Using myCAV for incorporated associations
Background
Consumer Affairs Victoria has developed a new online system for incorporated associations (IAs).

The system, called myCAV, is part of the Victorian Government’s Digital Strategy to ensure that Government services and information are accessible online to all Victorians.

All incorporated associations need to use myCAV to lodge annual statements, pay fees and notify us of any changes. 
The tasks are the same as those you currently do for your association, except online.
About myCAV
myCAV is free to use.  It reduces paper work and makes meeting your legal obligations easier. 

You can use MyCAV to:

· apply to become an incorporated association

· access association information quickly and conveniently

· update and change association details instantly

· lodge annual statements

· keep track of records and transactions, all in the one place

Delegates can help
To use myCAV, secretaries of IAs must have a myCAV account, an email address, and access to the internet.
If you need help with the online system, a secretary can authorise up to 3 delegates to assist them. The secretary is still responsible for compliance with the law.

A delegate can be:

· another member of your association

· an accountant or solicitor

· a representative of a peak body

· a friend or a family member.

A delegate can do the same tasks as a secretary, except change the secretary.  Only the current secretary can change the secretary.
This information shows the key steps on myCAV to:

· create a myCAV account 
· link your account to your association
· use your myCAV home page
· lodge annual statements 

· make payments 

· change association name
· change rules
· change secretary details
· add and remove delegates
· change personal details
· reset your password
· find out more 
Giving and receiving information by electronic needs
Using myCAV enables secretaries to give to Consumer Affairs Victoria and receive from Consumer Affairs Victoria any information required under the Associations Incorporation Reform Act 2012 by electronic needs.

	How to create a new myCAV account


	To create a myCAV account:

1. Go to our website www.consumer.vic.gov.au and select Sign in at the top right hand corner to open the Sign in/Create myCAV account page.
2. You will see this screen (
3. Select the Create myCAV account button.
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	4. Answer Yes or No (unsure) to the question Have you received a letter from Consumer Affairs Victoria?

5. If you answer No, complete the information on the form and select the Create Account button.

6. If you answer Yes, you will go to the registration number page.
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	On the registration number page:

1. Enter the myCAV registration number shown at the top of your letter and select Next.

	[image: image5.png]Consumer Affairs Victoria » myCAV » Link to an Organisation

Link to an Organisation

All questions must be answered, unless marked "(optional)"

myCAV

Change my details

Change my password

Link to an organisation
Which association do you want to link

to?

Search for your incorporated association Search for your association

by name, or registration number.

1 result(s) found for 'Plane'.

Items per page 10 20 30

Incorporated association Link to association

F2 PLANE INCORPORATED
A0000252Y

Link to F2 PLANE INCORPORATED

Items per page 10 20 30





	2. Confirm if you are the person named. If Yes, select Next to continue.
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	3. Enter your email address and password.

4. Select Show password to check your password.
5. Then select the Create account button.
Note: Please remember your email and password and keep them safe.
The password must be at least 8 characters long and include at least one lower case letter, one upper case letter, a numerical digit and a special character.
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or contact Consumer Affairs Victoria on 1300 55 81 81.






	An instant message will advise you have successfully created your account.
Click on the sign in link in the message to complete your application.
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	In the myCAV Sign in section enter your email address and password and select the Sign in button to go to your myCAV home page.
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	On your myCAV home page you can:

1. View and change your association details using the Actions list.
2. Download your certificate and rules.
3. See recent transactions.
4. Lodge your annual statement.
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	Note:

If you are not the person named, select No. A message will ask you to create a new myCAV account.

To do this select the link in the message, enter your name, email address and password and then the create account button.

Once you have created a myCAV account you can link it to your association.
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	How to link your account to your association


	Once you have created a new myCAV account you can link it to your association.
1. Select your name at the top right of our website to open the drop down list.
2. Select Link to an organisation from the list.
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	3. Enter the name of the association you want to link to and select the Search for your association button 

4. When you see the name of your association, select the name.
5. Tick OK when a box appears with the question Are you sure you want to link the association as secretary?
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	An instant message will let you know you if you have been successful in linking your account to your association.

To go to your myCAV home page, select the Return to myCAV link in the message.
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	You will also receive an email letting you know you have been linked to your association.

When you select the link in the email you will go to the  Sign in section on myCAV.  
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	Once you have linked your myCAV account to your association, you can sign in to your myCAV home page at any time.
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	How to use your myCAV home page



	Only the secretary or delegate can change association details on myCAV.

