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Copyright and Disclaimer

BGL.

BGL Corporate Solutions Pty Ltd

Suite 2

606-608 Hawthorn Road

Brighton East, Victoria, 3187

Australia

PO Box 8063

Brighton East, Victoria, 3187

Australia

Telephone
Facsimile

Hong Kong
Singapore

New Zealand
United Kingdom
International

Email
- Administration
- Sales

- Training

Home Page

Client Centre / Support

BGL operates a call back support service during the below hours:

Monday to Thursday

Friday

© BGL Corporate Solutions

(03) 9530 6077 / 1300 654 401
(03) 9530 6964

800 933 545 (Toll free)

800 6162 148 (Toll free)

0800 444 408 (Toll free)

0800 028 3491 (Toll free)

+ 61 39530 6077

info@bglcorp.com.au
sales@bglcorp.com.au

training@bglcorp.com.au
http://www.bglcorp.com

http:/clients.bglcorp.com.au/

7.30am to 7.30pm (AEST)
7.30am to 6.30pm (AEST)

This Training Manual has been prepared by BGL Corporate Solutions Pty Ltd for users of CAS. Every effort has been made to ensure the accuracy and
completeness of this Manual. However, the software author or supplier cannot be held liable for any errors or omissions, and this Manual should not be relied
upon as a detailed specification of the system. In addition, the software author and supplier reserve the right to issue revisions, enhancements and
improvements to the software at any time without notice.

This Manual forms part of the computer software, which is subject to a Software Subscription Agreement with an authorised user. It therefore remains the
property of the software author and supplier and is subject to copyright and trade secrets protection. It must not be copied, disposed of, distributed or
otherwise be made available to any person, other than employees of the authorised CAS for Windows client, without the prior consent of the software author

and supplier.
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Introduction

Welcome to the CAS Advanced 1 Training Manual.

This training manual will help you to gain the greatest benefit from the installation of CAS in your business. It
is designed as a half day training session, and covers functions in all three CAS products; CAS, CASLite
Plus and CASLite.

This Manual assumes:

* CAS has been set up on your computer

¢ You have some knowledge of Microsoft Windows
¢ You have some understanding of the Corporations Act 2001 requirements for companies

® You can complete the tasks in the CAS Basics Training Manual. This can be accessed from the @
Help screen.

This manual is divided into the following sections:

Training Manual Conventions

This section provides an overview of CAS and will explain terms, concepts, definitions and functions that are
used throughout your CAS software and documentation.

Lesson 1 - Updating Company Data from an Electronic Data Download

This section will teach you how to lodge the electronic data download form and generate a comparison report
in CAS to compare data with ASIC.

Lesson 2 - Combine Changes to Officers, Members and Company Addresses

This section will teach you how to process a change to the officers, members and company address, and
print a combined directors meeting minute for all three changes.

Lesson 3 - Multi Company Documents

This section will teach you how to process details that have changed for multiple companies.

Lesson 4 - Reprinting Documents

This section will teach you how to reprint documents previously prepared with CAS, and show you how to
reprepare documents with amendments.

Lesson 5 - Corrections to Previously lodged documents

This section will teach you how to prepare a Supplementary Document Form 902.

© BGL Corporate Solutions Pty Ltd
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Introduction

Lesson 6 - Document Tracking

In this Section you will learn how to track documents prepared through CAS.

Lesson 7 - Share Restructures

This section will teach you how to record share subdivisions, consolidations and buy-backs.

Lesson 8 - Preparing ASIC Agent Forms

This section will teach you the purpose of and how to prepare ASIC Registered Agent (RA) forms.

Lesson 9 - Report Editor

This section will teach you how to personalise existing reports in CAS

Lesson 10 - Consolidating Duplicate Records

This sections teaches you how to consolidate duplicate people, addresses, shares, departments, clients and
document tracking status level.

Lesson 11 - All Documents and Forms

This section introduces a function in CAS. It teaches you how to track and manage documents prepared
through CAS using the All Documents and Forms screen.

Lesson 12 - Task Management

This section will teach you how to use the task manager and prepare task management reports.

© BGL Corporate Solutions Pty Ltd
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Training Manual Conventions

CAS Conventions

One of the main objectives of CAS is to enable company data to be entered as quickly as possible. The
following design features are just some of the ways CAS speeds up the data entry process:

CAS has a number of concepts and functions that are used consistently throughout the software and
documentation. Understanding these concepts is a pre requisite to the efficient and effective operation of
CAS.

1. Within all transaction screens you are able to skip to the next field, using the Tab key if you do not
wish to enter data.
. Alternatively you can use the Enter key.
- Clicking on =J Print or ﬂ:‘l export to PDF, Word, Excel validates and prepares all documents and
forms in CAS for electronic lodgement.
4. You can use the standard windows shortcut keys Cut (Ctrl + X), Copy (Ctrl + C) and Paste (Ctrl + V)
to move data amongst fields.

W N

CAS has its own shortcut keys should you prefer to use the keyboard rather than the mouse. Some common
shortcut keys used throughout CAS are as follows:

e Alt + N - creates a new record.

e Alt + E - edits the current record.

e Alt + S - posts (saves) the current data.

e Alt + X - exits the current screen without saving.

Training Manual Conventions

e When "click” is used the user is required to move the mouse pointer to the field or button and press the
left mouse button.

e When the word "highlight” is used the user is required to move the mouse pointer to the data and press
the left mouse button.

® When the manual requests you to click on =, for training purposes , you will be required to click on 0]
instead.

® Buttons to be clicked are shown on the screen in bold italics e.g. A Search

¢ Keys to be pressed on the keyboard are shown in bold ltalics e.g. Tab

¢ Data required to be input by you will be displayed in BOLD, ITALICS AND UPPERCASE.

Symbols

@ TIPS AND TRICKS

) CAUTION

‘{Ji(l LINKS ON BGL WIKI

© BGL Corporate Solutions Pty Ltd
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CAS Help and Training Resources

Overview of Help

CAS, like many computer software packages, requires data to be input in certain ways and will not give you
the correct result if data is not input correctly.

BGL has designed many sources of help information for CAS users. All Help resources can be access from
the Quick Access Toolbar on the top left hand corner of CAS.

00955660

1. @ Help
Context sensitive screen by screen Help.

There are four main topics: Overview, Forms prepared by CAS, New Features in this Release and
How Do |...that should be read by all new users before entering data into CAS.

. @ Training Manuals

Training Manuals are included as part of Help. These include:

CAS Basics
This takes you through the most common tasks, from setting up a company, making most common
officers, members and address change and generating reports.

CAS Advanced 1
Building on the knowledge gained in the Basics Training, this covers more complex CAS
Administrative tasks.

CAS Advanced 2
Building on the knowledge gained in the Basics Training and Advanced 1, this covers more complex
company changes in CAS.

All Training Manuals can also be downloaded in PDF format from the Client Centre via Your
Support | Training Manuals

3. 9 BGL Wiki

From the BGL Wiki, current subscribers can access over 300 articles on your BGL software, from
installations, instructions and trouble-shooting.

© BGL Corporate Solutions Pty Ltd
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BGL Connect

BGL Connect

BGL Connect is a program installed as part of your Simple Fund program. It connects and automates a
number of BGL services, products, tasks, schedules and messaging in a single proactive software
application.

Main Features of BGL Connect:

¢ |t includes a reminder system for tasks and ability to drag and drop documents into your BGL application.

¢ |t provides update notifications, access to the BGL Wiki and help resources.

¢ |t allows you to log and track support calls.

¢ |t gives you direct and easy access to the BGL Client Centre.

¢ |t integrates with Portal by BGL and enables documents to be delivered to your clients, signed and
received back into your BGL software automatically.

Once you have successfully installed BGL Connect, the BGL Connect icon will appear on the Windows
Taskbar.

QLGB 2.V zuom

All features of BGL Connect can be accessed from the BGL Connect Panel.

Click on the BGL Connect icon € on the Windows Taskbar to access the panel.

JeHEEaA. =0

p s A

This panel provides you access to the following BGL resources and services:

¢ BGL Wiki

e Training Manuals
e Your Support Calls
¢ Log a Support Call
¢ Client Services

¢ Feedback

¢ Wishlist

e Contact BGL

Clicking on any of the links will provide you access to that particular function.

Refer to the BGL Connect Help File for more information.

BGL SmartDoc

BGL SmartDoc is a feature integrated into the BGL Connect program that allows users to drag and drop
documents using the drop zone. These documents get saved in Document Management in the software in
Simple Fund and are also pushed to Portal by BGL.

© BGL Corporate Solutions Pty Ltd
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BGL Connect

C |

Using the BGL SmartDoc drop zone icon, , you can drag and drop documents from any location on
your computer to save into CAS or Portal by BGL.

Refer to the BGL Connect Help File for more information.

© BGL Corporate Solutions Pty Ltd
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Part 1 - Checking Your Version

Part 1 - Checking Your Version

Objective

In this task you will learn how to check what version of CAS you are currently using.

By the end of this task, you will be able determine when you are required to download and install an update
of CAS.

Instructions

From the Quick Access Toolbar, click o About.
EOoR = 95590

CAS will display the Release and Release Date of the CAS program you are using.

@ Corporate Affairs System
Varsion 20152 - 2400872014
Copyright 1985-20145
Licenzes BGL CORPORATE SOLUTIONS
Froduct CAS, 1,000 companies 10 users
ProductIDh CABG123430
Expiry Date  0&/M082021
CAS Reports CASReports.dil - version 8
Jurisdiction  Australia
For CAS support, selectyour jurisdiction below:
Australia Mew Zealand BGL Corporate Solutions PIL s
: Suite 2
Eiji Singapore G06-B05 Hawthorn Road
i (PC Box S063)
tiong Kong SRR |Fact Brighton victoria 3187
Malaysia United Kingdom | | &ustraliz
Tel 0395306077
BGL Software Subscription Agreement 1300 5§54 401
BGL Support Protocol Fax 03 9530 6964
Internet:
info@balcorp.com.au <
o OK [y Folders Get Product Rego

To ensure you have the latest version of CAS, compare the software version and date with those shown on
the BGL Client Centre

© BGL Corporate Solutions Pty Ltd
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Part 1 - Checking Your Version
Automatic software update notifications

CAS can automatically prompt you when a new release is available on BGL's internet site. CAS will check
your version at startup and prompt you to update if there is a newer release.

From the Ribbon Toolbar:

On the Administration tab, in the Setup group, click Defaults.

Agent [ o N ;
P Presenter 1] FIrM Details

Defauhs' & |sers
| Setup

Click the Tasks/Help tab

Click ¥ Only notify supervisors of updates. CAS will only check your version when
you log in with a user name that has Supervisor access. This is set up in
Administration | User Maintenance.

Click v Software update notifications

© BGL Corporate Solutions Pty Ltd
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Part 1 - Checking Your Version

Defaults

- %] | | @ Search dl| XK

| Data Input | IntegrationfJurisdidion | Documents/fLetters | Annual Review | Document Tracking ITasksIHe!p ‘ Debtors Bxport |

Task Management Defaults

Use the Task Management ul’

No of future days tazks to show 28
Help Defaults

Show bubble help hints W

CAS System Options

Onhy notify supervisors of updates J
Software update notifications W
Enable BGL Direct Meszages
BGL Direct check interval 30 % minutes
Connect uging a proxy server W

Proxy Server ¥ Autodetect

Proxy U=ername
Proxy Password

Uze Adobe Reader when previewing

BGL Connect
Launch automatically at start up of CAS W

Do net install for CAS [ uninstall if previcushy installed

Click Save

© BGL Corporate Solutions Pty Ltd
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Part 2 - Client Centre

Part 2 - Client Centre

Objective
In this task you will learn:

¢ what the BGL Client Centre is
¢ the benefits of the BGL Client Centre
¢ how to set up your BGL Client Centre account

By the end of this task , you will be able to log into the BGL Client Centre and utilise all the available
functions.

What is the BGL Client Centre?
The BGL Client Centre provides you with a direct connection to BGL. At the Client Centre you can:

e view your details

¢ log a support call

e monitor the status of current support calls and mark them as resolved
e modify the problem of logged calls

¢ view the problem and resolution details of your past calls

¢ view the consultant allocated to solving your problem

¢ view BGL announcements

e view and pay subscription invoices

e register for training courses, user groups and update seminars

o register for BGL functions

® book a call-back time for your support calls

¢ access BGL Wiki

e access BGL Forum

e download PDF copies of Training Manuals

¢ provide feedback to BGL

e add or vote for enhancements to the software using the Wishlist system

What are some of the benefits?

e Easier and quicker to log calls

¢ Ability to provide more information about your problem

¢ Faster response to your support queries

» Ability to see the status of your support call with BGL at any time

How do | set up my account?

It will take you a few minutes to set up your account. Each BGL client can only have one account so the
account you set up will be used by everyone in your organisation.

1. Open up your web browser (e.g. Internet Explorer, Mozilla Firefox)

2. Input http://clients.bglcorp.com.au/ in the address line of your browser.
3. Click Register for the Client Centre on the left menu

4. Input the following details to set up your account:

11 © BGL Corporate Solutions Pty Ltd
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Admin Contact Email:

Product ID:

Username:

Password /Confirm
Password:

Security Word:

Click:

Part 2 - Client Centre
Input your admin contact email address. This is the email address to which BGL
currently sends newsletters, invoices and subscription renewals

Input the Product ID for one of your BGL products. The Product ID can be found
in your BGL software. From the Ribbon Toolbar, select the Administration tab,
in the Help group, or click About.

Input a username that your organisation will use to access the BGL Client Centre
(at least 4 characters)

Input a password for your organisation to use to access the BGL Client Centre
(at least 5 characters)

The word in the image must be typed into the box

© BGL Corporate Solutions Pty Ltd 12
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Part 2 - Client Centre

Client Centre © Registration Vieicome, Guest

Login

Please compiete the following form to 58t wp your account for the BGL Client Centre
Forpotten Password

Lisgin Halp A giar vy
Remole Support

ndizates the regueed falds that muct be completed n ordar to sef wp wour acooust

© Verify your BGL Account

Your Admin Contact Email*

The pfimary cortes pondence ddness that BGL emails
gereral updates

© Provide at least one Product 1D

CAS Product ID

Simple Furd Product 1D
Simple Irvest Prodect 1D
Simple Ledger Product 1D

Simple Fund 360 Product ID
© Client Cenire Details

Select 2 vsemame and passvond for legging into the BGL Client Cantre
Usarname”
Wour usermname must be 31 st four characies

Fapsword”

Your password must be a1 kast five characten

Confire Password'
© Security Code

Security Werd'

For $ecurity purpodel Typh th woed o1 the image
abowe into the form field. This field is pot case

E 2 1

You will need to re-enter this each time the page
relaads.

© Complete your Registration

Flease ensuwre you check all the imformation that you have provided before pressing ‘Regisier Account’

Your Client Centre account will now be activated. Make sure you record your Username and Password in a
safe place. You will also need to pass the username and password detail to other people in your organisation

who need to access the BGL Client Centre. Your login details will also be emailed to your admin contact
email.

If you have any problems setting up your account, please email admin@bglcorp.com.au or call BGL on 1300
654 401.

Logging in to the Client Centre

You can now log in to the BGL Client Centre at http://clients.bglcorp.com.au by entering your Username and
Password.

13 © BGL Corporate Solutions Pty Ltd
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Part 2 - Client Centre

ABOUT US CLIEENT CENTRE

Client Centre © Welcome to the BGL Client Centre

Register
Forgatten Password
Login Help

Tha BGL Client Centre is the one stop shop for accassing your account details, product support, purchases, user groups and much mosa

Remote Support
© s et o o

If you are a BGL client and do not Username
already have a Client Centre account BGLUser
you can register instanthy

Go to: | Dashboard

we | have forgotian my passw
»e | nead assistance with the BGL Chent Centre (PFDF Help Document]

© BGL Corporate Solutions Pty Ltd 14
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Lesson 1 - Updating Company Data from an Electronic
Data Download

Objective

In this lesson you will learn how to lodge the electronic data download form and generate a comparison
report in CAS to compare company data with ASIC.

By the end of this lesson, you will be able to:

e prepare and lodge an RA 71 Request for Electronic Data Download

e identify discrepancies between the CAS database and the ASIC database from a comparison report
generated in CAS

¢ update the CAS database to reflect the changes in the ASIC database

¢ allot shares to a new company

e allot shares to an existing company in your company selection screen

e update Document Tracking to reflect that documents have been lodged manually

Learning Tasks

You are the ASIC Agent for BGL CAS Pty Ltd. The members of the company have lodged a change in
shareholdings in the company to ASIC manually, without notifying you. You recently received naotification
from the directors and would like to update your CAS database and prepare the relevant documentation and
forms for document tracking.

For this task, you need to complete the following steps.

Step 1

Prepare and lodge the Form RA71 Request for Electronic Data Download. This form may also be lodged to
request a reissue of the annual company statement within 28 days of the company's annual review date.
Step 2

Compare the data received on the Electronic Data Download with the data in your CAS database. You will
not be required to load the data as you do not wish to lose any historical information for BGL CAS Pty Ltd.
Please refer to Task 1.7 of the CAS Basics Manual for more information on the RA 71 - Electronic Data
Download.

Step 3

Update the following changes you have reviewed on the company report onto your CAS database. You will
be also required to prepare the relevant documentation and forms for document tracking.

Change 1

Allot the following shares :

Share Type $1 Ordinary Shares

15 © BGL Corporate Solutions Pty Ltd
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Allottee Green Family Pty Ltd
Number 100

Certificate location Company Binder

hange 2

Transfer the following shares :

Share Type $1 Ordinary Shares
Member Margaret Anne Brown
New Members Jebediah Springfield Pty Ltd

Beneficial Owner ~ ABC Family Trust
Number 50

Certificate location Company Binder

Step 4

Lesson 1 - Updating Company Data from an Electronic Data Download

Change the status level of the Form 484C prepared for BGL CAS Pty Ltd from Sent to Client to Lodged.
Please refer to Task 7.1 of the CAS Basics Manual for more information on Document Tracking.

Instructions
Step 1 - Prepare and lodge form RA 71

From the Ribbon Toolbar:

On the Home tab, in the Electronic Lodgement group, click on the drop down arrow besides Agent Forms.

@ Electronic Lodgement

Lodgement Reparts

% Agent Forms < I

Select Request for Electronic Data Download Form RA71 from the list.

Form Click &l Search. Input the surname of the person from your organisation who would
Signatory normally be the ASIC agent, into the search bar. If this person is not a person on CAS, click
_1 Newto add the person to the CAS People list. Highlight the person and click 4
Select.
Position Leave this as Agent.
Form Date Leave this as Today's Date.
Select < i
Click Conaac to list Companies. Tick the checkbox ¥ next to BGL CAS Pty Ltd

Companies
P and click ¥ Select.

© BGL Corporate Solutions Pty Ltd
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Lesson 1 - Updating Company Data from an Electronic Data Download

Note: Multiple companies can be selected from this list. CAS will then prepare a Form RA71 for each
company. You can then proceed to the Select documents for lodgement screen and lodge multiple Form
RA71s.

Click ¥1 have lodged a Form 361 or Form 362 for this company.

Form RA71 Type Leave this as Data Download.

ASIC Agent Forms

@  Bs=w & | @ e

ASIC Agent | K| BGL CORPORATE SOLUTIONS

Form | Request for Electronic Drata Download Form RAT1 -
Form Signatory ql| K| cLaRKE, ROD

Posttion | Agent v| FormDate 012016 |

Form 361 | Form 362 | RA 1Y | RASZ | RAS3 | RAGL1 | RAGS | RAGS | RATI

Select Companies @Cgmpanies

¥ |have lodged a Form 362 for the selected company

Form RAT1 Type | Data Download - |

Click =) preview. Click h’z to close the preview screen.

Click J Print. Click OK to confirm the selection of your windows printer. Alternatively click

o) Export to save these documents in electronic PDF, MS Word or MS Excel format,
and link the electronic documents to CAS Document Tracking.

CAS will validate the form for electronic lodgement. If successful, a Form RA71 will print. This form must be
signed and retained by the ASIC agent.

Click & Exit
Transmit Click Yes.
documents to
ASIC?
Agent CAS will display the ASIC agent. If this is not correct, click A search. Highlight the
correct ASIC agent and click ¥ Select.
Click Lodge ASIC Documents
Click # Dial
17 © BGL Corporate Solutions Pty Ltd
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Lesson 1 - Updating Company Data from an Electronic Data Download

CAS will now proceed to lodge the RA71 and retrieve reports received from the ASIC.

Internet Automatic Lodgement

261032010 12:57:189 PM Connecting...
26/03201012:57:19 PM Status: Connected.
261032010 12:57:19 PM Logaing in...
26/03/2010 12:57:20 PM Login successful

26/03/2010 12:57:20 PM Compiling list of files to send
26/03/2010 12:57:20 PM Adding file TA710001.ELS to list
26/03/2010 12:57:20 PM Adding transmission control file
26/03/2010 12:57:20 PM Sending batch to server...
26032010 12:57:20 PM Sent 248 bhytes

26/03/2010 12:57:20 PM Batch successfully sent..

26032010 12:57:20 PM Server waiting to receive commands...

to list

After the transmission is complete, CAS will list the reports received from the ASIC.

CIRRL IEIRREIREE IR 2

Report &
ASIC Transmesion Report
ASIC WValidation Report

File Name
TRAN_DO1.517
VALD_001.517
TRANS LOG
DATA_001.531

Date

28032008
202008
28032008
2B/03/2008

__ CAS Transmision Log
Electronic Data Dewnload

Accepted Rejectad

The electronic company data download is not always received during the first transmission due to processing

delays. If this is the case, you will need to wait a few
documents need to be lodged.

Click =3 Print All.

minutes and connect to ASIC again, but this time no

CAS will print the reports received excluding the CAS Transmission Log. The Electronic Data Download

must now be added into CAS.

Click & Exit

© BGL Corporate Solutions Pty Ltd
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Step 2 - Prepare a comparison report

From the Ribbon Toolbar:

Lesson 1 - Updating Company Data from an Electronic Data Download

On the Home tab, in the Company group, click Company Selection.

4
Company
Selection

%

nd Farms

G

ocuments  Company

InfOut

Prepare
Farm

Right click BGL CAS Pty Ltd and select Data Downloads.

Note: Companies that have a data download will appear in the colour Olive in the Company Selection

screen. This will help in identifying companies that have a data download.

Click = to preview a comparison report.

BGLCASPTYLTD

CAS DATABASE COMPARISON REPORT

CAS Database

ASIC Database

Members
Mame
Address
Share Class
Share Type
Mumber (Beneficially)

Mame
Address
Share Class
Share Type
Humber (Beneficially}

MNarme
Address
Share Class
Share Type
Humber (Beneficially}

Mame
Address

Share Class
Share Type
Mumber (Mon Beneficially)

Total Issued Shares
Share Class

Share Type

Total Mumber Issued

BROWM, JOHN DAVID

101 JONES STREET, SMITHS GULLY, VIC, 3760

ORD
ORDINARY SHARES
100

BROWM, MARGARET ANMNE

101 JONES STREET. SMITHS GLILLY, VIC, 3760

ORD
ORDIMARY SHARES
100

Details not in CAS database

Details not in CAS database

ORD
ORDIMARY SHARES
200

EROWM, JOHN DAVID

101 JOMES STREET. SMITHS GULLY, VIC, 3760
ORD

ORDINARY SHARES

100

BROWM, MARGARET AMME

101 JOMES STREET, SMITHS GULLY, VIC, 37860
ORD

ORDIMARY SHARES

50

GREEN FAMILY PTY LTD

165 HIGH STREET, KEWY, VIC, 3101
ORD

ORDINARY SHARES

100

JEBEDIAH SPRINGFIELD PTY LTD
SINTE 2, 606-608 HAWTHORN ROAD,
BRIGHTON EAST, VIC, 3187

ORD
ORDINARY SHARES
50

ORD
ORDINARY SHARES
300

This report will display data from the CAS database and data from the ASIC Database. Any discrepancies

19
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Lesson 1 - Updating Company Data from an Electronic Data Download
between the two databases will be highlighted in BOLD.

Click o preview the data download report prepared by CAS. Click a to close the preview screen.

Please refer to Appendix A for a copy of the data download report and the comparison report.

Once you have previewed the comparison report, you will need to update CAS to reflect the changes in the
ASIC database.

!‘ \ | ELECTRONIC DATA DOWNLOAD ONLY LOADS CURRENT COMPANY
INFORMATION. NO HISTORICAL DATA WILL BE LOADED

Step 3 - Updating CAS
Update the following changes you have reviewed on the comparison report above onto your CAS database.

Change 1

Allot 100 $1 ORD Shares to Green Family Pty Ltd.

'\l ;/' FF A COMPANY IS A MEMBER, FTMUST BE CREATED IN THE PEQPLE LIST
- IN CAS

Click on the Company Quick Search icon &

Find Input BGL CAS Pty Ltd

Right click the company, highlight Members and select Allotment.

CAS will display the Add Share Allotment screen.

Transaction Date Input 31/07/2009.

Share Type Click the third 2 Search to list the Issued Shares. Highlight $1 Ordinary Shares
fully paid and click ¥ Select.

Allottee Click the first 'l Search to list People.

Click _1 Newto add a new entity.

Type Select Company/Other Entity

Surname/Entity  Input GREEN FAMILY PTY LTD

© BGL Corporate Solutions Pty Ltd 20
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Lesson 1 - Updating Company Data from an Electronic Data Download

People Details Add/Edit
& S8 e

Type
() Individual (%) Company ! Other Entity {3 Joint Member

Company Name Qj, x
Trust Mame Qj, x

[Name ] Address | Birth Details | Other Details

Surname/Entiy Name| GREEN FAMILY PTY LTD |

First Hame | |

Chineze Name

Chineze Alias

Cazual Name

Prev Surname |

Prev Firzt Mame

Date of Change E x

Sex Male Female

Click the Address Tab.

Address Click Al Search to list Addresses and highlight 165 High Street, Kew VIC 3101

Click the Other Details Tab.

ACN/ABRN Input 002 549 322

Click Save. CAS will highlight Green Family Pty Ltd on the People list. Click
¥ Select.

Beneficial Owner Leave this blank as these shares are not held in trust.

Number of Shares Input 100.

Certificate Type Leave this as Transaction.

Certificate Number CAS will input 1 as the next share certificate number.

Certificate Location Input COMPANY BINDER.

Consideration Leave this as Cash.

Premium per share/paid per Leave blank. Premiums and discounts no longer apply to Australian
share companies.

Signatory Leave this as Attendee.
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Print Flag

Lesson 1 - Updating Company Data from an Electronic Data Download

CAS will select Print documents as this allotment must be notified to
ASIC.

Add Share Allotments - BGL CAS PTY LTD

®EH = 0
Authorized lzzued 200 Member - Mon Beneficialty
Unigque No's Member - Beneficialty

Tranzaction Date

Pending Tran=action

Share Type || |2l |l ORDINARY SHARES FULLY PAID
Allottee || |2l GREEN FAMILY PTY LTD

Beneficial Owner =G ¢

Number of Sharez |1EIEI — |

Unigue No's | |
Certificate Type | Tranzaction W |

Certificate Mo.

|CDMF‘ANY BINDER |

Certificate Locaticn

Cengzideration | Cazh b Maon Cash
Premium per zhare | _ |

Premium paid per =hare | _ |

Remarks | |

Signatory | Attendee W |

Print flag 7 (¥} Print documents ) Do not print documents

Click & Exit

You will now need to update the second change onto the CAS database.
Change 2

Transfer 50 $1 ORD Shares from Margaret Brown to Jebediah Springfield Pty Ltd as trustee for the ABC
Family Trust.

Click I New
Transaction Type Click Transfers.
Transaction Date Input 31/07/2009.

Share Type
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Member

Number of
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Unique Share
No's

Certificate Type:

Certificate
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Certificate
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New Member:
Click
Type

Company Name

Lesson 1 - Updating Company Data from an Electronic Data Download

Click the Al Search to list the Issued Shares. Highlight $1 Ordinary Shares and click
¥ Select.

Click the |l Search to list Members. Highlight Margaret Anne Brown and click v
Select.

Input 50
Leave this blank

Leave this as Balance as Margaret will now be left with 50 shares.

Leave this as 2
Input COMPANY BINDER

Click the first (<! Search to list People.

B New

Select Company/Other Entity

Click on @ to list Company Search Screen. Highlight Jebediah Springfield Pty Ltd
and click on ¥ Select.

CAS will prefill the name, address and the ACN for this company

Click Save

Highlight Jebediah Springfield Pty Ltd

Click ¥ Select.

geneficial Click on '@ to access the People list. Highlight ABC Family Trust and click on ¢ Select.

wner

Paid Per Leave this as $1. However this amount is commonly different to the original amount paid on

Share the share, and must be recorded correctly as some states apply stamp duty on share
transfers

Certificate Leave this as Transaction.

Type

Certificate Leave this as 3.

Number

Certificate Input COMPANY BINDER.

Location

23 © BGL Corporate Solutions Pty Ltd


http://wiki.bglcorp.com.au/File:Search.gif
http://wiki.bglcorp.com.au/File:Select.gif
http://wiki.bglcorp.com.au/File:Search.gif
http://wiki.bglcorp.com.au/File:Select.gif
http://wiki.bglcorp.com.au/File:Search.gif
http://wiki.bglcorp.com.au/File:New.gif
http://wiki.bglcorp.com.au/File:Search.gif
http://wiki.bglcorp.com.au/File:Select.gif
http://wiki.bglcorp.com.au/File:Save.gif
http://wiki.bglcorp.com.au/File:Select.gif
http://wiki.bglcorp.com.au/File:Search.gif
http://wiki.bglcorp.com.au/File:Select.gif

Lesson 1 - Updating Company Data from an Electronic Data Download

Signatory Leave this as Attendee.
Print Flag Leave this as Print documents as this transfer must print on the Form 484 and supporting
documents.

Add Share Transfer - BGL CAS PTY LTD
EHS | |V e

Authorized lzzued 200 Member - Non Beneficially

Unique No's Member - Beneficially 100 Member - Thiz Ben Owner 0
Tranzaction Date E Pending Transaction

Share Type gi ORDINARY SHARES FULLY PAID

Member gi BROWN, MARGARET ANNE

Beneficial Owner

Mumber of Shares 50 - |

Unique Mo's | |

Certificate Type | Balance W |

Certificate No.

Certificate Location |CDMF‘ANY BINDER |

Remarks | |
Mew Member 91 91 JEBEDIAH SPRINGFIELD PTY LTD
Beneficial Owner || [l & ABC FAMLY TRUST

Faid per =hare | 1.0000 |

Unigque No's | |
Certificate Type | Tranzaction w |

Certificate No.

Certificate Location |CDMF‘ANY BINDER |

Remarks | |
Signatory | Attendee w |
Print flag # @' Print documents {} Do not print documents

Click [
“= to save the changes and prepare documents.

CAS will automatically select the Allotment and Transfer Print Flags. You will now need to print the
documentation and forms for these transactions for Document Tracking.

CAS will automatically select the documents required for the share allotment and the share transfer.
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Lesson 1 - Updating Company Data from an Electronic Data Download
Member/Shareholder Changes -  BGL CAS PTY LTD )4
@ S el e

@l Registers: & Members ¥ oAl ¥ (One member per page ASIC Forms
¥ Optionholders Current Member Doc Options
¥ Officers ¥ Date Qrder

(3 |1 | Register of Notices of Beneficial Ownership Document Options
3 [0 | Allotment Journal
® | Alotment Souma Dfficer Sign Select
@ 0 | Transfer Journal
@ 1 | Directors Meeting Minute or Resolution Member Sign Select
B3 |0 | Motice of Members Meeting
(3 [0 | Members Meeting Minute or Resolution Document Tracking
@ 0 | Members Conzent to Short Motice
@ 1 | TransferorTransferee Directors Meeting Minute / Resolution
3 |1 | AsiC Forme
@ 1 | ¥ Share Certificate Member Holding Statement Select members

~ W Print certificate no Statutory Declaration

signatory 1 ||l & BROWN, JOHN DAVID
Signatory 2 ||| & BROWN, MARGARET ANNE

@ 1 | Application for Shares/Memberzhip
@l 1 | Share Transfer
@ 0 | Redemption/Buy Back/Capital Return Letter
@ 1 | Motices of Beneficial Qwnership
B3 |1 | Declaration of Trust
@ 1 | Letter
@ 1_ Ivoice Date Documents?

1 | Dizburzement Invoice ®@ves  Oho

Date |31/07/2009 ||z

i] Previous

Date Input 31/07/2009 as the date of the documents. This is located on the bottom right corner.

Click 1§ Export to save these documents in electronic PDF, MS Word or MS Excel format, and link the
electronic documents to CAS Document Tracking.

NOTE:

The electronic files of these forms may be deleted from the Document Selection screen as they will not be
lodged.

Step 4 - Updating Document Tracking

From the Members/Shareholder Changes screen :
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Status

Click

Status Level Date

Note

ASIC DOCIMAGE
Number

ASIC Lodgement
Fee

ASIC Account
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Attached
documents

Additional
Documents

Lesson 1 - Updating Company Data from an Electronic Data Download

Document Tracking

Click the second 4l Search to list Documents Prepared for this company. Highlight
484C Resolution: Change to Company Details - Members with status level Sent to

Client.

Note: Electronic documents that have been prepared to be lodged will appear in
purple.
Click &l Search to list Status Levels. Highlight Lodged.Click ¥ Select

CAS will automatically update document tracking for ASIC forms lodged electronically.
The status level will be updated from a pre lodged status such as Sent to Client to a
post lodged status such as Lodged.

" Select.

Leave this as 31/07/2009. This is the date the document was lodged by your client to
ASIC.

Input LODGED IN PERSON AT ASIC BUSINESS OFFICE.

CAS will automatically insert this number when documents are lodged electronically.
This number is extracted from the ASIC validation report. You may input this number
manually for forms lodged on paper.

CAS will automatically calculate the lodgement fee, including late lodgement penalties
where the form was lodged late.

If you know the total amount of fees outstanding to ASIC, you may input this amount
here.

Click = to Preview a copy of the Form 484C in Adobe Acrobat reader. ASIC forms
are saved in the caswin/syspdf directory when you print

Click = if you have any additional files you wish to attach to document tracking.

© BGL Corporate Solutions Pty Ltd
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Lesson 1 - Updating Company Data from an Electronic Data Download

Document Status Add/Edit )4
@H X [ 8a ¢ e bbb é

Company BGL CAS PTY LTD

Document’year E 434C CHANGE TO COMPANY DETAILS - MEMBERS

[W] Payment Details I Lodgement Details l
Document Date 31/07/2009

Status Level LODGED

Status Level Date

Note |LODGED IN PERSON AT ASIC BUSINESS OFFICE |
ASICDOCMAGENo | |

ASIC Lodgement Fee __2Tn__ AZIC Account Balance
Aftached Documents 1. (3| T1100408104314.POF 4. |

Additional Document 3= X

User

End of Lesson 1. Proceed to Lesson 2.
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Lesson 2 - Combining Changes to Officers, Members and
Company Addresses

Objective

In this lesson you will learn how to prepare combined minutes.
By the end of this lesson you will be able to:

e change officers' details

e change members' details

e change company addresses

e push the form and other supporting documents to Portal
e print a combined meeting minute that includes all the above changes

Learning Tasks

CAS provides a process to change officers, members and company addresses followed by a combined
meeting minute/resolution to reflect all changes.

