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Guide to
submitting EAS and
Government requested data

This guide is intended as general information only. If you are uncertain of your rights or interests, please
seek professional legal advice. Landgate staff are not able to give legal advice or to draft your
documents. Please read our Disclaimer.
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1 Overview

Welcome to Property Reporting Online (PRO) system. This system will enable the users to submit an
Electronic Advice of Sale (EAS), a re-enquiry, an advice of sale only, as well as collect the
government requested information quickly and easily. For the purpose of this example, the initiating
agency (you) are representing the Incoming proprietor (purchaser). In section B, we assume that you
are representing the Proprietor on title (seller).

Section A will assist you in submitting an EAS and providing Government requested information for
an overseas sole incoming proprietor. Section B will assist you in accepting an invitation and
providing Government requested information for an Australian sole proprietor.

2 Section A: Data Entry

In order to submit and EAS and provide the Government requested information via Property
Reporting Online (PRO), log into MyLandgate and select the Property Reporting Online on the
‘Conveyancer channel’, This takes you to the dashboard of your agency.
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Note: Both purchasers’ and sellers’ representative can initiate a transaction and invite the other. In
this example, we assume that the initiating agent is the purchasers’ representative.

e To start a new transaction, select ‘New’ from top left corner of the dashboard.
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Note: You can use ‘tab’ to

navigate through the fields on a

page and use enter to go to the
t next page.

2.1 Contract Detalils

o Enter the contract details on the first page. ( ) .
Note: You can copy information

from another source and paste it
fo) & into the fields in PRO or you can
_é;fj_ Landgate Property Reporting Online select data from another source
= and drag and drop into the PRO
fields with ease.

Add transachon

e @
Cortract Details
Agency File Refarence Contract Sale Price (AL "
RAINING § | 500000
Tramader Type GST Puyabile (RUD] {11 kcrwn)
TRANSFER » §  2e000
Contrast Dats * Hen Manstarg Consideration

Satiberrand [ate = Baasbness Goodwill! |P A
NOTE: Changing Senfement Date may require an EAS Resnquiny P —

Resumpticn

Cancel Ein Bt

e Enter your ‘Agency File Reference’.

o Choose ‘Transfer type’ from drop down; ‘Transfer’ for this example.

¢ *Add Contract Date (cannot be a future date).

o *Add Settlement Date (Must be after contract date).

Note: Settlement date must be within 3 months before or after the date of EAS submission.

o Check Resumption (only if applicable)

e Enter ‘Contract Sale Price’ as a whole dollar value, without commas or decimal point. Include
GST if any.

o Enter ‘GST payable’, if applicable.

e Enter ‘Non-Monetary Consideration’, if ‘Contract Sale Price’ is zero.
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Note: Examples of Non-monetary considerations may be gift, love and affection, pursuant to will, etc.

e Enter ‘Business Goodwill/ Intellectual Property’ (AUD), if applicable.
Note: Business Goodwill/IP is the residual value after all other asset values have been allocated.

o Enter ‘Interest Transferred’ as a percentage.

Note: Interest transferred is the percentage of a property being transferred, as distinct from the
percentage of the property being transferred to (each) party.

e Select ‘Next’ to go to the next page

2.2 Title and Property Details
On the Add titles page, you are required to provide relevant property details.

New Find

Add transaction
@
Add titles
Title(s)
Add Property

Volume Folio Lot Plan

And
1814 536 or Q (Y

Property Search Results

1814-536 762/D61765 SMITH

Clear Results “ Add Selected

‘ Cancel Previous Next

o Enter the ‘Volume and Folio’ and/or the ‘Lot and Plan’ of the property being transacted on.
You do not need to add prefixes or suffixes.

o Select the ‘magnifying glass’ on the right hand side (RHS).@

o Check the tick box on the RHS for the correct property and select ‘Add Selected’

Note: In case of multi lot properties, the record will bring up all the lots contained within the
Certificate of Title.

o Confirm the property details on the next page.
a. Select anywhere on the property row to expand the property details.

