
 

 

 

 

 

v20180807 
REIV VicForms Quick Start Guide | 1 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

v20180807 
REIV VicForms Quick Start Guide | 2 

 

  ................................................................................................................. 3 

1.1 About VicForms ................................................................................................................................... 3 

1.2 System overview .................................................................................................................................. 3 

1.2.1 Creating & managing forms ......................................................................................................... 4 

1.2.2 Filling in & editing forms .............................................................................................................. 4 

1.2.3 Maintaining your agency details ................................................................................................. 5 

1.2.4 Viewing your usage and costs ..................................................................................................... 5 

 

  .......................................................................................................................... 6 

2.1 Access VicForms .................................................................................................................................. 6 

2.2 Read and accept the License Agreement ............................................................................................ 7 

2.3 Check your agency information ........................................................................................................... 8 

2.4 Upload your agency logo ..................................................................................................................... 9 

 

  ........................................................................................................ 10 

3.1 Create a new form ............................................................................................................................. 10 

3.2 Fill in your form ................................................................................................................................. 12 

3.3 View/download your form ................................................................................................................ 13 

3.4 Purchase your form ........................................................................................................................... 14 

3.5 Download or Email your completed form ......................................................................................... 16 

 

  ................................................................................. 17 

 

 



 

 

 

 

 

v20180807 
REIV VicForms Quick Start Guide | 3 

 

 
 

 

VicForms is the REIV’s web-based system for creating real estate authorities, forms and contracts. 
 

Key features of VicForms include: 

• REIV form templates are kept up-to-date with 
changes in the law and real estate practice (see 
the table at the end of this document for the full 
list of forms) 
 

• Straightforward interface makes it simple to enter 
the right information 
 

• Forms are produced as PDF files, which are 
simple to email, print, or save in your local files 
 

• Forms are pre-filled with your agency’s name, 
address, and contact details 
 

• Forms can be branded with your agency’s logo 
 

• You can copy and edit forms, to save re-entering 
the same information 

 

 

 

There are four main areas you’ll use in VicForms: 

• Creating & managing forms 

• Filling in, copying, and editing forms 

• Maintaining your agency details 

• Viewing your usage and costs 
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1.2.1 Creating & managing forms 

The Contracts screen is where you can: 

• Create a new form 
 

• Find and access forms you created 
previously 
 

• Delete old forms you no longer need 

 

To get to the Contracts screen, simply click 
on the Contracts heading in the top menu. 

1.2.2 Filling in & editing forms 

The Edit screen is where you can: 
 

• Fill in a new form 
 

• Create a copy of an existing form 
 

• Edit an existing form 
 

• View or download a form, to email or 
print 
 

To get to the Edit screen, go to the 
Contracts or Overview screen, and click on 
the name of the form you want to edit. 
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1.2.3 Maintaining your agency 
details 

 
The Organisation screen is where you can:  
 

• Check your agency’s address and 
contact details 
 

• Upload your agency logo 

To get to the Organisation screen: 

• click on the name in the top right-hand 
corner of the screen 

• then select Agency 

• then select Organisation 
 

1.2.4 Viewing your usage and costs 

The Billing screen is where you can: 
 

• See a summary of your form purchases 
this month, and for previous months 
 

• See a detailed breakdown of your form 
purchases 

To get to the Billing screen: 

• click on the name in the top right-hand 
corner of the screen 

• then select Agent 

• then select Billing 
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To use VicForms, you will need: 

• A desktop computer, laptop, tablet, or smartphone (we recommend a screen 7” or larger), 
with: 

o Internet access 
o A current web browser (e.g. Firefox, Chrome, Internet Explorer 11, Edge, or Safari) 
o A PDF document reader (e.g. Adobe Acrobat Reader, http://get.adobe.com/reader/) 

 

• Your agency’s Vicforms username & password 
 

 

• Use your web browser to go to https://new.vicforms.com.au. 
 

• Enter your agency username & password and click Login. 

 

If you do not know your access details, please contact us on 9205 6666 or 
vicforms@reiv.com.au. 

