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1.  ASX Online Introduction  

The ASX Online facility is a secure extranet site established by ASX Limited (ASX) to allow ASX listed entities, the 
issuers of other ASX quoted products and authorised professional advisers (such as accountants and lawyers) to 
lodge documents with ASX electronically.  

ASX Online requires users to have a username and password to enter the system. Each individual granted access 
to ASX Online by an Administrator must have a separate unique username and password.  

ASX Online allows users to access copies of the ASX Listing Rules, Listed@ASX Compliance Updates, the ASX 
reporting calendar and other useful information located on the home page.  

 

Guidance Note 20 ASX Online explains the regulatory and operational framework for ASX Online. 

  

https://www.asxonline.com/companies/login
https://www.asxonline.com/companies/viewContent/file/listing_rules/guidance_notes/gn20_asx_online.pdf
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2.  Account Administration  

The Administrator is responsible for adding new users, updating user details and disabling redundant users. 

2.1. How to search users  

ASX Online has a user details screen that allows Administrators to reset passwords, change roles and update details 
for accounts. 

To access the details screen for an individual user, search using a login name or first or last name and to click on 
the relevant Login ID as per below. 
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2.2.  Types of user roles 

Please contact your Administrator (usually the company secretary) or ASX Online Help Desk to change access levels 
on ASX Online. There are five access types: 

 Read-only Access - This role cannot log on to ASX Online, but receives announcement acknowledgement 
emails 
 

 Updating Company Details - Can update company details which are reflected on www.asx.com.au  
 

 mFund announcement lodgement - Used by mFund Users to lodge mFund announcements 
 

 Announcement Lodgement - Used by listed companies to lodge online forms and PDF documents 
 

 User Administration - Can add new users, change the contact details of existing users, set the access level of 
other users and change passwords 

 

2.3. How to change user roles as an administrator 

Search users, click on the user’s Login ID as shown in section 2.1 above and tick/un-tick the relevant roles as indicated 
below.  

 

Enter your password and click save. There is no need to fill in the “Password Control” section unless you are resetting 
a password. 
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2.4.  How to create new users as an administrator 

1.  Create new user 

Under the Administration heading, click on “Create New User” and input the required fields. 

 The username must be between 6-15 characters long, and cannot contain special characters (spaces 
and full stops are not permitted) 

 The username cannot be changed after the new account is created 
 The date of birth and mother’s maiden name is required for security identification purposes 
 All fields must be populated (with the exception of the middle name) 
 Check the checkboxes to receive announcement reminders and acknowledgements  

 

 
 



 

 

Public 
© 2022 ASX Limited ABN 98 008 624 691 | Version 2.0 | 30 July 2024 ASX Online – Listed Companies  7/21  
 
#10768295v3 

2. Assign roles 

Tick the relevant boxes under ‘Roles Assignment’ (refer to section 2.2 “Types of user roles”). 

 

3. Complete fields 

Enter the user’s new password, they will be required to re-set their password at first log-in. 

Enter your own password for security reasons. 

Click Save to complete the process. If there is an incorrect field, it will be highlighted in red.  

4. Confirm email address 

When a new user account is created, an email is sent to the nominated address for verification purposes. 
The user needs to click on the URL in the email received to confirm that the email address is correctly 
recorded. 

Until the email is confirmed, no announcement acknowledgements or reminders will be sent to 
that email address. 

2.5.  Password standards 

Passwords expire every 45 days, unless changed earlier. A user can reset their own password by navigating to User 
Details --> Update My Password. 
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Passwords must: 

 be from 8 to 12 characters in length; 
 contain at least one upper case letter; 
 contain at least one lower case letter; and 
 contain at least one number or symbol. 

ASX Online is case sensitive, so users need to make sure that capital and lower case letters are correctly used 
when entering their username and password. A new password cannot be the same as a current password. 

2.6.  How to re-set a password as an administrator 

A user who forgets their password can have it re-set by their Administrator. 

1. Search Users 

Search Users --> Enter relevant details --> Click on User Look Up --> Select the User by clicking on their Login 
ID. 
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2. Reset password 

Tick “Unlock Passwords Fields?” --> Enter a new password for the user, repeat the new password --> Enter 
your account password --> Click on Save 

 

 

2.7. Re-activating an inactive account 

Administrators should contact the ASX Online Help Desk to re-activate an inactive account. 

 

2.8.  Deleting users 

The Administrator can disable users by un-ticking ‘Current Employee’ in the user’s profile as per the screenshot 
below. 