New Find

Add transaction

[ ] L]
Add tilles
Title(s) for SMITH
Title Lob/Plan Property Address Area (sqm)

1614-53 752061765 241 BEECHBORO RD N EMBLETON 6062 1801

Add Property

Cancel Preiious Next
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b. Select all applicable land usage (more than one may be applicable).

Add transaction
[ ] [ )

Add tiles

Title(s) for SMITH
Title Lot/Plan Property Address Area (sqm)

1814-536 752061765 241 BEECHBORO RD N EMBLETON 6062 1301

Land Usage Residential Vacant Land Renta Primary Production Quany | Mine: Commertial
ndustriz Uity [ PS Sports | Reteation

Building Status New Building Residential Off-Plan Purchase

Address Incorrect Landgate please investigate

Aud Property

Note: All properties in the same transaction must have identical Proprietors on title and Incoming
Proprietors, and the interest transferred for each property must be identical. If not identical, you will
need to submit a separate EAS.

e Select all applicable land usage (more than one may be applicable).

e Select the applicable building status.

e Check ‘Landgate please investigate’ only if there is a discrepancy in the property address.
e Select ‘Next'.

2.3 Proprietor Details

On the next page, you will be able to confirm the details of proprietor/s on title (seller) and also add
the incoming proprietor/s (buyers).

a.

Add transaction

Proprietors

Proprietors on Title
Name Representing Agency

SMITH, LAURA TRISH Unrepresented
Add Proprietor on Title

Date Acquired Date Macated Deceased
070872017 26/00/2017
All Owners resident at last 30 June
Incoming Proprietors
Wil all buyers reside

Name Representing Agency

Add Incoming Proprietor

Cancel | Frevious Mext

Note: You can choose to add or delete a proprietor on title ifiwhen necessary using the ‘bin’ icon.

¢ You can edit the ‘Date Acquired’ and ‘Date Vacated’ fields and enter the ‘Date Deceased’
field where necessary.

¢ Tick the box next to ‘All proprietors on title were resident at last 30 June’ if applicable. This
will pre-populate the ‘Address Now’ field in the seller’s profile.
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e Select the ‘Will all buyers reside’ if appropriate. This will pre-populate the ‘Future address’
field in the buyer’s profile.

Property Reporting Online

Represring Ageney

Canagory

uuuuuu

e To add an Incoming Proprietor, select ‘Add Incoming Proprietor’.
e From the dropdown under ‘Category’, choose type of entity, for eg., Individual, Company,
Trust, etc. Choose ‘Individual’ for this example.

o Enter surname and first name and other names where applicable. Note: Surname and first
names are mandatory for individuals in order to submit an EAS.

o Select ‘Add’ to include the new incoming proprietor to the transaction.

C.

Incoming Proprietors

Wil all buyers reside

Name Representing Agency

TAN, TIAN Unrepresented

Aaeney D

Unrepresented

‘Add Incoming Proprietor

Cancel Previous Next

¢ Represent the incoming proprietor, select anywhere on the row, and then select the thumbs
up icon on the RHS.

It takes you to a page with the Incoming Proprietor’s details.
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Name. Reprasantng gensy

LJHOCKER SETTLEMENTS

o Enter ‘Date of Birth’ of the individual.
e From the dropdown menu, choose ‘Country of Tax Residence’
¢ Under ‘Nationality’, select ‘Australian’ only if the entity is an Australian citizen.

In this instance, we have chosen a purchaser who is an overseas individual.

o Choose the ‘Nationality’ of the individual from the dropdown menu.

e Enter the ‘FIRB Number’ as shown on the FIRB application.

o Enter the ‘Passport Number’, ‘Visa Number’, ‘Visa Subclass’ and the ‘Visa Expiry Date’ as on
the passport.

o Enter the ‘Overseas Entity Id’

e Enter any ‘Other Entity Id’ if known.

o Select ‘Address Now’ to enter the individual’s current street address.

e Select ‘International’ to input international address where applicable and enter the address,
and select ‘Ok’.