Task 2.1 - Preparing a Combined Document

Prepare a combined meeting minute that includes the following changes to the BGL CAS Pty Ltd

Officers Resignations

Person 1 Person 2
Name John David Brown Margaret Anne Brown
Position Director Director
Status Resigned Resigned
Date Ceased Today's Date Today's Date
Signatory Attendee Attendee
Print Flag Print Documents Print Documents

Officers Appointments

Person 1 Person 2
Surname Flinstone Flinstone
First Names Frederick James Wilma Maree
Title Mr Mrs
Address 99 Bedrock Road as for Frederick

Rockbank, Vic 3335

© BGL Corporate Solutions Pty Ltd
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Date of Birth 14/06/1965 25/02/1965

Place of Birth Sydney, NSW Melbourne, VIC
Mobile/Cell No 0412 555 666 0412 555 667
Email fred@cas.com.au wilma@cas.com.au
Position Director and Secretary  Director

Status Appointed Appointed

Date Appointed Today's Date Today's Date
Signatory Signatory Attendee

Print Flag Print Documents Print Documents

Members Share Transfers

Transfer 1

Date

Share Type
Member

Number of Shares
New Member
Certificate Type
Certificate Number
Certificate Kept
Signatory

Print Flag

Transfer 2

Date

Share Type
Member

Number of Shares
New Member
Certificate Type
Certificate Number

Certificate Kept

Today's Date

Ordinary $1.00 Shares
John David Brown

100

Frederick James Flinstone
Transaction

3

Company Binder
Attendee

Print Documents

Today's Date

Ordinary $1.00 Shares
Margaret Anne Brown
50

Wilma Maree Flinstone
Transaction

4

Company Binder

Signatory Attendee
Print Flag Print Documents
29 © BGL Corporate Solutions Pty Ltd
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Company Addresses

Registered Address, Business Address and Meeting Address

New Address 99 Bedrock Road, Rockbank, Vic 3335
Date of Change Today's Date
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Task 2.1 - Preparing a Combined Document

Task 2.1 - Preparing a Combined Document

Objective

In this task you will learn how to change officers, members and company addresses and prepare a combined
meeting minute/resolution.

By the end of this task, you will be able to:

¢ resign officers and appoint new officers and prepare the form 484

¢ transfer shares to new members prepare the form 484

e change the company's registered and business address and prepare the form 484

¢ push the form and other supporting documents to Portal
e prepare a combined minute that includes all the above changes

Instructions
From the Ribbon Toolbar:
On the Home tab, in the Company group, click Company Selection.

L A4 G

ocuments Company  Prepare
Selection Band Forms  InfOut Form

Company |

Highlight BGL CAS PTY LTD and click v Select.

From the Ribbon Toolbar:

On the Changes & Documents tab, in the Single Company Changes group, click on the drop down arrow
below Other Documents

i A W S

Company  Company Members Officers Other Other
Addresses MName Changes Documents

- -

| Shgvecwmmyﬂ:a;ges

Select Combined Minute/Resolution from the list.
Step 1 - Officers Changes
Click Officers

Officers Search  Highlight John David Brown as Director and click # Edit

Position CAS will display Director. This is correct.

Status Click the Status list and select Resigned.
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Ceased Date

Signatory

Print Flag

Click the = Calendar to select Today's Date.

Task 2.1 - Preparing a Combined Document

Select Attendee as a resigning officer cannot sign documents.

CAS will select Print documents. This is correct.

Officer Details Add/Edit - BGL CAS PTY LTD

@

v

©

Officer Details | Appointment History

Officer's Mame

Officer's Address
Pozition

Afernate for:

Terms of
Appoirtment

Status

Replacement for:
Date Appointed
Date Ceaszed
Detailz

Signatary

Print Flag

BROVN, JOHN DAYID dll |
Uze huziness address

Director - Pending tranzaction

Resigned - Re appaoirt officer

2072009

Mhzizos &

Attendes -

(@ Print documents

() Do not print documents

Now repeat this step to resign Margaret Anne Brown as Director. Next, appoint Frederick Flinstone and
Wilma Flinstone as the new officers. Their details are:

Surname
First Name
Address

Date of Birth
Place of Birth
Mobile/Cell No
Email

Position

Flinstone

Frederick James

99 Bedrock Road
Rockbank, Vic, 3335
14/06/1965

Sydney, New South Wales
0412 555 666
fred@cas.com.au

Director and Secretary

Flinstone

Wilma Maree

99 Bedrock Road
Rockbank, Vic, 3335
25/02/1966
Melbourne, Victoria
0412 555 667
wilma@cas.com.au

Director

© BGL Corporate Solutions Pty Ltd
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Task 2.1 - Preparing a Combined Document

Status Appointed Appointed

Date Appointed Today's Date Todays Date
Signatory Signatory Attendee

Print Flag Print Documents Print Documents

Officers Search - BGL CAS PTY LTD
@ 0aX= | @8 | %8 B3 @8 e 55

Show | Al Officers -| | Find
Officers Summarny: DIrEC‘tDrS: and Alternates 2
Secretaries 1
Info Mame & Posttion Status Appointed  Ceased heeting Print Add Mam

’n BROVN, JOHN DAYID DIRECTOR  |Resigned | 23072009 .-"-'-.t'teru:iee

]| {D BROWVW, MARGARET ARME DIRECTOR Resigned | 23072003 1MA2E2013  Attendee

] {D FLIMSTOME, FREDERICK JAKMES |DIRECTOR Appainted 11252015 Signatary
] {D- FLINZTOME, FREDERICK, JAMES  SECRETARY  Appointed 111202015 Attendees

] {D- FLIMNZTOME, WALKMA MAREE DIRECTOR Appointed | 111202013 Attendees

Click Next | df

NOTE:

Alternatively, click on = after completing Wilma Maree Flinstone's appointment to access the Officer
Changes screen.

CAS will automatically select the documents required:

¢ Change to Company Details Form 484 Section B
¢ Consent to Act, Resignation or Letter

Document Date Leave this as Today's date
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Task 2.1 - Preparing a Combined Document

Officer Changes - BGL CAS PTY LTD ) 4
= A P (7] |Defaurt documents -
Q 1 Register aof Officers | Current Date Order W Include notes Document Options
Q 0 Directors Meeting Minute or Resolution Sian Select
Officer Sign Seled
@ 0 Members Meeting Minute or Resolution
El 1 Changeto Company Detailz Form 454/490 W Signed V' Electronic Member SignSelect
El 0 Resignation or Retirement Form 370 Electronic Document Tracking
0| Mot reguired
Q 1 Consent to Act, Resignation or Letter
@ 0 Declarstion of Interests
EI 1 Lefter Date documents 7
h i

El 1 Invoice @ ves "

1 Disbursemert Invaice Date 1M 202015 E

Click = Preview to the left of each document to preview to screen before printing. Click ﬂ to close the

preview screen.
Click = Print. Click OK to confirm the selection of your Windows printer

Alternatively, click o Export to save these documents in electronic PDF, MS Word or MS Excel
format, and link the electronic documents to CAS Document Tracking.

Note:: BGL CAS Pty Lid is a Portal client.

Click Yes to push all documents you have printed or exported to PDF to Portal.

' | TO PRINT ONLY THE FORMS, CLICK ON 2 TO CLEAR THE DOCUMENTS
SELECTED, THEN SELECT ¥ Ekctronic

Click & Exit
To view the status of the documents and forms, click on Home | Documents and Forms. Click on the BGL
CAS Pty Ltd.

From here you will be able to see whether a document was successfully sent from CAS to Portal or whether
your client has viewed the document.
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Task 2.1 - Preparing a Combined Document

Documents and Forms
& & e
Department gj All Company Status | &l - Document Status | &l
Fircl
Company Mame Jurizdiction Department AN Status
ABC HOLDIMG COMPARMY LIMITED Australia HARRY LAMG 054 355 243 Incomplete
BGL CAS PTY LTD Avstralia HARRY LARNG 551 4 2 Trading
BGL MOMINEES TRAIMIMG PTY LTD Australia CAS TRAINMNG 550593 336 Trading
BGL TRAIMMG COMPARY PTY LTD Australia HARRY LAMG 551 385 946 Super Trustee
CyyARF OF MOTTINGHAM PTY LTD Australia HARRY LAMG 550512 402 Trading
FRAMK MATICH PTY LTD Australia Qo0 454 919 Incomplete
JEBEDIAH SPRIMGFIELD PTY LTD Australia SE0B37 173 Incomplete
TEST MOM PROFIT PTY. LTD. Australia CAS TRAINMNG GO0 035 613 Trading
ZIPPY PTY LTD Astralia 050000 434 Incomplete
BlEIREE=.

Show |l -
Date Form  “ear Description Status Status Date Trace
TIH22015 | 4544 CHARNGE TO COMPARY DETAILS - ADDRESSES SEMT TO PORT TH22015 | 49
TIH22015 | 484C CHARNGE TO COMPARY DETAILS - MEMBERS SEMT TO PORT TM2205 | 50
TMH252015 | 4848 CHARNGE TO COMPARY DETAILS - OFFICERS SEMT TO PORT TIHN252015 | 45
TMH220Ms | STRA SHARE TRANSFER SEMT TO PORT TM2205 | 50

Click

& Exit

Step 2 - Members Share Transfers

Click

Click

Click

Transaction
Date

Members
B New
Transfers

Leave this as Today's Date.

Share Type Click the Al Search to list the Issued Shares of this class. Highlight $1.00 Ordinary
Shares and click ¥ Select

Member Click &l Search to list the Members of this company with the above Ordinary Shares.
Highlight John David Brownand click ¥ Select

Number of Input 100.

Shares
CAS will automatically calculate the type of share certificate required and the certificate
number (in this case as all shares are being transferred, CAS will display none).

New Member  Click the first <! Search to list People. Highlight Frederick Flinstone and click ¥
Select
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Task 2.1 - Preparing a Combined Document
Paid Per Share CAS will default $7.00 being the net value of the shares. This is correct.

Certificate Type CAS will default Transaction. This is correct.

Certificate CAS will default 3. This is correct.

Number

Certificate Input COMPANY BINDER.

Location

Signatory Select Signatory.

Print CAS will select Print Documents. This is correct.
Documents

Add Share Transfer - BGL CAS PTY LTD

BEH% Ve

Avthorized lzzued 300 Member - Mon Beneficially
Unigue Mo's Member - Beneficially 100 Member - This Ben Cruwnier ]
Tranzaction Date MA2205 E Pending Transaction

Share Type gj CRDIMARY SHARES FULLY PAID

hember 21 BRCWMN, JOHM DaYID

Beneficial Crwener

Mumber of Shares 100 _

Unigue Mo's

Certificate Type Mone -

Certificate Mo. -

Certificate Location

Remarks

Mewy Member FLINSTOME, FREDERICK JAMES gj gj

Beneficial Cwner gj gj x

Paid per share
Unigue Mo's
Certificate Type
Cerificate Ma.
Cerificate Location
Femarks

Signatory

Print flag 7

Transaction -

3

COMPANY BINDER

Signatory

@ Print documents

() Danot print documents
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Task 2.1 - Preparing a Combined Document

Repeat these steps to transfer the shares from Margaret Anne Brown to Wilma Maree Flinstone.

Click Next | df

NOTE:

Alternatively, click on 3 after completing Wilma Maree Flinstone's appointment to access the Member
Changes screen.

CAS will automatically select the documents required:

* Register of Members

e Transfer Journal

¢ ASIC Forms - Change to Company Details Form 484 Section C (electronic)
e Share Certificates

e Share Transfer Form

Share Certificate Signatories

Signatory 1 Leave this as Frederick Flinstone.

Sigqatory 2 Click the second @l Search to list Officers. Highlight Wilma Flinstoneand click 4
(optional) Select.

Document Date Leave this as Today's Date.
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Task 2.1 - Preparing a Combined Document

Member/Shareholder Changes - BGL CAS PTY LTD b4
& S |y 3= P & ’Default document= -
@ 1  Reoisters: ¥ hMembers Al Cne memher per page Date Order ASIC Forms
¥ Optioniarrant holders Current ¥ Include notes
Officers Diate Order Member DocOptions

Register of Motices of Beneficial Cwenership

Allotment Journal

Transfer Journal

Directors Meeting Minute or Resalution Display consideration
Matice of Members Meeting

Members Meeting Minute ar Resalution

Members Conzent to Short Motice

TransferorTransferes Directors Meeting Minute ! Resaolution

ENENEN N EN N ERIEN N IEN

Document Options

Officer Sign Select

Member SignSelect

Document Tracking

ASIC Farms
W Share Cedificate W Print cerificate no Statutary Declaration
Member Holding Statement Select members Member Transaction Statement

Sigriatory 1 ||| K| FLINSTONE, FREDERICK JAMES
Signatory 2 |2 K FLINSTONE, WILMA MAREE

El 0 Application for Shareshiemberzhip

3 1 Share Transter

@l 0 Redemption/Buy Back/Capital Return Letter

@ 0 Motices of Beneficisl Crvnership

3 0 Declaration of Trust Date Documerts?

3 0 Leter @ves (Mo

= 0 nwvoice : :

0 Disburzement Invoice Date 11H22015 @

Click

preview screen.

= Preview to the left of each document to preview to screen before printing. Click ﬂ to close the

Click = Print. ClickOK to confirm the selection of your Windows printer

Alternatively, click o Export to save these documents in electronic PDF, MS Word or MS Excel
format, and link the electronic documents to CAS Document Tracking.

Note:: BGL CAS Pty Ltd is a Portal client.

Click Yes to push all documents you have printed or exported to PDF to Portal.

Click & Exit
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Task 2.1 - Preparing a Combined Document

Step 3 - Company Address Changes

Click Company Addresses

Registered Address: Click A to list Addresses.

- New Address Highlight 99 Bedrock Road, Rockbank and click Select

- Date of Change Leave this as Today's date.

Business Address Click 2l Search to list Addresses.

- New Address Highlight 99 Bedrock Road, Rockbank and click ¥ Select
- Date of Change Leave this as Today's date.

CAS will automatically select the documents required:
e Change to Company Details Form 484 Section A (electronic)

Document Date Leave this as Today's date.

Company Address Changes - BGL CAS PTY LTD )4
@ s=%llelle

Registered Address SUITE 2, 606-603 HAWTHORN ROAD, BRIGHTORM EAST, WIC, 31587
Plesn Address @ 99 BEDROCHK ROAD, ROCKBANK, %I, 3333

Document Options
Officer Sign Select
Date of Chanoe TMA22M 5 E Pending transaction

Office Occupier Document Tracking

Hours: Opening = Closing ___ = Date _J4 E x
Business Address SUITE 2, B06-605 HAWTHORM ROAD, BRIGHTOR EAST, WIC, 3157
Mewy Address Eﬂ 99 BEDROCK ROAD, ROCKBAMK, WIC, 3335
Date of Change TMA220M 5 E Pending transaction
Update: ¥ Business Mames ¥ Mesting Address

¥ Postal Address ¥ Registers Address

Letter Address

El 0 Directors Meeting Minute or Resalution
El 1 Change of Company Detailz Form 4544587453 Y Signed ¥ Electronic
3 0 Occupier's Consent Diate documents 7
3 1 Letter @ Ves .
Ql 1 Invoice
1 Dishursement Invoice Date 11M282015 E

Click = Preview to the left of each document to preview before printing.
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Task 2.1 - Preparing a Combined Document

Click = Print. Click OK to confirm the selection of your Windows printer

Alternatively, click o Export to save these documents in electronic PDF, MS Word or MS Excel
format, and link the electronic documents to CAS Document Tracking.

Note:: BGL CAS Pty Ltd is a Portal client.

Click Yes to push all documents you have printed or exported to PDF to Portal.

Click & Exit
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Step 4 - Combined Meeting Minute or Resolution

Click

Click = Print.Click OK to confirm the selection of your Windows printer

Task 2.1 - Preparing a Combined Document

Document Date Leave this as Today's Date. This field is located at the bottom right hand corner of the

Combined Meeting Minute/Resolution - BGL CAS PTY LTD

screen.

@ @5 % | e

Prepare documents:

Include in meeting minute/resolution:

J

W
W
W

Company Registrations
Officers

hembers

Company Addreszes
Public Cfficer

Company Registers

Change to Officers

Change to Members

Change to Registered Office
Change to Buziness Office
Change o Office Hours
Change to Public Officer

= Preview to view the document before printing.Click ﬂ to close the preview screen.

Alternatively, click o Export to save these documents in electronic PDF, MS Word or MS Excel
format, and link the electronic documents to CAS Document Tracking.

Click @ Exit

Note: To push the combined minute to Portal, you must add the document to Document Management, then
push it manually.

End of Lesson 2. Proceed to Lesson 3.

41

© BGL Corporate Solutions Pty Ltd


http://wiki.bglcorp.com.au/File:Casa0179.gif
http://wiki.bglcorp.com.au/File:Preview2.gif
http://wiki.bglcorp.com.au/File:Close.gif
http://wiki.bglcorp.com.au/File:Print.gif
http://wiki.bglcorp.com.au/File:Pdf.gif
http://wiki.bglcorp.com.au/File:Exit.gif
http://wiki.bglcorp.com.au/TM:CAS_Advanced_1/Lesson_3_-_Multi_Company_Documents

Lesson 3 - Multi Company Documents

Objective

In this lesson you will learn how to create multi company documents.

Multi Company Documents will allow you to apply multiple changes to your companies. By the end of this
lesson you will be able to prepare the following multiple company documents:
e address/name Change

e annual review

e annual return

e auditor change

e business/postal/service address change

e |etters/invoices

e minutes/resolutions

o officers details change

e public officer change

e registered address change
e push multi company document changes to Portal

Learning Tasks

Task 3.1 - Officer Change for Multiple Companies

Appoint Andy Duran as Officer of BGL CAS Pty Ltd and Dwarf of Nottingham Pty Ltd.

Task 3.2 - Registered Office Address Change for Multiple Companies
Update all companies that have the Registered Address :

Suite 2. 606-608 Hawthorn Road, Brighton East, VIC, 3187

to

99 BEDROCK ROAD, ROCKBANK, VIC, 3335

Task 3.3 - Two Address Changes on One Form

Change the address of Frederick James Flinstone and Wilma Maree Flinstone from :
99 Bedrock Road, Rockbank, VIC, 3335

to

1 YARRA STREET, TOORAK, VIC, 3142

© BGL Corporate Solutions Pty Ltd
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Task 3.1 - Officer Change for Multiple Companies

Task 3.1 - Officer Change for Multiple Companies

Objective

In this task you will learn how to prepare an officer change for multiple companies.

By the end of this task , you will be able to appoint an officer in multiple companies and push the forms and
documents to Portal.

Details

Appoint Andy Duran as Officer of BGL CAS Pty Ltd and Dwarf of Nottingham Pty Ltd.
Instructions

From the Ribbon Toolbar:

On the Changes & Documents group, in the Multi Company group, click on the drop down arrow below
Multi Company Documents

o =

e Ep
A4
Address Mame Annual Multi Company

Change Review Documents

-

| Multi-Company

Select Officer Details Change from the list.

Click 1 New
Officer's Name Click &l Search to list the People search

Highlight Andy Duran and click ' Select

Position Select Director

New Status Select Appointed

New Status Date Leave this as Today's date
Click 5” Select Companies

and select BGL CAS Pty Ltd and Dwarf of Nottingham
and click ¥ Select
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Task 3.1 - Officer Change for Multiple Companies

@l X Y

Officer's Mame gi DUR &M, AMDY

Position [Direu:tu:ur - Pending Transaction
Afternate for: Q x
Terms of
Appoirtimernit

Mewe Status [Appﬂimed v]

e Status Date 1MM22015

Signatory [Aﬁendee - ]

Companies: ! @5e_lect{:ompanies i Selected: 2

Officer Details Change - Multiple Companies

@ s 0z2X1al &8 e

Compary Marme Position Status Diate

En::;L DURAN, AMDY |DIRECTOR | Appointed W

[C] CviARF OF NOTTINGHAM PTY LTD | DURAN, ANDY | DIRECTOR | Appointed | 114 202015

Click & Print

The print screens for BGL CAS Pty Ltd will now appear.

CAS will automatically select the document required.
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Officer Changes - BGL CAS PTY LTD

#

EENIERE N EIERE N ENIEN

T e e = = = = ="

Task 3.1 - Officer Change for Multiple Companies

= ﬂ‘g‘, i= o (7] [Defaurt documernts -

Register of Officers Al Current Date Order W Include notes

Directars Meeting Minute or Resalution

MWembers Meeting Minute or Resalution

Change to Company Details Form 4344390 ¥ Signed ¥ Electronic
Reszignation or Retirement Form 370 Electronic
Mot reguired

Conzent to Act, Resignation or Letter

Declaration of Interests

Letter

IMvoice

Dishurzement Invoice

Click

Click

= Preview to the left of each document to preview to screen before printing. Click ﬂ to close the
preview screen.

= Print. Click OK to confirm the selection of your Windows printer

Alternatively, click ﬂ‘é‘l Export to save these documents in electronic PDF, MS Word or MS Excel
format, and link the electronic documents to CAS Document Tracking.

Note: BGL CAS Pty Ltd is a Portal client.

Click Yes to push all documents you have printed or exported to PDF to Portal.

Click

Click

& Exit

No to the message below

Confirm

it mulki company processing ¢

The print screens for Dwarf of Nottingham Pty Ltd will now appear:
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Task 3.1 - Officer Change for Multiple Compani

Officer Changes - DWARF OF NOTTINGHAM PTY LTD

& =l 32 s (7] IDefaurt documents -
E] 1 Register of Officers oAl Current Date Order W Include notes
gl 1 Directors Meeting Minute or Resolution
gl 0 Members Meeting Minute or Resaolution
gl 1 Chanoe to Company Details Form 4545490 & Sianed ¥ Electronic
El 0 Resignation or Retirement Form 370 Electronic
o ot required
@ 1 Consent to Act, Resignation or Letter
(3 0 Declaration of Interests
3 1 Lefter
Ql 1 Invaice
1

Dizhurzement Invaice

Click = Preview to the left of each document to preview to screen before printing. Click ﬂ to close the

preview screen.
Click = Print. Click OK to confirm the selection of your Windows printer

Alternatively, click i Export to save these documents in electronic PDF, MS Word or MS Excel
format, and link the electronic documents to CAS Document Tracking.

Note: Dwarf of Nottingham is a Portal client.

Click Yes to push all documents you have printed or exported to PDF to Portal.

Click & Exit

End of Task 3.1. Proceed to Task 3.2.

es
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Task 3.2 - Registered Office Address Change for Multiple Companies

Task 3.2 - Registered Office Address Change for Multiple Companies

Objective

In this task you will learn how to prepare an address change for multiple companies.

By the end of this task, you will be able to prepare a registered office address, business,postal and service
address and officer hours of multiple companies and push the form and other supporting documents to
Portal.

Details

Update all companies that have the Registered Address :
Suite 2, 606-608 Hawthorn Road, Brighton East, VIC, 3187
to

99 Bedrock Road, Rockbank, VIC, 3335

Instructions
From the Ribbon Toolbar:

On the Changes & Documents group, in the Multi Company group, click on the drop down arrow below
Multi Company Documents

o

i
Address Mame Annual Multi Company
Change Review Documents
| Multi-Company

Select Registered Address Change from the list.

Type of Change Place a tick next to ¥ Registered Address

Current Registered Click & Search to list the Address search

Address
Highlight Suite 2, 606-608 Hawthorn Road, Brighton East, VIC, 3187and click
+ Select

Select Registered Office tab

New Registered Address  Click 4l Search to list the Address search

Highlight 99 Bedrock Road, Rockbank, VIC, 3335 and click " Select

Date Of Change Leave this as Today's date
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Task 3.2 - Registered Office Address Change for Multiple Companies

Office Occupier Leave Blank

CAS will display all the companies and it will show the number of companies that have the selected

Registered Address.

If you wish to keep the registered address the same for certain companies then simply un-tick the box

beside that company

Registered/Business Address Change - Multiple Companies
@ s @ewl e

Type of Change ¥ Renistered Address Office Hours Buziness, Postal, Service &ddress

Current Registered Address Qj SUITE 2, B06-608 HAWTHORM ROAD, BRIGHTOM EAST, WIC, 3187

[Registered DFﬁr.:el Office Hours | Business, Postal, Service Address | Document Settings

ey Redistered Address Qj 93 BEDROCK ROAD, ROCKBAMNK, %IC, 3333

Date of Change 1nzems (& Pending tranzaction

Office Oocupier

Select Companies Selected 1
Find A duisdiction [l -
Department All v] Company Status [AII v]
Company Mame ACMNIARER
[ ABC HOLDIMNG COMPANY LIMITED 054 355 243
|:| BGL CAS PTY LTD 551 433 802
[ BEL MOMIMEES TRAIMMNG PTY LTD 550593 336
[ BEL TRAIMING COMPANY PTY LTD 551 385 946
|:| CWARF OF NOTTINGHARM PTY LTD 250512 402
|:| FRAMK MATICH PTY LTD 000 454 919
4 JEBEDIAH SPRIMGFIELD PTY LTC: 093 439 760
[ TEST MOM PROFIT PTY. LTD. GO0 035 613
|:| ZIFFY PTY LTD 050 000 434

Click =4 Print , the print screens for the first company will now appear.
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Task 3.2 - Registered Office Address Change for Multiple Companies
Company Address Changes - JEBEDIAH SPRINGFIELD PTY LTD
& 3% e |e

Registered Address SUITE 2, 606-603 HAWTHORM ROAD, BRIGHTORM EAST, WIC, 3187
Plewr Address g 99 BEDROCH ROAD, ROCKBARNK, IC, 3533

Date of Change 12205 E Pending transaction

Office Qccupier

Hours: Opening i Closing ___ = Date 5 E x
Business Address SUITE 2, 606-608 HAWTHORMN ROAD, BRIGHTOM EAST, VIC, 3157
Mesw &ddress (| ]|
Diste of Change _ff = Pending transaction
Update: Buziness Mames Mesting Address
Postal Address Registers Address

Letter Address

@ 1 Directors Meeting Minute or Resolution
gl 1 Change of Company Details Form 4844570483 ¥ Signed ¥ Electronic
gl 0 Occupier's Consent
3 1 Letter
B 1 jnvaice
Click = Preview to the left of each document to preview to screen before printing. Click ﬂ to close the

preview screen.
Click = Print. Click OK to confirm the selection of your Windows printer

Alternatively, click o Export to save these documents in electronic PDF, MS Word or MS Excel
format, and link the electronic documents to CAS Document Tracking.

Note: If the company is a Portal client, click Yes to push all documents you have printed or exported to PDF
to Portal.

Click & Exit

The Print Screen for the remaining companies will appear after you exit the current screen.

End of Task 3.2. Proceed to Task 4.3.
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Task 3.3 - Two Address Changes on One Form

Task 3.3 - Two Address Changes on One Form

Objective
In this task you will learn how to how to process a change for two members from the same company on the

same Form 484.

By the end of this task, you will be able to process a change of address or name for multiple officers or
members of the same company on the same Form 484 and push these documents to Portal.

Instructions
From the Ribbon Toolbar:
On the Home tab, in the Company group, click Company Selection.

Iy 2 &

ocuments Company  Prepare
Selection Band Forms  InfOut Form

| Company |

Company Name  Highlight BGL CAS Pty Ltd and click ¥ Select.

From the Ribbon Toolbar:

On the Changes & Documents group, in the Multi Company group, click on the drop down arrow below
Multi Company Documents

B

=]

[
Address/Mame Annual Multi Company
Change Review Documents
| Multi-Company

Select Address/Name Change from the list.

Click _1 New to display changes screen

Person's Name Click the first Al Search to list People. Highlight Flinstone, Frederick James and
click ¥ Select.

New Address Click 2l Search to list Addresses and click ] New to add a new address.

Input 1 YARRA STREET on the first line. Click 2l Search at the second address line
to list Suburbs and Postcodes. Input TOORAK into the search bar. The highlight bar

will move to TOORAK VIC. Click ¥ Select. The address will now contain this
suburb, state and postcode.

Click Save. CAS will highlight the new address. Click ¥ Select.
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Task 3.3 - Two Address Changes on One Form

Update person's ¥ Leave this box checked. If you have recorded a separate business address for this
business address? person, CAS will update this to the new address as well.

Update person's ¥ Leave this box checked. If you have recorded a separate postal address for this
postal address? person, CAS will update this to the new address as well.

Also apply address change to:

Company Registered Do not click this check box as for the purpose of this exercise, you are not
Office Address? required to update the company registered office address to the new address.
Company Business Do not click this check box as for the purpose of this exercise, you are not
Address? required to update the company business address to the new address.
Company Meeting Do not click this check box as for the purpose of this exercise, you are not
Address? required to update the company meeting address to the new address.

If you choose to update all or any the above addresses to the new address as well, CAS will prepare the
relevant 484A form for this change.

Date of Change Leave this as Today's date.
N X
Perzon's Mame gj ,pEE FLIMSTOME, FREDERICH JAKMES
Address 99 BEDROCK ROAD, ROCKBANK, WIC, 3335
Plotify for: W Officerholdings ¥ Shareholdings
Address Change
Mew Address cll 1 YaRRA STREET, TOORAK, WIC, 5142
Date of Change MA2205 '@ Pending transaction

Update persons busingss address 7 J

Update persons postal address 7 J

Also apply address change to: Match Person's Address
. ] T AR S e

Company Redistered Office Address 7 Selected: 1 L-:y SE =

Compsny Business Address 7 Selected: 1 L{T) Companies

Company Meeting Address ? Selected: 1 L{‘.’) Companie

Hame Change
Meswy SurnamesEntity Mame

Mewy First Mame

Date of Change i E

Click 1 Newto display changes screen .

51 © BGL Corporate Solutions Pty Ltd


http://wiki.bglcorp.com.au/File:Checkon.gif
http://wiki.bglcorp.com.au/File:Checkon.gif
http://wiki.bglcorp.com.au/File:Checkoff1.gif
http://wiki.bglcorp.com.au/File:Checkoff1.gif
http://wiki.bglcorp.com.au/File:Checkoff1.gif
http://wiki.bglcorp.com.au/File:Multiadd2members1.gif
http://wiki.bglcorp.com.au/File:Save.gif
http://wiki.bglcorp.com.au/File:New.gif

Task 3.3 - Two Address Changes on One Form

Now repeat the steps to change Wilma Maree Flinstone's address :

New Address 1 Yarra Street, Toorak , VIC, 3142
Date of Change Today's Date

@ H X
Perzon's Mame g ,gaa FLIMSTOME, WWiLha MAREE
Address 99 BEDROCK ROAD, ROCKBANK, WIC, 3335
Plotify for: W Officerholdings ¥ Shareholdings
Address Change
Mewy Address E_gj 1 ¥ARRA STREET, TOORAK, WIC, 3142
Date of Change MA2205 E Pending transaction

Update persons business address 7 J

Update persons postal address 7 J

Also apply address change to: Match Person's Address
Company Registered Office Address 7 Selected: 1 L:'y Companies

Company Business Address 7 Selected: 1 L:'y Companies

Company Meeting Address 7 Selected: 1 L{'f Companies

Hame Change
Meswy SurnamesEntity Mame

Mewy First Mame

Date of Change i E

CAS will display a list of companies where the person is an officer or member. This list will also contain
multiple people whom you wish to update details for.

Officer/Member Address and Mame Change - Multiple Companies
@ s QX8 e

Fird

Company Mame % Perzons Mame Address Mame Officer  Member  Per Bus  Per Post ComRegq Com Bus Com Meet

T T S S S N O
o Yes Yes Yes Yes Ho

[C] BGL CAS PTY LTD | FLINSTOME, WiLhia MAREE Yes H Ho Ho

Click &= Print

© BGL Corporate Solutions Pty Ltd 52



http://wiki.bglcorp.com.au/File:Multiadd2members2.gif
http://wiki.bglcorp.com.au/File:Multiadd2members3.gif
http://wiki.bglcorp.com.au/File:Print.gif

Task 3.3 - Two Address Changes on One Form

CAS will display a list of companies where this person is an officer or member. Click the ¥ checkbox to
select or deselect the companies for which you wish to prepare forms.

& | |5 | |l
Find | HENE

Company Mame Officers Memberz Reg Add Bus Add Mest

H d 0 5cL cas prv LD m @ | [ ]

Click &= Print

CAS will then display the Officer Changes screen if the person was an officer only. CAS will display the
Members Changes screen if the person was a shareholder as well as an officer. The form 484A will contain
an ?check? against the appropriate changes that are selected to be notified.

CAS will automatically select the documents required:

¢ ASIC Forms - Change to Company Details Form 484A. Both Frederick and Wilma's address change will
display on one form 484A.

Date Leave this as Today's date.
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Task 3.3 - Two Address Changes on One Form

Member/Shareholder Changes - BGL CAS PTY LTD

Date Order

& Sl 3s P (7] [Defaurt documents -
@ 1 FRegisters: ¥ hembers oAl Qne member per page
W Optiondddarrant holders Current ¥ Include notes
Officers [rate Croder

—

Register of Motices of Beneficial Crownership

—

@ 0 Allotment Journal

3 0 Transfer Journal

@ 1 Directors Mesting Minute or Rezolution Dizplay consideration

3 0 notice of Members Meeting

Q 0 Members Mesting Minute or Resolution

@ 0 Members Conzent to Short Motice

@ 0 TransferorTransferes Directors Meeting Minute [ Resalution

1 asicForms

3 0 ¥ Share Certificate ¥ Print cerificate no Statutory Declarstion
Member Holding Statement Select members Member Transaction Statement

Signatary 1 |G| & FLINSTONE, FREDERICK JAMES
Signatory 2 |G| K FLIMSTONE, WiLMA MAREE

Application for SharesMembership

Share Transfer

Redemption/Buy BackiCapital Return Letter
Motices of Beneficial Ownership
Declaration of Trust

Letter

Irvoice

ENENENIENERIENEN

Dishursement Invaice

Click =) Preview to the left of each document. Click ﬂ to Close the preview screen.

Click = Print and click OK to confirm the selection of your windows printer.

Click ™ Export to save these documents in electronic PDF, MS Word or MS Excel format, and link the

electronic documents to CAS Document Tracking.

Note: BGL CAS Pty Ltd is a Portal client.

Click Yes to push all documents you have printed or exported to PDF to Portal.

Click & Exit

End of Lesson 3. Proceed to Lesson 4.
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Lesson 4 - Reprinting Documents

Objective

In this lesson you will learn how to reprint documents previously prepared by CAS.

By the end of this lesson, you will be able to:
e reprint documents from Document Tracking
e reprint a change to officers and members using the Reprint Document function

e reprint registered address changes using the Reprint Document function
e reprint officer and members changes by reversing the transaction and processing the change again

Overview

CAS can reprint documents in two ways:

¢ Using the Adobe Acrobat Reader PDF file stored in Document Tracking,

e Using the Reprint Documents function in CAS.

The CAS Reprint Documents function is generally used when the original document has not been lodged
and requires an ammendment.

The CAS Reprint Documents function works in two ways:

e Transaction print flags are set to Print Documents

* Previous changes are reversed so the change can be processed again

The following changes are reprinted by changing Print Flags from Do Not Print Documents to Print
Documents.

¢ Officers Changes

e Members Changes

e Unitholders Changes

The above changes can be reprinted by

e selecting individual transactions or by

e selecting all transactions by a specific date.

The following changes are reprinted by reversing the transaction and processing the change again.

e Annual Reviews ¢ Officers Address Change
¢ Officers Name Change e Company Name Change
* Registered Office e De-registration/Dissolution
Change e Auditor Change
¢ Public Officer Change e Location of Registers Change
e Members Voluntary ¢ Business Address Change
Liquidation ¢ Registered and Business Address Change
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Lesson 4 - Reprinting Documents

¢ Foreign Agent Change
¢ Ultimate Holding
Company

Learning Tasks

Task 4.1 - Reprint an ASIC form through Document Tracking

Using the Adobe Acrobat Reader PDF file saved in your Document Tracking, reprint a previously prepared
Form 484.

Task 4.2 - Reprint a Change to Officers

Reprint the documents for the following changes:

Officer Position Status
John David Brown Director Resigned
Margaret Anne Brown Director Resigned
Frederick James Director Appointed
Flinstone

Frederick James Secretary Appointed
Flinstone

Wilma Maree Flinstone Director Appointed

Task 4.3 - Reprint a Change to a Registered and Business Office Address
Current Address: 99 Bedrock Road, Rockbank, Vic, 3335

Previous Address: Suite 2, 606-608 Hawthorn Road, Brighton East, Vic, 3187

Task 4.4 - Changing and Reprinting Officers Transactions

Change the appointment date for Wilma Maree Flinstone as a Director from Today's Date to Yesterday's
Date.

