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2. The select business screen will appear if you are an AO user for more than one reporting entity. Select the

business that contains the affiliates.

3. Select My Affiliates.

This guide will enable you to easily manage and maintain your affiliates showing you how to:

• enrol and/or register affiliates (ATRC1101H and ATRC1102H) steps 4 – 11

• update an affiliate’s details (ATRC1103H and ATRC1104H) steps 12 – 19

• renew an affiliate’s registration (ATRC1021H) steps 20 – 28

• remove an affiliate from the Reporting Entities Roll (ATRC1005H) steps 29 – 36

• remove an affiliate from the Remittance Sector Register (ATRC1003HR) steps 37 – 45

NOTE: Steps 1-3 below are common steps required for all affiliate management tasks.

1. Navigate to AUSTRAC Online (AO) (https://online.austrac.gov.au) and log in with your username and

password.

JOHN CITIZEN PTY LTD  

JOHN CITIZEN SECOND BUSINESS  

JOHN CITIZEN THIRD BUSINESS
JOHN CITIZEN FOURTH BUSINESS

https://online.austrac.gov.au/
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6. Proceed with completing all sections on the form.

5. You can either:

• Enrol and register by clicking on Download Affiliate Enrolment & Registration Form (ATRC1101H) or

• Register by clicking on Download Affiliate Registration Form (ATRC1102H)

4. Select Enrol and/or register an affiliate.
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8. Read the declaration carefully. If you agree with the declaration, click the box I Agree and click

SUBMIT. If you want to print or save a copy of your draft form, select PRINT AS DRAFT (only 

available after the I Agree box is ticked).

7. When you reach the Summary and review section, review everything that you entered in the

previous sections. Click on the Edit buttons to make any changes. When you are ready to proceed,

click SAVE & CONTINUE.
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10. Switch back to the browser tab containing AO and

continue to undertake any tasks or click Log Off to log

out.

11. You will receive a submission confirmation email from contact@austrac.gov.au that contains your

receipt number, submission date and time link to download your submitted form.

ATRC1102H-ABCDEF-123456.

JOHN CITIZEN, J. CITIZEN AFFILIATE 2 01/01/2024 12:00

UTC 10:00.

9. Your receipt number is displayed which you can quote for any enquiries about your submission form.

Click DOWNLOAD RECEIPT to download and save a copy of your submitted form for your records.

JOHN CITIZEN AFFILIATE 1 

JOHN CITIZEN AFFILIATE 2 

JOHN CITIZEN AFFILIATE 3 

JOHN CITIZEN AFFILIATE 4 

JOHN CITIZEN AFFILIATE 5

AFF100123456-100

AFF100123456-101

AFF100123456-102

AFF100123456-103

AFF100123456-104

ATRC1101H-123456-100

ATRC1101H-123456-101

ATRC1101H-123456-102

ATRC1101H-123456-103

ATRC1102H-ABCDEF

-100

12. Select the name of the affiliate from the table.

111111111 111111111

mailto:contact@austrac.gov.au
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13. Click Edit registration.

14. You will see a different form depending if your affiliate is ‘Registered’ or ‘Enrolled and Registered’:

• Use form ATRC1103H for updating affiliates that you enrolled and registered.

• Use form ATRC1104H for updating affiliates that you registered.

Proceed with completing the sections on the form that you need to update.

JOHN CITIZEN AFFILIATE 2 

111111111

111111111

15. When you reach the Summary and review section, review everything that you entered in the

previous sections. Click on the Edit buttons to make any changes. When you are ready to proceed,

click SAVE & CONTINUE.
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16. Read the declaration carefully. If you agree with the declaration, click the box I Agree and click

SUBMIT. If you want to print or save a copy of your draft form, select PRINT AS DRAFT (only 

available after the I Agree box is ticked).

18. Switch back to the browser tab containing AO and

continue to undertake any tasks or click Log Off to log

out.

ATRC1104H-ABCDEF-123456.

JOHN CITIZEN, JOHN CITIZEN PTY LTD 01/01/2024 12:00

UTC 10:00.

19. You will receive a submission confirmation email from contact@austrac.gov.au that contains your

receipt number, submission date and time link to download your submitted form.

17. Your receipt number is displayed which you can quote for any enquiries about your submission form.

Click DOWNLOAD RECEIPT to download and save a copy of your submitted form for your records.

mailto:contact@austrac.gov.au
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21. Select Renew next to the affiliate you want to renew.

Remittance network providers do not receive reminders about their affiliates’ expiry.TIP

ATRC1101H-123456-100

20/06/2024

AFF123456789-123

20/03/2023

20. Determine whether the affiliate is within the renewal period by looking at the Expiry Date column.

Click on the affiliate you want to renew from the table.