Address Now

O International Address

Line 1-

UNIT 1, BLOCK

Line 2
225 FITZGERALD ROAD
SHIJIAZHUANG
50000
HEBEI

Gountry *
China

Ok Cancel

If the ‘future address’ is different from the pre-filled address, you can select the ‘Future address’ row
and enter the correct address following the same steps as above.

Note: the ‘Address Now’ and the ‘Future Address’ must be a street address.
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Note: in case of multiple entities in the buying or selling parties, you can use the ‘copy contact details’
button to copy contact details including the addresses and phone number from another Incoming
proprietor where applicable. Please note that the contact details can only be copied from and to within
the same parties, eg. You can’t copy address from a proprietor on title to an incoming proprietor or
vice versa.

Postal/Billing Address *
Managing Agent

Managing Agent Name *

TRAINING TRAINING

As above

20 TRAINING COVE TRAINING TRAINING HUBEI 12020210 CHINA

e Under ‘postal and billing address’, if you choose ‘Managing Agent’, you must provide a
contact name and their address.

e Tick ‘As above’ if the ‘postal and billing address’ is the same as the ‘Future address,
alternatively enter the correct address. Note: this may be a PO box address.

o Select ‘International’ to input international phone numbers and include the country code
followed by the area code and the phone number.

e Enter the email address.

2.4 Invitations for Representatives

e Select ‘Next’ to go to the Invitations for Representatives page. This is where you can add and
invite all the representing agencies to the transaction.

New Find

Add transaction

Invitation for Representatives

Agency Status.
ABSOLUTELY SETTLEMENTS Initiating Agency
Agency
ABSOLUTELY SETTLEMENTS
Contact name *
GAIL HILL
Address
PO BOX 303 BAYSWATER WA AU 6933
Phone *
0883569799
Contact email address *
Andrew.Gamer@landgate wa.gov. au

Status
Initiating Agency

¢ Confirm the ‘Contact name’, ‘Phone’, and the ‘Contact email address’ and edit them if
necessary. Note: these fields are required.
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New Find

Add transaction

Invitation for Representatives

Agency Status.

ABSOLUTELY SETTLEMENTS Initiating Agency

Add a Representative,

Agency *
L JHOOKER SETTLEMENTS <
Contact Name
EAS2 CONTACT
Address
PO Box 25291 ST GEORGE'S TCE PERTH WA AU 6831
Phone
08 9426 6088
Contact E-mail Address

DeliveryCoordination@landgate wa.gov.au

Add Cancel

Cancel Previous Next

e To add another representing agency, select the row with ‘Add a representative’ and select the
agency from the dropdown menu and then ‘Add’. You can remove it if required by selecting
the ‘bin’ icon.

¢ Follow the steps to add multiple representatives where applicable.

Note: you will not be able to submit an EAS until all agency contact information is provided.

2.5 Review and Save
Select ‘Next’ to go to the ‘Review and Save’ page where you can review and edit them if required

before saving the transaction. This page gives you an overview of all the fields that you have
completed.

Add transaction

® e 0 0

Review s Save

Contract

Ageny FieRel Settement Date Transter Type saproe
23 08002017 TRANSFER 580,000

Title(s) for SMITH
e Loupin propary Adcess assasqm)

181453 T52IDa1TES 241 SEECHBORO RD N EMELETON 6052 iz

Proprietors on Title

Name Reprasening Agency
SMITH, LAURA TRISH Unrepresented

Add Proprietor on Tile

Advice of Sale Information
Date Acquired VasstedDecessed Date Lest 20 Jume. EAS Request Number

20082017 Vacated 06-08-2017 Nonesident EAS Not Submitied

Incoming Proprietors

Name

‘Add Incoming Proprietor

Invitations for Representatives

Compliance Status
huavorny sous

s e

If all the information required for EAS submission has been provided, there will be a green tick in the

‘Property report Status’ at the bottom of the page. Expanding the status row will reveal details of any
missing information.
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e Check the declaration at the bottom of the page and select ‘Save’ to save the transaction. This
will not submit your EAS, it saves your transaction and generates a transaction ID.
e Keep a note of the transaction ID as you can use it to search for transactions on the
dashboard page.
Once the transaction is saved, you will see a page with different options.

