HIGH COURT OF AUSTRALIA
HOW TO JOIN A CASE IN THE DLS

Using the DLS portal

You will need to be registered as a DLS user, with a valid email address, in order to join a case.
An information sheet on How to register for a DLS Portal User Account is available at Forms
and Resources | High Court of Australia.

It is recommended that Edge, Firefox, Chrome or Safari public browsers be used to access the
DLS Portal. The DLS Portal uses pop-ups to acknowledge lodgment and at times to display
additional information. Please make sure pop-ups are not blocked in your browser (this can
usually be done in the browser settings).

You should use the Join a Case button to file a notice of appearance, notice of change of
representation or to intervene in the matter.

Alternatively, anyone who is representing a party in a matter can grant access to the matter on
the portal to other registered DLS users, who will then also receive any notifications, be able to
look at documents or file documents on the case. An information sheet on How to grant access
to a case in DLS is available at Forms and Resources | High Court of Australia

Joining a case
Once you are logged into your DLS account, you can join a case by either clicking Join Case
on the home page:
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Enter the case number for the matter you are seeking to join, the system will return the case
number and short title. If it is correct, click on it to select it and click Next:
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The case name will then be displayed, along with the option to upload a document in support of
you joining the case. The file is added by dragging it onto the icon or, alternatively, clicking on
the text that reads ‘Click or drag file to this area to upload’, navigating to the file and selecting
Open. Only one document should be uploaded here. That document must be a PDF document.
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The DLS then requires some information about the file you have uploaded. Select the
appropriate document type from the drop-down list:

Please upload your docurment to join the case, for example Form 7 - a notice of appearance. *

File name Type ™ Description
HCA - Appearance.pdf... . | o

Form 1A - Motice of intervention ik

i

Please select all the parties that you repres Form 274 - Appellants su hl‘i Farm 14 - Motice of intervention

Form 27C - Intervenar's submissians

b S o nlicant
I = s o d 2T

Form 270 - Respondent's submissions
Form 5 -Arrest Warrant
| do naot reprasant any of these parte Fgrm 6 -Commital warrant
Form T - Motice of appearance
Drigital Signature © Form & - Submitting appearance v
Form 9 - Conditional appearance
Maotice of change im representation

Summaons

The DLS then requires some information about which party you are representing:
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Existing parties
Use the check boxes to select which of the parties you are representing, or if you are otherwise

applying to join the case:
File name Type * Description

8. Notice_of_Appearance_-... Maotice of appearance o

Please select all the parties that you represent

, First Applicant

Company Pty Lid , Second Applicant
Pty Ltd , First Respondent

Australia Pty Ltd (In liquidation} , Second Respondent

Digital Signature =

Other parties

If applying to join but you do not identify with an existing party, you will need to provide
information about the party you are representing. Some fields will be prepopulated with your
DLS registration details, but you will need to add other party details. Click the Add Party

button:
File name Type * Description

13. Notice_of_Interventio... Motice of intervention [

| do not represent any of these parties...(e.g.Intervener)

Add Party =

Party Type MName Email

First select the appropriate Party Type from the drop-down list. If unsure, refer to the Party
category information sheet available from the High Court website (HCA-Party-Category-



https://www.hcourt.gov.au/sites/default/files/assets/registry/fees/HCA-Party-Category-InformationSheet-2023.pdf
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Information). The choice here will impact which fields appear below to be filled in.
Add Party

Party Type *

Company
Individual/Matural Person
None of the abave

Public Authority

Public Company
Representative Proceeding
Small Business

Unincorporated Mot For Profit Association

Then enter the party name and other contact details.

Submitting the document

To digitally sign your request, ensure you enter your name the way it appears in the top
right-hand corner of the DLS window you have open.

Digital Signature =

The DLS then uses this information to connect your registered account with the matter.

Click the Review and Submit button, check the information is correct. If it is, click the Submit
button.

If the Submit button does not appear, then some information is still required. Check to see if all
the fields have been completed.

Access to the case is not automatic. Registry must first approve your lodged document. Once that
is done, you will receive an email and the case will appear in your list of cases.


https://www.hcourt.gov.au/sites/default/files/assets/registry/fees/HCA-Party-Category-InformationSheet-2023.pdf

	How to join a case in the DLS
	Using the DLS portal
	Joining a case
	Existing parties
	Other parties
	Submitting the document