 

 
 

https://new.vicforms.com.au/
mailto:vicforms@reiv.com.au
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When logging in for the first time you will be asked to acknowledge the End User License 
Agreement (EULA). 

To read the terms of the agreement, scroll down the page. 

If you agree with the terms of the EULA, confirm and proceed by clicking the Agree button.  

Note: The EULA is a legally binding agreement between your company and the REIV – if you do 
not understand the agreement or do not agree to any of the terms, it is important that you click 
Disagree and contact the REIV for further clarification on 9205 6666 or vicforms@reiv.com.au. 

  

mailto:vicforms@reiv.com.au
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You can now check that your agency information is correct on Organisation screen. 

Click on the name in the top right-hand corner, then select Agency: 

 

Then select Organisation: 

 

 

Please ensure that the agency details on the Organisation screen are correct and up-to-date, as 
these details will be used in all forms that you generate and provide to your clients. If you would like 
to change any details or your password, please contact vicforms@reiv.com.au  
 

Note: it is normal for the ACN field to be empty.  This information is not currently being updated 
from the REIV membership system into VicForms, but is something we’ll add in the future. 

mailto:vicforms@reiv.com.au
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You can load an agency logo through the Organisation screen.  Your logo will then appear on the 
top of each for you create. 

Your logo image: 

• must be 250 pixels wide & 120 pixels high  

• must be a jpg, png or bmp file 

• must not be any larger than 100kb in size 
 

Note: If you’re unsure what these details mean, 
your marketing or IT staff can probably help. 

 
To upload your logo: 

1. Click the button marked “Upload a new file”. 

 
2. Locate the logo on your computer and select it. 

 
3. Click “Open” 
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To start a new form, simply: 

1. Select the New Form button in the top right-hand corner of the screen. 
 

 
 
 

2. Select the appropriate document type from the Contract Type drop-down. 

Note: The forms are separated into categories, scroll through the list to locate the form you 
need. 

 
 
 

3. Give your new form a name, then click Create. 
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Note: You will not be charged the fee at this point.  You are only charged once you finish 
filling in the form and click Purchase. 
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4. After Creating the form, you’ll be taken to the edit screen where you can fill in the details. 
 
In most cases, your agency’s details will be pre-filled from your Organisation details.  You 
can type over these to change them wherever necessary. 

 

 
 
 

5. Work down the screen, completing the form as you go.  The information you enter will be 
saved automatically each time you click into the next field. 
 

6. Mandatory fields are marked with a red asterisk – you must fill in these details before you can 
Purchase the form. 
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7. It is important that you check over the form before you purchase it, as once it’s been Purchased 

you won’t be able to change key details. 
 
To review your form, you can either View or Download it: 
 

• View a form on your screen using the eye icon 

• Download a form as a PDF document using the arrow icon 

 

 
Note: Until you finish filling in your form and Purchase it, you’ll see a Sample Only 
watermark on the document. 
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8. When you have finished filling in the form details and are satisfied the information is correct, 
you can Purchase the form by clicking the green Purchase button. 

 

 

9. If you haven’t completed all the required fields, you’ll see a red error message at the top of the 
screen telling you which fields you still need to fill in. 
 
You can click on any of the field names to jump directly to that part of the form. 
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10. Once all the required fields are complete, you’ll see the final payment confirmation step.  Click 
Finalise to complete the purchase. 

Note: Please make sure you have Viewed or Downloaded the form before Purchasing.  
Once you Finalise the Purchase, the required fields get locked – if you have made an error 
you will not be able to correct it and will need to create and purchase another form. 
 
Each month, you will be invoiced by the REIV for any forms you have purchased. 

 

 

 

 

After Purchasing the form, the name of the form and the Purchase button are greyed out: 
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11. Now that you have finished the form, you can either Download it or Email it: 
 

 
 

• Use the arrow icon to Download the form as a PDF file that you can print, email to yourself 
and your client, or save in your local files. 
 

• Use the envelope icon to Email a copy of the form directly from Vicforms 
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The Clearing Sale authority has been discontinued 


