HIGH COURT OF AUSTRALIA

To create a new User Registration in the HCA DLS Portal

Open the DLS Portal either directly at https://dls.hcourt.gov.au/static/ or from the High Court
Website www.hcourt.gov.au. The link is available at the top of the home page under the
drop-down menus for Cases and Judgments and Court Procedures:
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Practice Directions

You can either click the word “Register” or the login button at the top of the screen.

Lodge, search and manage
High Court files 1@

Public Search Multi-Factor Authentication
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https://dls.hcourt.gov.au/static/
http://www.hcourt.gov.au/

This will take you to a registration screen. Enter your email address and click the
Send Verification Code button. This will send a code to your email address you can use to
continue with your registration.

Cancel

High Court

Send verification code */

Mew Password *

Confirm New Password *

Firm

Please note that the DLS Portal does not recognise certain special characters in a username,
such as apostrophes, quotes, brackets and ampersands. So, if your email address has one of
these characters in it the registration will not create the user account properly. These
characters are not recognised by the underlying Microsoft infrastructure and the Court cannot
make the system accept them. If your email address is issued by a firm, you may be able to
request an alias from your IT area so that you can register with the DLS Portal.

Once you have entered your email address and clicked the button, a new field will appear in
which to enter the verification code.

£ Cancel

High Court

Verification code has been sent. Please copy it to the input
box below.

‘ —com ‘

[ Verificstion Code ]

‘ MNew Password * ‘

‘ Confirm New Password * l

Without closing the registration screen, open the email you have received.

2|Page



It should appear quickly and be titled “High Court of Australia -B2C account email
verification code’:

Verify your email address

Thanks for verifying your _.com account!
Your code is: 421604 h

Sincerely,
High Court of Australia - Test - B2C

L
This messzage was sent from an unmonitored email
address. Please do not reply to thiz message.

If you do not get an email, check if it has been caught in your junk mail filter. You cannot
proceed without the verification code. If you take too long to verify the code on the account
creation screen, you will need to request a new code.

Enter the verification code into the field and click the Verify Code button:

{ Cancel

High Court

Verification code has been sent. Please copy it to the input
box below.

‘ I - - ‘

‘ 421604 4— ’

Verify code Send new code

‘ MNew Password * ‘

‘ Confirm New Password * ‘
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The button below the code will change to read ‘Change’ after you have verified the code.

Please ignore that button and proceed to enter your password.

High Court

The code has been verified. You can now continue.

‘ I - ‘

Change <— Do not click here

‘ New Password * ‘

‘ Confirm New Password * ‘

When you create your password, it must include:
e an uppercase letter,
e alowercase letter,
e aspecial character and
e anumber,
and it must be at least 13 characters long.

An error message will display until you have a password which satisfies all of those criteria.
Make sure you remember your password, as you will need it to log into the system in future.
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Enter the rest of the details and click the create button:

High Court

The code has been verified. You can now continue.

| - |

Change

If you have missed anything, you will get a red error message at the relevant field:

Jaine

This information is required.

Furname *

/- Biglaw
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If your password does not meet all the criteria, you cannot create your new account, and you
will be prompted to update your password.

High Court

One or more fields are filled out incorractly. Please check
your entries and try again.

The code has been verified. You can now continue.
)
Change
8-16 characters, containing 3 out of 4 of the following:
Lowercase characters, uppercase characters, digits (0-9), and
one or more of the following symbols: @ #§ % * &*-_==

Multi-Factor Authentication (MFA)
Multi-Factor Authentication adds a second check when you sign in or register. This helps
protect your DLS account and the Court’s systems.

After you enter your email and password, you will need to confirm your identity using a
method chosen by you. Supported MFA methods to choose from are SMS (quick & mobile),
Authenticator App (most secure) and Email (simplest setup and least secure). When
required, you will be asked to select one preferred method. Your choice will be saved and
used for future sign-ins, unless it is changed by an administrator or you complete a new MFA
setup.

A one-time verification code will be sent by text message to your mobile number. SMS only
(voice/call is not offered).

Select SMS as your MFA method

£ Cancel

High Court

Preferred MFA Method
Authenticator App (TOTF)

. SMS

Email
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Select country and enter your mobile number.

§ Cancel 4

High Court

Enter a number below that we can send a code via SMS to
authenticate you.

Country Code

Australia {+61) W

Phone Mumber

e I nEE-

Send Code

|
L] B L L Hedl EEY NN I OE . W ITETETEEET W O W

Select Send Code and you should receive a code via text message from msverify. It should

read:

Use verification code ###### for High Court DLS authentication.