AgercyFleRet Seifenent Datn Transier Type SalePree

TRANING 20027 TRANEER S000m

Tie LatFlan Propeny Addiess Area sgm)

2180 1200270 4FONTS FLEMBLETON S0 13

Mame Regraseniog Agency

Da Acquies Vacaaeceased Dae Last30 e

weT jceid 20002017 Residert

Incoming Propriefors
Name Rapresanting Agency
HUMMMNG SRD PTERNATIONAL

FRER PART)

2ccesming Propeetar

Invitations for Representatives

Agerey

2ds Fepreserisine.

Compliance Status
Batborty Sahs

cance ( — ,

On this page, you can use the snapshot button to save a copy of the information as evidence of
completion.

Selecting ‘Cancel’ will erase the entire transaction from your dashboard.

You can select ‘Close’, to go back to the dashboard. You can use the transaction id and/or other
identifiers on the find page to retrieve the transaction.

By selecting ‘EAS response’, you can enquire about the status of any EAS submitted.

You can submit an EAS Re-enquiry to notify the Water Corporation, Department of planning and the
Office of State Revenue of any change to the Settlement date.

Also, you can re-confirm the details before submitting an EAS by expanding each row. Select the
‘edit’ icon on the right to edit any information. Then save the information by selecting the ‘save’ icon.
If you choose not to save, choose the ‘Don’t Save ‘icon on the right. See examples below.

Once changes have been made, you will not be able to proceed without saving/not saving the data.

Editing

Invitations for Representatives
Agency Status

ABSOLUTELY SETTLEMENTS Initiating Agency

Agency ABSOLUTELY SETTLEMENTS O

Contact name Training Training

Address PO BOX 303 BAYSWATER WA AU 6933
Phone 08 92737373

Contact email address training training@raining wa gov au

status Initiating Agency

Add a Representative
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Saving/ Not saving

Invitations for Representatives
Agency Status

ABSOLUTELY SETTLEMENTS Initiating Agency

Agency
ABSOLUTELY SETTLEMENTS
Contact -

nin,

Adaress
PO BOX 303 BAYSWATER WA AU 6933

Phone *
0892737373

Contact email address *
training training@training. wa.gov. au

Status
Initialing Agency

2.6 Submit EAS

e To submit an EAS, click the EAS button, which takes you to the ‘Submit EAS’ page showing
the agency fee.

L i
Landgate Property Reporting Online

Submit EAS

Check the relevant fees for this transaction, you’ll find the total fees at the bottom of the page. Once
submitted, Landgate will send details to the agencies and it will charge the submitting agency’s E-BIS
account at the end of the month.

e Select ‘'submit EAS’

Success!
EAS request submitted SUECESSTUH}L EAS request jd: 70059124

Ok

This generates an EAS request ID for your records.
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&
Landgate Property Reporting Online

Submit EAS
Advice of Sabe Only

Account Name Number Balance Status

MDS LEGAL PTY LTD T_AM D S LEGAL 10032126 $94533 #3 Payment is overdue - Unable to iransact
Title(s)

Volume-Folo Lot/Plan Property Address. Area (sqm)

1604-937 151/D61765 243 BEECHBORO RD N EMBLETON 6062

Comment: DATA CERTIFIED CORRECT TO THE BEST OF MY KNOWLEDGE
IF i y, Landgate will send the detal but will not charge your EBIS sccount.

Click cancel to exitthis enquiry.
This s not atax invoice. Landgate will send your ta invoice to your EBIS account a the end of he month.