 

  

http://www.asx.com.au/contact
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3.  E-lodgement Centre 

ASX will not accept any announcements that are handwritten or hand delivered to ASX Offices. It is mandatory for 
announcements to be e-lodged to ASX using ASX Online. (Refer Guidance Note 14 - Market Announcements 
Platform and Guidance Note 20 ASX Online - for more details). 

3.1.  How to e-lodge an announcement 

1.  Logon using your user name and password. 

2.  Under the E-Lodgement centre tab on the left-hand side of the page you should see the E-lodge PDF 
Announcement link. Select ‘E-Lodge PDF Announcement’ and you will be taken to a page corresponding to 
the image on the following page of this guide. 

Note: Only one file can be e-lodged to ASX at any one time. Please see sections below for PDF requirements 
and instructions on attachments/merging files. 

3.  Click on the ‘Browse’ button to find your announcement on your computer. By double clicking, the file will 
appear in the "Insert Announcement" field. 

4.  In the ‘Announcement Header’ field, enter an appropriate title for the announcement or select a standard 
title from the optional dropdown list. The standard title can be modified as required. ASX recommends use 
of meaningful titles and avoidance of generic titles such as 'ASX Announcement' or 'Media Release'. Titles 
are up to 60 characters long. Please refer to Help for further details. 

5.  The ASX Code is pre-populated. Please ensure that the ASX code shown is appropriate for the 
announcement being e-lodged with ASX. 

6.  Need to Cross Release. Please indicate whether the announcement involves, and should be cross-released 
against, another ASX listed entity or entities. (This is an indication only. ASX will make the final 
determination whether an announcement needs to be cross released against another listed entity.) 

Note: Contact Name and telephone number are pre-populated from the ASX Online user profile page 

https://www2.asx.com.au/content/dam/asx/rules-guidance-notes-waivers/asx-listing-rules/guidance-notes/gn14-asx-market-announcements-platform.pdf
https://www2.asx.com.au/content/dam/asx/rules-guidance-notes-waivers/asx-listing-rules/guidance-notes/gn14-asx-market-announcements-platform.pdf
https://www.asxonline.com/companies/viewContent/file/listing_rules/guidance_notes/gn20_asx_online.pdf
https://www.asxonline.com/companies/html/help.html
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7.  After re-entering your password, click on ‘NEXT’, the input data will be validated and, if successful, you will 

be taken to a preview page as per below. 

 

8.  On this page, you can verify entered information and preview your file to ensure that you have attached 
the correct document. Once verified, click on the ‘Submit’ button to finalise e-lodgement. 
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Where a user e-lodges a document using ASX Online, their name, telephone number and email address are 
automatically captured as part of the lodgement, based on their username, password and their personal details 
recorded in the ASX Online user details screen. If ASX has a query or concern about an e-Lodgement, it will contact 
the user who lodged it using that telephone number or email address. 

ASX asks that administrators are diligent in keeping these fields up-to-date at all times, particularly the telephone 
number, so that if ASX has an issue with an announcement, ASX Market Announcements office can contact the 
relevant user promptly. In this regard, it is generally better for users to supply mobile rather than office phone 
numbers, to facilitate contact outside of office hours. 

 

3.2. Document requirements 

Size 

 Maximum file size for each announcement is 20 MB (in PDF) 
 All pages must be A4 in size 

 

Announcement Header 

The E-Lodgement centre includes an ‘Announcement Header’ field where a title for an announcement can be 
inserted. ASX will generally use the title header supplied in that field as the name for the announcement on the ASX 
website and in the message about the announcement that gets published on its trading platform and displayed on 
broker trading terminals. 

 The title is limited to 60 characters. At times the ASX Market Announcements office will alter titles as required 
without prior consultation with the sender. 

 Due to security reasons, the symbols # ; " ® [ ] + \ cannot be used in the 'Announcement Header' field 
 

PDF format 

 To convert documents to PDF, you will need appropriate software such as Adobe Acrobat version 6.0 or later. 
200 DPI or 300 DPI 

 PDF documents should use a True Type font such as Arial, Times New Roman, Helvetica or Times 
 

Features not supported by ASX Online: 

 Web links or cross-document links 
 Any passwords or any document security controls 
 Characters printed on a dark background if reading any of the characters may be difficult 
 Form fields or form actions 
 JavaScript 
 Page actions 
 Embedded audio or video 
 Digital signatures 
 "Article threads" 
 Adobe Acrobat attachment facility 
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3.3. Notification of receipt / release of your announcement  

Where an announcement is successfully lodged using ASX Online, an on-screen message will appear confirming that 
the transmission has been successful. The entity’s Status of Announcements page will be updated with a document 
ID to show that the announcement has been Delivered as per below. 

