the

Block Number*

contract (pages 3-19).

and known as (optional)

Where ‘Unit’ is selected, the user will be
prompted to

nominate the type of unit information to be
prOVided - pla n What type of unit information will be entered?

(O PenNumpber  (O) ProperiyAddress  (8) Development Name
number, property address or development name.

If a Units Plan number is not known, select either "Property Address" or "Development Name"

What type of property is the contract for?

O sBlock @ unit (O Muliple Units Unit Number ™

o - Development Name™
What type of unit information will be entered?

(O Pannumber () PropertyAddress () Development Name
Division/District™

If a Units Plan number is not known, select either "Property Address" or "Development Name"

Section™

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

Block Number*

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

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

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

What type of property is the contract for?

O Bock O unit

(® Muttiple Units

What type of unit information will be entered?

@ Plan Number

O Property Address O Development Name

If a Units Plan number is not known, select either "Property Address" or "Development Name"

. Add Unit Number and press return...

Type a unit number or range of units ("x-y”) and press the return key to add

Units Plan Number™

Division/District™

Section™®

Block Number*

and known as (optional)

What type of property is the contract for?

O Block O unit

(®) Muttiple Units

What type of unit information will be entered?

(O Pian Number

(®) PropertyAddress () Development Name

If @ Units Plan number is not known, select either "Property Address” or "Development Name”

. Add Unit Number and press return..

Type a unit number or range of units ("x-y") and press the retum key to add

Property Address*

Division/District®

Section™

Block Number*

and known as (optional)
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What type of property is the contract for?

O Block O unit

(® wultiple Units

What type of unit information will be entered?

O Plan Number O Property Address @ Development Name

If a Units Plan number is not known, select either "Property Address” or "Development Name"

. Add Unit Number and press return

Type a unit number or range of units (*x-y") and press the return key to add

Development Name ™

Division/District™

Section™

Block Number*

and known as (optional)

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

Schedule

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

Do you require a schedule?

O Yes O No

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

:
o (] (-] o (-]

Land Schedule Documents/Tenanc Revie Purchase

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

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

Your user name [

Land Schedule Documents/Tenancy Revie Purchase

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

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

Review
i

Land Schedule Documents/Tenancy Review Purchase

This page will enable the user to check that all the details they have entered are correct.
Users will be prompted to review and confirm that all of the details they have entered are correct.

After checking the details, the user may:

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

¢ if the details are not correct - select the ‘Land” page and re-enter the correct details; or
* if the details are correct - click Next.

Please note: It is important that you ensure all details are accurate. Contracts are unable to be
edited once produced.

Purchase

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

Purchase Contract

Contract price is $20.00 (incl. GST)
Note fields are not able to be modified after purchase.

Use the "Purchase" button to confirm and retrieve the PDF

Email address to receive contract

Reference ™

Land

unit UP No. Block Section Division/District
test test test

and known as

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

Contract for Sale Previous Purchases

Fill in details for new contract for sale View details of previous purchases and outstanding downloads

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

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

Purchases
Purchased contracts will be available to download here for two weeks from purchase date.
Year Month
2026 - Al » Search.. 0 C
Date Reference Watermark
test
05/01/2026 14:29 please Block test Section test test please delete
delete
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Purchasing an electronic Contract for Sale as a guest

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

Access the website

The electronic Contract for Sale can be created and purchased through the following link:

https://onlinecontracts.actlawsociety.asn.au

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

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

e aregistered member user using the Member Login.

Select the ‘Public Purchase’ option.

Land details

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

* identify the type of property to be purchased - ie: a block or a unit.

Land Schedule DDcumen%s.’Tenancy Review Purchase
Land details

What type of property is the contract for?

QO bBlock O unit
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Type of property

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

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

What type of property is the contract for?

@® Block (O unt (O Muliple Units

What type of unit information will be entered?
(@) PlannNumber () PropertyAddress () Development Name

If a Units Plan number is not known, select either "Property Address" or "Development Name"

Block

Division/District*

Unit Number*

Units Plan Number*

Division/District*

Section™

Block Number®

and known as (optional)

Section™

What type of unit information will be entered?
(O PlanNumber  (8) ProperiyAddress  (O) Development Name

If a Units Plan number is not known, select either "Property Address" or "Development Name"

Block Number®

and known as (optional)

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

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

What type of property is the contract for?

O Block @ unt () Muliple Units

Unit Number™

Property Address *

Division/District

Section™

Block Number*

and known as (optional)

What type of unit information will be entered?
(O PenNumpber  (O) ProperiyAddress  (8) Development Name

If a Units Plan number is not known, select either "Property Address" or "Development Name"

What type of unit information will be entered?

(O Pannumber () PropertyAddress () Development Name

If a Units Plan number is not known, select either "Property Address" or "Development Name"

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

Development Name ™

Division/District™

Section™

Block Number*

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

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

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

What type of property is the contract for?

O Bock O unt (@) Mutiple Units

What type of unit information will be entered?

@ Plan Number O Property Address O Development Name

If a Units Plan number is not known, select either "Property Address" or "Development Name"

. Add Unit Number and press return...