Task 4.5 - Changing and Reprinting Members Share Transactions

Change the transaction date of the share transfer from Margaret Anne Brown to Wilma Maree Flinstone from

Today's Date to Yesterday's Date.
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Task 4.1 - Reprint an ASIC form through Document Tracking

Task 4.1 - Reprint an ASIC form through Document Tracking

Objective

In this task you will learn how to reprint ASIC forms prepared through CAS.

By the end of this task, you will be able to reprint a PDF copy of forms and documentation prepared through
CAS.

Instructions

This feature requires that you have Adobe Acrobat Reader installed on your PC and that you have selected
"Create PDF file for company forms" through your CAS defaults.

From the Ribbon Toolbar:

On the Home tab, in the Documents group, click Document Tracking.

£ Document Tracking
Document Management

£F Task Management

| Documents |
Company Click &l Search to select BGL CAS Pty Ltd from the Company Selection.
Document Click the second &l Search to list Documents Prepared for this company.

Highlight a Form 484 B and click ¥ Select.
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Document Status Add/Edit

& X |8z
Company
DocumentMear @ @

Document Details | Payment Details | Lodgement Details

TMH2E2015

Document Date

Gl BGL CASPTY LTD

Task 4.1 - Reprint an ASIC form through Document Tracking

9 @

)

v

45348 CHARGE TO COMPARY DETAILS - OFFICERS

=)

Status Level Gl SENT TO CLIENT

Status Level Date MH272015 =)

ASIC Lodoement Fee o

ASIC DOCIMAGE Mo

Maote

ASIC Account Balance 0.

Attached Documents Additional Documents
1. @l T1151211095251162 POF 1. @I y x
2, 2. | = | XK
3. 3 3 | = | XK
4. 3 4. @ = X
5. 3 s @ = X
g 5. @ = X
L=zer T1 v]

Document PDF Files

Click = Preview to view the PDF copy of this form through the Adobe Acrobat
Reader. From here you can reprint the document.

Close Adobe Acrobat Reader and click ﬂ Exit.

If PDF files have not been attached to your documents in Document Tracking, then you must switch
on the setting "Create PDF file for company forms" through your CAS defaults as follows.

From the Ribbon Toolbar:

On the Administration tab , in the Setup group, click Defaults

") P’!‘f':s';’;er E, Firm Details
@Defaults' &Users
. setwp
Click

The Documents/Letters tab
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Click

Task 4.1 - Reprint an ASIC form through Document Tracking

¥ Create PDF file for company forms

Defaults

@Hd  ©

Data Input

Integration/Juris didion

Documents/Letters

Annual Review | Document Tracking | Tasks/Help | Debtors Export

IDncumentDptinnsll Document Options2 | Letter/Invoice Options | Invoice Options

)

LU I S R S i L St L)

o<

LRSI SIRE RN S L LS

Click

Prepare electronic documents

Prepare electronic ME&LAA, for LK Incorporations
Print company reference on registers

Print date and place of incorporation on registers
Prirt separate officers register for each position
Print officers register in date arder

Print one memberiunitholder register per page
Include Register of Officers for member transactions
Print journals with members documents

Exclude pending transactions from registersfjournals
Print Officers Conzent to Act

Print =hare cerificates

Print unit cedificates

Print members statemernts

Print "Beneficial Cuwener” on share transfer

Print trace numbers on cedificatestranzfers
Print incorporation date on cedificates

Cverride memberiunithalder zero balance
Include "Chairperson Appointment” in minutes
Include "Meeting Attendee" in minutes

Include "Previous Meeting” in minutes

Include "Beneficial Chwener" in minutesiesolutions
Date documents in document proceszes

Print pacge numbers on minutesresolutions

Print =igning lines on minutes

Round numbetr of shares on farm previes

Usze Chinese text on minutesiresolutions

Save .

End of Task 4.1. Proceed to Task 4.2.

¥ Include Company Mo on minutestesolutions

W Prepare attendance list for members mestings
W Date Meeting Motice meeting date

¥ lgnore Seal Ertries date

W Creste POF file for company forms '

W Company record update warning
Dizplay document email screen
Print company report with document=
W Print text in proper case
¥ Include commas in addresses
Showy par value for shares
Showy par value for units
W Print "Aoenthresenter detalls" on forms
Default "Local Agent” as form signatory
Print reference on Dividend Statements
Print document summary for Singapore forms
Y Save DiviDizt Statements in Document Management
¥ Save Freeform Documents in Document Management
Save ¥BRL Accounts in Document Management
¥ Save Company Reports in Document Management
W Save Company Registers in Document Management
W Display option screen when exporting reports o Waord
W Dizplay warning message when leaving a wizard screen
W Only allowe supervizors to clear User Log
W Print embedded code text in proper caze
Print Optionholder register
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Task 4.2 - Reprint a change to Officers

Task 4.2 - Reprint a change to Officers

Objective

In this task you will learn how reprint an officer change.

By the end of this task, you will be able to use the Reprint Documents screen to reprint officer or member

changes.

Instructions

From the Ribbon Toolbar:

On the Changes & Documents tab, in the Reprint group, click on Reprint Documents

]

—

Reprint
Documents

| Reprint_|

Document Type Select Officers Change

Document Type Officers Change b

Unitholders Change
Truzt Name gj

Annual Review, Officers, Members or Unitholders change

Reprint by Transaction Document Date
Specific Tranzaction Date 7 ¥ res No

Tran=zaction Date E

Decument Print Flag ¥ Reprint Do not reprint

Officer/Member Name or Address change
Perzon's Mame a

Addresses, Local Agent, Location of Registers, Public Officer or Ultimate Holding Company
change

=

Last Date of Change

Reprint by: Select Transaction
elec

CAS will display the list of officeholders. Click the & checkbox to the left of each transaction to be reprinted

on the Form 484 (in this case, all transactions).
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Task 4.2 - Reprint a change to Officers

Reprint Officers Transactions Selection - BGL CAS PTY LTD

viliEe | 8l e
Firc
Reptint Mame & Position Status Date

ARDY DURAR DIRECTOR Appointec TH2Ems

’ FREDERICK JAMES FLINSTOMNE | SECRETARY | Appointecd m

FREDERICK JAMES FLINSTOME DIRECTOR Appointec TH2Ems

JOHM DAVID BROWT DIRECTOR Resigned 1122015
MARGARET ARME BRCWT DIRECTOR Resigned 1122015
WiILM A MAREE FLINZTORE DIRECTOR Anpoirted 1122015
H F .

Click Reprint

CAS will then mark the transactions for reprinting and display the Officers Search screen. Click ==
to proceed to the Document Preparation screen. The following documents will be selected for printing:

¢ Directors Meeting Minute or Resolution
¢ Change to Company Details Form 484 Section B
¢ Consent to Act, Resignation or Letter

Document Date Leave this as Today's Date.

Officer Changes - BGL CAS PTY LTD

& | | & ah i= | le2| | i@ [Defaurt documents -
@] 1 Register of Officers | oAl Current Date Order W Include notes
@l 1 Directors Meeting Minute or Resolution
@l 0 Members Meeting Minute or Resolution
@l 1 Change to Company Detailz Form 454490 ¥ Signed ¥ Electronic
@l 0  Resignation or Retirement Farm 370 Electronic
Q 0 | Mot reguired
@l 1 Conzent to Act, Resignation or Letter
@l 0 Declaration of Interests
B 1 Letter
3 1 Invaice
1 Disbursement Invaoice
Click

= preview to the left of each document. Click m to Close the preview screen.
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Task 4.2 - Reprint a change to Officers

Click =) Print. Click OK to confirm the selection of your Windows printer

Alternatively, click o Export to save these documents in electronic PDF, MS
Word or MS Excel format, and link the electronic documents to CAS Document

Tracking.

Note: If the company is a Portal client, click Yes to push all documents you have printed or exported to PDF
to Portal.

Click & Exit

End of Task 4.2. Proceed to Task 4.3.
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Task 4.3 - Reprint a change to a Registered & Business office address

Task 4.3 - Reprint a change to a Registered & Business office address

Objective

To teach you how to reprint documents for a change to the registered and business office address.

Instructions
From the Ribbon Toolbar:

On the Changes & Documents tab, in the Reprint group, click on Reprint Documents

]

—

Reprint
Documents

Reprint
Document Type Select Registered and Business Address Change

Last Date of Change Leave this as Today's Date

Reprint Documents - BGL CAS PTY LTD

& 2
Document Type [Registered and Business Address Change i -
Unitholders Change
Trust Mame gj

Annual Review, Officers, Members or Unitholders change

Feprint by: Transaction Document Date
Specific Tranzaction Date 7 ¥ es Mo

Tranzaction Date 4 r E

Document Print Flag ¥ Reprint Do nat reprint

Officer™Member Hame or Address change

Perzon's Mame gj

Addresses, Local Agent, Location of Registers, Public Officer or Utimate Holding Company
change

Last Date of Change Mizems &
Click Save

CAS will then display the Company Address Change Document Preparation screen.
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Task 4.3 - Reprint a change to a Registered & Business office address

Registered Address

New Address Click Al Search to list Addresses. Highlight 99 Bedrock Road and click
Select

'\“ ./' USING THIS REPRINT OPTION WILL AUTOMATICALLY CHANGE THE

= ADDRESS TO THE QLD ADDRESS

Date of Change Leave this as Today's Date

Business Address New  cjick [l Search to list Addresses. Highlight 99 Bedrock Road and click
Address Select

Date of Change Leave this as Today's Date

CAS will automatically select the documents required for the change to the registered address and business
address. These are:

¢ Directors Meeting Minute or Resolution
e Change to Company Details Form 484 Section A (electronic)

Document Date Leave this as Today's Date
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Task 4.3 - Reprint a change to a Registered & Business office address
Company Address Changes - BGL CAS PTY LTD ) 4
& (3% e |e

Registered Address SUITE 2, 606-603 HAWTHORN ROAD, BRIGHTORM EAST, WIC, 31587
Plewnr Address g 99 BELROCH ROAD, ROCKBARNK, WIC, 3333

Document Options
Officer Sign Select
Date of Change TA212015 I@ Pending transaction

Orffice Ocoupier Document Tracking

Hours: Opening i Closing 5 Date E x
Business Address SUITE 2, 606-603 HAWTHORRM ROAD, BRIGHTOMN EAST, WIC, 3157
Meswy Adddress @ 99 BEDROCK ROAD, ROCKBANK, WICZ, 3335
Diste of Change MAazizms &) Pending transaction
Update: ¥ Business Mames ¥ Meeting Sddress

¥ Postal Address ¥ Registers Address

Letter Address

Directors Meeting Minute or Resolution
Change of Company Details Form 4341457489 ¥ Sioned & Blectronic

] 6] {0 i

Occupier's Consent Diate documents 7
Letter @ Yes Mo
Invvaice

1 Dishursement Invoice Date 1MA22015 &

Click = preview to the left of each document. Click ﬂ to close the preview screen.

Click J Print. Click OK to confirm the selection of your Windows printer

Alternatively, click o) Export to save these documents in electronic PDF, MS
Word or MS Excel format, and link the electronic documents to CAS Document

Tracking.

Note: If the company is a Portal client, click Yes to push all documents you have printed or exported to PDF
to Portal.

Click & Exit

End of Task 4.3. Proceed to Task 4.4.

65 © BGL Corporate Solutions Pty Ltd


http://wiki.bglcorp.com.au/File:Combined1.gif
http://wiki.bglcorp.com.au/File:Preview.gif
http://wiki.bglcorp.com.au/File:Close.gif
http://wiki.bglcorp.com.au/File:Print.gif
http://wiki.bglcorp.com.au/File:Pdf.gif
http://wiki.bglcorp.com.au/File:Exit.gif

Task 4.4 - Changing and Reprinting Officers Transactions

Task 4.4 - Changing and Reprinting Officers Transactions

Objective

To teach you how to change officers transactions and reprint documents.

Details

This example below shows you how to reprint a transaction for an officer where they are an officer in a single
company. If your officer holds multiple positions across many companies and their appointment, resignation
or address change requires reprinting only, with no changes, then the Reprint Documents. This is because
ASIC require forms for each company that the person holds a position in.

The Reprint Documents function ensures that CAS takes you to each company one by one where this
person is an officer, prompting you to reprint the documents. The method in this example can still be used

where your officer holds multiple positions, but it requires you to go into each company one after the other, to
reprint the change.

Instructions
From the Ribbon Toolbar:

On the Changes & Documents tab, in the Single Company Changes group, click on the drop down below
Officers

@ 2 B B)a a

Company  Company Members Officers Other Other
Addresses Mame Changes Documents

- - - -

Select Go to Officers from the list

Officers Search - BGL CAS PTY LTD
@ OX= | @e | %8 @313 e | b5b
Shioy [Current Officers v] Find
Officers Summany: IZ?llrEu:tu:urst and Afternates 3
Secretaries 1
Info Mame & Pozition Status Appointed  Ceaszed Meeting Print Add Mam
[T @) DURAN, ANDYY DIRECTOR | Appointed | 114242015 atendes |[O] [T |
[T] (i) FLIMSTOME, FREDERICK JAMES DIRECTOR  Appointed 1141202015 Signatary | [C] [C] |[C]
[T] (i) FLIMSTOME, FREDERICK JAMES | SECRETARY | Appointed 1141202015 atendes |[O] [T |
» n FLINSTORE, LM MAREE DRECTOR | Appointed
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Officer's Search
Date Appointed

Print Flag

Task 4.4 - Changing and Reprinting Officers Transactions

Highlight Wilma Maree Flinstone as Director and click #A Edit

Click the ] Calendar to select Yesterday's Date.

Click Print Documents

Officer Details Add/Edit - BGL CAS PTY LTD

@ H=

Officer's Mame

Y | |8
Officer Details | Appointment History

FLIMSTOME, WLk MAREE

X

Officer's Address Uze buziness address
Pozition Director - Pending tranzaction
Alternate for:
Terms of
Appointment
Statuz Appointec - Fe appoint officer
Replacement for:
Date Appointed 1041 242015 ‘@
Date Ceazed A E
Detailz
Signatory Attendes
Prirt Flag @ Print documents ) Do nat print documents
Click Save
Show This will display Current Officers. Select All Officers.

To include the other transactions on the documents, click the ¥ checkbox in the Print column for each
transaction.
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Officers Search - BGL CAS PTY LTD

Task 4.4 - Changing and Reprinting Officers Transactions

@ 0X= | @ %A B3 & el

Show [AII Officers v] | Find

=] )

Officers Summarny: Directors and Alternates 3
) Secretaties 1
Info Mame Pasition Status Appoirted  Ceaszed ieeting Print Add Mam
[C1 (3 BROVM, JOHN DAYID DRECTOR  |Resigned 23072009 11422015 attendes [ ([ [
[T () BROVM, MARGARET ANNE DRECTOR  |Resigned 23072009 11422015 attendes [ ([ [
[T (@) DURAN, &MDY DRECTOR | Appointed | 114242015 atendes ([ [ [T
[C1 (i) FLINSTOME, FREDERICK JAMES DRECTOR  Appointed 1141202015 Signatary | [C] [C] [T
[C1 (i) FLINSTOME, FREDERICK JAMES ~SECRETARY  Appointed 1141202015 atendes ([ [C] [T
Appoirted uu

CAS will automatically select the documents required:

e Directors Meeting Minute or Resolution

¢ Change to Company Details Form 484 Section B

¢ Consent to Act, Resignation or Letter

Documents Date Leave this as Today's Date.

Officer Changes - BGL CAS PTY LTD

& = ah 32 | |ez| | i@ [Defaurt dacuments -
@ 1 Register of Officers | oAl Current Date Order & Include notes
@ 0 Directors Meeting Minute or Re=olution

@l 0 Members Meeting Minute or Resalution

@l 1 Changeto Company Detailz Form 454/490 W Signed V' Electronic

@ 0 Resignation or Retirement Form 370 Electronic

Q 0 | Mot reguired

@ 1 Conzent to Act, Resignation or Letter

@l 0 Declarstion of Interests

B 1 Letter

3 1 Invaoice

1 Dizburzement Invoice

X

Document Options
Oifficer Sign Select
Member SignSelect

Document Tracking

Date documents 7

@ “Yes () Mo

Date 11M22015 &

Click

= Preview to the left of each document. Click m to Close the preview screen.

Click J Print. Click OK to confirm the selection of your Windows printer.
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Task 4.4 - Changing and Reprinting Officers Transactions

Click o Export to save these documents in electronic PDF, MS Word or MS Excel
format, and link the electronic documents to CAS Document Tracking.

Note: If the company is a Portal client, click Yes to push all documents you have printed or exported to PDF
to Portal.

Click & Exit

End of Task 4.4. Proceed to Task 4.5.
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Task 4.5 - Changing and Reprinting Members Transactions

Task 4.5 - Changing and Reprinting Members Transactions

Objective

To teach you how to change members' transactions and reprint documents.

Instructions
From the Ribbon Toolbar:

On the Changes & Documents tab, in the Single Company Changes group, click on the drop down below
Members

@ 2 3 5

Company  Company Members Officers Other Other
Addresses Mame Changes Documents

- - - -

Select Go to Members from the list

CAS will display a list of current members for this company.

Show Change Current Members to All Members.

Membars/Shareholders Search - BGL CAS PTY LTD
%] BIEF AL Ef o) # | M B A (7]

Shivey [.umms - Find
hio Dale o Member Name cass  Type Mutber CertMo Pk Add  Mame  Nolify
4 0TI BRI, JOHN DAVID ORD | Alioiment 1000000 | O B E H  oChenoe
@ 230772003 | BROWH, MARGARET AMNE ORD Alctment 1000000 | 1 Mo Change
l:i:l 31072008 BRIV, MARGARET AMNE ORD Transter Oul ~S00000 | 2 Ho Changs
(D] 310772008 | GREENFAMLY PTY LTD ORD | Adotment 1000000 | 1 Mo Change
(D) 072009 | JEBEDLAH SPRINGFELD PT LTD (Non Beneficial Crwrier) ORD Transfer n S00000 | 3 Mo Change
l:i_:l TAZENS | BROWH, JOHN DAVID ORD Transtar Oul 1000000 | O Mo Change
) MAZ2NMS | BROVWN, MARGARET AMNE ORD Transter Out 500000 | 0 Mo Changs
(D] 11122015 | FUNSTONE, FREDERICK JAMES ORD | Transter iy 1000000 | 3 Mo Change
@ MAZZMS | FLINSTONE, WiLMUA MAREE ORD Transter i S00000 | 4 Mo Change
@ TO DELETE ANY TRANSACTION, SIMPLY TICK THE U NEXT TO THE
- TRANSACTION
Member Highlight Margaret Anne Brown's Transfer Out and click # Select. CAS will

display the transaction data. All details of the transaction can be changed.

Transaction Date Click the = Calendar to select Yesterday's Date.
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Edit Share Transfer - BGL CAS PTY LTD
EHE | P e

Avthorized lzsued 300
Unigue Mo's Member - Beneficially a0

Transaction Date 10M22015 )

Share Type gal ORDIMARY SHARES FULLY PAID

Member gj BRCYWN, MARGARET AMME
Beneficial Owner
Mumber of Shares a0,

Unigjue Mo's

Cerificate Type Maone -

Certificate ho. 0
Cerificate Location

Remarks

Plewy Wember FLIMNSTOME, WiaLkda MAREE

Beneficial Cwner

Paid per share 1

Unigue Mo's

Certificate Type Transaction -

Certificate Mo, 4

Certificate Location COMPANY BINDER

Remarks

Pending Transaction

Signatary Attendes

Print flag 7 Print documerts

@ Do not print documents

Task 4.5 - Changing and Reprinting Members Transactions

Member - Mon Beneficially
Membet - Thiz Ben Cuwner 0

a@
qax

Click Save. CAS will automatically change the date on the transfer in transaction

for Wilma Maree Flinstone.

To reprint this share transfer, click the ¥ checkbox in the Print column.
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Task 4.5 - Changing and Reprinting Members Transactions

Members/Shareholders Search - BGL CAS PTY LTD
@ LEXe | |3 @ce %8 BS | @ e

Show | AlMembers | | Fi
Info Dale - Mestibér Mame Clazs  Type Nunber CertMo  Print  Add  Mame  Nolify
(D 2372009 | BROVH, JOHN DAVID OFD | Asotmert 100.0000 | © Mo Change
[ (@) 23072008 | BROVN, MARGARET ANNE | oD | asctment | 100.0000 | 1 | Mo Change
(@ HOTE00S | BROVWA, MARGARET ANNE |oRD | Transtercat | -s00000 | 2 Mo Change
(1) FOTR009 | GREEMFAMLY PTY LTD [orD | asctmer | 100.0000 | 1 | Mo Changs
| @ 307008 | JEBEDIAH SPRMGFIELD PTY LTD (Non Beneficlal Chwner) | ORD | Transferin | 500000 3 b Change
» [
(@) 10A2205 | FLNSTONE, WILMA MAREE ORD Tranzier in 50,0000 | 4 o Transaction
(@) MAZR0IS | BROWN, JOHN DAVD |ofD | Transtercuwt | -100.0000 ) 0 | Mo Change
(i) 1A20015 | FLINSTONE, FREDERICK JAMES | ofp | Transterm | 1000000 3 | Mo Change

Click Next | of

CAS will automatically select the documents required:

¢ Register of Members
¢ Transfer Journal
¢ Directors Meeting Minute/Resolution

¢ ASIC Forms - Change to Company Details Form 484 Section C (electronic)
¢ Share Certificates

e Share Transfers

Documents Date Leave this as Today's Date.
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Member/Shareholder Changes - BGL CAS PTY LTD

Task 4.5 - Changing and Reprinting Members Transactions

=] S 3s 7 (7] [Defaurt documents
@ 1 Registers: ¥ Members oAl
W Optiondddarrant holders Current
Officers Drate Croer

—

Register of Motices of Beneficial Crownership

Allotment Journal

Transfer Journal

Directors Meeting Minute or Resolution

Matice of Members Meeting

Members Meeting Minute or Resolution

Members Consent to Shaort Motice

TransferorTranzsferee Directors Meeting Minute ! Resolution
ASIC Forms

¥ Share Cerificate
Member Holding Statement

EOVEIENIE N e E RN E NN

—_

¥ Print cedificate no
Select members

Signatory 1 ||| & FLINSTONE, FREDERICK JAMES
Signatory 2 |Gl K FLINSTONE, WILMA MAREE

Application for SharesMembership

Share Transfer

Redemption/Buy Back/Zapital Return Letter
Motices of Beneficial Ownership
Declaration of Trust

Letter

ENENENENERENEN

Irvoice

1 Dishursement Invoice

Display consideration

Statutory Declaration
Member Tranzsaction Statemert

One member per page Date Crder

¥ Include notes

Click

Click

= Preview to the left of each document. Click ﬂ to Close the preview screen.

= Print. Click OK to confirm the selection of your Windows printer

Alternatively, click o] Export to save these documents in electronic PDF, MS
Word or MS Excel format, and link the electronic documents to CAS Document

Tracking.

Note: If the company is a Portal client, click Yes to push all documents you have printed or exported to PDF

to Portal.

Click

& Exit

End of Lesson 4. Proceed to Lesson 5.
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Lesson 5 - Corrections to Previously lodged documents

Objective

In this lesson you will learn how to prepare supplementary documents to advise ASIC of corrections to
previously lodged documents.

By the end of this lesson, you will be able to prepare a:

e Supplementary Document Form 902 to advise of corrections upon request of ASIC

* Request of Corrections Form 492 to advise corrections to ASIC when no requistion has been received
from ASIC

Overview

A Form 902 is used to notify ASIC of an error in a previously lodged document. This form is only lodged upon
request from ASIC. The Form 902 must be signed by a Director or Secretary of the company.

A company may advise corrections to previously lodged documents where no requisition has been received
from ASIC. Such notification would be advised on the Form 492 Request of Corrections. This form is
prepared in the same way as the Form 902.

A Form 902 and 492 can be lodged electronically if the original document was lodged electronically.

These forms cannot be lodged electronically in response to a Application for registration as an Australian
Company Form 201.

There is no lodgement period or lodgement fee on this document. However late lodgement penalties may
apply to the original document as a result of changes shown on this form.

Task
Task 5.1 - Prepare a Supplementary Document

Prepare a Supplementary Document Form 902 for a Form 484 that was lodged with incorrect details.

Company Zippy Pty Ltd

ASIC Form 484B - Officers Change
Response to ASIC Yes

requisition>

DOCIMAGE Number 0E9041339

Date of Lodgement 15/11/2006
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Task 5.1 - Preparing a Supplementary Document

Task 5.1 - Preparing a Supplementary Document

Objective

In this task you will learn how to prepare a Supplementary Information Form 902, commonly referred to as
the Supplementary Document.

By the end of this task you will be able to:

» notify ASIC of any minor corrections to previously lodged documents
e identify the differences between a Form 902 and a Form 492

Task

In addition to updating our records we need to inform ASIC that the Form 484B contained an error with
regard to the Date of Birth of Andy Duran when he was appointed director of the company.

Refer to Appendix B for a sample request for supplementary information from ASIC.
Instructions
From the Ribbon Toolbar:

On the Home tab, in the Company group, click Company Selection.

I 4 G

Company fDocuments Company  Prepare
Selection Band Forms  InfOut Form

=

Company |

Highlight Zippy Pty Ltd and click ¥ Select.

From the Ribbon Toolbar:

On the Changes & Documents tab, in the Single Company Changes group, click on the drop down arrow
below Other Documents.

i A W S

Company  Company Members Officers Other Other
Addresses MName Changes Documents

- -

| Shgvecmmmyﬂ:a;ges

Select Supplementary Document from the list.
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ASIC Form

Is this form in response
to an ASIC requisition?

DOCIMAGE Number

Task 5.1 - Preparing a Supplementary Document

Click the second |4l Search to select the Forms Prepared for this company.
Highlight the 484B and click % Select.

If the form is not listed here, click the first <l Search to list CAS Documents.
Highlight the 484B and click ¥ Select.

¥ Click this box as this form is in response to a letter from ASIC. Clicking this
box will prepare a Form 902 rather than a Form 492.

If you are advising ASIC of a correction, but ASIC have not requisitioned this, do
not click this box. The Form 492 will be prepared instead. This form is commonly
used to notify ASIC of mistakes on the Annual Company Statement caused by
ASIC processing errors.

0E9041339 will automatically display as the ASIC's DOCIMAGE number for this
document. If this number does not appear, you must key this in.

Note - This number always begins with the number zero, not the letter 'O". This number can be found on
ASIC's internet site under the National Names Index.

Date of Lodgement

Text

Date

Supplementary Document Form 492/902 - ZIPPY PTY LTD

N
@ & Y
ASIC Form @ @ x CHARNGE TO COMPARY DETAILS - OFFICERS
Iz this farm in response o an ASIC reguisition 7 J

DOCIMAGE Mumber OE9041338

Diate of Lodgemert 1501102006 |

Click here to import supplementary document details

from client text

The date of hirth of Andy Duran was printed as 04044 970,
The carrect date of birth iz 04041972,

CAS will automatically input this date where the form was prepared through
CAS. Otherwise input 15/11/2006.

Input The date of birth of Andy Duran was printed as
04/04/1970. The correct date of birth is 04/04/1972.

Leave this as Today's Date.

d

Click

Print Documents
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Task 5.1 - Preparing a Supplementary Document

CAS will 'automatically' select the following documents:

e Directors Meeting Minute or Resolution
e Supplementary Document Form 902 (electronic)

!" | FOUMUSTMANUALLY CHANGE THE DETAILS IN THE CAS DATABASE TO

| REFLECT THE AMENDMENT
Click = Preview to the left of each document. Click 53 to Close the preview screen.
Click 5 Export to save these documents in electronic PDF, MS Word or MS Excel

format, and link the electronic documents to CAS Document Tracking..

Note: CAS Training Company is a Portal client.

Click Yes to push all documents you have printed or exported to PDF to Portal.

Click & Exit

‘_)qu REFER TOARTICLE 477 FOR MORE INFORMATION ON PREPARING 4
SUPPLEMENTARY DOCUMENT

End of Lesson 5. Proceed to Lesson 6.
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Lesson 6 - Document Tracking

Objective

In this lesson you will learn how to track documents prepared through CAS.

By the end of this lesson you will be able to:

e change the status level of the form prepared in CAS but lodged manually

e attach additional documents to Document Tracking

e prepare various reports that will keep track of your documents due to be lodged and keep track of the
company annual review processing

Overview

The Document Tracking System controls the flow of all documents, forms and the annual review from printing
to lodgement.

The document tracking records:

e date of preparation,

¢ date of lodgement,

e document status (eg. lodged, sent to client),
e date fees are due,

e ASIC invoice number,

e ASIC lodgement fee,

¢ ASIC fee payment details,

e Adobe Acrobat .PDF file name, and

e document trace number.

Only companies with the status set to 'prepare company forms’will be included in your Document Tracking
reports. This setting is in your Client Data screen.

Tasks
Task 6.1 - Updating Document Tracking

Change the status level of the Form 902 prepared for ZIPPY PTY LTD from Sent to Client to Lodged.

Task 6.2 - Attaching additional documents to Document tracking

The client has sent a letter to be attached to ZIPPY PTY LTD in regards to the amended requisition.

Task 6.3 - Document Tracking Reporting

Ensure documents are lodged on time by preparing reports to keep track of your documents due to be
lodged, and prepare reports to keep track of the company annual review processing.
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Task 6.1 - Updating Document Tracking

Task 6.1 - Updating Document Tracking

Objective
In this task you will learn how to manually update your Document Tracking System. Document Tracking

records the flow of documents from preparation through to lodgement with ASIC.

By the end of this task, you will be able to select the appropriate document status level for any for prepared
in CAS but lodged on paper. CAS will automatically update document tracking for documents that are lodged
electronically.

Note: The status of forms lodged electronically in CAS will be updated to Lodged automatically in
Document Tracking.

Instructions
From the Ribbon Toolbar:
On the Home tab, in the Documents group, click Document Tracking.
P, Document Tracking
Document Management
£ Task Management

| Documents |

Company Name Click Al Search to list the Companies. Highlight ZIPPY PTY LTD and click *f
Select.

Document/Year Click the second Al Search to list Documents Prepared for this company. Highlight
902:AMENDMENT TO LODGED DOCUMENT with status level Sent to Client.

Note: Electronic documents that have been prepared to be lodged will appear in

purple.
Click ' Select.
Status Click ‘&l Search to list Status Levels. Highlight Lodged.Click ¥ Select

CAS will automatically update document tracking for ASIC forms lodged electronically.
The status level will be updated from a pre lodged status such as Sent to Client to a
post lodged status such as Lodged.

Status Level Date Leave this as Today's Date. This is the date the document was manually lodged with
ASIC.

Note Input LODGED IN PERSON AT ASIC's BUSINESS OFFICE.

ASIC DOCIMAGE  CAS will automatically insert this number when documents are lodged electronically.
Number This number is extracted from the ASIC validation report. You may input this number
manually for forms lodged on paper.

ASIC Lodgement CAS will automatically calculate the lodgement fee, including late lodgement penalties
Fee where the form was lodged late.
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ASIC Account If you know the total amount of fees outstanding to ASIC, you may input this amount
balance here.

Attached Click = to Preview a copy of the Form 902 in Adobe Acrobat reader. ASIC forms are
documents saved in the caswin/syspdf directory when you print.

Additional Click = if you have any additional files you wish to attach to document tracking.
Documents

Document Status Add/Edit

@EH X 8@ 9@ > 5 | @

Company ol PRy PTY LTD
DocumentMear _i _i - 902 AMEMDMERNT TO LODGED DOCUMENT - REQUISITIOMNED
Document Details | Payment Details | Lodgement Details

Document Date mazems &

Status Level ol LODGED

Status Level Date MM202015 =

ASIC Lodoement Fee ___o_

ASIC DOCIMAGE Mo

Mite LODGED 1M PERZOM AT AZIC'S BUSIMESS OFFICE.
ASIC Account Balance 0.

Aftached Documents Additional Documents
1. B T1151211112045411 POF 1. 3= | K

2. 3 2. @ = | K

3. | 3 = | K
4.3 4 @ = XK

5. 3 s @ = XK

5. 6 @ = XK
L=zer T1 vl

Payment Details

The Payment Details tab allows you to record details of any cheques sent or payments made to ASIC.

Task 6.1 - Updating Document Tracking

© BGL Corporate Solutions Pty Ltd

80


http://wiki.bglcorp.com.au/File:Preview.gif
http://wiki.bglcorp.com.au/File:Folder.gif
http://wiki.bglcorp.com.au/File:Aui2_09.gif

Task 6.1 - Updating Document Tracking

Lodgement Details

The Lodgement Details tab allows you to access a Transmission report, Validation report and ASIC
Invoice where the form was lodged electronically. All documents prepared by CAS are allocated a trace
number. This trace number is a document identification number. The trace number is displayed on the
bottom of company forms and at the foot of the document tracking screen. You can view what changes were
on a particular company form by selecting the document and clicking the view button beside the trace
number.

Click @ Exit

End of Task 6.1. Proceed to Task 6.2.
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Task 6.2 - Attaching additional documents to Document Tracking

Task 6.2 - Attaching additional documents to Document Tracking

Objective

In this task you will learn how to attach any additional documents manually to update your Document
Tracking System.

By the end of this task, you will be able to attach any signed forms or any documents corresponding to
electronically created documents and forms.

Details

You will be attaching a supporting document to a 902 that has been prepared in CAS.

The client has sent a letter in relation to the amendment which you want to attach to document tracking. This
letter will be saved in location which can be accessed by all users.

A folder has been created in CAS, which can be used to save external documents, additional documents can
be saved in ?:/caswin/syspdf/clidocs. It is not compulsory to save additional documents in this location, it is
only a recommendation.

Instructions

From the Ribbon Toolbar:

On the Home tab, in the Documents group, click Document Tracking.
P, Document Tracking

£ Task Management

| Documents |

Company Name Click |l Search to list the Companies. Highlight ZIPPY PTY LTD and click ¢
Select.

Document/Year Click the second A select the Form 902 AMENDMENT TO LODGED DOCUMENT.

Click + Select.

Additional Document Click = to attach the additional document.

Browse to C:/caswin/syspdficlidocs/Letter of request.doc
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Other Document

My Recent
Documents

£

Desktop
g,

My Documents

My Metwork

Click Open

Task 6.2 - Attaching additional documents to Document Tracking

Look in: | 3 CLIDOCS

vy o E

-

?)X

File name:

Files of type:

|Ietter of request.doc

| All Files
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Task 6.2 - Attaching additional documents to Document Tracking

Document Status Add/Edit

& X
Company

DocumentMear

& | ¢ @ > h | @

ZIPPY PTY LTD

i 02 AMERDMENT TO LODGED DOCUMERT - REGQLISITIONED

| =

Document Details | Payment Details | Lodgement Details

Document Date
Status Lewvel

Status Level Date
ASIC Lodgement Fee
ASIC DOCIMAGE Mo

11212015 =

i LODGED

—

111212015 =
0

Mote LODSED M PERSON AT ASIC'S BUSINESS OFFICE,
ASIC Account Balance 0__
Attached Documents Additional Documerits
1. B T1151211112045411 POF 1.| B = K letter of request doc
2 3 2B = X
3. | 3. @ = K
4. 3 4. |3 = ¥
5. 3 5. @ =K
5. 6. | = &K
Uzer [T1 v]
Click Save
Alternatively you will be able to drag the document to the drag and drop area in
CAS. This will automatically attach the file as an additional document.
Click & Exit

Note: You can click on Push @ to push this form to Portal.

End of Task 6.2. Proceed to Task 6.3.
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Task 6.3 - Document Tracking Reporting

Task 6.3 - Document Tracking Reporting

Objective

In this task you will learn how to prepare various documents and reports from the Document Tracking

Reports screen.

By the end of this task, you will be able to:

e identify all reports available in the Document Tracking Reports screen
e prepare a document status report

e prepare an annual reviews received report

e prepare a documents due in next XX days report

Overview

Document Tracking provides the following standard reports:

Report Name
Annual Return Listing

Annual Return
Lodgement Progress
Report

Annual Return Status
Report

Annual Return Reports

Annual Review Reports

CAS/ASIC Company List
Comparison

CAS/ASIC Annual
Review Date Comparison

Document Listing

Document Status Report

Documents due for
lodgement in next xx
days

Outstanding lodgement
fees report

Requisitions report

Description
Lists all returns recorded in your document tracking.

