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1 WELCOME TO VICFORMS

1.1 About VicForms

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

Key features of VicForms include:

e 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)

e Straightforward interface makes it simple to enter
the right information

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

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

e Forms can be branded with your agency’s logo

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

1.2 System overview
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

<« @ & viclorms.com.au/page/home#sta @ | Q seorch neEo =
The Contracts screen is where you can: Srevvicrorms m&w
e Create a new form a =
° Fi nd and access forms you Created NAME TYPE LAST MODIFIED ~  DATE CREATED STATUS
. Lease Guar (Armstrong) 142 - Guarantee and Indemnity 09:34 AM Jul 17,2018 In Progre...
preVIOUSIy Tenancy - 22a Baker Drive 135 - Residential Tenancy Agreem...  09:34 AM Jul12. 2018 In Progre...
Sale Auth 21 Lightwood C_. 001 - General Sale Autherity 09:33 AM Jul 25, 2018 In Progre...
e Delete old forms you no |0nger need Leasig; & Mgmt Auth Un_ 004 - General Leasing and Managi_.  D3-43 Al [
McKenzie Rd (Alan johnst.. 118 - Contract of Sale of Real Estate  09:32 AM Aug 02, 2018 In Progre...
Leasing Auth (Armstrong) 0058 - Exclusive Commerdial Leasl..  09:32 AM Jul 06, 2018 In Progre...
To get to the Contracts screen, simply click R,
On the ContraCts heading in the top menu' 123 Greens Rd - auction .. 003 - Exclusive Auction Authority 1432 PM Aug 03, 2018 Complet...
003 003 - Bxclusive Auction Authority Jul 23, 2018 Jul 06, 2018 Complet...
Showing 1 to 10 of 375 results - 2 3 4 s 8 > Show 10 [=

1.2.2 Filling in & editing forms

€5 Cc R @ iy Victorms.comau . “on|Q memo =
The Edlt SCI'een IS Where yOu Can REIV VICFORMS Overview Contracts Snippets Hi, David Hall »
€ Tenancy - 22a Baker Drive i 0 =@ o 3 PURCHASE
e Fillin a new form kbt ey S 2

e Cr f an existing form >
C eate aCOpyO ane St g 0 Persp [\eewresus/| Residential Tenancy Agreement :?RELV

e Edit an existing form

Agreement Date * Location*
. . I'M /
e View or download a form, to email or
print
LANDLORD

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. D N s
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1.2.3 Maintaining your agency
details

The Organisation screen is where you can:

o Check your agency’s address and
contact details

e Upload your agency logo

To get to the Organisation screen:
e 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:

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

e See a detailed breakdown of your form
purchases

To get to the Billing screen:
e click on the name in the top right-hand
corner of the screen
e then select Agent
¢ then select Billing
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< VicForms - Real Estete nstitutc X

« [

v oo @ || Q Search n 0 =

@ & hitpsy/inew vidorms.com.au/page/homedregs

Overview Contracts.

s
" REIV VICFORMS Snippets

Perspective Real Estate

gilind  Organisation

-. rom your agency’s REIV Membership, ta correct or update them please contact us on 9205 6666 or vicfor
Agency Primary Contact
David Hall
Email Phane
dhall@reiv.com.au 9205 6666
ABN ACN |
111222333 \
Address Line 1
123 smith St Testville 1234
Logo Settings Logo
Your logo should be 250px wide x 120px high, and must be a x o
jpg. .bmp., "png'file. The file size must be 100kb or less. / \
p feal Eﬂy

R —— |

<« c @ @ B hitps/newsictorm.comau/page/homeduse @ Q seanch n o =

5
| “REIVVICFORMS ~ Overview  Contracts  Snippes

David Hall

My Deta) Billing

e
August ¥ 2018 ~ Go = =

|

MONTH FORMS TOTAL

August 2018 1 $2.92
CONTRACT TYPE UNIT PRICE QUANTITY AMOUNT |

003 - Exclusive Auction Authority (1.2.4) $2.65 1 $265

Sub Total $2.65

ot $0.27

Total 52,92

v20180807
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2 GETTING STARTED

To use VicForms, you will need:

e 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/)

e Your agency’s Vicforms username & password

2.1 Access VicForms

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

e 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.

< VicForms - Real Estate Institute X

<« ¢ @ © @ hitpsy/newvidiorms.com.au o @ || Q search ¢meo o =

.
VREIV

VICFORMS

Username -

Password -}

LOGIN

Forgot Password?

Don't have an account? Make an enquiry
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2.2 Read and accept the License Agreement

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.

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

“REIV VICFORMS Hi,Janette Smith

WELCOME TO VICFORMS, JANETTE SMITH!

We're excited for you to jump straight in and start creating contracts but first
we have to get a few things out of the way.

Please review the licence agreement below, and click "Agree" to proceed.

Don't worry, you will only have to do this once.

IMPORTANT ADVICE

This is a legal document. It contains terms that will apply to your access to and use of Vicforms. Please read it carefully before you click "agree” to accept
the terms. If you click "agree" and have not read the terms, you will be still be bound by them.