Type a unit number or range of units ("x-y”) and press the return key to add

Units Plan Number™

Division/District™

Section™®

Block Number*

and known as (optional)

What type of property is the contract for?

O Block O unit

(®) Muttiple Units

What type of unit information will be entered?

(O Pian Number

(®) PropertyAddress () Development Name

If a Units Plan number is not known, select either "Property Address” or "Development Name”

. Add Unit Number and press return..

Type a unit number or range of units ("x-y") and press the retum key to add

Property Address*

Division/District®

Section™

Block Number*

and known as (optional)
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What type of property is the contract for?

O Block (O unt (@ Multiple Units

What type of unit information will be entered?

O Plan Number O Property Address @ Development Name

If a Units Plan number is not known, select either "Property Address” or "Development Name"

. Add Unit Number and press return

Type a unit number or range of units (*x-y") and press the return key to add

Development Name ™

Division/District™

Section™

Block Number*

and known as (optional)

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

Schedule

The guest user can now proceed to complete
the Schedule.

Land Schedule Documents/Tenancy Review Purchase

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

Guest users will be prompted to complete the
information required for the transaction. Users
should note some fields may be character
limited.
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Documents / Tenancy
H
o (-] o o o

Land Schedule Documents/Tenancy Revie Purchase

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

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

Review
i
o o o o 0o

Land Schedule Documents/Tenancy Review Purchase

This page will enable the guest user to check that all the details they have entered are correct.
Users will be prompted to review and confirm that all of the details they have entered are correct.

After checking the details, the user may:

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

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

Please note: It is important that you ensure all details are accurate. Contracts are unable to be
edited once produced.

Purchase
H
o o (] o o

Land Schedule Documents/Tenancy Review Purchase

Guest users are required to pay for the electronic Contract for Sale via credit card before the
document can be downloaded.

The Purchase screen will prompt the guest user to review:

* the land details - these details form the watermark on the electronic contract;

e the email address - this is the email address that the purchased contract will be sent to; and
e customer details.

Purchase Contract

ot s ar ot al 0 b ot aferpichase Payment Address
Complete the payment detail fields below and use the "Payment" button to enter your credit card details via our secure payment gateway, E-way.
Land Address*
Unit UP No. Block ‘Section Division/District
test test test test test.
and known as
City*
Customer Details
State
First Name ™ ACT
Last Name*
-
Email address to receive contract Postcode
Confim email address Country
Australia

Phone #*

The required fields are marked with an asterisk. Once completed, the user should click on
‘Payment”.
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The ‘Payment’ screen will prompt the user to enter credit card details, as follows:

Transaction Payment
mAerchant Detais Purchase Amount $50.00 T

E Creat Cam Detaits Visa

The Law Society of the ACT 23

AWAY © your gniing payment gatewey

Cusioiner Detads

— AT ] R Y AT

- o pr oo

' [
a
madfl ectranociaty A sy
]
.

. PAY NOW
Aasliala
1

Froduc! Invoics Information

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

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

Payment Complete

Payment w0117 completed
The coniract is being generated. Pleas : e Online Contracts application o download

Payment

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

Block asdf Section asdf asdf asdf

A copy of the contract has also been sent to matt@sam3 lo

e

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

How can | purchase a Contract for How do | pay for the electronic

Sale from the ACT Law Society?

Hard copies

Hard copies of the Contract for Sale are no
longer available.

Electronic contract

An electronic Contract for Sale can be purchased:

e as a ‘guest’, without the need to register and
login;

* as a registered member user using a firm login.

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

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

ACT law firms that register to use the new system

will have
access to:
e member pricing;

e invoicing in arrears on a monthly basis for all
contract

e purchases;

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

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

Registration by ACT law firms is free.

What is the cost of the electronic
Contract for Sale?

* Registered Member User — $20 (GST inc)

«  Non member / Individual purchaser — $50
(GST inc)
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Contract for Sale?

Monthly invoicing in arrears for
registered member users

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

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

Single purchase as a guest

Single purchases (where the user is accessing
the system as a ‘guest’ or where a law firm
has not registered to use the system) will be
charged at $50 (GST inc). This is consistent
with current arrangements for the hard copy
contracts.

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

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

No, the Law Society no longer provides hard
copies of the Contract for Sale.

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

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

It is understood that the purchaser of a
contract will require a copy of the contract for
the purchaser and a copy of the contract for
the seller. Other copies of the contract may
be required so that they can be provided to
prospective purchasers.
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Frequently asked questions

Do | have to use the Schedule
provided through the electronic
system?

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

¢ within the new electronic system; or
e within the firm’s internal systems.

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

If the registered member user wishes to continue
to complete the Schedule within their existing
firm-based systems, the user will be able to
bypass completing the Schedule in the Society’s
new system. In this instance, the user need only
complete a small number of property details

to enable the Contract for Sale (pages 3-19)

to be watermarked. The user may elect to also
download pages 3-19 of the Contract for Sale
and to omit pages 1-2 of the Schedule from the
downloaded product.

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

Once an electronic Contract for Sale for a
property has been generated, the property
address details embedded in the watermark
cannot be changed.

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

Further questions

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