Displays the status of returns by status such as 'doc received' or 'doc processed'

Lists all returns in your document tracking by status level.

Lists returns lodged, not lodged, prepared, not prepared, prepared but not
lodged, returns to be prepared.

You can select reports from:

e Annual Reviews Listing

e Annual Reviews Completed

e Annual Reviews Received

e Annual Reviews Received but not processed

Compares your companies on CAS with the list of companies attached to an
Agent as provided on the ASIC RA16.

Compares your companies Annual Review dates on CAS with the list of
companies attached to an Agent as provided on the ASIC RAB2 list.

Lists documents used by the document tracking system. This listing shows the
number of days to lodge the forms and applicable lodging fees.

Displays information relating to the progress of documents.

Display documents that need to be lodged within the number of days specified.

Lists documents that incur a lodgement fee or late lodgement penalty that have
not been paid.

Lists requisitions received from ASIC.
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Task 6.3 - Document Tracking Reporting

Status level listing Lists the document tracking status levels such as 'sent to client’, 'doc prepared’,
'lodged, etc.

Only companies with the status set to 'prepare company forms'will be included in your Document Tracking
reports. This setting is in your Client Data screen.

Instructions
Prepare a Document Status Report.
From the Ribbon Toolbar:

On the Home tab, in the Reporting group, click on the drop down arrow below Document Tracking
Reports.

=l 3 3

Document Tracking Liﬁng Management
Reports Reports Reports

- - -

ting |

Select Document Status Report from the list.

Status Level Select Sent to Client
User Leave this as All
Agent/Presenter Leave this as All

Select Companies Leave all companies selected
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Task 6.3 - Document Tracking Reporting

Document Tracking Reports )4
&  @s =@ a3z Q

Report Details
Report | Document Status Report b ‘

Document il ¢ A Status by date 7

Date Range

Status Level Sent to Client b ‘ From I:I E
U ALL w

o B S v |~
Agent/Prezenter |AII W ‘
Select Companies Selected [
Find | ||[@| surisdicion [ v|
Department |AII v| Company Status |AII V|

Company Mames ACNARBN Reference

111111 114 CASTRAIN1Z3

» ABC NOMINEES PTY LTD

OWVARF OF NOTTINGHAM PTY LTD 350 512 402
FRANK MATICH PTY LTD 000 454 815
JEBEDIAH SPRINGFIELD PTY LTD 053 435 T80

ZIPPY PTY . LTD. 050 000 434

Click

= Preview. Click to Close the preview screen.

Prepare an Annual Review Reports
From the Ribbon Toolbar:

On the Home tab, in the Reporting group, click on the drop down arrow below Document Tracking
Reports.

Dccumet Tracking Liting Management
Reports Reports Reports

- - -

Select Annual Reviews Reports from the list.

Report Type Select Annual Reviews Listing

Annual Review Year Input 2015

@ IF CAS IS SHOWING AN EARLIER YEAR, GO TO
" | ADMINISTRATION\DEFAULTS|ANNUAL REVIEWS TO UPDATE THE
ANNUAL REVIEW YEAR FOR ALL COMPANIES TOTHE CURRENT YEAR
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Task 6.3 - Document Tracking Reporting

Click = Preview. Click to Close the preview screen.

Document Tracking Reports

G @S9 @ e

Report Details
Report [Annual Review: Reports vl
Report Type [Annual Reviews Listing vl One department per page 7
Annual Print company total per department
Feview Date 2015 Repart Order Company Mame vl st Fisrae
Liser AL | From vmems @)
AgertFresenter | Al -] T Mizems @)
Select Companies Selected 9
Find dl| Jurisdiction | ~|
Department 91 Al Company Status [.ﬂ-.ll v]
Company Mame ACHARERN Reference Department

3 ABC HOLDIMG CORMPARY LIMITED 054 355 243 HL

W [ BGL CASPTY LTD 551 433802 HL

W | BGL MOMIMEES TRAIMING PTY LTD 550593 336 CT

W | BGL TRAMIMG COMPARY PTY LTD 551 385 D46 BL1 23 HL

v | DWWARF OF MOTTIMNGHAM PTY LTD 550512 402 HL

W [ FRAME MATICH PTY LTD Qo0 454 919 P

v | JEBEDIAH SPRINGFIELD PTY LTD 093 439 760 RATZ

W | TEST RON PROFIT PTY. LTD. GO0 035 613 CT

W | ZIPPY PTY LTD 050000 434 P

Prepare a Documents Due in next XX Days report.
From the Ribbon Toolbar:

On the Home tab, in the Reporting group, click on the drop down arrow below Document Tracking
Reports.

i
t Tracking Liﬁng Management
Reports Reports Reports

Docume

- - -

Select Documents Due in next XX Days report from the list.

Report Select Documents due for lodgement in next XX days
No of days Input 28

Report Order Change this from Due Date to Company Name.

Click

= preview. Click to Close the preview screen.
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Document Tracking Reports

& P | @e | e

Report Details
Report ’Du:u:umerds Due for Lodgement in next XX days Reg v]
Mo of Days 23

Repaort Crder ’Cu:umpany Marme

Inciude Regulator forms only 7 0

v] Date Range 7

Task 6.3 - Document Tracking Reporting

—

Diste Ranoe From |4 Ta | _f_F
Select Companies Selected 9
Find Al Juissiction [al -
Department Q All Company Status [.&II v]
Company Mame s ACHIARER Reference Department
[ 3 ABC HOLDIMG CORMPANY LIMITED 054 355 243 HL
v | BGL CAS PTY LTD =251 433 802 HL
v | BGL MOMPMEES TRAIMIMG PTY LTD 550 593 336 CT
W | BGL TRAIMIMG COMPARNY PTY LTD 551 388 046 BGL123 HL
v | DWARF OF MOTTINGHAM PTY LTD 550 512 402 HL
v | FRAMK MATICH PTY LTD o0 454 919 P
v | JEBEDIAH SPRIMGFIELD PTY LTD 093 439 760 RAT2
v | TEST MON PROFIT PTY. LTD. G600 053 613 cT
v | ZIPPY PTY LTD 050 000 434 P

End of Lesson 6. Proceed to Lesson 7.
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Lesson 7 - Share Restructures

Objective
In this lesson, you will learn how to perform additional member transactions in CAS.
By the end of this lesson, you will be able to:

e subdivide shares and prepare all relevant forms

e convert shares to a new class and prepare all relevant forms

* buy back shares and prepare all relevant forms

¢ identify the relevant forms that can be lodged electronically and those that must be lodged on paper
¢ push the electronic forms and documents to Portal

Details
CAS prepares documents for the following share reconstructions:

* Buy-backs

¢ Cancellations

¢ Consolidations

e Conversion to a new class
e Redemptions

e Subdivisions

Type Details

Share buy back The company buys back shares from members at an agreed value.

Share cancellation Shares previously issued to members are cancelled.

Share consolidation The value of shares is increased and the number of shares is decreased The

class of shares and total value of shares issued remain unchanged.

E.g. Issued shares change from 1,000 $1.00 ordinary shares to 500 $2.00
ordinary shares.

Share conversion The class of share is changed, but the total value of shares issued remain
unchanged.

E.g. 1,000 $1.00 ordinary shares convert to 500 $1.00 A class shares and 500

$1.00 B class shares.

Share redemption The company buys back shares at their issue price.

Share subdivision The value of each share is decreased and the number of shares is increased,

but the class and total value of shares issued remains unchanged.

E.g. 500 $2.00 ordinary shares subdivide to 1,000 $1.00 ordinary shares.

© BGL Corporate Solutions Pty Ltd
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Lesson 7 - Share Restructures
Learning Tasks

Task 7.1 - Subdivision of Shares

Subdivide 150 $1.00 Ordinary Shares into 300 $0.50 Ordinary Shares. The total capital issued will remain
$150 and the share class will remain Ordinary Shares.

Task 7.2 - Conversion of share class

Convert the current Ordinary Shares in the company to A Class Shares.

Task 7.3 - Share Buybacks

Buyback Date Today's Date + 21 days
Number of shares 20 shares each from Fred and Wilma
Buyback type Equal access within 10/12 limit
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Task 7.1 - Subdivision of Shares

Task 7.1 - Subdivision of Shares

Objective

In this task you will learn how to subdivide shares.

By the end of this task, you will be able to:

e increase the share number of the share, decrease the value of the share but keep the total value of the
shares unchanged

¢ prepare the Resolution regarding shares Form 2205

¢ push the forms and documents to Portal

Instructions

BGL CAS Pty Ltd has 150 $1.00 ordinary shares issued, 100 to Fred Flinstone, and 50 to Wilma Flinstone.
Subdivide these shares into 300 $0.50 shares.

From the Ribbon Toolbar:

Click on the Company Quick Search icon &

Find Input BGL. CAS Pty Ltd
Right click the company, highlight Members and select Subdivisions.

CAS will display the Add Share Subdivisions screen.

Transaction Date Leave this as Today's Date.

Share Type Click &l Search to list Issued Shares. Highlight Ordinary Shares and click ¥
Select.

Member Click 2l Search to list Members. Highlight Flinstone, Frederick James and

click ¢ Select.

Number of shares Input 100.

New Share Type Click the first ‘<l Search to list Share Types. Highlight $0.50 Ordinary Shares

fully paid and click ' Select. If this share does not exist on the list, click
New to add this share to your list.

To add a new share:
Click 1 New
Description Input Ordinary Shares

Amount Payable Input0.5
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Task 7.1 - Subdivision of Shares

Amount Paid Input 0.5 (If this is a partly paid share, insert the relevant amount paid)
Class Click = Search
Highlight ORD and click ¥ Select

@ d v

Dezcription |DRDINARY SHARES |

Amount Pavable |_I}_.E-_ Armount Paid 0 S | Currency EI

Opticnes Exercize Price |7 B — |

Exercize period: Start Date E x

End Date E = || ¥

Clazs Q ORD ORDINARY

Special Rightz

Calls on Shares

Armount Date

Click Save and click ¥ to Select the share.
Print Flag Leave this as Print Documents for CAS to generate the documents for this
subdivision.
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Task 7.1 - Subdivision of Shares

Add Share Subdivisions - BGL CAS PTY LTD
EHE P e

Authorized lzzued 300 hlembet - Mon Beneficially
Unigue Mo's Member - Beneficially 100 tember - Thiz Ben Owner
Tranzaction Date MA22M5 E Pending Transaction

Share Type @ ORDIMNARY SHARES FULLY PAID

hetmber gj FLINSTOME, FRECERICK JAMES

Beneficial Cwner

Mumber of Shares 100

Unigue Mo's

Certificate Type Mone -

Certificate Mo,

Certificate Location

Mewr Share Type gl Gl ORDIMARY SHARES FULLY PAID

Unigue Mo's
Cerificate Type [Transadinn -
Cerificate Mo, ]

Certificate Location

1]

Remarks
Prirt flag 7 @ Print documents ) Do nat print documents
Click Save

Repeat these steps to subdivide Wilma Maree Flinstone's 50 shares into 100 $0.50 shares.

Clickon “= to save all changes and prepare documents.

CAS will automatically select the following documents:

e Directors Meeting Minute or Resolution

¢ Notice of Members Meeting

e Members Meeting Minute or Resolution

e Members Consent to Short Notice

¢ ASIC Forms - Resolution regarding shares Form 2205 (including Annexure)

NOTE : FORM 2205 cannot be lodged electronically and must be lodged on paper.

e Share Certificates
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Member/Shareholder Changes - BGL CAS PTY LTD

Task 7.1 - Subdivision of Shares

[Defaurt documents

@ S| 2 || e

3 1 Registerss ¥ Members Al
W Optionadfarrant holders Current
Officers Diate Order

—

Register of Motices of Beneficial Ownership
Allatmert Journal

Transfer Journal

Directors Meeting Minute or Resolution
Matice of Members Meeting

[ e =]

hembers Meeting Minute or Resolution

1 Members Consent to Short Motice

TransterorTranzsferee Directors Meeting Minute ! Resolution
ASIC Forms

¥ Share Cerificate
Member Holding Statement

e Y e e e

A ]

W Prirt certificate no
Select members

Signatory 1 ||l K FLINSTONE, FREDERICK JAMES
Signatory 2 |Gl K FLINSTONE, WILMA MAREE

Application for SharesMembership

Share Transfer

Redemption/Buy BackiCapital Return Letter
Matices of Beneficial Cwnership
Declaration of Trust

Letter

Invoice

EENENIENENEIEN

Dishurzement Invoice

Display consideration

Statutory Declaration
Member Transaction Statement

One member per page Date Order

¥ Include notes

Click

= Preview to the left of each document. Click ﬂ to Close the preview screen.

Click &3 Print or click ™3 Exportto save these documents in electronic PDF, MS Word or MS Excel
format, and link the electronic documents to CAS Document Tracking.
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Note:: BGL CAS Pty Lid is a Portal client.

Click Yes to push all documents you have printed or exported to PDF to Portal.

Click & Exit

Task 7.1 - Subdivision of Shares

SUBDIVISION INCREASES THE SHARES ON HAND WHERFEAS A

CONSOLIDATION DECREASES THE SHARES ON HAND

End of Task 7.1. Proceed to Task 7.2.
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Task 7.2 - Conversion of Share Class

Task 7.2 - Conversion of Share Class

Objective

In this task you will learn how to convert shares into a different share class.

By the end of this task, you will be able to change the class of the share, but keep the total value of shares
issued unchanged. You will also be able to prepare Division or conversion of classes of shares Form 211

Instructions

BGL CAS Pty Ltd has issued 300 $0.50 Ordinary shares to Fred Flinstone and Wilma Flinstone. Convert
these shares into 300 $0.50 A class shares. This requires you to convert 200 shares for Fred Flinstone, and
100 shares for Wilma Flinstone.

Click on the Company Quick Search icon &

Find Input BGL. CAS Pty Ltd
Right click the company, highlight Members and select Conversions.

CAS will display the Add Share Conversion screen.

Transaction Date Leave this as Today's Date.

Share Type Click ‘4l Search to list Issued Shares. Highlight $0.50 Ordinary Shares and click ¥
Select.

Member Click &l Search to list Members. Highlight Flinstone, Frederick James and click ¥
Select.

Number of shares Input 200.

New Share Type  Click the first A Search to list Share Types.

Click _1 Newto add a new share.

Description Input A Class Shares.

Amount Payable  Input 0.50.

97 © BGL Corporate Solutions Pty Ltd


http://wiki.bglcorp.com.au/File:Quicksearch.gif
http://wiki.bglcorp.com.au/File:Search.gif
http://wiki.bglcorp.com.au/File:Select.gif
http://wiki.bglcorp.com.au/File:Search.gif
http://wiki.bglcorp.com.au/File:Select.gif
http://wiki.bglcorp.com.au/File:Search.gif
http://wiki.bglcorp.com.au/File:New.gif

Task 7.2 - Conversion of Share Class

Amount Paid Input 0.50
Class Click 2l Search to list Share Classes. Highlight A Class Ordinary Shares and click
OK.
@ P
Description |A CLASS SHARES |
Amount Payable |_|J S Amount Paid 0 S | Currency D
Options Exercize Price |— — |
Exercize period: Start Date IZI E x
cuvoe [ |@X
Claz= g A A CLASS ORDINARY SHARES

Special Rightz

Calls on Shares

Amount Date

Click Save

Highlight $0.50 A Class Shares and click ¥ Select.

& [ THE SHARE CLASS MUST CHANGE WHEN PROCESSING A CONVERSION IN }
A8

Print Flag Leave this as Print Documents for CAS to generate the documents for this conversion.
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Task 7.2 - Conversion of Share Class

Add Share Conversions - BGL CAS PTY LTD
EHm P e

Authorized lzzued 300 lember - Mon Beneficially

Unigue Mo's Member - Beneficially 200 Member - This Ben Cwner 0
Transaction Date TR 272015 E Pending Transaction

Share Type gj CORDIMARY SHARES FIULLY PAID

hember gj FLIMSTOME, FREDERICH JAMES

Beneficial Owner
Mumber of Shares 200

Unigjue Mo's

Certificate Type Mone -

Certificate Mo,

Certificate Location

Mewr Share Type gl Gl ACLASS SHARES FULLY PAID

Unigue Mo's
Cerificate Type ITransadinn -
Cerificate Mo, 10

Certificate Location

Remarks

Prirt flag 7 @ Print documents ) Do nat print documents

Click Save

Repeat these steps to convert Wilma Maree Flinstone's 100 shares into 100 A Class shares.

Click 3 to save all the changes and prepare documents.

CAS will automatically select the following documents:

¢ Directors Meeting Minute or Resolution

¢ Notice of Members Meeting

e Members Meeting Minute or Resolution

¢ Members Consent to Short Notice

¢ ASIC Forms - Division or conversion of classes of shares Form 211

NOTE: Form 211 cannot be lodged electronically and must be lodged on paper.

e Share Certificates
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Task 7.2 - Conversion of Share Class

Member/Shareholder Changes - BGL CAS PTY LTD

2 %] S 3= o & [Defaurt documents -
@ 1  Registers: ¥ Members oAl Cne member per page Diate Order
W Optionadarrant holders Current ¥ Include notes
Officers Date Croder

—_

Register of Motices of Beneficial Crwnership

Allotment Journal

L I e}

Transfer Journal

1 Directors Meeting Minute or Rezolution Display consideration
1 Motice of Members Mesting

hembers Meeting Minute or Resalution

1 Members Consent to Short Motice

0 TranzferorTranzferee Directors Meeting Minute f Resolution

1 ASIC Forms

1 W Share Cerificate ' Prirt certificate no Statutory Declarstion
Member Holding Statement Select members Member Transaction Statement

e Y e Y

signatory 1 ||l & FLINSTONE, FREDERICK JAMES
Signatory 2 |1 K FLINSTONE, WILMA MAREE

0 Application for Sharestembership

s

Share Transfer

RedemptionBuy Back/Zapital Return Letter
Motices of Beneficial Ownership
Declaration of Trust

1 Letter

1 Invoice

EENENIE N EN I IEN

1 Dizhursement Invoice

Click = Preview to the left of each document. Click ﬂ to Close the preview screen.

Click & Print or click 3 Export to save these documents in electronic PDF, MS
Word or MS Excel format, and link the electronic documents to CAS Document
Tracking.

Note:: BGL CAS Pty Ltd is a Portal client.

Click Yes to push all documents you have printed or exported to PDF to Portal.

Click & Exit

End of Task 7.2. Proceed to Task 7.3.
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Task 7.3 - Share Buybacks

Task 7.3 - Share Buybacks

Objective
In this task you will learn how to record a share buyback.
By the end of this task, you will be able to :

e record a buyback of shares by the company from members at an agreed value.

e prepare Reduction in share capital details Form 2560

e prepare a Notification of share buy-back details Form 280

e prepare a Notice of intention to carry out a share buy-back Form 281 only if the members have been
given less than 14 days notice of the meeting to approve the buy-back

¢ prepare Change to company details Form 484 to notify ASIC of the cancellation of shares

¢ identify the forms that must be lodged and paper and the forms that can be lodged electronically

Details
Share Buy-backs

Share buy-backs are subject to many different rules and requirements under the Corporations Act. Therefore
it is recommended that you seek legal assistance before completing any share buy-backs. Below is an
overview of the share buy-back provisions.

There are five basic types of share buy-backs:

. equal access

. selective buy-backs

. employee share scheme

. on-market buybacks

. minimum holding (previously called "odd lot").

OO~ WOND =

Within those types, different rules also apply between share buy-backs involving 10% or less of the total
shares to be purchased within a twelve-month period, and share buy-backs involving over 10%. This is
sometimes called the 10/12 limit, and is laid down in subsections 257B(4) and 257B(5) of the Corporations
Act 2001 (the Act). The requirements for share buy-backs within the 10/12 limits are less onerous than those
over that limit.

1. Equal access buy-backs

The most straightforward form of share buy-back is an equal access buy-back. All ordinary shareholders are
offered a reasonable opportunity to consider the offer, which is to buy back the same percentage of their
ordinary shares. An equal access scheme can include only marginal differences between offers, relating to,
for example, differing accrued dividend entitlements or the calculation of odd lots.

If a proposed share buy-back is over the 10/12 limit, then it can only take place following passage of an
ordinary resolution (passed with a simple majority vote of shareholders). A proposed share buy-back within
the 10/12 limit does not require a resolution.

An equal access buy-back allows companies to devise their own timetable to suit their particular
circumstances (within limits), if no shareholders are unfairly disadvantaged. The limits include:a minimum of
14 days notice to shareholders and creditors must be given by lodging the buy-back documents with ASIC;
shareholders must receive a reasonable time to consider the buy-back offer; and the buy-back must be
commenced and completed within a reasonable time of the notice being lodged with ASIC (otherwise the
notice would not serve a real purpose).
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Task 7.3 - Share Buybacks

It is also important to note, when preparing a buy-back timetable,that the notice period for company meetings
is - 21 days for unlisted (section 249H), and 28 days for listed companies (section 249HA). This may extend
the time for lodgement of documents which must be lodged with ASIC before a meeting (e.g. sub-section
257C(3)), but it does not affect other time periods, such as the notice period under sub-section 257F(1)
which gives a minimum time period of 14 days for notice. Clearly lodging documents under sub-section
257C(3) 28 or 21 days before a meeting would still satisfy the requirement of sub-section 257F(1).

2. Selective buy-backs

In broad terms, a selective buy-back is one in which identical offers are not made to every shareholder, for
example, if offers are made to only some of the shareholders in the company. The scheme must first be
approved by all shareholders, or by a special resolution (requiring a 75% majority) of the members in which
no vote is cast by selling shareholders or their associates. Selling shareholders may not vote in favour of a
special resolution to approve a selective buy-back. The 10/12 limit does not apply to this type of buy-back.

<bThe notice to shareholders convening the meeting to vote on a selective buy-back must include a
statement setting out all material information that is relevant to the proposal, although it is not necessary for
the company to provide information already disclosed to the shareholders, if that would be unreasonable.

3. Other types of buy-backs

A company may also buy back shares held by or for employees or salaried directors of the company or a
related company. This type of buy-back, is referred to as an employee share scheme buy-back, which
requires an ordinary resolution if over the 10/12 limit.

A listed company may also buy back its shares in on-market trading on the stock exchange, following the
passing of an ordinary resolution if over the 10/12 limit. The stock exchange's rules apply to on-market
buy-backs.

A listed company may also buy unmarketable parcels of shares from shareholders (called a minimum
holding buy-back). This does not require a resolution but the purchased shares must still be cancelled.

Forms and lodgement requirements

Wherever shareholder approval of the buy-back is required, copies of the notices and related material must
be lodged with ASIC for inclusion on its public register, prior to being sent to shareholders. This allows
creditors adequate information on buy-backs which may affect the creditworthiness of the company. It is
important to ensure that the forms are fully completed.

Form 280 Notification of share buy-back details

This form is used to cover each document which a company is required to lodge relating to a buy-back,
including meeting notices, information provided to shareholders, and other documents. The Form 280 must
be lodged with ASIC before the notice of meeting and associated documentation is sent to shareholders. If it
is sent at least 14 days before the buy-back agreement is entered into (or, if it is conditional on shareholder
approval, at least 14 days before that approval is given) then no other form need be lodged.

Form 281 Notice of intention to carry out a share buy-back

If, for any reason, the company wants to have less than 14 days between lodging its meeting documentation
and entering into a conditional buy-back agreement, or getting the shareholder approval (for instance by
agreeing to short notice for holding the meeting), then it lodges a Form 281 at least 14 days before entering
into that agreement, or getting that approval (whichever is the later), as well as lodging Form 280. It is
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Task 7.3 - Share Buybacks

important to note that there is no way of shortening the minimum notice period of 14 days. The Form 281 is
also to be lodged with ASIC at least 14 days before the buy-back in the case of a buy-back (other than a
minimum holding buy-back) which does not require lodgement of the buy-back documents, for example, an
employee share buy-back or an on market buy-back either of which is under the 10/12 limit.

It is necessary to notify ASIC of the cancellation of the shares in respect to all types of share buy-backs on
the Form 484 Change to company details.

Solvency

It is the responsibility of the director/s to ensure that a share buy-back does not cause the company to
become insolvent. If it does, the director/s may be personally liable for the loss. Further, if a share buy-back
causes the company to become insolvent, the liquidator may be able to recover compensation from the

selling shareholders.

Below is a table that specifies the forms that apply to different type of buy-back procedure.

Procedure

Special/unanimous
resolution

Lodge offer document
with ASIC

Notify cancellation to
ASIC on Form 484

Lodge Form 280 with
ASIC

Lodge Form 281 with
ASIC

Minimum Employee
Holding share scheme
buy-back
Within ~ Over
10/12  10/12
limit limit
YES YES YES
NO NO YES
NO YES See
note 1

On-market
buy-back
Within  Over
10/12 10/12
limit limit
YES YES
NO YES
YES See
note 1

Equal access Selective
scheme buy-back
buy-back
Within ~ Over
10/12 10/12
limit limit

YES
YES YES YES
YES YES YES
YES YES YES
See See See note
note1 notel 1&2
&2 &2

Note 1: The company should lodge a Form 281 if it intends to give less than 14 days notice of a meeting to
approve the buy-back and lodge the notice of meeting ( with a form 280).

Note 2: The company should lodge a Form 281 if it lodges the offer documents ( Form 2560) less than 14
days before the relevant date.

Instructions

BGL CAS Pty Ltd currently has 300 A class shares. It has approved a buy-back of no more than 10% of the
shares. Record the following buy-back:

Date

Member

Today's Date + 21 days

Fred Flinstone and Wilma Flinstone
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Task 7.3 - Share Buybacks

Number of shares 20 shares each
Buy-back amount $0.80 per share
Buy-back type Equal access scheme within 10/12 limit

The company must:

¢ L odge Form 2560 Reduction in share capital details

e Lodge Form 280 Notification of share buy-back details

¢ Lodge Form 281 Notice of intention to carry out a share buy-back only if the members have been
given less than 14 days notice of the meeting to approve the buy-back

NOTE : Form 2560, 280 and 281 cannot be lodged electronically and must be lodged on paper.

¢ Lodge Form 484 Change to company details to notify ASIC of the shares cancelled.

Sequence of lodgement of forms: Form 2560 Reduction in share capital details - lodge prior to the Form
484.

Form 280 and 281 - lodge at least 14 days prior to the Form 484.

Form 484 Change to company details - final form to be lodged

Click on the Company Quick Search icon &

Find Input BGL. CAS Pty Ltd

Right click the company, highlight Members and select Share Buy Backs.

CAS will display the Add Share Buy Back screen.

Transaction Date Input Today's Date + 21 days

Share Type Click &l Search to list Issued Shares. Highlight $0.50 A Class Shares and click
¥ Select.

Member Click &l Search to list Members. Highlight Flinstone, Frederick James and

click ¥ Select.

Number of shares Input 20.

Certificate Type Leave this as Balance. A share certificate will print which shows the remaining
balance of Fred's shares after the buy back.

Buy back amount Input 0.80
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Add Share Buy Back - BGL CAS PTY LTD
EHS | P e

Authorized Izzued 300

Unigue Mo's Member - Beneficially 200
Tranzaction Date 001 2016 E Pending Transaction
Share Type gj A CLASS SHARES FLLLY PAID
Member gj FLIMSTOME, FREDERICK JAMES

Beneficial Cwner

Task 7.3 - Share Buybacks

hWember - Mon Beneficially
tember - Thiz Ben Owner 0

Mumber of Shares 20 . nigue ko's

Cerificate Type Balance -

Cerificate Mo. 13 Hept

Buy back amournt o

per share T

Remarks

Signatory Signatory

Prirt flag 7 @ Print documents Do nat print documents
Click Save

Repeat these steps to buy back 20 shares from Wilma Maree Flinstone's 100 shares.

Click 3 to save all the changes and prepare documents.

CAS will automatically select the following documents:

¢ Register of Members/Option Holders

e Directors Meeting Minute or Resolution
¢ Notice of Members Meeting

¢ Members Meeting Minute or Resolution
e Members Consent to Short Notice

¢ ASIC Forms

¢ Change to Company Details Form 484
¢ Reduction in Share Capital Form 2560
e Share Buy Back details Form 280

¢ Intention to carry out a Share Buy Back Form 281
e Share Certificates

Click ASIC Forms
Uncheck | Change to Company Details Form 484. This must be lodged after the other
ASIC Forms.
Buy back type Select Equal access scheme within 10/12 limit
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Task 7.3 - Share Buybacks

v | | |@ | |&2
ASIC Forms
Change to Company Detailz Form 484 | ¥ Signed Electronic

Iz this farm in response o an Annual Company Statement 7
Inciude all changed members on the Form 454 7

Cancellation Type Shares buy back - Cther -

Deszcription
Cther Section

Compliance with Stamp Duty Form 2072

Shares not Alloted for Cash Form 203

Divizion or Conversion of Shares in to Clazses Form 211
Reduction in Share Capital Form 2560

Motice pursuant to: Section 256201 W Section 2560720
Does Section 249HC2) apply 7

Resolutions regarding Shares Form 2205 Annexurey

¥ Share Buy-Back Detailz Form 280
Buy-Back Type Frual access scheme over 1004 2 limit P w
Proposed Date 01012006 g

¥ Intention to carry out & Share Buy-Back Form 281
Buy Back Dates: From 0101206 & 10 mmi2me &

Share Certificates Change the copies from 1 to 0. Share Certificates printed Today's Date will not
reflect the future dated buy back.

Document Date Leave this as Today's Date.
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Member/Shareholder Changes - BGL CAS PTY LTD

Task 7.3 - Share Buybacks

®

Date Crder ASIC Forms
Member DocOptions
Document Options
Officer Sign Select
Member Sign Select

Document Tracking

@ a3%iE 2| e |Defaut documents -
@ 1 Registers: ¥ Members v Al One member per page
¥ Oplicndarrant holders Current ¥ Include notes
Officers Dt O iy
@ 1 Register of Motices of Beneficial Ovwnership
B3 0 slctment Journal
B 0 Transter Journal
B3 1 Directors Meeting Minute or Resolution Display consideration
B 1 Notice of Members Meeting
@ 1 Members Meeting Minute or Resoluion
B3 1 members Consent to Short Notice
@ 0 TransferoriTransferee Directors Meeting Minute § Resolution
B 1 AsICFoms
E 0 ¥ Share Certificate ¥ Print certificate no Statutory Declaration
Member Holding Statement Select members member Transaction Statemenrt

Signatory 1 || K FLINSTONE, FREDERICK JAMES
Signatory 2 ||l JK FLINSTONE, WILMA MAREE

Application for SharesMembership

Share Transfer

RedemptionBuy BackiCaptal Return Letter
Nolices of Beneficial Crwnership
Declaration of Trust

Letter

Irvolce

i) (&0 i) o) ol ol ol

=

1  Disbursement Invoice

Click

Date Documents?
@Yes (CINo

Date 11722015 [

= preview to the left of each document. Click m to Close the preview screen.

Click &3 Print or click 73 Export to save these documents in electronic PDF, MS
Word or MS Excel format, and link the electronic documents to CAS Document

Tracking.

Note:: BGL CAS Pty Ltd is a Portal client.

Click Yes to push all documents you have printed or exported to PDF to Portal.

Now prepare the Change to Company Details Form 484. Date this document the same date as the buy back

(Today's date + 21 days).

Click </ Clear to clear the documents selected.
Click ASIC Forms

Check ¥ Change to Company Details Form 484
Cancellation type Leave this as Share buy back - Other
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Task 7.3 - Share Buybacks

Uncheck [ Reduction in share capital Form 2560

Uncheck I Resolution Regarding Shares Form 2205

Uncheck | Share Buy back details Form 280

Uncheck ' Intention to carry out a share buy back Form 281
| | @2

ASIC Forms

W Change to Company Detailz Form 434 )} ¥ Signed W Electronic

Iz this farm in response o an Annual Company Statement 7
Include all changed memkbers on the Form 454 7

Cancellation Type Shares huy back - Cther -

Description
Cther Section

Compliance with Stamp Duty Form 207Z

Shares naot Allated for Cash Form 208

Divigion or Conversion of Shares in to Clazses Form 211
Reduction in Share Capital Form 2560

Matice pursuant to: Section 256C(1) W Section 256C02)
Does Section 249HC2) apply 7

Resolutions regarding Shares Form 2205 Annexure’y
Share Buy-Back Detailz Form 280

Buy-Back Type Equal access scheme over 100 2 limit - |

Proposed Date o1oee

Irtertion to carry out & Share Buy-Back Form 281
Buy Back Dates: From 01012016 (] To 01012016 (]

Click ' Accept

ASIC Forms Change the number of copies from 0to 1.

Share Certificates Change the number of copies from 0to 1.

Document date Select Today's Date + 21 days (the date of the buy back)
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Member/Shareholder Changes - BGL CAS PTY LTD

Task 7.3 - Share Buybacks

X

2| | @ | Defauit documents

IR

1 Registerss ¥ Wembers 7 Al

¥ Optiondarrant holders Current

Otficers

Register of Motices of Beneficial Cramnership
Allgtment Journal
Transfer Journal
Directors Meeting hMinute or Resolution
Motice of Members Meeting
Members Meeting Minute or Resolution
Members Consent to Short Motice

Dt Oircier

|| -

Transferor/Transferee Directors Meeting Minute f Resalution
ASIC Forms

¥ Share Certificate
Member Holdng Statement

il ) 4 48 o ) ol R @

Q = O] -

¥ Print certificate no

Select members

Signatory 1 /) K FLINSTONE, FREDERICK JAMES
Signatory 2 || JK  FLINSTOME, VALMA MAREE

Application for SharesMember ship

Share Transfer

RedemptionBuy BackiCapital Refurn Letter
Kotices of Beneficial Onwnership
Declaration of Trust

Letter

Irvoice

il 48 o 4R R @ |

Disbursement Inmaice

Click

Click

One memiber per page
¥ Inchude notes

Display consideration

Statutory Declaration
Member Transaction Statement

Diate Order ASIC Forms
Member Doc Options
Document Options
Officer Sign Salect

kember Sign Select

Document Tracking

Date Documents T
@ Yes T Mo

Date 01012016 [=

= Previewto the left of ASIC Forms. Click to Close the preview screen.

= Print or click =8 Export to save the Form 484 in electronic PDF, MS Word

or MS Excel format, and link the electronic document to CAS Document

Tracking.

Note:: BGL CAS Pty Ltd is a Portal client.

Click Yes to push all documents you have printed or exported to PDF to Portal.

Click & Exit

End of Lesson 7. Proceed to Lesson 8.
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Lesson 8 - Preparing ASIC Agent Forms

Objective

In this lesson you will learn how to prepare various Registered Agent Forms and their specific purpose.
By the end of this lesson , you will be able to:

e prepare a Request Documents Lodged Report Form RA65

* prepare a Registered Agent Ceasing to Act Form 361
* prepare a Request Company Debt Report Form RA67

Instructions
ASIC lodging agents are able to lodge a host of Registered Agent (RA) forms. These include:
Form 361 - Registered Agent Ceasing to Act

This form is prepared when a Registered Agent wishes to remove a company from their ASIC Agent
Lodgement list.

Form 362 - Registered Agent Appointment & Cessation

This form is prepared when a company nominates a new ASIC Agent or wishes to Cease the current ASIC
Agent. This form must be signed by an officer of the company.

Form RA71 - Request for Electronic Data Download.
This form has four purposes.

1. To request an electronic data download of company details to load into CAS
2. To request a reissue of the Annual Statement

3. To request a Company Statement

4. To request a reissue of the Return of Particulars

ASIC Agent must have previously been appointed on a Form 362 prior to lodging a Form RA71.
Form RA61 - Request Review Date Report

Agents can request ASIC to electronically send a report that lists all their companies review dates within a
certain date range. The report received from ASIC is called the RA62. Review dates are usually the
anniversary of the company registration date. An Annual Statement (Form 480) and Invoice is sent out to
Agents within 14 days of the review date. Any corrections to the Annual Statement must be notified to ASIC
within 28 days of the review date on a Form 484. The annual fee must be lodged with ASIC within 60 days of
this review date.