Enter the code received and select Verify Code

¢ Cancel

. |

High Court

Enter a number below that we an send a code via SMS to

authenticate you.

Enter your verification code below, or send a new code f

331589 ‘

TTITTITTARIEENYIL I TN

P}:-F I =l

Your verified mobile number will be stored securely for future sign-ins.
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MFA registration is complete and terms and conditions will open.

Use a compatible authenticator app (e.g. Microsoft Authenticator, Google Authenticator) to
scan a QR code and enter a 6-digit code each time MFA is required.

Install a supported app on your phone if you do not already have one.

Select Authenticator App (TOTP)

High Court

Prefemed MFA Mathod

Open your authentication app and use it to scan the QR code that will appear on the DLS
screen then select Continue.

{ Cancel

High Court
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Enter the 6-digit code from the app into the DLS screen to complete enrolment.

10:58 ¥ ' 56 @)

Q +

@ HighCourt
| = 0T

460 734 G

High Court

460734

MFA registration is complete and terms and conditions will open.

A one-time verification code will be sent to your email address.
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Select Email as your MFA method.

High Court

Preferrad MFA Method

Authenbcator Agp (TATF)

Email Address

| |

Send verification code
4

 ——

Check your email inbox for a verification code. Sender will show as Microsoft on behalf of
the High Court - B2C (check in case it has landed in your Junk or Spam folder).
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Enter the code and select veri

High Court

Verification code has been sent. Please copy it to the input
box below.

Email Address

=

239629

ﬂ

Then select Continue.

MFA registration is complete and terms and conditions will open.
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Terms and conditions

After completing the MFA registration process successfully, you will be asked to agree to the
terms and conditions of using the Court’s DLS Portal. If you do not agree, the system will not
create the registration. You can download or print the terms and conditions at this point.

Terms and Conditions X

| O | a a | wx- Page 1 of 2 & & & O

Terms and Conditions

TERMS AND CONDITIONS
The Digital Lodgment System Portal ("DLS Portal™ is  system fer the electronse lodgment of and aceest to
cout document in High Court procsedines. egistration for use of the DLS Porn, acquiring information by

uaing the DLS Portal and the i o is Enbject 10 FOuT A the terma and conditions
below:
DISCLAIMER.

1. The DLS Partal is an evolving system. 1t is updated in real time. There is no warranty that the information.
provided is complete and up ta dte or 5t or sufficient for any purpoe. Users must carefully evalusts ity
accurscy, currency, completeness and relevance to the purpose for which it is to be used.

1 To the extent permitied by Jew the Court excludes axy and all warranties in respect of uze of the DLS Portal
and oruze of i ion or any document DLS Portal. The Coan does not warant
that any particular use of information provided through the DLS Portal will not infringe the intellscnusl properry
rights of any other person or that use of the DLS Portal will be harmlees. Users assume the risk of using the
DLS Portel. The Court’ liebility for breach of eny stafiutory warranty is limited to the cost of provision again of
the mfnmation

3. The Court controls the operation of the DLS Portal. There is no warranty that the DLS Portal will be
available at all times or af any pasticular time. Operation of the DLS Portal may be suspended or ferminated and
your sbility or thal of anyone deriving through you, to use it may be suspended or withheld withont the Court
being under any obligation to assign a reason or give potice.

4 The Court resesves the right 1o amend tess terms and conditions: fom time to time by varying them on the
High Coust Website

There i a possiblity that information stored on the DLS Portal may contain references o decsased persons.
sacred o and hich, though may cause distress fo
same people

ACCEPTABLE USE POLICY

Users of the DLS Portal must use the DLS Portal for the purpose it is intended.
Use of the DLS Portal

o Barbinnimie sy i

Once you have agreed to the terms and conditions, your portal account will open.

The first time you login you will be stepped through a brief introductory presentation
regarding your DLS portal.

Welcome'tp the HighCourt of
Australja’s .

Digital Ludg'rnenﬁ

| 11 |
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‘What s the HCA DLS Portal
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Welcome , Annie

nnnnnnn

-

S & b

Case Mumbes Procesding itle Lase Type Created Date Status

You can access the terms and conditions again through the menu on the left-hand side.

13|Page



	To create a new User Registration in the HCA DLS Portal
	Multi-Factor Authentication (MFA)
	SMS to associated mobile phone
	Authenticator App
	Email

	Terms and conditions