LICENCE AGREEMENT

You have entered into this Licence by going to the Vicforms site, accessing this Licence and clicking "agree" to accept its terms and conditions.

What is Vicforms?

matter or thing.

16.3 If a court or tribunal determines a part of this licence is invalid or unenforceable, it will be deemed deleted and the other parts of this licence will
continue in force to the fullest extent possible in the circumstances.

| have read the agreement and | choose to..... DISAGREE AGREE

If you are not authorised to make this decision. You will continue to see this screen and be unable to access online forms until such time as an authorised person

agrees to the conditions

REIV VicForms Quick Start Guide | 7
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2.3 Check your agency information
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:

<> VicFarms - Real Estate Insttutc X

« c @ © B 54,66.138.96/page/home we @ f| | Q search ¥ ne 3o =|
.
“VREIVVICFORMS ~ Overview  Contracts  Snippets
2 dorou
Q )
O  agency

Walrama Tn Virfnrme

Then select Organisation:

A Wickorma - Real Estate batitute 30
« ¢ @ @ @ hitps:/fnewvidorms.com.au sme o =
N

“VREIVVICFORMS ~ Overvew  Contaas  smippets HL David Hall =

Perspective Real Estate
Ovganisation '/
wi from your agency’s REW Membership, to correct o update them please contact us on 9205 6666 o

Primary Contact
David Hall

Phone

Email
9205 6666

dhall@reiv.com.au
ABN ACN
111222333

Address Line 1
123 Smith 5S¢, Testville 1234

Logo Settings

& Upload a new file

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

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.
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2.4 Upload your agency logo

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: 250 pixels wide

e must be 250 pixels wide & 120 pixels high
e must be ajpg, png or bmp file
e must not be any larger than 100kb in size Exa m ple 120 pixels
X
If you're unsure what these details mean, Iogo high
your marketing or IT staff can probably help.

To upload your logo:

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

f’ﬁ Upload a new file s

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

3. Click “Open”
@_ Open %
mv\g » Libraries » Pictures » [ 43| [ Search Pictures o]
Organize ¥ New folder =~ [0 @
(W] Microsoft Word Pictures library

< Arrange by: Folder
. Templates Includes: 2 locations

3 Favorites 3
Bl Desktop
& Downloads
] Recent Places %

REIV Logo Sample Pictures
4 Libraries
E‘] Documents
J’ Music
|| Pictures
Videos

1M Computer

“! Network

File name: ~ Al Word Documents (*.doog. ~|

Tools ¥ [ Open Ivj [ Cancel ]
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3 CREATING YOUR FIRST FORM

3.1 Create a new form
To start a new form, simply:

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

e
A REIV VICFORMS Overview Contracts Snippets Hi, Davig Hall
Q, Search Contracts

In Progress

DATE
NAME TYPE LAST MODIHED ~ CREATED
test 118 118 - Contract of Sale of Rpil Fs___14:43 PM Aug 0220

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

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

New Form

Contract Type

- Residential Tenancy Agreement

- Condition Report

- Contract of Sale of Real Estate

- Exclusive Auction Authority
- Exclusive Sale Authority
- General Sale Authority

- Tender Authority

3. Give your new form a name, then click Create.

REIV VicForms Quick Start Guide | 10
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New Form

Contract Type

003 - Exclusive Auction Authority

Version

$2.92 (GST Inclusive) 1.24

You will not be charged the fee at this point. You are only charged once you finish
filling in the form and click Purchase.

REIV VicForms Quick Start Guide | 11
v20180807



\_
VREIV

VICFORMS
3.2 Fill in your form

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.

=] X

=
- < VicForms - Real Estate Institute X B ——

<« (R (@ & htips//newvicorms.com.au e | | Q Search 4N ﬁ o =
<O |
REIV VICFORMS Overview Contracts Snippets Hi, David Hall «
€ 123 Greens Rd - auction auth (] O ® ¥ PURCHASE |
003 - Exclusive Auction Authority (1.2.4)
P /t Code 003 \
erspective 3
Jieal Estal . . .
Exclusive Auction Authority R REIV
The Real Estata Institute of Victoria Ltd
AGENT
Name * Address *
Perspective Real Estate 123 Smith St, Testville 1234
ACN ABN
Australian Company Number 111222333
Attention * Phone
David Hall 9205 6666

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.

REIV VicForms Quick Start Guide | 12
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3.3 View/download your form

7. ltisimportant 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:

e View aform on your screen using the eye icon
e Download aform as a PDF document using the arrow icon

N\
A REIV VICFORMS Overview Contracts Snippets . Hi, David Hall -

< test118 ¥ PURCHASE

Until you finish filling in your form and Purchase it, you'll see a Sample Only
watermark on the document.