Form RA63 - Request Debtors Ledger Report for a Specified Company

This form is prepared to request a listing of any outstanding debts a company has with ASIC. The report
received from ASIC is called the RA64.
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Lesson 8 - Preparing ASIC Agent Forms
Form RAG65 - Request Documents Lodged Report

This form is prepared to request a listing of documents lodged by a company since a particular date. The
report received from ASIC is called the RA66.

Form RA67 - Request Debtors Ledger Report

This form is prepared to request a listing of any outstanding debts with ASIC for companies linked to you as
the agent. The report received from ASIC is called the RA6GS.

Learning Tasks
Task 8.1 - Form RA65 - Request Documents Lodged Report

Prepare a Form RAG5 to request a listing of documents lodged for Jebediah Springfield Pty Ltd since
01/01/2004.

Task 8.2 - Form 361 - Registered Agent Ceasing to Act

Prepare a Form 361 to notify ASIC that your firm no longer acts as an agent for Jebediah Springfield

Task 8.3 - Form RA67 - Request Company Debt Report

Prepare Form RA67 and view a Company Debtors Listing Report.
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Task 8.1 - Form RA65 - Request Documents Lodged Report

Task 8.1 - Form RA65 - Request Documents Lodged Report

Objective

In this task you will learn how to prepare and lodge a Form RA65 - Request Documents Lodged Report.

By the end of this task, you will be able to:

¢ prepare and lodge the RAB5 that will list the documents lodged for a company from a particular date
¢ view a list of all electronic files received from ASIC

Instructions
From the Ribbon Toolbar:

On the Home tab, in the Electronic Lodgement group, click on the drop down arrow besides Agent forms.

i3 Electronic Lodgement

Lodgement Reparts

;4’1 Agent Forms -
I

Select Request Documents Lodged Report Form RA65 from the list.

Form Signatory Click & Search. Input the surname of the person from your organisation who
signs ASIC forms in the Search bar. If this person is not listed, click 1 Newto
add the person to the CAS People list. Highlight the person and click ' Select.

Position Leave this as Agent.
Form Date Leave this as Today's Date.
Company Name Click Al Search to select Jebediah Springfield Pty Ltd.

Lodgement Period Start  Input 01/01/2015.
Date:
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Task 8.1 - Form RA65 - Request Documents Lodged Report

ASIC Agent Forms

@ 234 & elle

AZIC Agert g x BGL CORPORATE SOLUTIONS

Farm [Request Documents Lodged Report Form RAGS -
Form Signatory g x CLARKE, ROQD

Pasttion | Agent v| Formpate  1in22MS  E]

Form361 | Form362 | Ra 17 | Ras2 |Ras3 |Rae1 |Raes [Rass |ra7i |
Company Name | ] JEBEDIAH SPRINGFIELD PTY LTD

ACH or ARBR 093 438 760

Lodgement Period
Start Date 1407201 5 |

Click Hprepare Form

CAS will prepare an electronic form for lodgement. There is no paper RA65 form.

Click OK to the following message.

Information

1

& ) Electronic document has been prepared

Click & Exit
Transmit documents to ASIC? Click Yes as this form is now ready for
lodgement.

Confirm

@

Transmit documents to ASIC ?

Electronic lodgement screen will appear
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Task 8.1 - Form RA65 - Request Documents Lodged Report

ASIC Agent CAS will display the ASIC agent linked to this CAS username. If this is not correct, click
clSearch.to select an alternate ASIC electronic agent.

Click Select Documents. Click the ¥ checkbox to select the RA65 with today's date and click
L Accept.

Electronic Document Selection
v | B &&= X [8 8 &l e

Fincd

Company Doc Date Late Date Form Year Doc Status Lodge Status Trace -
v | BGL CORPORATE SOLUTIORNS 122015 RABS Mot Lodged ]
ZIPPY PTY LTD 122015 02 LODGED Mot Lodged a5

Click Lodge ASIC Documents

Click s Dial

Internet Automatic Lodgement

| mew | B X @

13042010 10:33:.27 AM Connecting...

1310472010 10:33:27 AM Status: Connected.

13042010 10:33:27 AM Logaing in...

13042010 10:33:28 AM Login successful

130472010 10:33:28 AM Server waiting to receive commands. .
1310472010 10:33:28 AM Compiling list of files to send
13/04/2010 10:33:28 AM Adding file TAGS0001 ELS to list
1310472010 10:33:28 AM Adding transmission contral file to list
13042010 10:33:28 AM Sending batch to server...

13042010 10:33:.28 AM Sent 263 bytes

130472010 10:33:28 AM Batch successfully sent...

CAS will now proceed to lodge the Request Documents Lodged Report and retrieve reports received from

ASIC.

CIRREIEIREEIRREIRRL

Report & File Hame Date Accepted FRejected
4 CAS Transmission Log TRANS.LOG 1304200 | | ]
Documents Lodged Report RASE_001.558 13/04/2010

d ASIC Transmission Report | TRAN_001.565 | 13/04/2010 --

ASIC Validation Report WALD_001.565 13042010 1

Click on = Preview to view your report.

Below is an example of a report that would be received.
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Task 8.1 - Form RAG5 - Request Documents Lodged Report

BGL CORPORATE SOLUTIONS
EDGE DOCUMENTS LODGED REPORT (RAS6) FOR THE PERIOD TO 11/M1M2/2015

COMPANY: CAS TRAINING COMPANY PTY LTD

Farm Date Farm Description DOCIMAGE Effective Date
0100172014 201 APPLICATION FOR REGISTRAT QEQQQ08TT 0100152015
2800212014 484 CHARMGE TO COMPARNY DETAILS NEQ000894 30Mz2i2015
2800412014 484 CHAMGE TO COMPARY DETAILS NEQQ00S9E 2810452015
1400712014 484 CHARMGE TO COMPARNY DETAILS NEQ0008TE 1400752015
160712014 484 CHARMGE TO COMPARNY DETAILS NEQ000884 1EM7I2015
160712014 484 CHARMGE TO COMPARNY DETAILS NEQ000932 TEM7I2015
160712014 484 CHARGE TO COMPARY DETAILS QEQOQ093T 16072015
160712014 484 CHARGE TO COMPARNY DETAILS NEQ000938 1672015
160712014 484 CHARMGE TO COMPARNY DETAILS NE90009349 1EM7I2015
170712014 484 CHARMGE TO COMPARNY DETAILS NEQ000S86 170752015
1950712014 484 CHARGE TO COMPARNY DETAILS NEQ000S29 1950752015
2100712014 484 CHARGE TO COMPARNY DETAILS QEQ000890 210752015
2400712014 484 CHARMGE TO COMPARNY DETAILS NEQ0Q0892 2410752015
Q9r0er2014 484 CHARMGE TO COMPARNY DETAILS NEQ000897 0ar0gi2015
10009720145 484 CHARGE TO COMPARNY DETAILS NEQ0009249 1000952015

This report can also be previewed from Home | Electronic Lodgement | Lodgement Reports

NOTE : If you do not receive the Reports from ASIC as soon as you lodge, it is recommended that
you wait for about 15 minutes and then process a blank lodgement. To process a blank lodgement,
click on "Lodge ASIC Documents" without having any documents selected.

End of Task 8.1. Proceed to Task 8.2.
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Task 8.2 - Form 361 - Registered Agent Ceasing to Act

Task 8.2 - Form 361 - Registered Agent Ceasing to Act

Objective
In this task you will learn how to prepare and lodge a Form 361 - Registered Agent Ceasing to Act form.

By the end of this task, you will be able to prepare and lodge the Form 361 for multiple companies at one
time.

Instructions
From the Ribbon Toolbar:

On the Home tab, in the Electronic Lodgement group, click on the drop down arrow besides Agent forms.

i3 Electronic Lodgement

Lodgement Reparts

;4’1 Agent Forms -
I

Select Registered Agent Ceasing to Act Form 361 from the list.

Form Signatory Click & Search. Input the surname of the person from your organisation who
signs ASIC forms in the Search bar. If this person is not listed, click 1 Newto
add the person to the CAS People list. Highlight the person and click ' Select.

Position Leave this as Agent

Form Date Leave this as Today's Date.

Click Select Companies

Select Companies Click the ¥ checkbox to the left of Jebediah Springfield Pty Ltd and click
4 Accept.
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Task 8.2 - Form 361 - Registered Agent Ceasing to Act

ASIC Agent Forms
@ @z & e |e
ASIC Agent cl K BGL CORPORATE SOLUTIONS
Form [Registered Agent Ceasing to Act Form 361 -
Form Signatory Q x CLARKE, ROD
Pasttian | Agert v| Fompate  tnzo01s &)
Form 361 | Form 362 | RA 17 | RAS52 | RAS53 |RAGL | RAGS | RAGS |RATL
Select Companies @Q:.mpanies Selected: 1
Click =i print or ™8 Export to PDF
CAS will prepare an electronic form for lodgement.
Click & Exit
Transmit documents to Click Yes as this form is now ready for lodgement.
ASIC?
ASIC Agent CAS will display ASIC agent linked to this CAS username. If this is not

correct, click ZlSearchto select an alternate ASIC electronic agent.

Click Select Documents. Click the ¥ checkbox to select the 361 with today's date

and click ¢ Accept.

Click Lodge ASIC Documents

Click #Dial

Internet Automatic Lodgement

13042010 10:54:08 AM Connecting...

13042010 10:54:09 AM Status: Connected.

13/04/2010 10:54:08 AM Logaging in...

1310472010 10:54:10 AM Login successful

130452010 10:54:10 AM Server waiting to receive commands...
1310472010 10:54:10 AM Compiling list of files to send
13042010 10:54:10 AM Adding file T2610001.ELS to list
130402010 10:54:10 AM Adding transmission contral file to list
1310472010 10:54:10 AM Sending batch to server...

13042010 10:54:10 AM Sent 242 bytes

1310472010 10:54:10 AM Batch successfully sent..

CAS will now proceed to lodge the Agent Form and retrieve reports received from ASIC.
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Task 8.2 - Form 361 - Registered Agent Ceasing to Act

'\‘ ;L," FORM 362 CAN ALSO BE USED TO LODGE A CESSATION OF A REGISTERED
= AGENT ITHOWEVERMUST BE SIGNED BY THE DIRECTOROF THE
COMPANY

End of Task 8.2. Proceed to Task 8.3.
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Task 8.3 - Form RA67 - Request Company Debt Report

Task 8.3 - Form RA67 - Request Company Debt Report

Objective
In this task you will learn how to:

e prepare and lodge a Form RA67 - Request Debtors Ledger Report.
¢ view the Company Debtors Listing prepared by CAS.

By the end of this task, you will be able to:

¢ prepare and lodge an RA 67 that will advise of any outstanding ASIC fees for companies you are the
registered agent for.

¢ view the debts of all companies on the ASIC list for a particular registered agent.

The company debt listing includes the ability to view all debt, current debt and future debt (less than 30 days,

30 - 60 days, 60 - 90 days, 90+ days) by company or department without the need to lodge an Form RA63

for each company.

The Company Debt Report provides clients an easy new way to track company debts and will hopefully make

late fees a thing of the past. Most importantly, this report provides a concise accurate report to your clients of
any outstanding ASIC debts for all their companies.

Instructions
From the Ribbon Toolbar:

On the Home tab, in the Electronic Lodgement group, click on the drop down arrow besides Agent forms.

i3 Electronic Lodgement

Lodgement Reparts

;4’1 Agent Forms -
I

Select Request Company Debt Report Form RA67 from the list.

Form Signatory Click A Search. Input the surname of the person from your organisation who
signs ASIC forms in the Al Search bar. If this person is not listed, click 1 New
to add the person to the People list. Highlight the person and click ' Select.

Position Leave this as Agent.

Form Date Leave this as Today's Date.
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Task 8.3 - Form RA67 - Request Company Debt Report
ASIC Agent Forms

@ 2S® & @ || e

ASIC Agent || K| BGL CORPORATE SOLUTIONS

Form [Request Company Debt Report Form RAST -

Form Signatery i/ | CLARKE, ROD

Position [Agent = | FormDate 1012215 =

Click ZhForm. CAS will prepare an electronic form for lodgement. There is no paper
RAG67 form.

Click Ok to the following message

Information

i ) Electronic document has been prepared

Click & Exit

Transmit documents to Click Yes as this form is now ready for lodgement.

ASIC?

ASIC Agent CAS will display the ASIC agent linked to this CAS username. If this is not
correct, click ZSearchto select an alternate ASIC electronic agent.

Click Select Documents. Click the checkbox to select the RA67 with today's date and
click ¢ Accept.

Click Lodge ASIC Documents

Click = Dial
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Task 8.3 - Form RA67 - Request Company Debt Report

Internet Automatic Lodgement p~ 4

01042010 10:563:56 AM Connecting...

01042010 10:53:57 AM Status: Connected.

01042010 10:53:57 AM Logaging in...

01/04/2010 10:53:58 AM Login successful

010472010 10:53:58 AM Server waiting to receive commands...
0110472010 10:53:58 AM Compiling list of files to send
01042010 10:53:58 AM Adding file TAGYO001.ELS to list
0110472010 10:53:58 AM Adding transmission contral file to list
01/04/2010 10:53:58 AM Sending batch to server...

01042010 10:53:58 AM Sent 196 bytes

0110472010 10:53:58 AM Batch successfully sent...

CAS will now proceed to lodge the Request Debtors Ledger Report and retrieve reports received from
ASIC.

Company Debtors Listing Report

Proceed to view the Company Debtors Listings.

Instructions

From the Ribbon Toolbar:

On the Enquiries & Reporting tab, in the Reporting group, click on the drop down below Listing Reports

2l

]
Other
Reports

Corporate Document Tracking  Listing

Tree Reporks Reports Reporks

- - - -

Select Company Debtors Listing from the list

This report options include the ability to view all debt, current debt and future debt (less than 30 days, 30 - 60
days, 60 - 90 days, 90+ days) by company or department.

Select ¥ All
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Task 8.3 - Form RA67 - Request Company Debt Report

Listings
@ (@39 | 2| | |@
Report Details
Report | Company Debtors Listing
Show Values For:
Al & Current Due ¥ Future Debt & o 3060 Days W 60-90 Days & 90+ Days W
Hide Companies Mot Lizted On RASE 7
Select Companies Selected 6
Find | @
Department |AII b | Company Status [ All w
Company Mame ACNJARBN Reference
ABC HOLDING COMPANY LIMITED 054 355 243
BGL CAS PTY LTD 551 433 302
DWARF OF NOTTINGHAM PTY LTD 550 512 402
FRAMK MATICH PTY LTD 000 454 515

4 7| JEBEDIAH SPRINGFIELD PTY LTD
ZIPPY PTY LTD

Select = preview.

BGL CORPORATE SOLUTIONS
1234

COMPANY DEBTORS LISTING NOTIFIED ON RASS AS AT 010172016

FOR ALL AGEING PERIODS

050 000 434

ssoea7a7s | |

Comparny Mame Inorp Dale  ACH Total Tolal Due Furture Debl Cumant 30 days B darys G0+ diys
JEBEDSAH SPRINGFIELD FTY LTD JIVE000 093 439 TEQ 470,00 47000 105.00 15500

IFFYFTY LTD Z0SP003 050 000 434 Gz0.00 B20.00 205,00 41500
Companies On ASIC LISt Mol in CAS

RS TRMMING COMPANY PTY LTD 111111 114 35 00 £35 00 5,00 20500 26500
SOEPCLTD 000 0o 358 -1.70 <270 -170

Click @ Exitto close the preview screen.

Click 3 Print or click 3 Export to save the Company Debtors Listing in PDF, MS Word or MS Excel

format.

Click & Exit

Note: To push these reports to Portal, you must add the document to Document Management, then push it

manually.

End of Lesson 8. Proceed to Lesson 9.
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Lesson 9 - Report Editor

Objective

In this lesson you will learn how edit and personalise existing reports in CAS.

By the end of this lesson you will be able to:

e identify the various reports that can be edited using the Report Editor function
e edit reports using the various edit options, images and fonts

Details

Report editor will allow users to edit reports and change the layout of a report in CAS. Existing reports can be
customised by adding colors, logos and editing the layout of the columns. There are over 130 editable
reports in CAS.

Text documents that previously had an edit option cannot be edited using the new Report Editor, ie
documents such as letters and minutes etc. Text defaults for text documents are picked up from changes
made in the text screens.

NOTE : Editing a report in CAS requires the template to be edited therefore, if a report has been selected
you will be editing the template for that report and any changes made will apply to all companies using that
particular template.

Standard Toolbar

Icon Name Description
& Exit Exits out of the report designer
Save report Saves a report into the file
i Festore Festores the template back to the default
100% w | | Zoom Sets the zoom
% Cut Cut the selected objects into the clipboard
% Copy Copies the selected objects into the clipboard
@ Paste Pastes objects from clipboard
i) Lnda Inda the last operation
i Reda Fedo the last aperation
By Send element to Sends the selected field to the back
back
! =end element to mends the selected field to the back
from
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Fonts and Editing

lcon Description
Aial w | | Select the fype of font to use.
10w Select the size of the Font
B f U Select to apply Bald, talic or an Underline to the font
o) Select colour of font
=== Select the alignment of the text

Objects Toolbar

The objects toolbar contains tools that can be used to create and add objects to the report

lcon

Hame

Description

Ohject Selecting

This cursor allows to select objects used as a
standard mode of operation

Text Object

Displays one or several text lines within the
rectangular area;

Picture Ohject

Ahility to add a graphic images.

(g | »| &

Systemn text

Enables the option to add system memao,
includes variahles functions and expressions

Systerm Ohbject

SYS object is able to display any object using
OLE technolagy.

PO

Drram

Draw different geametrical figures (diagonal
line rectangle, rounded rectangle, ellipse,
triangle, and diarmond); into your report

Learning Tasks

Task 9.1 - Editing a Report Using Report Editor

Lesson 9 - Report Editor

Personalise the Companies Listing by adding a logo and change the colour of the font used for the headings.
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Task 9.1 - Editing a Report Using Report Editor

Task 9.1 - Editing a Report Using Report Editor

Objective

In this task you will learn how to edit an existing report using Report Editor.

By the end of this task, you will be able to :

¢ input a logo and edit the font and text of a report in CAS.
e remove any changes that have been made and revert back to the CAS default settings

Details

Edit the Companies listing by adding a logo and changing the colour of the text.

Instructions
From the Ribbon Toolbar:

On the Enquiries & Reporting tab, in the Reporting group, click on the drop down below Listing Reports

= ) E

Corporate Document Tracking  Listing  EManagement Other
Tree Reports Reports Reporks Reports

5l

- -

Select Companies Listing from the list
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Task 9.1 - Editing a Report Using Report Editor

Report Details
Report |Cl:|mpanies Listing " |
Oreler |Cu:umpanv Marme

w | Date Range 7

Agent/Presenter |AII

v

Cligrt

al ¥ o
|

Select Companies

Diate Range

Find |

oA

Department

w— @

| durissiction

Campany Status | Al

Selected i

2

Company Mame -

AChISRERN

N M| 2BC HOLDING COMPANY LIMITED 054 355 243
v | BGL CASPTY LTD 551 433 602
v | BGL NOMIMEES TRAINING FTY LTD | 550 543 336
v | DWVARF OF NOTTINGHAM FTY LTD | 550 512 402
v | FRANK MATICH PTY LTD | 000 454 918
v | JEBEDIAH SPRINGFIELD PTY LTD | 550637 173
v | ZIPPY PTY LTD | 050000 434

Click

The report will appear in a preview screen.

Click

Reference

Department
HL

[cT
HL
PC

= preview to display the preview of the selected listing

# Edit from the preview screen, this will open up the Companies Listing

template that is used by all companies.
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Task 9.1 - Editing a Report Using Report Editor

e Report Designer - Untitled = B &
@d & x| Xpe 9 e R
l v MM~ B /7 U 2
@ IIII.JIIII.I.}lIII.I.JlIEI.EJJIII.I.Jll?l.I.JIIII.I]‘I‘II.I.JIIII.I.?IIII.JJ!Ii?l]lIII.JlIIi‘I.I.JIIII.J]'I‘II.I.JJIII.I.J’IIII.JHI".?llII.I.JlIE:.I.JIIII.J]IIIzI.IJJIII.“?III.JJII".}JIII.IJlIELJIIILJ]IIII.JJIII.lJIIII.J.JII
A .
i ;ﬁrm name here
= reporttitle here
=2 ‘DEPARTMENT: bept Name _
.GLIENT: C‘.Ilent =
R /AGENT/PRESENTER: ' Agent
4] DPTIDNS‘ Clptlans
5¥5
,Pafemnce " Company Name “TCompany  Date "Class " Blatus
i Number , IncorpiReg | .
Tawm g ey fomode gaed G
“Company Count j '
' : - "+ PAGENUMBER + '~ '
Adding a Logo to the report
Click (=) Image and point the cursor to where you would like to place the image
Click [ to select an image from your 2:\CASWIN\DATAIN
Select WHITECCW.BMP
Image @
File: CACASWINADATAIMMW hite---COW BMP E]
[7] Stretch picture [7] Center picture

[T] &tozize report element ta fit picture

ok || Cancel |

Adjust the image to fit into the correct location.
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Task 9.1 - Editing a Report Using Report Editor

Changing the colour of the heading Firm Name and Report Title
Use the cursor to select "firm name here".

Click A Font Colour to edit the colour of the heading where the firm name appears.
Select a colour of your choice from the colour panel.
Use the cursor to select "report title here".

Click A Font Colour to edit the colour of the heading where the report title appears.

Select a colour of your choice from the colour panel.

Click Save the template will display the changes that you have made.

-
@E B = ) Xh®k 9 [0

[ -0~ BJU D
T H
vl Ferel Heel beerd el b e e el Ferel Rl Frd Al breed beend e v e e el el el PRl b e bt e el e kbl e el el b beed E e e bt el |

A .
. firm name here
B reporttiehere BGL
B DEPARTMENT: .. DeptName e
"CLIENT: “Ciient
l‘l "AGENT/PRESENTER: F\gent
® "OPTIONS: " Options
5¥s - = — - = - — =
:Raference " company Hame "Compary " Date Class Status Variable  “AGMD:
Forid Mumber _ IncorpiReq N _Date .
rdataz ‘:dam::ums cbhﬁi:i:'dé" d'a'lé:t """" u:r'aiéné. """" :'Eni:i:n'd'é""'::s'ric'd&i
empany Goa <+ e B BT
’ * '+ PAGENUMEER +*-'
Click & Exit to return to the listings screen
Click = preview to preview the report with the changes you have made.
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BGL CORPORATE SOLUTIONS
COMPANIES LISTING AT 1112712015

DEPARTMENT:
CLIENT:

ALL
ALL

AGENT/PRESENTER: ALL

Task 9.1 - Editing a Report Using Report Editor

BG

L.

OPTIONS: COMPANY NAME ORDER
Referance Comparny Name Company Date Class Status Annual AGM Datey
Mumber IncorpReg Review Date
ABC HOLDING COMPANY LIMITED 054 355 243  01/011991 Public Incomplete 0101
BGL CAS PTYLTD 551 433802 230772009 Small Pty Trading 2307
BGL MOMINEES TRAIMING PTYLTD 550 593 336 010972006 Small Pty Trading Mg
BGL123 BGL TRAIMING COMPANY PTY LTD: 551 388946 104272015 Small Pty Super Trustee 100112
CYWARF OF NOTTINGHAM PTY LTD 550512402 160672005 Small Pty Trading 1606
FRAME MATICH PTY LTD 000 454919 151172006 Small Pty Incormplete 10012
JEBEDIAH SPRINGFIELD PTY LTD 093 438 760 22062000 Small Pty gu Longer 1002
lient
TEST NOM PROFIT PTY. LTD. GO0 033613  14/05/2014 Small Pty Trading 12105
ZIPPY PTY LTD 050 000 434 2170572003 Small Py Incomplete 100112

NOTE: These changes will now appear in all Companies Listings for all companies on your list.

3
To revert back to the system defaults click - Restore within the report designer screen

Note: To push this report to Portal, you must add the document to Document Management, then push it
manually.

End of Lesson 9. Proceed to Lesson 10.
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Lesson 10 - Consolidating Duplicate Records

Objective

In this lesson you will learn how to consolidate duplicate people, addresses, shares, departments, clients and
document tracking status levels.

When records are duplicated, particularly people and addresses, this can make it difficult for you to keep
accurate and up to date records in your CAS software.

By the end of this lesson, you will be able to consolidate any duplicate entries in CAS.

Learning Tasks
Task 10.1 - Consolidating Duplicate Addressess

Consolidate duplicate entries of Level 1 250 Collins Street, Melbourne VIC 3000 in the CAS Address List.
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Task 10.1 - Consolidating Duplicate Addressess

Task 10.1 - Consolidating Duplicate Addressess

Objective
In this task you will learn how to consolidate duplicate addresses in CAS.

By the end of this task, you will be able to identify the entries to delete and the entries to keep in CAS.

Instructions

From the Ribbon Toolbar:

On the Administration tab, in the Consolidation group, click on Master List Consolidation
a4

Master List Master List Text
Consolidation PMaintenance

Select list entries to consolidate

Click Addresses

Step 1 : Consolidate Click ¥ Select next to the records that you wish to consolidate from (remove
From from the list). You are able to select multiple entries.

Step 2 : Consolidate To  glick ¥ Select to select the record to consolidate to (remain on the list)
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Task 10.1 - Consolidating Duplicate Addressess

Master List Consolidation

= E >

Select list entries to consolidate

IMPORTANT - If you are sharing databases with Simple Fund,

(® Addresses ' O People please ensure all users have logged out of Simple Fund

(") Shars/Unit Descriptions | hefore performing any consolidations. You will need to symc
() Departments () Status Levels Simple Funid with CAS after performing this operation.
{7 Holding/Public Companies Please refer to the Simple Fund | Master List Maintenance |

Help screen for further instructions.
Select the addresses to consolidate from and then select the address to consolidate to

Step 1. Conzolidate From Step 2: Conzolidate To

(@

4

Address
|:| 17250 COLLINS ST MELBOURNE WIC 3000

[] 99 BEDROCK ROAD ROCKBANK WVIC 3335

[] 85 LANE STREET SYDNEY NSW 1001 []/ 85 LANE STREET SYDNEY NSW 1004
[]/99 HAWTHORN ROAD BRIGHTON EAST WIC \

[] 98 HAWTHORN ROAD BRIGHTON EAST V|

LWL 1 250 COLLINS STREET MELBOURNE WVIC

|:|_ LEVEL 1 250 COLLINS STREET WMELBOURME L~ » LEVEL 1 250 COLLINS STREET MELBOURNE

.

[]/ 101 JONES STREET SMITHS GULLY WIC 3780

[] 12 DARWIN STREET DARWIN NT 0300 [/ 12 DARWIN STREET DARWIN NT 0300

[] 12 DARWIN STREET DARWIN STREET DARWIN [/ 12 DARWIN STREET DARWIN STREET DARWN
[]/185 HIGH STREET KEW WVIC 3101 [] 185 HIGH STREET KEW WVIC 3101

[ ] 23 BRISBANE STREET BRISBANE QLD 4000 [ 1/ 23 BRISBANE STREET BRISBANE QLD 4000

[] 34 HOBART STREET HOBART TAS 7000 []/ 34 HOBART STREET HOBART TAS 7000

[]/45 PLACE STREET ADELAIDE SA 5000 B [] 45 PLACE STREET ADELAIDE SA 5000 =
[]/56 RUNDLE PLACE CANBERRA ACT 2600 [] 56 RUNDLE PLACE CAMBERRA ACT 2600

[] 99 BEDROCK ROAD ROCKBANK WIC 3335

C

L TETITTE 7F S S HATATTHOTDR O ATy B H TR '_| SIME 2 808 SN2 HAWTHADK DMNAN RDCHTORK

Click E}é to consolidate the entries selected.

CAS will update the database and replace the first and the second item selected with the third item selected.

The first and the second item will then be deleted from the list.
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Task 10.1 - Consolidating Duplicate Addressess

Master List Consolidation b 4

@ 5 e

Select list entries to consolidate
IMPORTANT - If you are sharing databases with Simple Fund,

e please ensure all users have logged out of Simple Fund
% jé:?;nrts g gehzl:zumt Descriptions ht_!fure perfnrn_linu anmy cmsulidatim!s. *rm_: will nee_d to symc
O Departments O Status Levels Simple Fund with CAS after performing this operation.

) ) ) Please refer to the Simple Fund | Master List Maintenance |
O Holding/Public Companies Help screen for further instructions.

Select the addresses to consolidate from and then select the address to consolidate to

Step 1. Conzolidate From Step 2: Conzolidate To
Find | IENE] Find | IIEY]E
Addrezs Address &
’n YARRA STREET TOORAK VIC 3142 ’D 1YW ARRA STREET TOORAK WVIC 3142
[] 101 JONES STREET SMITHS GULLY IC 32780 (] 101 JONES STREET SMITHS GULLY WIC 3760
[] 12 DARWIN STREET DARWIN NT 0300 (] 12 DARWIN STREET DARWIN NT 0800
[] 12 DARWIN STREET DARWIN STREET DARWIN NT (] 12 DARWIN STREET DARWIN STREET DARWIN NT
[/ 165 HIGH STREET KEW WIC 3101 (]| 165 HIGH STREET KEW WVIC 3101
[] 23 BRISBANE STREET BRISBAME QLD 4000 [] 23 BRISBANE STREET BRISBAME QLD 4000
[] 34 HOBART STREET HOBART TAS 7000 [] 34 HOBART STREET HOBART TAS 7000
[] 45 PLACE STREET ADELAIDE SA 5000 [] 45 PLACE STREET ADELAIDE S& 5000
[]/ 55 RUNDLE PLACE CANBERRA ACT 2600 []/ 55 RUNDLE PLACE CANBERRA ACT 2600
[] &5 LAME STREET SYDMEY NSW 1001 [] 85 LANE STREET SYDNEY MSW 1001
[] 99 BEDROCK ROAD ROCKBANK VIC 3335 []/99 BEDROCK ROAD ROCKBANK VIC 3335
[] 99 HAWTHORN ROAD BRIGHTOM EAST WIC 3137 [/ 9% HAWTHORN ROAD BRIGHTOM EAST WIC 3187
] LEWEL 1 250 COLLINS STREET WELBOURNE WIC (]| LEWEL 1 250 COLLINS STREET MELBOURNE WIC
[] sumE2 &08-508 HAWTHORN ROAD BRIGHTON

‘_/—‘R THE CONSOQLIDATION PROCESS CANNOT BE REVERSED

End of Lesson 10. Proceed to Lesson 11.
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Lesson 11 - All Documents and Forms

Objective

In this lesson you will learn how to track and manage documents prepared through CAS using the All
Documents and Forms Screen.

By the end of this lesson, you will be able to:
e view all documents and forms prepared for your companies
e view all documents and forms received from ASIC

® add additional documents to CAS
¢ preview the additional documents added to CAS through the Document Management option

Overview

The All Documents and Forms screen allows users to view all saved documents, reports and forms for
each company in one location. Users are able to view documents and forms created by CAS, attach
externally sourced documents and documents sent by Portal and uploaded from an outside source such as
Dividend Statements.

This screen will also let you edit the information attached to existing documents.

From the Ribbon Toolbar:

On the Home tab, in the Company group, click Documents and Forms.

& A "i
& &) &
Company Documents fCompany  Prepare
Selection and Forms | InfOut Form
| ompany |

The top part of the screen lists all the companies on your CAS database.

You can then sort the funds by Department and Find by Company and Portal Clients

Department

You can filter the companies by selecting a department from the drop down list or you can select All.

Find by Company

You can type in the name of the company for which you want to view the documents.
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Lesson 11 - All Documents and Forms

Portal Client

Select the Portal Client ¥ check box to show the funds that are portal clients

The bottom part of the screen will show a list of the documents attached to the company selected in the top
section.

NOTE: All the Document Tracking documents will show in blue while the Document Management documents
will appear in black.

Show

Select the type of documents you wish to filter for:

e All

¢ Annual Returns/Reviews

e Forms

e Other Forms/Documents

Status

The status of forms will update automatically when lodging with ASIC.

Select the status you wish to filter for:

¢ Doc Processed

¢ Doc Received

¢ ASIC Received

e Sent for Sign

e Lodged
¢ Prepared

Learning tasks

In this final task, we will look at a validation report received from ASIC after a form 484B has been lodged
electronically and how to edit the status of a dividend statement prepared by CAS.

Task 11.1 - Viewing Document Tracking

Preview the validation report received from ASIC for a lodgement of a form 484B for BGL CAS Pty Ltd.

Task 11.2 - Updating Document Management

This task requires you to update the status level for the dividend statement prepared by CAS.
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Task 11.1 - Viewing Document Tracking

Task 11.1 - Viewing Document Tracking

Objective

In this task you will learn how to preview the validation report received from ASIC for a lodgement of a form
484B for BGL CAS Pty Ltd.

By the end of this task, you will be able to preview reports and documents received from ASIC.

Instructions
From the Ribbon Toolbar:

On the Home tab, in the Company group, click Documents and Forms.

Company Documents
Selection and Forms

4 &

ompany  Prepare
InfOut Form

ompany |

CAS will display a list of companies.

Highlight Zippy Pty Ltd

CAS will now display a list of all documents prepared by CAS and saved documents for this company.

Highlight The Form 484B Change to Company Details-Officers

Click # 10 access the Document Status Add/Edit screen.
The Document Details tab will display the PDF copy of the form that was lodged.

The Status Level will also display LODGED as the form was lodged electronically in CAS.

';; -V" CAS AVTOMATICALLY UPDATES THE STATUS OF A FORM TO LODGED IF
- THE FORM IS LODGED ELECTRONICALLY THROUGH CAS
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Document Status Add/Edit

Task 11.1 - Viewing Document Tracking

@l X |8z ¢ el 55 @
Company Gl ZPPY FTY LTD
Document’year gl @ E 4848 CHANGE TO COMPANY DETAILS - OFFICERS

Document Details | Payment Details I Lodgement Details l
Document Date 28072000 | |

Status Level G| LODGED

Mote

Status Level Date sorzoe  ||iE=

ASIC DOCIMAGE No |UE9WU§9T

ASIC Lodgement Fee

Aftached Documentzs 1. %' T108072816531 E.F‘DF'
£

3.
Additional Document @ = X

I

User

ASIC Account Balance
4. (@
5. |
&. |

Click Lodgement Details tab

This tab will display the validation report as well as the transmission report received from ASIC.
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Task 11.1 - Viewing Document Tracking

Click = to preview the validation report for for the form 484B.

Document Status Add/Edit
@H | (X [8l&a ¥ e 55 | @

Company G| ZIPPY PTY LTD
gl @ E 4848 CHANGE TO COMPANY DETAILS - OFFICERS

Document™ear

|. Document Details | Payment Details [ Lndga'na't[)atdﬁ]

Transmission Report  TRAN_001.99 @ =
‘Validation Report VALD_001.99 gl ﬁ
Inweoice

CAS Trace No 21 M =

Click Save and then ﬂExit.

End of Task 11.1. Proceed to Task 11.2.
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Task 11.2 - Updating Document Management

Task 11.2 - Updating Document Management

Objective

In this task you will learn how to update the status level for the dividend statement prepared by CAS from
Not Selected to Prepared for Client.

By the end of this task, you will be able to:

¢ preview additional documents attached to a company via Document Management
e update the status of documents and forms prepared in CAS

Instructions
From the Ribbon Toolbar:

On the Home tab, in the Company group, click Documents and Forms.

Company Documents
Selection and Forms

4 &

ompany  Prepare
InfOut Form

CAS will display a list of companies.