 

 
 

 As the announcement is processed by the ASX Market Announcements office, its status is updated from 
Delivered to Accepted, In Progress and then finally Released. 

 Once an announcement has been released, ASX will send an e-mail to the entity confirming that fact. The email 
will attach a copy of the released announcement, provided it has a file size of no more than 5 MB. 

 If the announcement is tagged by the ASX Market Announcements office as relating to or affecting another 
listed entity (for example, where the lodging entity is announcing a takeover offer for the other entity or 
lodging a substantial holding notice relating to the other entity), ASX will also send the other entity an email 
advising of the release of the announcement. Again, the email will attach a copy of the released 
announcement, provided it has a file size of no more than 5 MB. 

 Where the lodgement of an announcement on ASX Online fails, an on-screen message will appear in red 
showing any identifiable cause for the failure, such as “Incorrect password”. 

 

4.  Email Notifications 

4.1.  External notifications  

This screen may be used to add email addresses for external groups or individuals so that when an announcement 
is released they receive the same email acknowledgment as ASX online users for your listed entity. You do not need 
to make an ASX Online account to add a person to the External Notifications list. 
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A maximum of 30 external recipients can be set to receive email notifications. Any valid email address can be 
included (distribution lists, individuals, etc.). 

 

4.2.  User email preferences 

 

This screen may be used to select those users who have an ASX Online account who wish to: 

 Receive Acknowledgements – tick this to receive email confirmation following the release of announcements 
 Receive Announcement Reminders – tick this to receive courtesy reminders in relation to upcoming reporting 

deadlines for periodic reports and ASX notification of outstanding reports 

Update the settings for one or more active users by and click on the Save button to save any changes. 

Administration of user email addresses is the responsibility of the listed entity. The Market 
Announcements Office (MAO) will call the Administrators due to receiving error emails for 

redundant email addresses and ask that they amend their ASX Online details. 
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5.  Change Company Details 

ASX Online includes an “Entity Details Facility”, which enables a listed entity to notify ASX of changes in its details 
(such as its registered address, address for correspondence with ASX, internet address, head office telephone, head 
office fax, principal activities, directors, senior management). Changes to these details are updated directly to ASX's 
database and, where relevant, are updated overnight to the listed entity information pages on www.asx.com.au. 

1. To update 'Directors/Senior Management' go to ‘Company Details' --> ‘Directors/Management' 

2. To update 'Address' go to ‘Company Details' --> ‘Address' 

3. To update 'Principal Activities' go to ‘Company Details' --> ‘Details' --> ‘Principal Activities’ 

Note: To change details of the share registry, the entity is required to e-Lodge a market announcement. ASX will 
change the details on the ASX website. 

 

5.1.  Directors / senior management 

1. Add a new person 

If you are entering the details of person who does not have an existing entry in the ‘Directors/Management’ 
page, select ‘Add’ person, fill in the relevant details including salutation, name, email address, title(s) and 
start date for each title, and click ‘Save’.  A person may be allocated more than one title.   

If the person is allocated the title ‘Communication Person’, they will be one of the entity’s nominated ASX 
contacts responsible for communications with ASX in relation to listing rule matters.   
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After adding a new person, you will see the page in the image below. 

 

If the person has a title other than or in addition to ‘Communication Person’, the new entry will appear on 
your listed entity’s page on asx.com.au the day after the change is made.  If the person only has the title 
‘Communication Person’, this will not appear on your listed entity’s page on asx.com.au. 

In this example, both Ms Pamela Test Ross and Mr Test Test are nominated ASX contacts and Mr Test Test is 
also the Company Secretary.  Accordingly, Mr Test Test will be listed on the entity’s page on asx.com.au with 
the title ‘Company Secretary’ the day after his details are updated on ASX Online. Ms Pamela Test Ross will 
not be listed on the entity’s page on asx.com.au. 

2. Designating an additional title for an existing person in ASX Online  

If you would like to inform ASX that an existing person has been appointed to an additional role, locate the 
‘Directors/Management’ page by following steps 1 and 2 described above and select ‘Edit’ in the row 
containing the relevant person’s name. 
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Update personal and contact details as necessary, allocating the additional title as appropriate. Enter the 
start date for this role and click ‘Save’. 