Code 003
Exclusive Auction Authority ® Perspe

The Real Estate Institwe of Victona Lid | wenw.reiv.com.au | ABMN 81004 210897 |

Particul ppointment.
Age ctive Real Estate
55 23 Smith St, Testville 1234
Al ABN 111222 333
Hall

Phol LFI Nioblie 0412 345 678

Fa Emall dhall@reiv.com.au
Vendor

&b
L S o
acn L AV = aBN

Phona ’ ‘ Mabile
X 4 o

Property .. A

with goods being & B o

Exclusive authority period unkil = es te

Email

Canlinuing autharity paried days from the, & exclusive authority period.
Auction date { 120

The Propery is being sald | | with vacant passession OR | | sutijéet to

on paymeni of | | full purchase price OR upon terms on payment !‘ sit and the sum of §

Vendor's reserve price payable In days

Agent's estimate of selling price (Section 4TA of the Estate Agents Act 1920). Note: If a fied. the difference betwean

the upper and lower amounts cannot be mara than 10% of the lower amount.
Single Amaunt § or between and

Commigsion
A fixed *commigsion (Including GST) of §

A *commission (including G$T) being the following % of the sale price or calculated as follows:

Dollar amsunt of estimated commission:
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3.4 Purchase your form

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.

\
A REIV VICFORMS Overview Contracts Snippets Hi, David Hall

-

& b4 PURCHASE |

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.

€ 123 Greens Rd - auction auth b4 PURCHASE

Please complete all required fields before purchasing this Contract.
* Name
* Address
* Address

* Agent's Estimate of Selling Price

003 - Exclusive Auction Authority (1.2.4)

Perspective)| BEEEEE b
p ki Farmlismivem Asambimem Assbbamoitns \ xl\l
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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.

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.

Purchase Contract

Contract Name

123 Greens Rd - auction auth

Contract Type
Exclusive Auction Authority

Price
$2.92 (GST Inclusive)

Finalising the contract binds you to making the purchase and

disables editing of the contract (excluding certain fields).

FINALISE

a

After Purchasing the form, the name of the form and the Purchase button are greyed out:

by
h REIV VICFORMS Overview Contracts Snippets Hi, David Hall «

B

All changes saved

003 - Exclusive Auction Authority (1.2.4)
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3.5 Download or Email your completed form
11. Now that you have finished the form, you can either Download it or Email it:
\\REIV VICFORMS Overview Contracts Snippets Hi, David Hall «

& test118 ) ¥ | PURCHASE

e 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.

e Use the envelope icon to Email a copy of the form directly from Vicforms

Email Contract
To*

lorraine.landlord@gmail.com

CC

bob.landlord@hotmail.com

From *

propmgmt@perspectivere.com.au

Subject *

Leasing authority 123 Smith St, Testerton

Message *

Hi Lorraine, please find attached a copy of the auth

CANCEL SEND

REIV VicForms Quick Start Guide | 16
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4 LIST OF AVAILABLE FORMS & AUTHORITIES
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Residential Property Management Residential Tenancy Agreement WF135 ¥
& Owners Corp Management Exclusive Leasing & Managing Authority-Residential WFOD5A ¥
General Leasing & M, ing Authority WFDD4 ¥ The old 004, 0044, & 0048 have been merged into a single form 004 for both Resi & C&I
Condition Report WF137 ¥ The old 137A and 1378 have been merged into a single condition report
Tenancy Checklist/Tenancy Application WF132 Y
Property Management Landlord Checklist WFO17 Y
Appointment of Owners Corporation Manager WF148 Y
Service Provider Agreement WFO025 Y
Prop Management trades/contractor agreement WF148 ¥
Residential Sales Exclusive Sale Authority WFDD2 ¥
REIV-LIV Contract of Sale - Real Estate WF118 ¥
Exclusive Auction Authority WF003 ¥
General Sale Authority WFO01 ¥
Tender Authority WF007 ¥
Request Estimate of Selling Price WF0011 Y
Conjunctional Agents Agreement WF015 Y
Vendor Checklist WF013 Y
Auction Bidding Form WFO03A Y
General Service Authority WFO12 ¥
Expression of Interest Form WF147 ¥
Commercial Leasing General Leasing & Managing Authority W04 ¥ The old 004, 0044, & 004B have been merged into a single form 004 for both Resi & C&I
Exclusive Commercial Leasing Authority WFO058 ¥
Exclusive Commercial Property Management Authority WFIDSC ¥
Commercial Lease & Guidelines WF143 ¥
Commercial Lease Schedule WF144 ¥
Schedule Special Conditions WF144A ¥
Commercial Lease Guarantee & Indemnity WF142 ¥
Renewal of Commercial Lease WF0150 ¥
Diselasure Statement [Schedule 1) WE136A Y
Disclosure Statement (Schedule 3) WF136C Y
Disclosure Statement [Schedule 2) WF1368 Y
Disclosure Statement (Schedule 4) WF136D ¥
Renewal Reminder Notice WF1454 Y
Offer of New Commerdal Lease WF1458 Y
Non Renewal Commercial Lease Notice WF145C Y
Typical Leasing/Property Management Services (no cost) WEOQOST Y
Assignment of Commerdlal Lease WF151 Y
Business Broking Exclusive Business Sale Authority WF002 Y
General Business & Property Sale Authority WFOO8 Y
Buyers Agents Exclusive Purchase Authority WFDDEA ¥
General Purchase Authority WFO0B ¥
Rural Sales Exclusive Authority: Clearing Sale WF115 The Clearing Sale authority has been discontinued
Rural Vendor Checklist WF014 Y