Highlight Dwarf of Nottingham Pty Ltd

CAS will now display a list of all documents prepared by CAS and saved documents for this company.
Highlight The Dividend Statements and Other Documents

Click # 10 access the Document Management Add/Edit screen.
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Task 11.2 - Updating Document Management

Company/Perzon Mame
Document Date
Document Name
Status Level

Status Level Date

Document Detailz

Decument Filename

Cempletion Date

Status Level

Click

EH X |2 a e

DWARF OF NOTTINGHAN PTY LTD

2e072008 || Key/Due Date [11/0872009 | |[&]

|EII‘-.-‘IEIENEI STATEMENTS AND OTHER DOCUMENTS |

|Gl NOT SELECTED

07/04/2010 =

Dedaration of Final Dividend

= |

| /|@ cicaSwINSYSPDRT1080728171430.POF

Click @l to access the Status Level Search screen

D to add a new status

Enter the following status :

Status Code
Description
Status Level
Click

Click

Key/Due Date
Document Details

Completion Date

PC

Prep for Client

¥ Post Lodged

Save

v Select

Input 2 weeks from Document Date
Input Declaration of Final Dividend

Input 2 weeks from Document Date
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Task 11.2 - Updating Document Management

Click Save

The new status will now be added to the All Documents and Forms screen.

@Al | X v a e

Company/Perzon Mame  DWARF OF NOTTINGHAN FTY LTD

Document Date & Key/Due Date | 11/08/2009
Document Mame |DF~.-’IDEND STATEMENTS AND OTHER DOCUMENTS |
Status Level PREP FOR CLIENT

Status Level Date

Document Details Dedaration of Final Dividend

Document Filename = x gl CACASWINSY SPDRT1080728171430.PDF

Completion Date x
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Task 11.2 - Updating Document Management

Documents and Forms p 4

@ & e

Department |AII o | | Company Status | Al w | il gl Companies: &

Company Mame Jurizdiction Department ACH 5

ABC HOLDING COMPANY LIMITED Australia 054 355 243

BGL CAS PTY LTD Ausztralia 551 433 802

FRANK MATICH PTY" LTD Australia 000 454 819 T

JEBEDIAH SPRINGFIELD PTY LTD Australia 550 637 173 -

ZIPPY PTY LTD Australia 050 000 434

udl

)| >
Show | Al v | Status | Al v Documents: 4

Date Form ear Description Status Status Date Trace =

1B.I'|]'5.f2|:|'|]'? 4844 CHANGE TO COMPANY DETAILS SENT TQ CLIENT | 18/05/2007 3

1Bf|]'5.f2|:|'|]'? CHANGE TO COMPANY DETAILS|SENT TO CLIEENT | 18/05/2007 4
m-- DIVIDEND STATEMENTS AND OT|PREP FOR CLIENT |28/07/2009

DB.I'EMI‘ZM ] CHANGE TO COMPANY DETAILS|SENT TO CLIENT | 06/04/2010 33

NOTE:

Dividend statements will only be saved in Document Management if the following options are selected in
Defaults:

Vv Save Div/Dist Statements in Document Management
¥V Save Freeform Decuments in Decument Management
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Defaults

@Hd e

Data Input | Integrationflurisdidion | Documents/Letters

Task 11.2 - Updating Document Management

Annual Review | Document Tracking | Tasks/Help | Debtors Export

IDncumentDptinnsl Document Options2 | Letter/Invoice Options | Invoice Options

V

LU L L I L SN iRE i S

oo

LU L SR iR I R )

Prepare electronic documents

Prepare electronic MEAL, for LK Incorporations
Print company reference on registers

Print date and place of incorporation on registers
Print separate officers register for each position
Print officers register in date arder

Prirt one memberiunitholder register per page
Include Register of Officers for member tranzactions
Print journals with members documents

Exclude pending transactions from registersjournals
Print Officers Conzent to Act

Print =hare cerificates

Print unit cerificates

Print members statements

Print "Beneficial Cwener” on share transfer

Print trace numbers on cedificatestranzfers
Print incorporation date on certificates

Cwerride memberfunithalder zero balance
Inciude "Chairperzon Appointment” in minutes
Include "Meeting Attendee" in minutes

Inciude "Previous Meesting” in minutes

Include "Beneficial Chwener" in minutesiesolutions
Date documents in document processes

Print page numbers on minutesiresolutions

Print =igning lines on minutes

Round number of shares on form previes

Usze Chinese text on minutesiresalutions

¥ Include Company Mo on minutesresolutions
Prepare sttendance list for members meetings
Drate Meeting Motice meeting date

Ignore Seal Entries date

Create PDF file for company forms

Print attendee details on reports

Company record update warning

Dizplay documert email screen

Print company report with documents

W Print texdt in proper caze

Include commas in addresses

Showy par value for shares

Showy par value for units

Print "Agentiresenter detsils" on forms
Default "Local Agent” as form signatory

Prirt reference on Dividend Statements

Print document summary for Singapore forms

¥ Save DiviDist Statements in Documert Management
¥ Save Freeform Documents in Document Management'

Save Company Reports in Document Management

Save Company Registers in Document Management
Display option screen when exporting reports to vord
Dizplay warning message when leaving & wWizard screen
Only allowy supervizors to clear User Log

Print embedded code text in proper case

Print Cptionholder register

o Q] Y g

<

<

LU SIRL it L S

End of Lesson 11. Proceed to Lesson 12.
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Lesson 12 - Task Management

Objective

In this lesson you will learn how to use the CAS Task Manager.
By the end of this task, you will be able to:

e gctivate Task Management

e add a new Task

® generate tasks based on a key date

e prepare Task Management reports
e complete or delete a task

Overview

CAS provides a task manager so users can plan their work schedules. CAS will automatically record the
preparation of most documents but it can also be used to record any other tasks. CAS can remind you of any
tasks due within a specified number of days each time you start CAS.

This feature is only available in full CAS.

Tasks
Task 12.1 - Activating Task Management

Activate the Task Management to include documents prepared through CAS and to give a warning of tasks
due at startup.

Task 12.2 - Adding a Task

Entry Date Today's date

Entry Details Annual Review Payment Due (Date - 28 Days from Today) Follow up with Client.
Due Date 28 days from Today

User Supervisor

Task 12.3 - Generate Tasks Based on a Key Date

Generate entries in the Task Management based on the Annual Review date.

Task 12.4 - Preparing Task Management Reports

Prepare reports to display incomplete tasks
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Lesson 12 - Task Management

Task 12.5 - Completing or Deleting Tasks

Complete the Task added in Task 12.2 by adding a Completed Date.
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Task 12.1 - Activating Task Management

Task 12.1 - Activating Task Management

Objective

In this task you will learn how to activate the Task Management to include documents prepared through
CAS.

By the end of this task, you will be able to:

¢ activate task management from the Defaults screen
e set up a number of days warning prior to any due date of a task

Instructions
From the Ribbon Toolbar:
On the Administration tab, in the Setup group, click Defaults.

Agent /

A .
Q greetij;ter (1] Firm Details
Defaults & User Set Up
[ Setup J
Click I Tasks/Help
Use Task Management? ¥ Click this box to automatically add tasks when documents are
prepared through CAS.
No of future days tasks to show Input the default number of days warning prior to due date
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Defaults

EEH | e

Task 12.1 - Activating Task Management

| Data Input | IntegrationfJuris didion | Documents/Letters | Annual Review | Document Tracking [Taiksfﬂdp] Debtors Bxport

Task Management Defaults
Uze the Task Management 7

Mo of future days tasks to show

Help Defaults
Showe bubble help hints 7

CAS System Options

Only notify supervisors of updates 7
Software update notifications 7
Enable BGL Direct Messages 7

BGL Direct check interval

Connect uzing a proxy server ?
Proxy Server
Proxy U=sername

Proxy Passward

End of Task 12.1. Proceed to Task 12.2.

: minutes

|192.1 8013128

Avtodetect
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Task 12.2 - Adding a Task

Task 12.2 - Adding a Task

Objective

In this task you will learn how to add your own tasks.

By the end of this task, you will be able to add a new task with details of the task, due date and if necessary
any supporting documents for the task.

Instructions
From the Ribbon Toolbar:

On the Home tab, in the Documents group, click Task Management.

£3 Document Tracking

_ﬁj Document Management

£ Task Management !

Company/Person  Click the first 3! Search to list Companies. Highlight BGL Nominees Training Pty Ltd
and click ¥ Select.

Task Date Leave this as Today's Date.

Task Details Input Annual Review Payment Due (Date — 28 Days from Today) Follow
up with Client.

Due Date Click the [l Calendarto select a date 28 days from Today.

User Leave this as the user you are logged in as.
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Task 12.2 - Adding a Task

@l v

Company/Perzon g g BEL MOMMEES TRAIMIMG PTY LTD

Task Date MM 22015 = || [

Tazk Detail= Annual Reviesws Payment Due (Date - 25 Days from Today) Fallow

up weith Client.

Due Date 0501 /2016 |

Faor Users Q Selected: T1

Document Filename [ x @l

Trace Mo

Date Campleted 4 &

TO VIEW TASK MANAGEMENT AT STARTUP, SELECT TASK
MANAGEMENT WHEN LOGIN INTO CAS:
CAS Login

Select uzer

SUPERCAS A
SUPERVISOR B

Ti0
T11
T2 —
T2
T3
TE £

Paz=waord

Connect to ASIC Mailbox

Start in...

| Task Management

« 0K | [l Exit

End of Task 12.2. Proceed to Task 12.3.
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Task 12.3 - Generate Tasks Based on a Key Date

Task 12.3 - Generate Tasks Based on a Key Date

Objective
In this task you will learn how to generate entries in Task Management based on a particular key date.

By the end of this task, you will be able to generate tasks in Task Management based on the Annual Review
dates of all your companies.

Instructions
From the Ribbon Toolbar:

On the Home tab, in the Documents group, click Task Management.

A’\\"; Document Tracking

_ﬁj Document Management

£ Task Management !

lick
Clic =) Generate Tasks

Task Type Leave this as Companies

Task Period :  Input 01/01/2015
Start

Task Period :  Input 31/12/2015

End

Task Date Leave this as Today's Date

Task Details Input Annual Statement Fee and Solvency Declaration due
User Leave this as your Username

Key Date Type Select Annual Review Date. Other options are date of change of business, registered or
postal address, person's date of birth, incorporation date or a fixed date.

Current Year? Leave this ¥

Days after Key Input =7
Date

CAS will display a reminder 7 days before the Annual Review Date.
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Task 12.3 - Generate Tasks Based on a Key Date

Click &P select Companies

Company Selection
v @< | &l e

Company Status |AII b | Departmernts Q All
Jurisdiction i v | Find |
Company Mame s Mumber Status Jurizdiction Departmernt
(3 M| 201 COMPARY FTY LTD Trading Australia HL
A B C HOLDIMNGS LIMITED GOE227 Trading Mewy Zealand MZCO
ABC MOMIMEES PTY LTD 111111 114 Trading Australia HL
BGL CASPTY LTD 551 433 502 Trading Australia HL
BGL MOMINEES TRAIMIMG PTY LTD 550593 336 Trading Australia CT
BGL MOMIMEES TRAIMIMG PTY LTD 550 593 336 Trading Australia cT
BGL TRAMMG COMPARY PTY LTD 551 385 946 Super Trustee Australia CT
CAS TRAIMMEG COMPARNY PTY LTD 111111 114 Trustee Australia HL
CWARF OF MOTTINGHAM PTY LTD 250 512 402 Trustes Australia HL
FRAMNK MATICH PTY LTD oo 454 9149 Incomplete Australia
Click 3 to select ALL companies on your list.
Click ' Select
il-“li=
This aption will generate tasks for companies or people based on a key date for
the period selected.
Tazk Type Companies ) People
Tazk Period : Start 010772015 E| End 307015 =
Task Date 1A 22015 =
Tazk Detailz Annual Statement Fee and Solvency Declaration due -
Far Uzers g Selected: T1
Key Date Type [Annual Reviewy Date w | Current Year? W
Key Date i =
Days after Key Date T
E @S:EIectgompanies ; ‘Eslsd People
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Task 12.3 - Generate Tasks Based on a Key Date

Click =

The following message will appear

\

( Confirm | 23

.-f"_"\-.l Create tasks ?

Click Yes.

CAS has now generated entries in the Task Management for each company selected, 7 days prior to the
Annual Review Date for the current year. Annual Review dates are recorded in the Company Details screen.

To check these tasks have been generated, prepare a Task Management Report in Task 12.4.

End of Task 12.3. Proceed to Task 12.4.
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Task 12.4 - Preparing a Task Management Report

Task 12.4 - Preparing a Task Management Report

Objective

In this task you will learn how to prepare task management reports.

By the end of this task, you will be able to prepare reports showing incomplete tasks. tasks for a particular

user and all pending tasks.

Instructions
To view incomplete tasks to screen:

From the Ribbon Toolbar:

On the Home tab, in the Documents group, click Task Management.

£3 Document Tracking

_ﬁj Document Management

£ Task Management !

User Select ALL
Click ¥ Show all tasks for this user.
Click ¥ Show incomplete tasks only.
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Task Management

@ 02X & @8+ aX | @ e
m m December 2015 D m
sun | won | Tue [wed | Thu | Fri | Sat || Fing Q@
1 2 3 4 a
FY
n 7 & q 10 “ 13 Company/FPersan For Users Completed
13 14 15 16 17 15 19
0 | 21 | 22 | 23 |24 | 25 | (] Bl CAS PTY LTD T
& | & | 28| a0 H [ BGL cas PTY LTD T1
|:| BGL CAS PTY LTD T
Lizer IA'-'- *] [ BGL cas PTY LTD T1
Display next 28 days tasks for this user 7 I:l Bl CAS PTY LTD T
Showe all tasks for this user 7 o
Showy incomplete tasks anly 7 7 [ Bl cAS PTY LTD T
0w Users who added each task [ BaL cas PTY LTD T
Task Details |:| BGL CAS PTY LTD T
FORM STRA SHARE TRAMSFER PREFARED |:| BGL CAS PTY LTD T1
|:| BGL CAS PTY LTD T

Task 12.4 - Preparing a Task Management Report

To generate a report of incomplete tasks:

Click = Print

Report Order Select Task Date.

Report Type Select Incomplete tasks.

User name Select Your Username.

Date Range From Input 01/01/2015.
End Input 31/12/2015.
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Other Reports
@ 2% @2 l|e
Report Details
Report [Task Maragement Report v]

Repart Type [AII tazks

Repaort Crder [Task Date

For U=er [T1

Date Range  From 01012015 (&

Select Companies/People
Find
Department ol

Company/Person
S PTY LTD

To FA22015

Department

v | BGL MOMMEES TRAIMIMG PTY LTD CT

W | BGL TRAIMIMNG COMPARNY PTY LTD HL

v | DWARF OF MOTTIMNGHAM PTY LTD HL

v | FRAMK MATICH PTY LTD P

v | JEBEDIAH SPRINGFIELD PTY LTD R&72

v | TEST MOM PROFIT PTY. LTD. CT

v | ZIPPY PTY LTD P
Click
Click & Exit

Task 12.4 - Preparing a Task Management Report

= preview. To close the preview, click at the top of the preview screen.

Note: Overdue tasks will display in Red in Task Management screen.

Tasks will appear in RED if Key Date or Due Date has passed and a Date Completed has not been

entered.
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Task Management

Task 12.4 - Preparing a Task Management Report

@ O |3 B+ aX | @ e

m m December 2015 B
sun | mon | Tue [wied | Thu | Fri | sat |
1 234 |s
HEAEREREE  RE
13 | 14 | 15 |16 | 17 | 18 | 13
0 | 71 | 2 23| 24 25|
27 | 28 | 2 | a0 |

User |aLL v]
Display next 28 days tasks for this user 7

Shiaovwy all tasks far this user ¥ W
Showy incomplete tasks only 7 v

Showy wsers who added each task 7

Task Detailz
FORM STRA SHARE TRANSFER PREPARED

End of Task 12.4. Proceed to Task 12.5.

Find e |{a=]

CompanyPerson For U=sers

[C] BGL CAS PTY LTD ™
[ Bl cas PTY LTD ™
[ Bl cas PTY LTD ™
[Cl|BeL cas PTY LTD ™

[[BeL cas pTy LTD

BGL CAS PTY LTD
[C]|BcL cas PTY LTD T1
[[BsL cas pry LTD
BGL CAS PTY LTD

[ BGL cas PTY LTD T

Completed

N
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Task 12.5 - Completing a Task

Task 12.5 - Completing a Task

Objective
In this task you will learn how to complete a task.

By the end of this task, you will be able to complete the tasks by deleting it from the system or by adding a
completed date.

Instructions

From the Ribbon Toolbar:

On the Home tab, in the Documents group, click Task Management.

£3 Document Tracking

_ﬁj Document Management
£ Task Management !

Note: Tasks for company forms and documents will automatically be recorded as completed when these
documents are lodged electronically and the validation report has been received.

If you know the due date of the task to be completed.

Highlight the due date on the Calendar. Tasks due on this date will display under Tasks. Double-click the
task for BGL Nominees with the details "Annual Review Payment Due (Date - 28 Days from Today)

Follow up with Client".

Date Completed Select a date 28 days from now.
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& L4
Company/Perzon

Tazk Date

Tazk Detail=

Due Date
For Users

Document Filename

Trace Mo

Date Completed

Al Gl BGLMOMINEES TRAINING PTY LTD
111202015 = || [

Annual Review Payment Due (Date - 25 Days from Today) Follow
up wvith Client.

03/01/2015 =

Gl Selected: T1

= =]

oamtizme G K

Click

Save

If you do not know the due date of the task to be completed.

Click

Click

+ Show all tasks for this user.

¥ Show incomplete tasks only.

Task 12.5 - Completing a Task

All incomplete tasks for this user will display. Double-click the task for BGL Nominees with the details
"Annual Review Payment Due (Date - 28 Days from Today) Follow up with Client ".

Date Completed

Click

End of Lesson 12.

Select Today's Date.

Save
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Exercise - Quiz

Objective

Below are some scenarios that you may encounter in CAS. Explain what you would do in each situation.
Scenarios

1. You have printed/pdf a form 484 for member changes. However, when you go to review the pdf in

Document Tracking | Data Input , the pdf file does not appear in Attached Documents. Explain why this
might happen.

2. John has been created as a new user in CAS and he is trying to print/pdf a form however, he receives the
error "An agent/presenter has not been selected".

e An agent/presenter has been set up in Electronic Lodgement.
¢ No other users are getting this error

Why might John be encountering this problem?

4. You have printed a 484 for ABC Company and sent it to the client to be signed however, the client has lost
the form and they have requested a reprint of the same form with the same trace number. How would you
perform this request in CAS?

5. How would you create a combined meeting minute/resolution for changes to officers, members and
address?
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Quiz Answers

1. You have printed/pdf a form 484 for member changes. However, when you go to review the pdf in
Document Tracking | Data Input, the pdf file does not appear in Attached Documents. Explain why
this might happen.

In Defaults | Document/Letters | Document Options 1, Create PDF file for company forms is left
unticked.

¥ Prepare electronic documents ¥ Include Company Mo on minutesfresolutions
Prepare electronic MEAA for LK Incorparations ¥ Prepare attendance lizt for members mestings
7
J

¥ Print company reference on registers Date Meeting Motice meeting date

W Print date and place of incorporation on registers Ignote Seal Entries date

' Print zeparate officers register for each postion Create PDF file for company forms

W Print officers register in date order m

¥ Print one memberiunitholder register per page Company record update warning

¥ Include Redister of Officers for member transactions Display documert email screen
Prirt journals with members documents Print company report with documents

¥ Exclude pending transactions from registersjournals ¥ Print text in proper casze

o Print Officers Consent to Act ¥ Include commas in addresses

¥ Print share cettificates Showy par value for shares

W Print unit cerificates Showy par walue for units

¥ Print members statements ¥ Prirt "Agentipresenter detailz" on forms
Prirt "Beneficial Owener" on share transfer ¥ Default "Local Agent” as form sianatory

¥ Prirt trace numbers on cedificatestransters ¥ Print reference on Dividend Statements

¥ Print incorporation date on cerificates Print document summary for Singapore forms
Cwetride memberiunitholder zero bhalance Print =igning lines on Singapore document summaries

¥ Include "Chairperzon Appointment” in minutes ¥ Print amount per zhare on Singapore document summaries

¥ Include "Meeting Attendee" in minutes ¥ Save DiviDist Statements in Document Management

¥ Include "Previous Meeting” in minutes ¥ Save Freeform Documents in Document bManagement

¥ Include "Beneficial Cwener” in minutesresolutions Save ¥BRL Accounts in Document Management

¥ Date documents in documert processes ¥ Save Company Reports in Document Management

¥ Print page numbers on minutesiresolutions V¥ Save Company Registers in Document Manaogement

' Print =igning lines on minutes ¥ Display option screen when exporting reports o Word

¥ Round number of shares on farm preview: ¥ Dizplay warning message when leaving a Wizard screen
Uze Chinese text on minutesfesolutions W Only allovy superyvisors to clear User Log

¥ Print Optionholder register ¥ Print embedded code texdt in proper case

¥ Print footer on text documents

This check box should be ticked for pdf files to be created for company forms.
2. John has been created as a new user in CAS and he is trying to print/PDF a form however, he
receives the error "An agent/presenter has not been selected".

e An agent/presenter has been set up in Electronic Lodgement.
e No other users are getting this error

Why might John be encountering this problem?

The agent presenter needs to be linked in user set setup for John's user name.
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Quiz Answers

User Details
User Mame JOHR

Pas=sword

Retype Pazsword

AgentPrezenter BGL CORPORATE SOLUTIONS PTY LTD [1234] w b
User ACcess

U=zer Type ¥ Supervizor

Cither user CASUserAccess

If Agent presenter appears blank, then the above error will appear.

3. Explain the difference between the Form 361 and 362.

The 361 can be used to cease multiple companies that you act as agent for on the one form and this can be
signed by the agent

The 362 can be used to cease and add a single company on one form. This form must be signed by a

signatory.

4. You have printed a 484 for ABC Company and sent it to the client to be signed however, the client
has lost the form and they have requested a reprint of the same form with the same trace number.
How would you perform this request in CAS?

The form can be reprinted from Document Tracking | Data Input: provided that you have select to create
PDF files for company forms.
5. How would you create a combined meeting minute/resolution for changes to officers, members

and address?

Refer to Lesson 3 for detailed instructions.

161 © BGL Corporate Solutions Pty Ltd


http://wiki.bglcorp.com.au/File:Quizans2.gif
http://wiki.bglcorp.com.au/TM:CAS_Advanced_1/Lesson_3_-_Combining_Changes_to_Officers,_Members_and_Company_Addresses

Appendix A - Electronic Data Download Documents

CAS Database Comparison Report

BEGLCASPTYLTD

CAS DATABASE COMPARISON REPORT AT 27/07/2009

CAS Database

ASIC Database

Company Details
Company Mame
ACMIARBM

Type

Class

Super Fund Trustee
Man Profit

Home Linit

Listed

Sec 383 Licence
Incorp Date

Review Date
Corporate Key

Addresses
Registered Office

Reg Off Date
Business Address

Bus Off Date

Officers

Marme
Address
Birth Date
Birth Place
Fosition
Status

BGL CAS PTY LTD
551433 802
PROFRIETARY
LIMITED BY SHARES
MO

MO

MO

MO

MO

2310712009
2310712010

SUITE 2, 606-608 HAWTHORN ROAD,

BRIGHTOM EAST, VIC, 3187
2310712009

SUITE 2, 606-608 HAWTHORN ROAD,

BRIGHTOM EAST, VIC, 3187
2310712009

BROWN, JOHM DAVID

101 JOMES STREET, SMITHS GLLLY, VIC, 3760

15/08M1950
MELBOURME, VIC
DIRECTOR

APPOINTED 23/07/2009

BGL CAS PTY LTD
551 433 802
PROFPRIETARY
LIMITED BY SHARES
MO

MO

MO

MO

MO

2310712009
2310712010

SUITE 2, 606-608 HAWTHORN ROAD,
BRIGHTOM EAST, VIC, 3187
2310712009

SUITE 2, 606-608 HAWTHORM ROAD,
BRIGHTOM EAST, VIC, 3187
2310712009

BROWM, JOHM DAVID

101 JOMES STREET, SMITHS GLULLY, VIC, 3760

15/08M1950
MELBOURNME, VIC
DIRECTOR

AFPOINTED 23/07/2009
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Mame
Address
Birth Date
Birth Place
Fosition
Status

Members
Mame
Address
Share Class
Share Type
Mumber (Beneficially)

Mame
Address
Share Class
Zhare Type
Mumber (Beneficially)

Marme
Address
Share Class
Share Type
Mumber (Beneficially)

Mame
Address

Share Class
Share Type
Mumber (Mon Beneficially)

Total Issued Shares
Share Class

Share Type

Total Mumber lssued

BROWN, MARGARET AMME

101 JOMES STREET, SMITHS GLLLY, VIC, 3760
02/071958

LOMDOMN, UNITED KINGDOM

DIRECTOR

APPOIMTED 23/07/2009

BROWMN, JOHN DAVID

101 JOMES STREET, SMITHS GULLY, VIC, 3760
ORD

ORDIMNARY SHARES

100

BROWM, MARGARET AMME

101 JOMES STREET, SMITHS GLULLY, VIC, 3760
ORD

ORDIMNARY SHARES

100

Details not in CAS database

Details not in CAS database

ORD
ORDINARY SHARES
200

Data Download Report

Appendix A - Electronic Data Download Documents

BROWN, MARGARET AMME

101 JONES STREET, SMITHS GLULLY, VIC, 3760
021071958

LOMDOM, UNMITED KINGDOM

DIRECTOR

APPOIMTED 23/07/2009

BROWHN, JOHN DAVID

101 JONES STREET, SMITHS GULLY, VIC, 3760
ORD

ORDIMNARY SHARES

100

BROWM, MARGARET AMME

101 JONES STREET, SMITHS GLULLY, VIC, 3760
ORD

ORDIMNARY SHARES
50

GREEN FAMILY PTY LTD

165 HIGH STREET, KEW, VIC, 3101
ORD

ORDINARY SHARES

100

JEBEDIAH SPRINGFIELD PTY LTD

SUITE 2, 606-608 HAWTHORN ROAD,
BRIGHTON EAST, VIC, 3187

ORD

ORDINARY SHARES
50

ORD
ORDINARY SHARES
300

This file can be viewed from the CAS Explorer, under Lodgement\Reports.
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Appendix A - Electronic Data Download Documents

BGL CORPORATE SOLUTIONS

AT 27/07/2009

EDGE Filename
Campany Mame
ACHN

Type

Class

Sub Class
Review Date
PrevYear End
Status

Incorp Date
Incorp State
Reagistered Office
Date

Business Office
Date

Officer

Officer

Issued Capital
Share Class
Share Description
Mumberlssued
Amount payable per share
Amoaount paid pershare
lssued Options

Member

CACASWINELSUM\DATA_001.339
BGL CAS PTY LTD

551 433 802

FROFRIETARY

LIMITED BY SHARES

FROP

2310712010

REGISTERED
230712009

SUITE 2 606-608 HAWTHORMN ROAD BRIGHTOM EAST VIC 3187
2310712009
SUITE 2 606-608 HAWTHORMN ROAD BRIGHTOM EAST VIC 3187
2310712009
BROWM, JOHM DAVID

101 JOMES STREET SMITHS GULLY VIC 3760

Born 15/08/1950 at MELBOURME, VIC

DIR App 23/07/2009
BROWM, MARGARET AMME

101 JOMES STREET SMITHS GULLY VIC 3760

Born 02/07/1958 at LONDON, UNITED KINGDOM

DIR App 23/07/2009

ORD

ORDINARY SHARES

300

51.00

51.00

0

100 ORD SHARES FULLY PAID
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lssued Capital
Share Class ORD
Share Description ORDINARY SHARES
Mumber lssued 200
Amount payahle per share §1.00
Amount paid per share 51.00
lssued Options 0

Member

Member

Member

Member

Documents

Documents

100 ORD SHARES FULLY PAID
BROWN, JOHM DAVID

101 JOMES STREET SMITHS GULLY VIC 3760
100 ORD SHARES FULLY PAID
GREEM FAMILY PTY LTD

002 548 322

165 HIGH STREET KEW VIC 3101
50 ORD SHARES FULLY PAID
BROWMN, MARGARET AMME

101 JOMES STREET SMITHS GULLY VIC 3760
50 ORD SHARES FULLY PAID - MOMN BEMEFICIALLY OWHE
JEBEDIAH SFRINGFIELD PTY LTD

550 B3¥ 173

SUITE 2 606-608 HAWTHORN ROAD BRIGHTOM EAST VIC 3187
Form 201 APPLICATIOM FOR REGISTRAT
Form Date 23/07/2009
Date Lodged 23/07/2008
DOCIMAGE Mo DES070805
Form 201 APPLICATIOM FOR REGISTRAT
Form Date 23/07/2009
Date Lodged 23/07/2008
DOCIMAGE Mo DES070805

Invaice Details APROPRIETARY COMPANY
Amaunt $0.00
Documents Form 484 CHAMGE TO COMPANY DETAILS

Invoice Details

Form Date 23/07/2009

Date Lodged 23/07/2009
DOCIMAGE Mo OES070908
CHAMGES TO SHARE STRUCTURE

Amount 50.00

Invoice Details MOTIFICATION OF SHARE ISSUE
Amount $0.00

Invoice Details CHAMGES TO (MEMBERS) SHARE HOLDINGS
Amount 50.00

Documents Form 484 CHAMNGE TO COMPANY DETAILS

Invoice Details

Form Date 23/07/2009

Date Lodged 23/07/2009
DOCIMAGE Mo 0E9070913
CHAMGES TO SHARE STRUCTURE

Amount $0.00
Invoice Details CHAMGES TO (MEMBERS) SHARE HOLDIMNGS
Amount £0.00
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Appendix B - Sample ASIC Requisition

Below is a sample request from ASIC to clarify information previously lodged by lodging a Notification of
Supplementary Information Form 902. These can be received on paper, but are more commonly being
received electronically during lodgements, and are received as a RC05 ASIC Requisition.

The Form 484B was lodged with ASIC, and ASIC found the date of birth of the Director Andy Duran did not
match their records. The letter below has been sent to the lodging agent, requesting supplementary
information to clarify the correct date of birth. These requisitions are commonly received electronically after

connecting to EDGE.

14-22 Grey Street, Traralgon
PO Box 4000

Gippsland Mail Centre VIC 3841

Customer Enquiries (03) 5177 3988

Facsimile (03) 5177 3999

ASIC Homepage: www.asic.gov.au

BGL CORPORATE SOLUTIONS
SUITE 2
606-608 HAWTHORN ROAD

BRIGHTON EAST VIC 3187

16 December 2006

Dear Sir/Madam,

ZIPPY PTY LTD

ACN 050 000 434

FORM 484B - CHANGE TO COMPANY DETAILS - OFFICERS

Document number 0E9041339 was submitted electronically to the Australian Securities and Investments

Commission (ASIC) by you on behalf of the above company on 15 November 2006. We have found that the

following items are inconsistent with the company records held by ASIC.

The following discrepancies have been noted in the date of birth of a director.

© BGL Corporate Solutions Pty Ltd
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ASIC : Director Andy Duran, born 04/04/1970 in MELBOURNE, VIC, address SUITE 2, 606-608
HAWTHORN ROAD, BRIGHTON EAST, VIC, 3187

EDGE : Director Andy Duran, born 04/04/1972 in MELBOURNE, VIC, address SUITE 2, 606-608
HAWTHORN ROAD, BRIGHTON EAST, VIC, 3187

If the advice given by the electronic document or a previously lodged document is to be amended, please
lodge a Form 902 Notification of Corrections within 28 days. Your prompt action will help us to provide an
accurate and up to date corporate data base.

If you believe that the electronic document is correct, or if you need any assistance to comply with this
request, please do not hesitate to phone me on (03) 5177 3988.

Yours faithfully,

Joanne Bloggs

Customer Service Officer
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Appendix C - BGL Corporate Tree

Objective

In this lesson you will learn how to create corporate trees using BGL Corporate Tree.

By the end of this lesson, you will be able to:
e record holding company details for companies in your CAS database

e generate a corporate tree in CAS
e modify a corporate tree in CAS

Learning Tasks

Corporate trees can be created ad-hoc or can be automatically generated from your existing CAS database
where holding company information is recorded through Client Data. This lesson will use both methods.

Record Holding Company Details

Holding Company Name ABC HOLDING COMPANY LIMITED.

ACN 054 355 243

Registration Date 01/01/1991

Subsidiary 1

Company Name BGL CAS Pty Ltd
Percentage held 100%

Subsidiary 2

Company Name Jebediah Sprintfield Pty Ltd
ACN 550637 173

Registration Date 22/06/2000

Percentage held 51%

Requires you to generate a Corporate Tree from your CAS database

Generate a corporate tree by selecting the holding company ABC Holding Company Limited.

Requires you to modify a Corporate Tree

Modify the corporate tree to add colours, shapes. Add "Sister Company Pty Ltd" and "The BGL Discretionary
Trust" as additional nodes in your corporate tree.
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Recording Holding Company Details

Recording Holding Company Details

Objective

In this task you will learn how to record holding company information used to generate a Corporate Tree.

By the end of this task, you will be able to record holding company details into each company in your

CAS database.

Instructions

Step 1 - Add the company information to be included in the tree to your CAS database.

From the Ribbon Toolbar:

On the Home tab, in the Company group, click Company Selection.

=

I 4 G

Company fDocuments Company  Prepare
Selection Band Forms  InfOut Form

Company Name  Input ABC HOLDING COMPANY LIMITED.

ACN Input 054 355 243

Registration Date  Input 01/01/1991

&

Jurizdiction | Australia 3
Company Mame |AE|C- HOLDING COMPANY LIMITED
Chineze Company

Name |

ACN or ARBN 054 355 243 | 4

Registration Date 00171581 =)

Portal Client ?

169
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Recording Holding Company Details

Repeat the above steps to add the following company to your companies list.

Company Name JEBEDIAH SPRINGFIELD PTY LTD
ACN 550 637 173
Registration Date 22/06/2000
&
Jurizdiction | Australia T
Company Name |JEEIEIIIlAH SPRINGFIELD PTY LTD |
Chineze Company
Narme | |
ACN or ARBN 550 637 173 | ) 4
Registration Date E
Portal Client 7

Step 2 - Record the holding company and the percentage held for BGL CAS Pty Ltd

Click on the Company Quick Search icon &

Find Input BGL. CAS Pty Ltd

Right click the company, highlight Data Input and select Client,CAS Data.

CAS will display the Client,CAS Data screen.

Select Corporate Tree tab

Holding Company  glick &l Search. Highlight ABC Holding Company Limited and click ¥ Select.

Percentage Held  Input 100
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Recording Holding Company Details
Client, CAS Data - BGL CAS PTY LTD
& 7
Client/Company Data | Corporate Tree | Company Seal

Holding Company gi A, ABC HOLDING COMPANY LIMITED

Percentage Held 100__

Click [Hsave

Step 3 - Record the holding company and the percentage held for Jebediah Springfield Pty Ltd

Click on the Company Quick Search icon &

Find Input Jebediah Springfield Pty Ltd

Right click the company, highlight Data Input and select Client,CAS Data.

CAS will display the Client,CAS Data screen.

Select Corporate Tree tab

Holding Company  cjick 4l Search. Highlight ABC Holding Company Limited and click ¥ Select.

Percentage Held  Input 51

Client, CAS Data - JEBEDIAH SPRINGFIELD PTY LTD
& @
ClientjCompany Data | Corporate Tree | Company Seal

Holding Company gj A, ABC HOLDING COMPANY LIMITED

Percentage Held S___

Click [Hsave
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Creating a Corporate Tree

Creating a Corporate Tree

Objective

In this task you will learn how to generate a Corporate Tree using holding company information in your CAS
database.

By the end of this task, you will be able to generate a corporate tree that will incorporate all details of the
holding company, trusts, business names and superfund information for all linked companies.

Instructions
From the Ribbon Toolbar:

On the Enquiries & Reporting tab, in the Reporting group, click on Corporate Tree

Q|8 @ G @

Corporate Document Tracking Liting Management Other
Tree Reports Reports Reports Reports

- - - -

| Reporking |

From the Ribbon Toolbar:

In the Tree group, click on New Tree

BR V=;

New Tree fOpen Tree

[ ee |

Group Holding Company  Click &l Search to list your CAS companies. Highlight ABC Holding Company
Limited and click ¥ Select.