When a change is made an email is sent to the secretary advising of the change. 

On your myCAV home page select the arrow next to your association’s name to:

· View your association details and recent activity.
· Download copies of your certificate and rules.
· Make changes to your association details by using the Actions List.
· Lodge your annual statement when it is due.
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	How to lodge your annual statement



	All associations must lodge annual statements on myCAV within one month of their annual general meeting (AGM).
An email will be sent to remind you to lodge your statement.

Tier 1 associations – those with annual revenue less than $250,000 -  no longer need to lodge a financial statement with their annual statement.

Tier 2 and Tier 3 associations must attach financial statements and a copy of the review or audit report as electronic files. 

Select the lodge link on your myCAV home page:

1. Enter the information required.
	
[image: image2.png]myCAV

Change address
Change secretary
Change delegates
Change rules

Change name

Annual statement

Port Melbourne Soccer Club

Registration number: 423664468

This annual statementis for the financial year ending 17 September 2014,

For more information about lodging annual statements, view our Annual statemem page.

Fees

For tier 1 associations (total revenue of less than 5250.000). the fee is 553 00

For tier 2 associations (total revenue of $250,000 to §1 million). the fee is 5105 90

For tier 3 associations (total revenue of more than §1 million). the fee is 521180

All questions must be answered, unless marked (optional)”

Meeting details

Date of annual general mesting (AGH

Number of assocation members

Financial details

Gross value of assets
Gross value of iabiliies

Gross value of revenue

oo um vy

Current year

Previous year





	2. Attach supporting documents as electronic files by clicking on Select file to attach.  Find the documents on your computer, and select Ok.

(Files must be in.doc, .docx, .xls, .xlsx, .text, .pdf format and no larger than 5MB)

3. Carefully read the Declaration and select Agree.
4. Select Next to continue to payment.
Note:

Agreeing to a Declaration on myCAV is legally binding.
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	How to make payments on myCAV

	When using myCAV, you can choose to make payments online, or in person, using a cheque, at a post office.

To make a payment:

1. Tick your payment method.
2. Select Next to go to the payment section.
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	If paying in person:

1. Check the information is correct, then select Confirm. 

Note:

An invoice will be emailed to you, and you have 14 days to make the payment.  You must ask for a receipt at the time of payment.
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	If paying online:

1. You will need a debit or credit Visa or MasterCard.
2. Enter the card details and select Next to continue.
3. If the information is correct, select the Make payment button.

Note:

An instant message will advise if your payment has been successful and a receipt will be emailed to you.
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	How to change association name



	A special resolution is required to change the name of your association.

After the resolution has been passed:
1. Select Change name from the Actions List.
	[image: image21.png]New secretary

By adding a new secretary, you are confirming that the secretary i

 atleast 18 years of age,
a resident in Australis

3 not bankrupt or a represented psrson under the Guarcianship and Administraton Act 1986

Given names)

Famiy name

Residentialaddress

s this address also the registered address for O ves
the incorporated association? Ot

Daytme telephone number

obles OK. For andiines, nclude area code. Only
numbers accepted.

Emal address

A confirmation email wil be sent fo the new
secretary.






	2. Enter the proposed name and select the Check name availability button.
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	3. A message will advise if the name is available.
Note:

If the name is not available, you will need to choose another name.
4. Enter the date of the special resolution. 
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	5. Attach a copy of your rules with the new name of your association as an electronic file.

6. Read the legal and binding Declaration and select Agree and Next to go to payment.  
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	After completing the payment section, you will receive an instant message advising your association name has been changed.
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	The next time you sign into myCAV you will see the name of your association has been changed.
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	How to change rules



	A special resolution is required to change the rules of your association.

After the resolution is passed:

1. Select Change rules from the Actions List.
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	2. Select Own rules or model rules from the drop down list.
3. Enter the date of the special resolution.
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	4. Attach a copy of the special resolution as an electronic file.
5. Enter the financial end of year date and the purpose of your organization.
6. Attach an electronic copy of your rules.
7. Select Agree to the Declaration and Next to go to payment.
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	How to change secretary or update details



	Only the current secretary can change the name of the secretary.

To change the secretary details:

1. Select Change secretary from the Actions list on your myCAV home page.
2. Then select Update current secretary’s details or Change to new secretary.
	[image: image30.png]myCAV

Welcome Caroline Rojas

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Aenean euismod bibendum laoreet. Proin gravida dolor sit amet lacus accumsan et

viverra justo commodo. Proin sodales pulvinar tempor. Cum sociis natoque penafibus et magnis

L

Incorporated Association - Registered

Port Melbourne Soccer Club Inc.