Registration expires after three years. You must renew any affiliate registrations for them to continue 

providing remittance or digital currency exchange services. You can renew registrations between one and 

90 days before expiry.

JOHN CITIZEN AFFILIATE 1 

JOHN CITIZEN AFFILIATE 2 

JOHN CITIZEN AFFILIATE 3 

JOHN CITIZEN AFFILIATE 4 

JOHN CITIZEN AFFILIATE 5

AFF100123456-100

AFF100123456-101

AFF100123456-102

AFF100123456-103

AFF100123456-104

ATRC1101H-123456-100

ATRC1101H-123456-101

ATRC1101H-123456-102

ATRC1101H-123456-103

ATRC1102H-ABCDEF

-100
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23. Proceed with completing all sections on the form.

22. Select Open.
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25. If you want to print or save a copy of your draft form, select PRINT AS DRAFT. When you are ready to

submit your form, click SUBMIT.

24. Complete the renewal request section. Click CONTINUE to navigate to the declaration page.
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27. Switch back to the browser tab containing AO and

continue to undertake any tasks or click Log Off to log

out.

28. You will receive a submission confirmation email from contact@austrac.gov.au that contains your

receipt number, submission date and time link to download your submitted form.

26. Your receipt number is displayed which you can quote for any enquiries about your submission form.

Click DOWNLOAD RECEIPT to download and save a copy of your submitted form for your records.

ATRC1021H-ABCDEF-123456.

JOHN CITIZEN, J CITIZEN AFFILIATE 1 01/01/2024 12:00

UTC 10:00.

JOHN CITIZEN AFFILIATE 1 

JOHN CITIZEN AFFILIATE 2 

JOHN CITIZEN AFFILIATE 3 

JOHN CITIZEN AFFILIATE 4 

JOHN CITIZEN AFFILIATE 5

AFF100123456-100

AFF100123456-101

AFF100123456-102

AFF100123456-103

AFF100123456-104

ATRC1101H-123456-100

ATRC1101H-123456-101

ATRC1101H-123456-102

ATRC1101H-123456-103

ATRC1102H-ABCDEF

-100

29. Select the name of the affiliate from the table.

mailto:contact@austrac.gov.au
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31. Proceed with completing all sections on the form.

32. Complete the removal request section. Click CONTINUE.

30. Click Remove this registration and remove entity from Reporting Entities Roll.

AFF100123456-102

AFF100123456-10213/7/23
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33. Read the declaration carefully. If you agree with the declaration, click the box I Agree and click

SUBMIT. If you want to print or save a copy of your draft form, select PRINT AS DRAFT (only available 

after the I Agree box is ticked).

34. Your receipt number is displayed which you can quote for any enquiries about your submission form.

Click DOWNLOAD RECEIPT to download and save a copy of your submitted form for your records.

ATRC1005H-ABCDEF-123456.

JOHN CITIZEN, J CITIZEN AFFILIATE 3 01/01/2024 12:00

UTC 10:00.

35. Switch back to the browser tab containing AO and

continue to undertake any tasks or click Log Off to log

out.

36. You will receive a submission confirmation email from contact@austrac.gov.au that contains your

receipt number, submission date and time link to download your submitted form.

mailto:contact@austrac.gov.au
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JOHN CITIZEN AFFILIATE 1 

JOHN CITIZEN AFFILIATE 2 

JOHN CITIZEN AFFILIATE 3 

JOHN CITIZEN AFFILIATE 4 

JOHN CITIZEN AFFILIATE 5

AFF100123456-100

AFF100123456-101

AFF100123456-102

AFF100123456-103

AFF100123456-104

ATRC1101H-123456-100

ATRC1101H-123456-101

ATRC1101H-123456-102

ATRC1101H-123456-103

ATRC1102H-ABCDEF

-100

37. Select the name of the affiliate from the table.

38. Click Remove this registration.

AFF100123456-102

AFF100123456-10213/7/23

39. Proceed with completing all sections on the form.
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40. Complete the removal request section. Click CONTINUE.

41. If you want to print or save a copy of your draft form, select PRINT AS DRAFT. When you are ready to

submit your form, click SUBMIT.
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43. Your receipt number is displayed which you can quote for any enquiries about your submission form.

Click DOWNLOAD RECEIPT to download and save a copy of your submitted form for your records.

ATRC1003HR-ABCDEF-123456.

JOHN CITIZEN, J CITIZEN AFFILIATE 1 01/01/2024 12:00

UTC 10:00.

44. Switch back to the browser tab containing AO and

continue to undertake any tasks or click Log Off to log

out.

45. You will receive a submission confirmation email from contact@austrac.gov.au that contains your

receipt number, submission date and time link to download your submitted form.

mailto:contact@austrac.gov.au