Corporate Tree Name Leave this is Abc Holding Company Limited
Click ¥ Generate Corporate Tree
Click ¥ to select the appropriate Company and Entity Options

© BGL Corporate Solutions Pty Ltd 172


http://wiki.bglcorp.com.au/File:Corporatetreeicon.gif
http://wiki.bglcorp.com.au/File:Newtree.gif
http://wiki.bglcorp.com.au/File:Search.gif
http://wiki.bglcorp.com.au/File:Select.gif
http://wiki.bglcorp.com.au/File:Checkon.gif
http://wiki.bglcorp.com.au/File:Checkon.gif

Creating a Corporate Tree

@y

Group Holding Company | | A B < Holding Company Limited

Corporate Tree Name |A B C Holding Company Limited

Generate corporate tree ? W

Company Options Entity Options

Select f dezelect all 7 v Select fdeselect all 7 v
Include company number 7 W Include dizcretionary trustz 7 & Include ABK 7 W
Inciude jurizdiction 7 W Include unit trusts 7 W Include business name states W
Include percertage owned 7 W Include buziness names 7 W

Include superannuation funds &

Highlight Abc Holding Company Limited and click + Select.

A &0 0« P BGL Coporate Tree Abc Holding Company Limited

L-R-1-)

] » B B EEBE E ¥ A4 o d &

New Tree Open Tree  Edit Tree  Delete New Mode Add Sub  Delete Zoom Rotate Print Tree Exportto  Saveas
Tree Node Node InfOut Tree Image Default

- Settings
L Tree || ModfyTree || ModfyMede Il vew || PrictExport |
Company Entty Name || |Abc Holding Company Limted {054 355 243]0<Austraka> '
Aftrioutes: Shape [mm v Height [35_:] Wictth [1m::i coor (@

4

@ THE MORE INFORMATION ADDED TO COMPANIES IN CAS, THE MORE
COMPLETE THE CORPORATE TREE
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Modifying a Corporate Tree

Modifying a Corporate Tree

Objective

In this task, you will learn how to modify a corporate tree.

By the end of this task, you will be able to:
e modify the colours of a corporate tree

¢ sizes and shapes of a corporate tree
e add your own nodes.

Instructions
Modify the Shape and Colour of Corporate Tree

From the Ribbon Toolbar:

On the Enquiries & Reporting tab, in the Reporting group, click on Corporate Tree

= [N = I

Document Tracking Liting Management Other
Reports Reports Reports Reporks

@

Corporake
Tree

- - * -

Repatking |

From the Ribbon Toolbar:

In the Tree group, click on the drop down arrow besides Open Tree

| @

New Tree Open Tree

Select ABC Holding Company Limited from the list.

CAS will now display the corporate tree created earlier.

Click the node ABC Holding Company Limited.

Shape Select Ellipse and press Tab.
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Height Input 100 and press Tab.
Width  Input 150 and press Tab.

Colour ik = colour and highlight Red and click OK.

Click the node Jebediah Springfield Pty Ltd.
Shape Select Round Rectangle press Tab.
Height Input 70 and press Tab.

Width  Leave this as 100

Colour gjick H colour and highlight Blue and click OK.

Click the node BGL CAS Pty Ltd
Shape Select Round Rectangle
Height Leave this as 70.

Width  Leave this as 100.

Colour

Add a new Subnode to the Corporate Tree

From the Ribbon Toolbar:

In the Modify Node group, click Add Sub Node.

Click £ Colour and highlight Yellow and click OK.

Modifying a Corporate Tree
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Modifying a Corporate Tree

New Node Add Sub | Delete
Node Node

l%

Company/Entity Name Input THE BGL DISCRETIONARY TRUST and press Tab twice.
Height Input 70 and press Tab.

Width Input 85 and press Tab.

Add a New Node to the Corporate Tree

Highlight ABC Holding Company

From the Ribbon Toolbar:

In the Modify Node group, click Add New Node.

New Node fAdd Sub  Delete
Node Node

Company/Entity Name Input SISTER COMPANY PTY LTD and press Tab.
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Modifying a Corporate Tree

@ B0 O P BGLCorporate Tree Abc Holding Company Limited

1w ¥ B E B E ¥ A o &4 %

Mew Tree Open Tree  Edit Tree Delete  MNew Node Add Sub  Delete Zoom Rotate  Print Tree Ecportto  Save as
Tree Node Node InfOut Tree Image Default

. Settings
o Tree )| ModfyTree | ModfyMode || vew  J|  Prit/Export || Defauks |
CompanyErtty Name | | [Sister Company Pty Lid ]
Atriues Shepe | Rectangle v vegn [0 3] wan o0 [3] coow i

Exporting the Corporate Tree

From the Ribbon Toolbar:

In the Print/Export group, click Export to Image.

= o

Print Tree Exportto
Image

The corporate tree can be saved as a bitmap (.bmp file) which can be included as an image in documents.
Save this file to the c:\mydocuments folder.
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Appendix D - BGL Query

Objective

BGL Query is a new module that has been designed to give clients the ability to query, filter and extract any
data from your BGL Database. This data can be organised and presented to meet your individual needs. The
cleverly designed point and click user interface allows users to generate complex queries, simply.

BGL Query includes a full featured report editor that allows query results to be exported to CSV, XML, or
TXT or saved in PDF, Word or Excel formats.

BGL Query can be used to create almost any report, merge any database in Simple Fund and CAS to
achieve your desired result.

Details

We will create a CAS document in BGL Query using the templates that are provided.
The document that will be demonstrated is the Company Annual Return Status.
Instructions

Step 1

Open BGL Query to display the "BGL Query screen"

BGL Query - 0 =

@ Home | Query ] Report f Help & Settings s a
JHH 48 394 00 00

Help About it

New 4 A
File Repeort. Quety Conditions Information
= CAS Result Fields
+ Templabes « Click ko add new fisld =
= Simple Fund

14 Ternplates

Conditions

Group Logic
@ And Or Add Group Condition | Add Sub Condition

saL Query Result
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Appendix D - BGL Query

Step 2
Select the query database that is to be used. In this example we will be selecting CAS and Templates

Select Templates | Company Annual Return Status

El"ﬁ- CAS
== Templates
\J| Company Annual Return Status
E‘ Company Mailing Address
E] CompanyMailingMergeFile

|2 shareholder Mail Address
E‘ Sharenit Usage
\2| Unitholders Address and Balance
== Simple Fund
= Templates

The BGL Query screens will display the fields that will be used to produce the Company Annual Return
Status Report

BGL Quary -0x

Qm Query | Repet |  Help&settings | o
1HE 485 I¥4 o0 @0

e

New SaveAll Saveds  Preview  Print RunSQL Edit  Distinct Group Sub Help  About

[P~ SRR N 117 1 s com— o Conditions .,
El =y CAS ~Result Fields
EH & Templates (1) AnnualReturnStatus CompanyiName Mot Sorted

= Company Annual Return Status
Company Mailing Address

I?} AnnualReturnStatus CompanyMumber MNat Sorted
(3) AnnualReturnStatus AnnualReviewDate Mot Sorted

CompanyMailingMergeFile =
Shareholder Mail Address l:&:l AnnualReturnStatus StatusMame Ascending
£l] ShareUnit Usage < Click to add new fisld >
Unitholders Address and Balance
=iz Simphe Fund 1 ]
) = Templates ERIRE

Group Legic
@ And O Or Add Group Condition || Add Sub Condition
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Step 3

From the Ribbon Toolbar

On the Home tab. in the Query group, click Run SQL

3 = o

RunsQL P Edit  Distinct

The query result will build the data that will be included in the report.

SCL % Query Result (11)

JEBEDIAH SPRIM... 093439 7a0
ZIPPY FTY LTD 050 000 434
FRAMK MATICH ... 000 454913
CAS TRAINIMG C... 111111114

31/01/2009
31/10/2009
27/05/2009
01/01/2009

CompanyMame CompanyMumber AnnualReviewDate StatusMame

DOC RECEIVED
DOC RECEIVED
DOC RECEIVED
DOC RECEIVED

ABC NOMIMEES ... 199155036M

30/05/2009

SENT TOQ CLIEMT

Step 4
From the Ribbon Toolbar

On the Report tab, click Edit

A1E@ QA 5 X

Edit ename Preview  Print

Report

Delete

Appendix D - BGL Query

This will now display the editor screen. The editor screen will allow you to make any changes to the layout of

the report.

As we are using a template, we will not be making any changes to report. If you wish to make changes to the
report, you would need to use the toolbars available in the BGL Query Report Editor screen.
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Appendix D - BGL Query

JifFdd DEDAA|E) S | 1D e |8 Ted =f BHESL
I | Haw s =B JH TAYP EETR MmN TEEHBED ALE -

§
g
i

WWI

L N

AEICELEALE S k> Sy 200

Step 5

We can now view the finished report.

Click on 2 Preview from the BGL Query Report Editor toolbar
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Appendix D - BGL Query

2 preview E[E|E|
SEHSAEA B owen- T IEA M4

Company Annual Review Status

Company Name Company Number Annual Review Date Status Name

JEBEDIAH SPRINGFIELD PTY LTD 093 439 7e0 L2007 Doc
JEBEDIAH SPRINGFIELD PTY LTD 093 439 7&0 3012007 DocC
ZIPPY PTY LTD 050 000 434 I A0/2007 Do
IPPY PTY LTD 050 000 434 31072007 pDocC
CAS TRAINING COMPANY PTY LTD M1111 114 01014952 poc
CAS TRAIMING COMPANY PTY LTD M1t 114 01011952 DocC
JEBEDIAH SPRINGFIELD PTY LTD 093 439 760 2007 nDoc
ZFPY PTY LTD 050 000 434 311072007 DocC
FRANK MATICH PTY LTD 000 454 919 27 paf2007 poc
CAS TRAIMING COMPANY PTY LTD Mm1111114 01./01/1952 Doc

Click &3 Print. Click OK to confirm the selection of your Windows printer

Alternatively, click Save to save the report in your selected location
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Appendix E - Adding Company Details

Objective

To teach you how to load the basic details of a company onto CAS.
Instructions

From the Ribbon Toolbar:

On the Home tab, in the Company group, click Company Selection.

L &4 &

ocuments Company  Prepare
Selection fand Forms  InfOut Form

| Company |
Click 1 New
Jurisdiction This will automatically default to Australia
Company Name Input CAS TRAINING COMPANY PTY LTD.
ACN Input 111 111 114.
Registration Date Input 01/01/1991.
&
Jurisdiction | Ansirain v |
Company Name CAS TRAINING COMPANY PTY LTD
4 Check Name Availability 48 Check Existing Names
Chinese Company
MName
ACH or ARBN 11 111 114 ) 4
Registration Date 01011551 E
Portal Client ? J
Client [&]
Department gI
Click Save

The CAS TRAINING COMPANY PTY LTD will now appear on the Company Selection list.

Click " Select.
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Click
Corporate Key

Company Type

Company Class

Sub Class

Super Fund Trustee

Type Date

Jurisdiction / State

Foreign Registration

Annual Review Date:

Appendix E - Adding Company Details
Data Input, Details
Input 12345678.
This number is provided by ASIC and it will appear in the Annual Company
Statement. It will be required to print on documents that are lodged on paper. If

you are unsure of the corporate key, you can prepare and lodge the RA71,
requesting a company statement. This is covered in Task 1.12.

CAS will default "Small Proprietary".
Your selection here is dependent upon the type of company being loaded onto

CAS. Alternatively, press [Tab] or click the Company Type list to select a
different type of company.

CAS will default "Limited by Shares". Your selection here is dependent upon
the type of company being loaded into CAS. Alternatively, press [Tab] or click
the Company Class list to select a different class of company.

Leave this as None.

For the purpose of this exercise, do not click this box. If this company acts solely
as trustee of a super fund, you would click this box.

This is the date the company became a company “Limited by Shares”. CAS
will default the incorporation date. If the class of company has changed since
incorporation, input the date it last changed.

Select "YOUR STATE". This will default to the State of Incorporation selected in
your Administration / Defaults / Data Input screen.

This field cannot be accessed unless the company type is "Foreign”.

Input 01/01/2007

Company Add/Edit - CAS TRAINING COMPANY PTY LTD

@l v

Details | Activities | Status

ALCH or ARBN
Registration Date
Type

Class

Sub Class

Type Date
Jurizdiction/State

Foreign Registration

Currency

Annual Review Date
Current Year AGHW Date
Previous vear AGW Date

2]
111111 114 x Corporate Key 12345678
01/01/1991 =
[ Small Proprietary - ]
| Uniimitzd -
[Nune v] Super Fund trustee 7
0711212015 = Registered with ACNC 7
[Australian Capital Territory v]
5
| BX
$
01/01/2017 | K| | Add Task

- E x Add Task
. @ X
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Appendix E - Adding Company Details

Click the Activities tab

Activities Input INVESTMENT COMPANY .
Activity Code Activity codes do not apply to Australian companies.
Activity Date Leave this as 01/01/1991 being the registration date. If the principal activity of

the company has changed since incorporation, input the date it last changed.

Company Add/Edit - CAS TRAINING COMPANY PTY LTD
N v e

| Details [Act]v]t]e:] Status |

Activities |IN‘-.FE STMENT COMPANY

|
|
Activity Code(s) | X IE4] It-4 |
Activity Date =

b 4| I

Click etk to proceed to Adding Company Addresses
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Adding Company Addresses

Adding Company Addresses

Objective
To teach you how to load company addresses onto CAS

Every company is required to have a registered office and a business office. The registered office and the
business office must be an Australian street address - not a post office box.

Instructions
From the Ribbon Toolbar:

On the Company Data & Documents tab, in the Company Data group, click on the drop down below
Company Data.

Company

4

Other Data

-

y Data |

Select Addresses from the list

Current Registered Office Glick (Al Search to list Addresses. Click | Newto add a new address.

Input SUITE 2 on the first line.

Input 606-608 HAWTHORN ROAD on the second line.

Click &l Search at the third address line to list Suburbs and Postcodes. Input
BRIGHTON E at the search bar. The highlight bar will move to BRIGHTON

EAST, VIC. Click ' Select. The address will now include the suburb, state and

postcode.
Telephone Input 03 95306077
Fax Input 03 95306964
Hours: Input 09 00 to 17 30

Note: Office open and close hours are only required to be entered for Public
Companies.
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&
Addrezz Style |Au ztralia
Address |SUITE 2 |
|ﬁ[lﬁ—6[lﬁ HAWTHORN ROAD | Q
|EIF‘.IGHTCIN EAST | Q
State |‘I.Fi|:1|:|riﬂ v| Postcode
comy | @
If Australia, leave blank
Telephone loa_  |[95308077 | Facsimie [03_  ||es30eos |
Hours:  Open Cloze

Adding Company Addresses

Click Save. CAS will highlight the new address on the Address list.

Click ' Select.

Click 23 Apply address to..

Click ¥ Business Address, V¥ Meeting Address and ¥ ASIC Service Address.
&

Apply Registered Office address to:

All other office addresses

¥ Business Address
Postal Address

¥ Meeting Address

¥ ASIC Service Address

Date of Change

All Register addresses

Current Registers Address
Members Register
Debenture Register
Directors Shareholdings

registered office address of the company.

Previous Registered
Office

Click X Clear if this field contains a previous address.

Input 01/01/1991. This date represents the last date of change to the

Business Address - Date Input 01/01/1991. This date represents the last date of change to the business

of change

Previous Business Office

Current Postal Address

office address.

Click X Clear if this field contains a previous address.

Click 2l Search to list Addresses. Click D New to add a new address.

Add PO BOX 8063, BRIGHTON EAST, VICTORIA, 3187 to Addresses..
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Adding Company Addresses

@d

Address Style |Au stralia

Address |F‘D BOX 8063

|
|E|RIG HTON EAST |
|

State |‘I.Fi|:1|:|riﬂ v| Postcode
Country | | g

If Australia, leave blank
Telephone |_ | |— | Facsimile |_ | | |

Hours:  Open IZI

Click = save. Click ¥ Select.

Date of Change Input 01/01/1991. This date represents the last date of change to the postal

address.

Previous Postal Address

Click X Clear if the field contains a previous address.

@ I & Explu:urerl I =) Addresses |g|l

Addresses Add/Edit - CAS TRAINING COMPANY PTY LTS

@H @

[ Company Addresses ] Register Addresses ‘

Current Registered Office
Date of change

Previous Registered Office

g SUITE 2, 606-508 HAWTHORN ROAD, BRIGHTON EAST, VIC, 3187

01/01/1991 Sz Apply address to..

4K

Current Buginess Address
Date of change

Previous Business Address

Cll| 23 SUIE 2, 606-608 HAWTHORN ROAD, BRIGHTON EAST, VIC, 3187

01/01/1981

AKX

Current Postal Address

Date of change

| K| PO BOX 8063, BRIGHTON EAST, VIC, 3187

01/01/1981

Previous Postal Address g x
Meeting Address g x SUITE 2, 506-608 HAWTHORN ROAD, BRIGHTON EAST, VIC, 3187
Letter Address g x
Letter Addressee g x

ASIC Service Address

| &K SUITE 2, 606-608 HAWTHORN ROAD, BRIGHTON EAST, VIC, 3187
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Adding Company Addresses

Click Next L twice to proceed to Adding Ultimate Holding Company
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Adding Ultimate Holding Company

Adding Ultimate Holding Company

Objective

To teach you how to record an ultimate holding company.

Instructions
From the Ribbon Toolbar:

On the Company Data & Documents tab, in the Company Data group, click on the drop down below
Company Data

Select Holding Company from the list

Ultimate Holding Click @l Search to list Holding/Public Companies.
Company

Click 3 New

Company Name Input ABC HOLDING COMPANY LIMITED

Place of Incorporation  Glick Al Search to list ISO Country List. Highlight Australia and click ¥
Select.

ACN / Company Number Input 054 355 243

&
Company Name ABC HOLDING COMPANY LIMITED gj
Place of Incerporation gj AUSTRALLA
ACN 054 355 243 X

Click Save

Highlight ABC Holding Company Limited and click ¥ Select.

Date Input 01/01/1991
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Holding Company Add/Edit - CAS TRAINING COMPANY PTY LTD

& | @
Ultimate Holding Company Details

Uttimate Helding
Company

Date 01011991 | (&

Previcuz Ultimate
Helding Company Q x

cll|| K| ABC HOLDING COMPANY LIMITED

Class Order Details

Text Paragraph Q x

Humber | |

]

Click eyl to proceed to Adding Company Officers.

Adding Ultimate Holding Company
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Adding Company Officers

Adding Company Officers

Objective

To teach you how to load company officers onto CAS
Instructions

From the Ribbon Toolbar:

On the Company Data & Documents tab, in the Company Data group, click on the drop down below
Company Data.

Company
Data

4

Other Data

- -

y Data |

Select Officers from the list

Officers Search Click 1 New

People Search Click ] Newto add a new person.

Type CAS will select Individual as the type of person. This is correct.
Surname/Entity Input BROWN as the surname for this person.

First Name Input JOHN DAVID

Title Input MR

Casual Name Input JOHN
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Adding Company Officers
People Details Add/Edit
& | A5 || | e

Type
{(*) Individual (") Company / Other Entity

Company Name Q x
Trust Mame Q x

Mame Addrl Birth Deta'llsl Other Details

Surname/Entity Name|E|Rm'm |

First Name |JDHN DAVID |

e

Chineze Name

Chineze Aliaz

Cazual Mame JOHN

Prev Surname | |

Prev Firzt Mame

Date of Change E x

Sex ¥ Male Female

Click the Address Tab.

Address Click Al Search to list Addresses and click | New to add a new address.

Input 101 JONES STREET on the first line. Click <l Search at the second
address line to list Suburbs and Postcodes. Input SMITHS G at the search bar.

The highlight bar will move to SMITHS GULLY, VIC. Click " Select. The
address will now include the suburb, state and postcode.

il
Address Style | Australia v
Addrezz |1EI1 JONES STREET |
|5r.1rrHs GULLY | &
| (@
State |‘-.Fi|:1|:|riﬂ v| Postcode
Country | | g
If Australia, leave blank
Telephone |_ | | | Facsimile |_ | | |
Hours: Open IZI Cloze IZI

Click Save and click ¥ Select.
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People Details Add/Edit
g H SR || ¥ e

Type
{(*) Individual (") Company / Other Entity

Company Mame gi x

Trust Mame Qi, x

| Name [Addr] Birth Details | Other Details

Address | 101 JONES STREET, SMITHS GULLY, VIC, 3760
Previous 91 x

Date of Change E @

Business Address 91 EE x
Previous al K

Date of Change E x

Postal Addreszs Qj EE x
Previous 91 x

Date of Change E x

Click the Birth Details Tab.
Date of Birth  Input 15/08/1958 as the date of birth.
Place of Birth  Input MELBOURNE.

State of Birth  Select Victoria.

Adding Company Officers
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Adding Company Officers
People Details Add/Edit
& A |9 e

Type
{(*) Individual (") Company !/ Other Entity

Company Name gi x
Trust Mame Qi, x

| Name | Address I Birthuetails] Other Details |

Date of Birth 15/081958 =
Date of Death = e

Place of Birth |r-1ELEIDUF‘.NE | a

State of Birth | Victoria v|

Country of Birth | | 1l 1FAUSTRALIA, leave blank
Occupation | |

Nationality | |

Click Save. CAS will highlight Brown, John David on the People list. Click ¥
Select.

Position Leave this as Director.

Status Leave this as Appointed.

Date Appointed Input 01/01/1991.

Details This is a freeform text field. Information input into this field will be displayed on

the Register of Officeholders.

Signatory CAS will default Attendee. Select Signatory. This officer will be the default
ASIC form signatory and the Chairperson of directors meetings.

Print Flag CAS will default Do not print documents. This will ensure that no ASIC form is
generated for this change, since it is historical information and not required to be
notified to ASIC.
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Adding Company Officers
Officer Details Add/Edit - CAS TRAINING COMPANY PTY LTD

& ¥ | e

Officer Details | Appointment History

Officer's Name BROWN, JOHN DAVID cl| K
Officers Address Use business address

Pos=ition Director - Pending transaction

Alternate for:

Terms of
Appointment

Status Appointed - Re appoint officer

Replacement for:

Date Appointed 01011981 E

[ate Ceased [ — E

Detailz

Signatory Signatory h

Print Flag (7 Print documents i@ Do not print documents
Click Save

Now repeat these steps to appoint John David Brown as Secretary:

Date of Appointment 01/01/1991
Signatory Attendee
Print Flag Do not print documents

You are also required to appoint a second director as follows:

Surname Brown

Title Mrs

First Names Margaret Anne

Address 101 Jones Street, Smiths Gully
Date of Birth 02/07/1958

Place of Birth London

State of Birth Foreign

Country of Birth United Kingdom

Position Director

Status Appointed
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Adding Company Officers

Date Appointment 01/01/1991
Signatory Attendee
Print Flag Do not print documents

Officers Search - CAS TRAINING COMPANY PTY LTD
@ 0X= | 38 | % B3 @6 b5b

Show | Current Officers v | | Find
Officers Summary: Dlrectnr; and Alternates 2
Secretaries 1
Info Mame & Po=ition Status Appointed Ceas Meeting Print Add Mam
’ BROWN, JOHN DAVID SECRETARY | Appointed | 01/01/1991 -
(D BROWVM, JOHN DAVID DIRECTOR Appointed | 01/01/1981 Signatory
(D BROWMN, MARGARET ANNE | DIRECTOR Appointed | 01/01/19581 Attendee

Click Nex: [ twice to proceed to Adding Company Members.
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Adding Company Members

Adding Company Members

Objective

To teach you how to load company members

Instructions

From the Ribbon Toolbar:

On the Company Data & Documents tab, in the Company Data group, click on the drop down below

Company Data.

Company

4

Other Data

-

y Data

Select Members from the list

Click

Transaction Type
Transaction Date

Share Type

Allottee

Beneficial Owner

Number of Shares

Unique Share No's
Certificate Type
Certificate Number

Certificate Location

B New

Click Subscriptions.

Input 01/01/1991.

Click the first Sl Search to list the Share/Unit List for this company. Highlight
$1.00 Ordinary Shares and click ¥ Select

Click first &l Search to list People. Highlight Brown, John David and click 4
Select

Leave blank. Shares can be held in trust by a person on behalf of another
person. The person for whom the shares are held in trust is said to be the
beneficial owner of the shares.

Input 100. CAS will automatically calculate the type of share certificate and the
next certificate number.

Leave blank. Shares do not commonly have unique numbers.
Leave this as Transaction as the type of share certificate. This is correct.
Leave 1 as the share certificate number. This is correct.

Input COMPANY BINDER as the location where copies of Share Certificates are
held.
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Consideration
Premium per share
Signatory

Print Flag

Adding Company Members

Leave Cash as the method of payment.
Leave blank. Premiums and discounts no longer apply to Australian companies.
Select Signatory. This member will be the Chairperson of members' meetings.

CAS will select Do not print documents. This is correct as we do not require
this transaction to print on a new Form 484 and generate new documents. When
you enter a company into CAS, you would select Do not print documents since
these transactions have already been notified to ASIC in the past.

Add Share Subscriptions - CAS TRAINING COMPANY PTY LTD

@H ¥ e

Authorized lzzued Member - Non Beneficially
Unigue No's Member - Beneficialty 0

Transaction Date 010 EE I@ Pending Tranzaction

Share Type G| |G| |G| ORDINARY SHARES FULLY PAID

Aliottee BROWN, JOHN DAVID |2

Beneficial Owner gj gj x

Mumber of Shares S |

Unigue No's

Certificate Type | Transaction -

Certificate Mo. 1

Certificate Location COMPANY BINDER

Conszideration | Cash = Mon Cazh

Premium per share

Premium paid per share

Remarks

Signatory Attendee -

Print flag # Print documents @ Do not print documents
Click Save

Now repeat these steps to allot the following transaction:

Transaction Date 01/01/1991
Share Type $1.00 Ordinary shares
Allottee Margaret Anne Brown
Number of Shares 100
Certificate Type Transaction

199
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Adding Company Members

Certificate Number 2

Certificate Kept Company Binder

Signatory Attendee

Print Flag Do not print documents

Click H save

Click & EXxit to return to the Members Search screen.

Members/Shareholders Search - CAS TRAINING COMPANY FTY LTD
@  NzaXs | 7 we H&E Bz @ e

Show | Current Members | | Find

Info Date » WMember Name Cla.. Type Number CertNo Print Add Name Nolify

01011591 | BROVWN, JOHN DaVID ORD | Subscription 100.0000 1 d ] || No Change
() 01011991 | BROWN, MARGARET ANNE ORD | Subscription 100.0000 2 | Mo Change

Click =P to proceed to Adding Company Charges.
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Adding a Trust

Adding a Trust

Objective

To teach you how to load a trust with a company as its trustee. Trusts are formed for taxation purposes and
are not required to be notified as part of your company information.

Instructions
From the Ribbon Toolbar:

On the Company Data & Documents tab, in the Company Data group, click the drop down arrow below
Other Data.

% Eﬁg Addresses |f_ﬁ2| Charges |f_ﬁ2| Members |f_ﬁ2| Seal Entries

Setﬂﬂ =) Auditor [ Details =) Officers [24) Security Licences
Wizar

Eﬁg Capital |f_ﬁ2| Holding Company |f_ﬁ2| Representatives @ COther Data -
| Company Data ﬁ

Select Trusts from the list.

Click 1 New

Trust Name Input THE CAS DISCRETIONARY TRUST

Trust Type CAS will automatically default Discretionary Trust. This is correct for this type
of trust.

Date Formed Input 01/01/1991 as the date the trust was formed.

Date Appointed Input 01/01/1991 as the date the trustee was appointed.

Settlor/Founder Input HARRY LANG.
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Adding a Trust

Trusts Add/Edit - CAS TRAINING COMPANY PTY LTD

& (7]
Trust Details | Trust Tax Details
Trust Mame THE CAS DISCRETIONARY TRUST

Previoug Trust Name

Trust Type + Discretionary Trust Unit Trust
Diate Trust Formed 014011551 '@

Date Trust Vested i = K

Date Trustee Appointed 010115951 '@

Date Trustee Resigned S E x

Tax File Number
ABN -

Settlor/Founder HARRY LANG

Do unitz have a par value 7

Previous Trustee @ @ x
Trust Deed E‘ = x

Place of Incorporation (State)
Legal Ownerzhip %
Client Mumber

Controlled Entity

Trust ARSHM
Trugt Description / Purpose ®

Trust beneficiaries can also be entered by clicking the B Beneficiaries button on the Trust Search Add/Edit
screen.

Once this trust has been input, the status of the company on the Company List will change from "Trading' to
Trustee'.

Note: Since Client Data have not been input at this point, the company status will still show as ?Incomplete?.

Click et twice to proceed to Adding Client Data.
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Adding Client Data

Adding Client Data

Objective

To teach you how to load a client and CAS data onto CAS.

Instructions
From the Ribbon Toolbar:

On the Company Data & Documents tab, in the Company Data group, click the drop down arrow below
Other Data.

% Eﬁg Addresses |f_ﬁ2| Charges |f_ﬁ2| Members |f_ﬁ2| Seal Entries

Setﬂﬂ =) Auditor [ Details =) Officers [24) Security Licences
Wizar

Eﬁg Capital |f_ﬁ2| Holding Company |f_ﬁ2| Representatives @ COther Data - l
| Company Data

Select Client, CAS Data from the list.

Click [CIient/CompanyDaa tab
Client Name Click @l Search to list Clients
Click _1 Newto add a new client. Click ‘Sl Search to list People. Highlight John

David Brown and click ¥ Select.

Department A department represents a Partner, an Accountant or a Manager within your
organisation. It allows you to group your companies for reporting purposes.

Click <l Search to list Departments.

Click _1 Newto add a new department.

Department Code Input the initials of an accountant or company secretary from your office.
Department Name Input the name of an accountant or company secretary from your office.
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Department Code

Department Name
Agent/Prezenter

Letter Footer

Compilation Report Footer

Audit Report Footer

Adding Client Data

HARRY LANG d

BGL CORPORATE SOLUTIONS [1234] w

a/x
ax
@

Click Savethen click ¥ Select.

Cliert Mame

Department

BROWR, JOHM DAYID gj

_-:;Q HARRY LAMNG

This accountant (department)is now linked to this client (John Brown) for the purposes of signing letters to
the client and for CAS reporting.

Click

Save

Highlight Brown, John David from your Clients list and click ¥ Select.

Client Number

Reference

Billing Date

Client transferred from

Client transferred to

Current Client
Prepare company forms

Validate Authorised/
Issued Capital ?

Text Set

Officers Quorum

Members Quorum

Input CASTRAIN123. This would usually be an internal filing code.

Input CASTRAIN123. This would usually be an internal invoicing or filing code.
This reference is displayed on the bottom of ASIC forms.

Leave this blank. This field allows you to track when you last billed this client.

Leave this blank. This field allows you to enter whom this client was transferred
from.

Leave this blank This field allows you to enter who this client is transferred to.

This box must be ticked as this company is a current client.
This box must be ticked to include this company on document tracking reports..

" Do not click this box. CAS will allow any share types to be issued, not just the
shares that form part of its authorised capital.

CAS will default Master Set 0. Leave this. Standard text paragraphs are used in
meeting minutes, resolutions, reports, letters and documents prepared by CAS.

CAS will default 1. This is correct.

CAS will default 1. This is correct.
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Adding Client Data

Letter Addressee Select Signatory Name.
Invoice Addressee Select Signatory Name.
URL Input www.bglcorp.com. au

Client{Company Data | Corporate Tree | Company Seal | Checklists

Client gi BROWN, JOHN DAVID
Department G| HARRY LANG
Client Number CASTRAIN1Z Biling Date _/_{ E
Reference CASTRAINTZ3
Current Client 7 o
Client transferred from Date _—/_/ E
Client transferred to Date _J_ [ E
Prepare Company Forms 7 v

Validate autherized / iszued capital 7
Do ghares have a par value 7
Allow alphabetic certificate numbers 7

Mumber of decimal places for sharesfunits 7 4 %

Text Set Master Set 0 - |

Client Set | Ciient Set 0 - |

Quorum: Officers 1 % Members 1 %

Addreszees: Letters [Signatury Name v] Invoices Signatory Mame -
URL ww'w.bglcorp.com.au @l Email

Company Seal Details

Click Company Seal | t4p

Office Seal Code Input co1
Location Input SEAL. RACK.
Location Date Input 01/01/1991.
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Adding Client Data

Client, CAS Data - CAS TRAINING COMPANY PTY LTD

& @
|. Client/Company Data I Corporate Tree [w

Office Seal Code co1

Location | SEAL RACK |

Date 0o1est | &

CI|Ck Save
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Appendix F - Administration and Setup

Objective
In this lesson you will learn how to:
e change the CAS default Administration

e record ASIC lodging agent details
® add users to CAS

By the end of this lesson you will be able to select the default and user settings to best tailor CAS to your
office requirements.

Learning Tasks
Task 1.1 - Review Administration Defaults

Review the default options available to allow you to best utilise CAS.

Task 1.2 - Review your ASIC Agent and User Settings

Review your ASIC Agent details and electronic lodgement settings in CAS.
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Task 1.1 - Review Administration Defaults

Objective

In this task you will learn how to change your CAS default administration settings.

By the end of this task, you will be familiar with the following default screens:

e Data Input

e Integration/Jurisdiction
e Documents/Letters

¢ Annual Review

e Document Tracking

e Tasks/Help

Instructions
CAS provides hundreds of options to allow you to best utilise CAS for how your office operates. These

settings include options such as how many document copies you wish to print, whether you wish to lodge
electronically and page margin sizes or fonts on letters.

Defaults | Data Input
From the Ribbon Toolbar:

On the Administration tab , in the Setup group, click Defaults

Agent [ Fa . .
i Presenter 1) Firm Details

Defaults & Isers
I

Setup |

Click Data Input

State of Incorporation:  Select the default state of Australia where most of your companies are
incorporated. Leave this as Foreign for non-Australian versions of CAS.

Registered Office: Click (A Search to list Addresses. Highlight your firm's business address and

click ¥ Select. This address will default as the Registered Office when adding
new companies.

Repeat this address for the Registers and Business Address.

Maintain Address Log: Leave this unchecked. Click this if you require CAS to record any address
changes so that an Address Log report can be prepared through Enquiries &
Reporting | Management Reports.

Office Hours Input your office hours in 24 hour format eg.09.00 and 17:00. This will display as
the Registered Office hours for your companies.
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Address List Order

Document Set

Use CAS Explorer?

Display data in proper
case?

Display company
selection screen at
startup?

Automatically check
data input spelling?

Display ASIC ECR
declarations?

Show all officers,
members and
unitholders ?

Use Standard Answers?

Save Standard
Answers?

Search company names
in proper case?

Do you operate CAS on
a Novell Netware
Server?

Hide colours in
Company Selection
Screen

Display "Late Date" on
Lodgement Screen

Include people details
on lists

Show people not
attached to
departments?

Task 1.1 - Review Administration Defaults
Leave this as Address Alphabetic Order.

Leave this as Master Set 0. CAS includes a wide range of standard minutes,
resolutions, reports, letters and invoices. The standard text provided with CAS is
Master Set 0. Refer to the Lesson 12 in the CAS Advanced 2 Manual for further
details.

CAS will default this Text Set in Client Data, when adding a new company.
¥ Leave this checked so the Customised Explorer displays.

¥ Click this check box if you prefer data to print on minutes and documents in
Proper Case rather than UPPERCASE.

¥ Click this check box if you would like the Company Selection screen to
automatically open when starting CAS.

¥ Click this check box if you would like CAS to spell check text that you type in
CAS forms or registers.

¥ Click this check box to display ASIC ECR declarations

¥ Click this box if you would like all officers,members and unit holders to be shown
in the respective search screens. If left un-ticked the screens will default to show
current officers,members and unitholders.