 

In this example, Mr Test Test was previously designated as the Company Secretary, effective 27 June 2022.  
The entity is now advising ASX that Mr Test Test is also the Communication Person, effective 1 July 2022. 

Mr Test Test will be listed on the entity’s page on asx.com.au with the title ‘Company Secretary’ but will not 
be listed on asx.com.au as the entity’s ‘Communication Person’, ‘nominated ASX contact’ or any other term 
denoting this role. 

5.2  Key dates calendar 

To add an event to the key date calendar, click on Key Dates Calendar below the heading of Company Details. On 
the following page, click on ‘Add’ 

 Enter the Event Date 
 Select the Event Type from the drop down menu 
 Enter the Event Name/Type 
 Provide a short description of the event 
 Enter the Event End Date. The time component can be entered beside the date in 12 hour format 
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5.3 Company logo 

All listed companies are eligible to upload a company logo for use on CHESS holding statements. Your company logo will 
provide an opportunity for shareholders to identify your company brand. 
 
In order to replace or delete a logo, email ASX at EquityOperations@asx.com.au 
 
Logo Upload – This logo will be used on the CHESS holding statements received by shareholders. 

  

mailto:EquityOperations@asx.com.au
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6. ASX Online Forms 

ASX Online forms for announcing corporate actions and capital changes 

ASX online forms for announcing certain corporate actions were introduced on 22 September 2014. The first set of online 
forms (Dividends, Interest Payment, Consolidation/Split, and Return of Capital (Cash)) became mandatory on 29 June 
2015. A second set of online forms (new Appendix 3B and Appendix 4A) were introduced on 1 December 2019 and 
became mandatory on 1 February 2020 (a summary of the online and word form changes that came into effect on 1 
December 2019 is available here ) 
 
The online forms are required to first announce and subsequently update details for these events. They include guidance 
to issuers on completing the forms and data validation controls. They also allow for straight-through-processing of 
corporate action data both within ASX and externally, thereby introducing greater efficiency and accuracy in corporate 
action processing across the industry. 
 

 
 
Accessing online forms and resources 
 

https://www.asxonline.com/static/companies/files/Summary%20of%20online%20and%20word%20form%20changes%20effective%201%20December%202019.pdf
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The online forms are only accessible to those users with an ASX Online Companies account with announcement 
lodgement privileges. The relevant pages within ASX Online are the ‘Create Online Forms’ page and the ‘Manage Online 
Forms’ page that appear in the menu on the left hand side of the home page after login. The Create Online Forms page 
also outlines the key listing rule requirements governing the use of the online forms. 
 
User guides, webinars and training material for the online forms are available from the Help page, under the heading 
Online Forms - Resources. 
 

 
 
A full list of forms can be found here. 
 
Guidance Note 14 (ASX Market Announcements Platform) and Guidance Note 20 (ASX Online) also include guidance on 
the online forms. 
 
If you have questions about the online forms please contact your Listings Adviser. 
 

7. ASIC Forms 

There is a list of ASIC forms in Microsoft Word format for the convenience of listed entities. To access these forms click 
on “Forms” under the “Help” tab. 
 

 

8. Training Environment  

ASX has created an ASX Online training environment which is available here. 

You will be able to log in using your existing credentials for ASX Online but will be prompted to change your password for 
the training environment.  

https://www.asxonline.com/companies/html/ASICForms.html
https://trainwww.asxonline.com/login/
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The training environment reproduces ASX Online for Companies but is not connected to the ASX market announcements 
platform or any other system (for example, you can use the PDF or online form announcement process, but the release 
of the announcement and resulting confirmations are simulated). The data on the ASX Online training environment will 
be refreshed every week on Friday evening. Data changes saved by users in the training environment (including any 
announcements drafted or submitted) will be deleted at the time this data refresh occurs. 

Please ensure you are in the training environment before testing announcement lodgements. You will find the training 
environment has red a banner and background text denoting the platform. When creating forms in the training 
environment you will notice the URL is trainwww.asxonline.com, announcements will not be published when created in 
this area. 

 

 

9. Contact 

Help Desk 
www.asx.com.au/contact 
Phone: 131 279 
Email: info@asx.com.au 
Phone (from overseas): +61 2 9338 0000 
 
Market Announcement Office 
Phone: 1800 021 965 or (02) 9227 0335 
Fax: 1300 135 638 
 
If you are logged on through a listed entity account, the contact details for your Listings Adviser can be found on the 
Contact ASX page. 

http://www.asx.com.au/contact