Details
Register number A00064322
Date registered 13 January 2006

Lastannual statement lodged -

Secretary “Tram Nouyen
Delegates Matthev Henstridge, Caroline Rojas, Daniel Craddock
Registered address 30 Bourke Street, Melbourne Victoria 3000

Download certicate of association (PDF. 200 KB
) Downlosd association' rules (PDF, 250KB

/i, Annual statement 2014 available to lodge

Actions

Change address
Change secretary
Change deleastes
Change rules
Change name

A4





	3. Enter the new details.
4. Select Save.
If the secretary is changed, an email will go to the outgoing secretary and the association’s delegates advising of the change.

The incoming secretary will receive an email confirming their appointment and a link to activate a myCAV account.
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	How to add or remove a delegate


	A secretary can authorise up to three delegates to help them with administration tasks on myCAV, if required.

To add a delegate:
1. Select Change delegates from the Actions list.
2. Enter the details of the new delegate and tick to confirm the delegate has been authorised by the secretary.
3. Select Add delegate.
If you already have three delegates, the secretary must remove an existing delegate before a new one can be added.
To remove a delegate:

1. Select Delete next to their name.
An email will go to the outgoing delegate and the current secretary advising of the change. 

Outgoing secretaries and delegates will no longer have access to the association’s details on their myCAV account.
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	How to change personal details

	For privacy reasons, the only personal details you can see on myCAV are your own.

To change your personal details:

1. Go to our website and select your name at the top of the screen to open the drop down list.

2. Select the task you want to undertake.
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	For example to change your password:

1. Select Change my password from the list.
2. Enter your current password.
3. Enter a new password and select Show password to make sure it is correct.
4. Select Save and an instant message will confirm the change.
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Create your myCAV account to:

apply for registrations
lodge annual statements / renewals
update details

myCAV is currently available for:

incorporated associations
fundraisers

You must answer all questions.

Email address
We willuse this email address for all
future communication

Re-enter email address

Choose a password Show password
Your password must be case
sensitive and must include:

+ atleast eight characters

+ nospaces

+ lower case letter (a-2)

+ upper case letter (A-Z)

+ digit(0-9)

+ special character (& @?#=+"+-

Re-enter password

Cancel






	How to reset your password



	If you forget your password:

1. Go to the myCAV Sign in page and select Forgotten/reset password.
2. Enter your email address and select Send link.
An email will be sent to you to change your password.

You have 24 hours to select the link and follow the instructions to create a new password.

If the link expires before you change your password, repeat the process.
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Create your myCAV account to:

apply for registrations
lodge annual statements / renewals
update details

myCAV is currently available for:

incorporated associations
fundraisers
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	How to sign out of myCAV



	For security reasons, always sign out after using myCAV.

1. Select Sign out at the top right of the screen.
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KEN'S GOLF CLUB INCORPORATED

Registration Number: A0000256Z

Payment confirmation

Payment method Cheque (in person at an Australia Post outlet)

$0.00

GST amount

Payment amount $26.50

7/03/2015

Invoice date

8y clicking Confirm, you agree to pay the amount of $26.50 within 14 days of the invoice date. An
invoice will be sent to cavtestings@gmail.com.

Cancel







Activities not on myCAV

The only activities that can not be done on myCAV are:
· the amalgamation of associations
· requesting for an extension of time to hold an AGM and lodge an annual statement
· winding up or cancelling an association.
Forms for these activities are available on our website www.consumer.vic.gov.au/associations 
Update your internet browser

For the best results, we recommend you use Google Chrome as your internet browser. Chrome is a fast and efficient browser and can be downloaded for free.

Translation services

Information about myCAV is available in different languages on our website www.consumer.vic.gov.au/languages

You can call our free translation service on 131 450. Name your language in English, and ask the interpreter to call our helpline on 1300 55 81 81 during business hours.

Assistance is also available on our Koori Helpline 1300 661 511.

More information

To view our tutorial videos on myCAV and for more information and updates on myCAV visit: consumer.vic.gov.au/associations
To subscribe to our not-for-profit newsletter which includes information for incorporated associations visit: consumer.vic.gov.au/newsletters
myCAV will be updated regularly. While the look of myCAV may change over time, its easy step-by-step processes will continue to help you complete tasks quickly and conveniently for your association.
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