¥ Click this box if you would like to use standard answers

¥ Click this box if you would like to save data input as standard answers.

¥ Click this box if you would like to search for company names in propercase.

Each documents created in CAS will be given a unique name commonly used
on a Novell Netware Server. Please refer to help for more information.

¥ Click this box if you would like to hide the colour coding in the company
selection screen.

¥ Click this box to display the last date a form can be lodged without late fees on
the Electronic Lodgement|Document Selection screen.

Select Date of Birth/ Place of Birth or ID/Passport Details to display these options
in the People Search screen

[ Untick this box to ensure people not attached to departments do not display on
the People Search screen

209
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Include department on
people lists?

Display user interface
without gradient
colouring?

Display entire address
in single column?

Display people names
in single column?

Automatically add
timestamp to notes?

Spelling Options

Reset all column sizes

State of Incorporation

Fegistered Office
Business Address
Registers Address
Postal Address

Meeting Address
Maintain Address Log 7
Orifice Hours:

Agdress List Order

Document Set
Use CAS Explorer 7

Task 1.1 - Review Administration Defaults

¥ Click this box to display the departments on the People Search screen

¥ Ticking this option will change the User Interface screen colouring to use flat
colours.

I Unticking this option will display Address Lines 1, 2 and 3 under three separate
columns in the Address Search screen.

I Unticking this option will display a person's Surname and First Name under two
separate columns in the People Add/Edit screen.

¥ Tick this box to automatically append the username, date and time to any note.

Click this button and ensure the ¥ English (Australian) dictionary has been
checked.

Column width settings are saved for each user in CAS. Only click this button if you
wish to restore column sizes for ALL users in CAS to the standard settings.

Wictoria v
G ¥ SUITE 2, 505-508 HAWTHORN ROAD, BRIGHTON EAST, VIC, 3187
| K SUITE 2, B06-508 HAWTHORM ROAD, BRIGHTON EAST, VIC, 3187
4 K SUITE 2, 606-508 HAWTHORN ROAD, BRIGHTON EAST, VIC, 3187
A K SUTE 2, 506-608 HAWTHORN ROAD, BRIGHTON EAST, VIC, 3187
) ¥ SUITE 2, 606-608 HAWTHORN ROAD, BRIGHTON EAST, VIC, 3187

Display data in proper case ¥

Dizplay Company Selection screen st startup 7
Automatically check data input speling 7
Display ASIC ECR declarations 7

Show all officers, members and ungholders 7

Lize Standard Answers 7

Save Standard Answers 7

Search compsany Names in proper case 7

[wo you operate CAS an & Movell Netware Server 7

Aagomatically add limestamp to notes 7

Open (0200 5| cClose |17:00 5
Address Alphabetical Order b
Master Set 0 w*
v Hide colowrs in Company Selection screen 7 v
L Display "Late Dale® on Lodgement screen 7 S
: Inchude people details on lists 7 Date of Birth §f Flace of Birth W
v Showy people not attached to departments 7
v Include department on people lists 7 v
o Display user interface without gradient colouring 7 ¥
v Display entire address in single column 7 ‘& Spelling Options
-' Dizplay people names in single column 7

&) Reset All Column Sizes

Defaults | Integration/Jurisdiction

From the Ribbon Toolbar:

On the Administration tab , in the Setup group, click Defaults
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Task 1.1 - Review Administration Defaults

@ PAEEES':';_I’;EF ill Firm Details
"
Defaults “? sers
| Setup |
Click Integration/Jurisdiction

Data Integration

Supplier CAS includes the ability to transfer data from a number of suppliers of tax
return/practice management software. Select your supplier from:
¢ APS
e Elite Practice Systems
e Handisoft
e MYOB Accountants Office
* MYOB Solution 6 (Asia)
e MYOB Xlon DOS
e MYOB Xlon Windows
e Other

Type ¥ Click Clients to transfer a list of clients from your tax return/practice
management system into CAS.

¥ Click People to transfer a list of people from your tax return/practice
management system into CAS. CAS monitors the changes made to people in
your tax return/practice management system. People can then be selected from
Data Integration when adding a new person to CAS or when processing a
change to an officer or members name or address.

¥ Click Companies to transfer a list of company names and company numbers
from your tax return/practice management system.

Jurisdiction

Country Leave this as Australia.

Data Integration

Supplier MO8 Accountants Office W
Type ¥ Clients

¥ People

¥ Companies
Jurisdiction
Country Avstralia W
Language

Interwoven Worksite Integration
¥ wiorksite Integration

Document Cortrol TXT output path B
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Task 1.1 - Review Administration Defaults

Interwoven Worksite Integration
Worksite Integration ¥ if you use Interwoven and would like to integrate the data with CAS.

Document Control TXT Select the location of your Interwoven data
output path

Defaults | Documents
From the Ribbon Toolbar:

On the Administration tab , in the Setup group, click Defaults

Agent [ Fa . .
i@ Presenter 1) Firm Details

DEfaLIHE' & |sers
| Setup

Click Documents/Letters

From the Document Options 1 tab

Prepare electronic ¥ Click this box to prepare and lodge documents electronically.
documents

Prepare electronic M&AA for [ Leave this box unticked as this option is not applicable to Australian
UK Incorporations companies.

Print company reference on ¥ Click this box to print the company reference on registers. The reference is
registers recorded in Client Data.

Print date and place of ¥ Click this box to print the date and place of incorporation on registers.
incorporation on registers

Print separate officers ¥ Click this box to print separate officers register for each position
register for each position

Print officers register in date ¥ Click this box to prepare the Officers Register with each position starting on

order a new page and the entries sorted by position date (instead of officer's name).
You need to have the above option Print separate officers register for each
position ticked to be able to use this feature.

Print one member/unitholder ¥ Click this box to print, if you would like to have one member/unitholder
register per page register per page.

Include Register of Officers ¥ Click this box to prepare a Register of Officers when member transactions
for member transactions are entered. This option is useful when multi company address change
documents are prepared.
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Task 1.1 - Review Administration Defaults

Print Journals with Members Only click this box to set the number of copies of the Allotment and
documents Transfer Journal to 1 in the Members Changes screen.

Exclude pending ¥ Click this box to exclude transactions marked as "pending” from documents
transactions from documents such as registers, etc.

Print Officers Consent to Act ¥ Click this box to set the number of copies of Consent to Act to 1 in the
Officer Changes screen.

Print Share Certificates ¥ Click this box to set the number of copies of the Share Certificates to 1 in
the Members Changes screen.

Print member statements ¥ Click this box for CAS to automatically tick the Member Holding Statement
in the Members Changes screen where the documents and forms can be
printed.

Print "Beneficial Owner" on Untick this box to remove the beneficial owner from the Standard Transfer

Share Transfer form.

Print trace numbers on ¥ Click this box to print trace numbers on share and unit certificates and

certificates/transfers transfer forms.

Print incorporation date on ¥ Tick this box to print the date of incorporation on share certificates.
certificates

Override Member/Unit Only click this box if you would like to select previous members and unit
Holder Zero Balance holders as attendees at meetings.

Include "Chairperson ¥ Click this box to include the appointment of chairperson clause in meeting
Appointment" in Minutes minutes. This setting can be temporarily changed through Document

Options before printing.

Include "Meeting Attendee" ¥ Click this box to print the meeting attendees on meeting minutes.
In Minutes

Include "Previous Meeting” ¥ Click this box to include the clause "the minutes or the previous meeting
in Minutes were read and confirmed" in all meeting minutes.

Include "Beneficial Owner" in ¥ Click this box to include the name of the beneficial owner in minutes where

Minutes shareholders own shares in trust.

Date documents in ¥ Click this box to date documents. Non-dated documents cannot be lodged
document processes electronically.

Print page numbers on ¥ Click this box to number the pages on meeting minutes and resolutions.

Minutes/Resolutions

Print signing line on minutes ¥ Click this box to print a line for each officer to sign on meeting minutes.
Ordinarily only the chair of the meeting is required to sign minutes.

Round number of shares of ¥ Click this box to round share transactions when forms are previewed.
form preview
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Use Chinese text of minutes
on form preview

Print Optionholder register

Print footer on text
documents

Include Company No on
minutes/resolutions.

Prepare attendance list for
members meetings

Date Meeting Notice
meeting date

Ignore Seal Entries date

Create PDF file for company
forms

Print attendee details on
Reports

Company Record Update
Warning

Display document email
screen

Print company report with
documents

Print text in proper case
Include commas in
addresses

Show par value for shares

Show par value for units

Task 1.1 - Review Administration Defaults

' Untick this box for Australian jurisdiction companies. Click this checkbox
for Hong Kong jurisdiction companies. CAS will display Chinese text which
can be used for your documents like letters and minutes.

¥ Click this box to automatically select the Optionholders register box when in
the Member/Shareholder Changes screen for printing/exporting.

¥ Click this box to print the footer on documents, e.g. on the Constitution
when incorporating a company.

¥ Click this box to print the A.C.N on minutes or resolutions.

¥ Click this box to print a separate Attendance List for attendees to sign,
when Members Minutes/Resolutions are printed.

¥Click this box for CAS to automatically backdate the Meeting Notice dates
to 21 days prior to today's date as a notice of 3 weeks is required for
meetings.

¥ Click this box for CAS to ignore the date of seal entries.

¥ Click this box to save an electronic Portable Document Format (PDF) copy
of each ASIC form printed. This PDF copy can then be viewed and reprinted
through Document Tracking at any time.

¥ Click this box to print a person's status from meeting Attendee,
Chairperson, Form Signatory, Signatory, Apology or Non attendees on the
Company Report, People Group Report and Register of Officers'.

Only click this box to receive a warning when previewing ASIC forms to
screen "printing documents from a preview will not update your company
record". Documents printed from a preview are not tracked by CAS and
cannot be lodged electronically.

Only click this box to receive a prompt "would you like to email this

document file to a client of business associate" after o) Exporting to PDF,
Word or Excel.

Only click this box to automatically print a Company Report when printing
documents for a change to a company.

¥ Click this box to print text paragraphs in documents in Proper Case rather
than UPPERCASE.

Leave this box unticked as this applies to Singapore forms and companies
only.

This check box needs to be ticked if you want to show par values on
registers.

This check box needs to be ticked if you want to show par values on
registers.

© BGL Corporate Solutions Pty Ltd

214


http://wiki.bglcorp.com.au/File:Checkoff.gif
http://wiki.bglcorp.com.au/File:Checkon.gif
http://wiki.bglcorp.com.au/File:Checkon.gif
http://wiki.bglcorp.com.au/File:Checkon.gif
http://wiki.bglcorp.com.au/File:Checkon.gif
http://wiki.bglcorp.com.au/File:Checkon.gif
http://wiki.bglcorp.com.au/File:Checkon.gif
http://wiki.bglcorp.com.au/File:Checkon.gif
http://wiki.bglcorp.com.au/File:Checkon.gif
http://wiki.bglcorp.com.au/File:Checkoff1.gif
http://wiki.bglcorp.com.au/File:Checkoff1.gif
http://wiki.bglcorp.com.au/File:Pdf.gif
http://wiki.bglcorp.com.au/File:Checkoff1.gif
http://wiki.bglcorp.com.au/File:Checkon.gif
http://wiki.bglcorp.com.au/File:Checkoff1.gif
http://wiki.bglcorp.com.au/File:Checkoff1.gif
http://wiki.bglcorp.com.au/File:Checkoff1.gif

Task 1.1 - Review Administration Defaults

Print Agent/Presenter details ¥ Click this box to include the ASIC agent address, phone number and DX

on form

Default Local Agent as form
signatory

Print reference on Dividend
Statements

Print document summary for
Singapore forms

Save Div/Dist Statements in
Document Management

Save Freeform Documents
in Document Management

Save XBRL Accounts in
Document Management

Save Company Reports in
Document Management

Save Company Registers in
Document Management

Display option screen when
exporting reports to Word

Display warning message
when leaving a Wizard
screen

Only allow supervisors to
clear User Log

Print embedded code text in
proper case

number on company forms. Otherwise only the ASIC Agent number will print.

¥ Click this box to select the Local Agent as form signatory rather than the
Director for Foreign Companies.

¥ Click this box to print the company reference on the footer of Dividend
Statements.

Click this box to print a document summary listing the information lodged
manually, to be kept for your own records. This relates to Singapore
companies and forms only.

¥ Click this box if you would like to save dividend and distribution statements
in document management. These documents can then be pushed to Portal
by BGL.

¥ Click this box if you would like to save freeform documents in document
management. These documents can then be pushed to Portal by BGL.

Click this box to save XBRL accounts in document management. This
relates to Singapore companies and forms only.

¥ Click this box to keep track of all company reports created in CAS. This
option is only available in full CAS. These documents can then be pushed to
Portal by BGL.

¥ Click this box to keep track of all company registers created in CA. This
option is only available in full CAS. These documents can then be pushed to
Portal by BGL.

¥ Click this box to display options to export text only or include shapes, when
exporting to MS Word/Rich Text.

I Untick this box to ensure you do not receive a warning message when you
exit a Wizard screen

¥ Click this box to ensure only Supervisors are able to clear user history in
the User Log

¥ Click this box to display information using embedded text codes, e.g.
address on letters, in proper case.

Embedded text codes are codes that automatically pull information from the
database to appear on a document.
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Task 1.1 - Review Administration Defaults

¥ Prepare electronic documents ¥ Include Company Mo on minutes/resolutions
Prepare electronic M&&A for UK Incerperations + Prepare attendance list for members meetings
¥ Print company reference on registers ¥ Date Meeting Notice meeting date
¥ Print date and place of incorporation on registers Ignore Seal Entries date
¥ Print separate officers register for each position ¥ Create PDF file for company forms
¥ Print officers register in date order ¥ Print attendee details on reports
¥ Print one member/unitholder register per page Company record update warning
¥ Include Register of Officers for member transactions Dizplay document email screen
¥ Print journals with members documents Print company report with documents
¥ Exclude pending transactions from registers/fjournals ¥ Print text in proper case
¥ Print Officers Consent to Act ¥ Include commas in addresses
+ Print share certificates Show par value for shares
Print unit certificates Show par value for units
Print members statements ¥ Print "Agent/presenter details” on forms
Print "Beneficial Owner” on =hare transfer Default "Local Agent” as form =ignatory
¥ Print trace numbers on certificates/transfers ¥ Print reference on Dividend Statements
¥ Print incorporation date on cerificates ¥ Print document =summary for Singapore forms
Owerride member/unitholder zero balance Print =igning lines on Singapore document summaries
¥ Include "Chairperson Appointment” in minutes ¥ Print amount per share on Singapore document summaries
¥ Include "Meeting Attendee” in minutes ¥ Save DiviDist Statements in Document Management
¥ Include "Previous Meeting” in minutes ¥ Sawve Freeform Documents in Document Management
¥ Include "Beneficial Owner” in minutes/resolutions ¥ Save XBRL Accountg in Document Management
¥ Date documents in document processes ¥ Save Company Reports in Document Management
¥ Print page numbers on minutes/resolutions ¥ Save Company Registers in Document Management
¥ Print signing lines on minutes Display option screen when exporting reports to Word
¥ Round number of shares on form preview Dizplay warning mez=age when leaving a Wizard screen
Uze Chinege text on minutes/resolutions ¥ Only allow supervisors to clear User Log
¥ Print Optionholder register ¥ Print embedded code text in proper case
¥ Print footer on text documents ¥ Print premium paid on share/unit certificate
Dizplay beneficial owner name on transaction screens %' Print consideration paid on sharefunit certificate
Print gection C3 for all public companies

Click the Document Options 2 tab

Meeting
Minutes/Resolution
layout

e Two Column - Boxes
e Two Column - No boxes - Headings Centre Justified
e Two Column - No boxes - Headings Left Justified

Officers, Members and
Unitholders

Leave this as Two Column - Boxes. Other options are:
¢ Single Column - Boxes, Headings Centre Justified
e Single Column - No boxes, Headings Centre Justified

Select from Minute or Resolution.

Resolution Date

Document Preview Edit
Options

Resolutions require all officers or members of the company to sign approving the
change, rather than just the chair of a meeting signing that an agreement of the
change was made at that meeting. This setting can be temporarily changed
through Document Options before printing.

Select Print date on each line to print the date beside the name of each person
signing the resolution. Other options are:

e Print '// "' on each line (undated)

e Print date before signatories

Select None. Text edit screens will not display whenever documents are
previewed or printed.Other options are:
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Preview: Text that can be edited will display when you click to preview a
document to screen.

Printing: Text that can be edited will display when you click to print a document

Preview & Printing: Text that can be edited will display when you click to preview
to screen or print a document.

Text Font Fonts that can be selected are:

e Arial

e Comic Sans MS

e Courier

e Helvetica

e Microsoft Sans Serif

e Times New Roman (default)
e Univers

Minute/Resolution Side  Select Bold and Underlined for the paragraph headings on Minutes or
Heading Font Resolutions: Other options are:

e Normal Text

¢ Bold

e Underlined

Changes made to documents during previewing or printing are not retained. This
setting can be temporarily changed through Document Options before printing.

Name Layout Select how names appear on Minutes or Resolutions from Firstname, Surname or
Surname, Firstname.

Meeting Time Input the meeting time to be displayed on Notices of Meetings. This setting can be
temporarily changed through Document Options before printing.

Statutory Register Leave 1 as the number of copies of registers to print, where the register is
copies required to be kept by companies under the Corporations Act.

Other Register copies Leave 1 as the number of copies of registers to print, where the register is
required to be kept by companies under the Corporations Act.

Form Copies Leave 1 as the number of ASIC forms set to print in document preparation
screens.
Certificate Format Select either Portrait or Landscape to print the Share Certificates in the selected

format. Leave the Hide Border box I unticked so that when printing certificates,
these will be printed with a border.

Officers Register Format Select either Portrait or Landscape to print the Officers Register in the selected

format.
Allotment/Transfer Select either Portrait or Landscape to print the Share Allotment/ Transfer Journal
Journal Format in the selected format.
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Resolution Date Prirt' ¢ § ' on each line heeting time 10: 004k
Dl:u.cumnlant Preview o eview and Prirtirig Etatutory Register Copies 1 =
Edit options
. . Y

Text Fort A tril Cther Register Copies 1 =
hinute/Resaolution Bold Form Copies 1 =
Side heading fort o

Cerificate Format Portrait Hide harder
Mame Layout Surname, Firstname FrtiEEts Farm orrs v
Hide fields when exporting to MS WWiard Officers Register Formst L -
Showy bvwo signatories per line on a resolution AllotnentTranster Journal Formst Portrat W
Dizplay minutesfresolutions title in upper caze . . . :

Directors Shareholdings Register Format | Portrait W

Display uszer reference on documents
Print text for document reference

PREPARED BY:

W Dizplay Uzer name

Click the Letter/invoice Options tab

Letter copies
Letterhead Top Margin

Letterhead Bottom
Margin

Letterhead Left Margin

Letterhead Right
Margin

Letter/Invoice Preview
Edit Options

Date Letters and
Invoices Current Date?

Letter Addressee

Input the number of copies of the client letter you wish to print with documents.
Leave this as 0. This can be changed to adjust for your firm's letterhead.

Leave this as 0. This can be changed to adjust for your firm's letterhead.

Leave this as 3. This can be changed to adjust for your firm's letterhead.

Leave this as 0. This can be changed to adjust for your firm's letterhead.

Select None. Text edit screens will not display whenever letters or invoices are
previewed or printed.

Other options are:

Preview: Text that can be edited will display when you click to preview a letter or
invoice to screen.

Printing: Text that can be edited will display when you click to print.

Preview & Printing: Text that can be edited will display when you click to preview
to screen or print a document.

Changes made to documents during previewing or printing are not retained. This
setting can be temporarily changed through Document Options before printing.

Only click this box to date letters, invoices and disbursement invoices today's
date rather than the Document Date.

Select to whom letters will be addressed from:
e The Directors
e The Secretary
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Letter Addressing

Print Page Numbers
on Letters?

Save freeform letters in
document
management

Use letter address in
company letters?

Task 1.1 - Review Administration Defaults

e Secretary Name
e Signatory Name

This Letter Addressee will be the default in Client Data when adding a new
company.

Select how letters/invoices are to be addressed from:

e First name:i.e. Dear John or if a casual name has been input, Dear Johnnie
e Title/Surname: i.e. Dear Mr Jones

e Generic: i.e. Dear Sir/Madam

¥ Click this box to print page numbers on client letters.

Leave this unchecked, selecting this option will save all freeform letters created
to document management. These documents can then be pushed to Portal by
BGL.

¥ Click this box to use the letter address selected under the Addresses Add/Edit
screen in company letters prepared by CAS.

Letter Copies 1 =

Letterhead Marginz Top 0 Bottom | 0.
Leit - Rickit o

LetterAnwvoice Previewy Edit options Presviesy and Printing W

Date letters and invoices current date ¢ o

Letter Addreszee Signatory Mame W

Letter Addressing Firstname W

Print page numbers on letters? W

Save freeform letters in document management 7

Uze letter address in company letters 7

Underline Signatory on Consent to Aot 7 W

Click the Invoice Option
Invoice copies

- Invoice

- Disbursement Invoice

s tab

Input the number of copies of the client invoice you wish to print with
documents.

Input the number of copies of the ASIC disbursement invoice you wish to
print with documents. A disbursement invoice only prints where CAS
anticipates there will be an ASIC fee for this document lodgement.

Next Invoice Number default Input the next invoice number for CAS generated invoices. CAS will

sequentially number invoices from this number onwards in the Freeform
Invoice process.
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Task 1.1 - Review Administration Defaults

Allow changes to next invoice ¥ to be able to change invoice numbers through the Freeform Letter and
number? Invoice screen
Invoice payment footer type Select the type of remittance advice footer on invoices from:
¢ None
e Cheque
¢ Cheque and Credit Card
Credit Cards Accepted ¥ Select the credit card payment method accepted.
GST/VAT Rate Input 10 as the GST rate to apply to invoices.
Invoice Addressee Select to whom the invoices will be addressed to from:

e The Directors
e The Secretary
e Secretary Name
e Signatory Name

This Invoice Addressee will be the default in Client Data when adding a
new company.

Save freeform invoices in ¥ Click this box if you would like to save all freeform invoices in

document management document management. These documents can then be pushed to Portal
by BGL.

Invoice Copies Irvoice 1 %ﬂ

Dishursemert Invaice 1 %ﬂ

7 [a]

Mext Invoice Mumber default []

Allowy changes to next invoice number 7 J

Irvoice payiment footer type Chegue and Credit Card W

Credit Cards Accepted ¥ American Express V' Mastercard
W Diners Cluk ¥ isa

GETAAT rate o

Addinciude GSTHYAT ininvoices ¥ )

Addinclude GETAAT in dizbursement invoices 7
Irvoice Addressee Signatory Mame W

Save freeform invoices in document management 7 W

Defaults | Annual Review
From the Ribbon Toolbar:

On the Administration tab , in the Setup group, click Defaults
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Task 1.1 - Review Administration Defaults

Agent [ ra . .
P Presenter 1] FIrM Details

Defauhs' & |sers
| Setup

Click Annual Review

Annual Review Year Leave this as the current year.

Annual General Meeting  Input the Annual General Meeting (AGM) date for your companies who hold
Date AGMs.

Financial Year End Date Input the financial year end date for your companies who prepare annual
documents.

Print signature on Annual ¥ Click this box to print an optional signature section at the end of the CAS
Statement generated Annual Company Statement.

Include page numbers on ¥ Click this box to print page numbers on annual documents.
Annual documents

Select companies on Only click this box to automatically select ALL companies to print.
Annual Review screen

Create Annual Return Only click this box for the Annual Return letter to appear first when printing
letter first annual return documents.

Add Solvency Resolution ¥ Click this box to add an entry to Document Tracking when a Solvency

to Document Tracking Declaration (Directors Meeting Minute) is printed from Annual Reviews.
Add Annual Review ¥ Click this box to add an entry to Document Tracking when the Annual Review
Comparison Report to Comparison Report is viewed.

Document Tracking

Update Annual Review Click this button to update the Annual Review date in the Company Details
Dates screen to the current year.

ACRA XBRL Financial This field is not required for companies in the Australian jurisdiction.
Statements to file

Private Companies

Annual Review reminder Tasks can be set in Task Management for users when annual reviews are due.

days Users can select or enter the number days when to display the reminder. For
example, selecting - 7 means that CAS will display a reminder 7 days before the
Annual Review Date. Annual Review tasks can be added from the Company
Add/Edit screen.

AGM reminder days Tasks can be set in Task Management for users when AGM are due. Users can
select or enter the number days when to display the reminder. For example,
selecting - 60 means that CAS will display a reminder sixty days prior to the
AGM date. AGM tasks can be added from the Company Add/Edit screen.

Public Companies
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Task 1.1 - Review Administration Defaults

Annual Review reminder Tasks can be set in Task Management for users when annual reviews are due.

days Users can select or enter the number days when to display the reminder. For
example, selecting - 7 means that CAS will display a reminder 7 days before the
Annual Review Date. Annual Review tasks can be added from the Company
Add/Edit screen.

AGM reminder days Tasks can be set in Task Management for users when AGM are due. Users can
select or enter the number days when to display the reminder. For example,
selecting - 60 means that CAS will display a reminder sixty days prior to the
AGM date. AGM tasks can be added from the Company Add/Edit screen.

Annual Review Year 213

Annual General Meeting Date 30M12013 =)

Financial Year End Date 30/062013 =

Print zignature on Annual Statement J

Include page numbers on Annual Documents )

Create Annual Return letter first o

Select companies on Annual Review screen

Add Soblvency Resclution to Document Tracking J

Add Annual Review Comparison Report to Document Tracking &
Update Annual Review dates

ACRAXBRL Financial Statements to file Ciption A - Full XBRL -

Private Companies

Annual Review reminder days -7 %

AGM Reminder days -0 %

Public Companies

Annual Review reminder days -7 %

AGM Reminder days -0 %

Hew fealand Companies

Dizplay auditor tickbox in annual return =creen v

Click Save

Defaults | Document Tracking
From the Ribbon Toolbar:

On the Administration tab , in the Setup group, click Defaults

Agent / @ Firm Details

9 Presenter

@ Defaultsl 2’ |sers
W
Click Document Tracking
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Task 1.1 - Review Administration Defaults

Document Tracking Defaults

'Documents Prepared' Status Select Sent to Client as the document tracking status of documents
Level when they are printed.

'Document Management' Status  Select Prepared the status level whenever document management
Level documents are created.

Update Document ¥ Click the check box for documents to be added automatically to the
Tracking for: Document Tracking when printed from:

e Company and Business Name Forms (mandatory)
e Share Transfers

e Share Declarations of Trust

e Unit Allotments

e Unit Transfers

e Unit Declarations of Trust

e Unit Redemptions

Where documents are not lodged electronically, such as Share Transfer Forms, you must change the

document tracking status level manually when these are lodged. Alternatively you may choose not to include
these documents in Document Tracking.

Update Seal ¥ Click the check boxes to automatically add Share Certificates and Unit Certificates to
Register the Seal Register when these documents are printed.

Document Tracking Defaults
‘Documents Prepared’ Status Level Q SENT TO CLIENT

‘Document Management' Status Level Q PREPARED

Full page preview when hovering over document

Update Document Tracking for;
Company and Buginess Name Forms
Share Transfers
Share Declarations of Trusts
Unit Alletments
Unit Transfers

Unit Declarations of Trusts

I L

Unit Redemptions

Update Seal Register for;
Share Certificate lssues

lUnit Certificate lzsues W

<

Defaults | Tasks/Help

From the Ribbon Toolbar:
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Task 1.1 - Review Administration Defaults

On the Administration tab , in the Setup group, click Defaults

Agent [ o N ;
P Presenter 1] FIrM Details

Defauhs' & |sers
| Setup

Click Tasks/Help

Note: Task Management is only available in full CAS and is not included in CASLite or CASLite Plus.

Use Task Management? ¥ Click this box to automatically add document tracking entries to the Task
Management when documents are printed.

Number of future days Input the number of days warning to include on the Task Management screen.
Show bubble help hints? ¥ Click this box to display bubble help data input hints.

Software Update ¥ Click this box to receive a prompt at startup when there is a more recent
Warning version of CAS available to download and install from BGLs internet site.

Only notify supervisors of ¥ Click this box to only display the above prompt for users with Supervisor
updates? access.

Enable BGL Direct ¥ BGL Direct is a messaging system used by BGL to notify clients of urgent
Messages? ASIC system failures or major software errors/events.

Enable Adobe Reader ¥ Click this box to use Adobe Reader instead of Adobe Acrobat when previewing
when previewing documents.
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Task Management Defaults
U=ze the Tazk Management

No of future days tasks to show

Help Defaults
Show bubble help hints

CAS System Options

Onhy notify supervizers of updates
Software update notifications

Enable BGL Direct Megzages

BGL Direct check interval

Connect using a proxy server

Proxy Server

Proxy Username

Proxy Password

Uze Adobe Reader when previewing

BGL Connect
Launch automatically at start up of CAS

Do not prompt user to install BGL Connect

Click Save

End of Task 1.1. Proceed to Task 1.2.

28

30 % minutes

Task 1.1 - Review Administration Defaults

Autodetect
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Task 1.2 - Review ASIC Agent and User Settings

Task 1.2 - Review ASIC Agent and User Settings

Objective

In this task you will learn how to review ASIC Agent and user settings.

By the end of this task, you will be able to change:
¢ ASIC Lodging Agent settings.

e CAS User settings
¢ Firm name and details

Instructions
As an ASIC lodging agent, your ASIC Agent details, including electronic lodgement settings (if applicable)

must be recorded in CAS. Agent details print on ASIC forms generated by CAS. Multiple agents can be
recorded in CAS, and users can then be linked to a particular agent.

ASIC Agent Settings
From the Ribbon Toolbar:

On the Administration tab , in the Setup group, click Agent / Presenter

Agent / A _
@ Presenter' (1] Firm Details

@ Defaults & Users
l

Setup |

Click _1 Newto add a new ASIC lodgement agent or Z Editto change the details of the
highlighted ASIC lodgement agent

Number Input the ASIC agent number

Name Input the ASIC agent's name

Address Click 2l Search to select an address CAS Address list. If the address does not exist
on the list, click _1 New to add the address. Highlight the address on the list and
click ¥ Select

Email Input the Agent's email address.

ABN Input the agent's Australian Business Number.

Agent forms Click 4l Search to select a signatory. This will be the default signatory whenever an

Signatory Agent Form is prepared.
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Task 1.2 - Review ASIC Agent and User Settings

EDGE User ID Input your EDGE user ID as advised by ASIC.

EDGE Password Input your EDGE password as advised by ASIC.

Date Input the date the password last changed.

EDGE Version Leave this as 0500.

EDGE Machine Select the ASIC's Primary Mailbox or Secondary Mailbox. This is the EDGE

machine that will receive your documents. Both machines will send and receive
documents in the same manner.

ASIC Debit Account ¥ Clients that have an existing ASIC account can click this option to credit their
account for the lodgement fees. Clients who do not have this option should not click
this option and ASIC will invoice the company for the lodgement fee.

Clients can open a debit account with ASIC if they wish.

Agent | Presenter Details

Mumber 1234

Marme BGL CORPORATE SOLUTIONS PTY LTD

Address gj x SUITE 2, B0G-6058 HAWTHORM ROAD, BRIGHTOM EAST, YIC, 31
Email info@@bglcorp .com.au

2B 11111117111
Agert forms Signatary Al K| JONES, JOHN

ASIC EDGE Login Details

EDGE User ID S00002

EDiE Password N 234567 @ Date  [190142011 =
EDGE Yersion 0500

EDGE Machine Pritnary Mailbio W

ASIC Debit Account 7 v

Click the CAS Details tab.
BGL's Registration No  Leave this as 2002.
CAS Release Leave this as is.

Test Transmission Only click this box to transmit documents as a TEST only. Documents
transmitted in test mode are not accepted by ASIC.

Delete Reports After Click this box to delete ASIC reports after printing. BGL recommends you DO
Printing NOT click this check box.

Clear Lodgement ¥ Click this box to clear documents selected for transmission to ASIC but not yet
Selections lodged.
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Task 1.2 - Review ASIC Agent and User Settings

w(i REFER TOARTICLE 548 FOR MORE INFORMATION ON SETTTING UP
ASIC INTERNET LODGEMENT IN CAS

CAS Details
BGL's Registration Mo 2002
CAS Releaze 20160

Test transmission ¢
Delete reports after printing 7

Clear lodgement selections v W

Firm Details
From the Ribbon Toolbar:

On the Administration tab , in the Setup group, click Firm Details

Agent / 2
Q Presenter (1] Firm Details
Set-Up
)
Defaults “’ User Set Up
[ Setup J

Firm Name Input your firm's name. This name will appear on CAS reports.

Postal Address Click ‘&l Search to select an address CAS Address list. If the address does not exist
on the list, click _1 Newto add the address. Highlight the address on the list and click

¢ Select

Office/Street Click ‘4l Searchto select an address CAS Address list. If the address does not exist on

Address the list, click ] New to add the address. Highlight the address on the list and click ¢’
Select

DX No and Input your DX details(if applicable).

Suburb

NDC Details If you are registered with National Data Centre to prepare company searches using the
NDC internet site, Input your User Name and Password.

CAS Email If you wish to email documents directly from CAS, input your email settings here.

CAS User Settings
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Task 1.2 - Review ASIC Agent and User Settings
From the Ribbon Toolbar:

On the Administration tab , in the Setup group, click Users

Agent / ra) I .
@ Presenter 1) Firm Details

Defaults & Users
[ SeH J

Click _1 Newto add a new user or # Edit to change the details of the highlighted
user

User Details

User Name Input the name as you wish it to appear when logging in to CAS.

Password Input a password for this user (optional).

Agent/Presenter Select a default ASIC agent for this user.

User Access

User Type ¥ Select Supervisor or Other User.
Supervisor users have access to all functions. Other Users must set the
functions required by clicking CAS User Access Settings.

CASNet access ¥ Click this box if you wish this user to log into CAS using the CASNet
module, which allows users access to CAS company data and changes via
an internet connection. CASNet is an additional module that can be
purchased from BGL.

Set the level of access via CASNet by clicking CASNet User Access

Settings.
Company/People Level Company level security allows you to limit the access a user has to certain
Security companies or people on your CAS database.

If you select Company level security access control, the user will be able to perform the tasks selected
for the companies selected. If you select Company level security non access control, the user will NOT
be able to perform the tasks selected for the companies selected.

Document Preview

Options

Document Preview Edit Users have the ability to alter text documents on screen before printing. This
setting overwrites the option selected in CAS Defaults.

Letter/Invoice Preview Edit  Users have the ability to alter text documents on screen before printing. This
setting overwrites the option selected in CAS Defaults.
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Task 1.2 - Review ASIC Agent and User Settings

@ d

User Details
User Mame |SLIPERVISOR |

Passwoard

E2 2] |

E2 2] |

Retype Password

Do not use companyipeople level securit
Level Security panypeop ¥

Document Preview Options
Document Prewvies

Maone w
Edit options | . '|
LetterAnvoice Preview Edit |N|:|ne |v1.||
options

End of Lesson 1. Proceed to Lesson 2.

CompanyfPeople Security Settings

AgentPresenter |EIGL CORPORATE SOLUTIONS PTY LTD [12354] »
User Access
Uzer Type ¥ Supervizor

Cther uzer CAS User Access Settings
Company/People
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Conclusion and Summary

Thank you for investing your time to complete this CAS Advanced 1 Training Manual. Your efforts will be
reflected in improved productivity and the efficient use of your CAS software.

You will now be able to:

e set up various default options to ensure efficient use of CAS

e set up an ASIC Agent

e setup a new user in CAS

¢ process a data download and prepare a comparison report

e prepare combined minutes for a member change, officer change and an address change

e prepare multi company documents

e prepare a share subdivision, conversion and a share buy back in CAS

e prepare various ASIC agent forms to view a list of documents lodged, to view a list of company debt and to
cease yourself as an ASIC agent

e insert a logo into reports in CAS using Report Editor

¢ consolidate duplicate addresses

® prepare a corporate tree in CAS

e track and manage document using All Documents and Forms Screen
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