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SUBMITTING YOUR ORDER

LOG ONTO: https:/ /portal.etitle.com.au/main (save this address in your favourites!)
OR: www.firsttitle.com.au and click on the eTitle link.

1. Enter your USERNAME and PASSWORD and press LOGIN
(if you have forgotten these please contact our Helpdesk on 1300 362 178, or helpdesk@firsttitle.com.au)

2. Select TITLE INSURANCE and NEW REQUEST
3. Select HOME OWNERS GOLD POLICY (with or without Report on Title Fee) and press CONTINUE

Step 1. Policy Details
Enter Customer Reference No. (your file/matter no.) and Estimated Settlement Date
(no more than 90 days from date of order)
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Step 2: Solicitor / Conveyancer Details
Click on UPDATE and enter your phone number and fax number
(all other details will be generated automatically) and press SAVE
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Step 3: Property Addresses
Click on ADD SECURITY, complete all details and press SAVE
Please note the property value is the purchase price less any cash backs to the Vendor
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Step 4: Purchaser / Buyer / Owner
Click on ADD OWNER - select TYPE, complete all details and press SAVE
(repeat process where there are multiple purchasers)
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Step 5: Submit RFI
Confirm acceptance of conditions of use. When you are satisfied that all fields have been filled in
correctly press SUBMIT RFI. You will receive a REQUEST COMPLETED message containing the
policy number and order number.
Click on SCHEDULE A and print out the Policy Schedule and Tax Invoice. Attach the Policy
Schedule to the Policy Wording.
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SUBMITTING YOUR ORDER

LOG ONTO: https:/ /portal.etitle.com.au/main (save this address in your favourites!)

OR: www.firsttitle.com.au and click on the eTitle link.

1. Enter your USERNAME and PASSWORD and press LOGIN
(if you have forgotten these please contact our Helpdesk on 1300 362 178, or helpdesk@firsttitle.com.au)
2. Select TITLE INSURANCE and NEW REQUEST
3. Select HOME OWNERS GOLD POLICY KNOWN RISK (with or without Report on Title Fee) and press
CONTINUE

Step 1: Policy Details
Enter Customer Reference No. (your file/matter no.) and Estimated Settlement Date
(no more than 90 days from date of order)

¥

Step 2: Solicitor / Conveyancer Details
Click on UPDATE and enter your phone number and and fax number
(all other details will be generated automatically) and press SAVE

¥

Step 3: Property Addresses
Click on ADD SECURITY, complete all fields and press SAVE

Please note the property value is the purchase price less any cash backs to the Vendor, and only
a brief description of the known risk is required (eg. rear verandah built without council approval)

¥

Step 4: Purchaser/Buyer/Owner
Click on ADD OWNER - select TYPE, complete all details and press SAVE
(repeat process where there are multiple purchasers)

¥

Step 5: Submit RFI
Confirm acceptance of conditions of use. When you are satisfied that all fields have been filled in
correctly press SUBMIT RFI

You will receive a REQUEST COMPLETED message containing the policy number and order
number. First Title’s Underwriting Department will review the request and contact you within
1 business day to discuss the Known Risk.

To review the details of your request, select TITLE INSURANCE and POLICY VIEWER. Enter
your policy number or order number and press CONTINUE.

For more detailed instructions please refer to First Title’s Guide to eTitle Portal,
or contact First Title’s Customer Service Department on 1300 362 178.
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