Cancel Submit EAS

To submit an Advice of Sale only, tick the ‘Advice of Sale only’ box at the top of the page. By ticking
this box, you are advising agencies of the change of ownership only, and you won'’t receive rating
enquiries.

You can now close the transaction by selecting ‘Close’ which will take to back to the dashboard.

3 Section B: Accepting an invitation and providing
Government requested data

In section B, assuming that you are representing an Australian Proprietor on title (seller), the
following steps will assist you in accepting a transaction you have been invited to and in entering
the seller’s data in PRO.

Landgate Property Reporting Online
Find Help
rovide Landgate wih information @ the information i not required by LanIgate for e purposes of regisiration
s and other conditions of this service
Invitations
Initiating Representative Party Transaction Titie(s) Settiement Date. Decline.
ABSOLUTELY SETTLEMENTS TOMS TO TEST TRANSFER 1832-124 08102017
ABSOLUTELY SETTLEMENTS CITY OF PERTH TO TESTTT TRANSFER 1232125 canozonT
ABSOLUTELY SETTLEMENTS CUMMING, CUMMING TO TESTTTTT TRANSFER 1234128 oaroR01T
ABSOLUTELY SETTLEMENTS DOWNES TO TESTTTTITTITI TRANSFER 194 802017
Transactions in progress ‘
Agency Fils Refersncs. Party Transaction Titiafs) Settiemant Date Gancal
Naga UAT Watercorp fest2 SIMPSON TO PRATHIUAT TRANSFER 2100557 0102017 x
JONES, JONES, ADMETUS NOMINEES PTY LTD TO MARIN, MARIN TRUST TRANSMISSION 1752122, 17524124 102017
Naga uat share ttle SILVER SANDS TIMESHARE CLUB LTD TO PRATHI TRANSFER 1784457 o007 x
Naga ual Multi Lot title BHP BILLITON MINERALS PTY LTD, CI MINERALS AUSTRALIA PTY LTD, MITSULL . TRANSFER 2917722 10H0Z017 x
Not matched with dealing N
Agency File Reterence. Pary Transaction Titte(s) Settiement Date
DOAN, TRUONG TO Q@ TRANSFER 197319 16092017
DOAN, TRUONG TO @ TRANSFER 197319 15092017
AG-001 ALTHORPE TO JOHNSON TRANSFER 1330.905 15002017

e Select the applicable transaction within the ‘Invitations’ section on your agency dashboard.

Note: Using the ‘thumbs down’ icon on the right hand side, you can decline an invitation on your

dashboard followed by a reason for declining. A notification will be sent to the initiating agency.

¢ You land on the Review transaction page with the options of ‘Snapshot’, ‘Close’, ‘Accept’ or
‘Decline’ at the bottom of the page.

o Select ‘Accept’ to accept the invitation to the transaction. The initiating agency will be notified
once you have accepted the invitation.
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o Select the proprietor on title you wish to represent and select the ‘thumbs up’ icon.

e Repeat the same steps to represent multiple proprietors on title.

e Enter the details of the entity as provided to you.

e Enter the ‘Date of birth’.

o Enter the ‘Country of Tax Residence’.

e Select tick box next to ‘Australian’ under ‘Nationality’.

o Enter a new address in ‘Address Now’ if it is different from the prefilled address.

o Enter the ‘Future Address’; select anywhere on the line and enter your address.

e Under ‘postal and billing address’, if you choose ‘Managing Agent’, you must provide a
contact name and their address.

o Tick ‘As above’ if the ‘postal and billing address’ is the same as the ‘Future address,
alternatively enter the correct address. Note: this may be a PO box address.

e Enter a phone number including an area code. Select ‘International’ to input an international
phone number and include the country code.

e Enter the email address.

e Select the save icon on the right.

You have now provided the Government requested information relevant to your party.

e Select close, which takes you back to the dashboard.
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