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What it looks like
     

 

 

 
 
 

• Login to your email 
 

• Go to Inbox and search for a NSW Police Force Community 
Portal email from your Organisation  

*if email is not in Inbox – check your Junk Mail 
 

• Click on link  
 
 
 
 
 
 

 
 
 

 
 
 
 
 
 

 
 

Login
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What it looks like 

 
 

 
 
 

• Data Enter in Title Case throughout Application  
*Title Case – First letter is a capital letter followed by lower case 

 

• Record name and date of birth per first identification  
- Australian Driver’s Licence 
- Australian Birth Certificate 
- Australian Passport 
- Australian Visas 
- Australian Citizenship Certificate 
- Australian Migration Status (AMS) ImmiCard 
- Other (selecting this option will delay your application 

process time by up to 10 business days) 
 
 

 
 
 

 
 

 
 

• Click Yes or No regarding current residency status in NSW 

 

Completing the Application pg 2-9



  

Page 3 of 9 
 

A
p

p
li

ca
n

t 
- 

U
se

r 
gu

id
e

What it looks like 

 
 
 

• Once you have read to acknowledge click checkbox 
 
 

 

 

 

 
 
 

• Click on Select an Option and choose your first identity to verify 
 
 
 
 
 

 

 
 
 

• Complete the required fields in Title Case 
 

• Once completed click Verify button 
 

 
 

 
 
 



  

Page 4 of 9 
 

A
p

p
li

ca
n

t 
- 

U
se

r 
gu

id
e

What it looks like 

 

 
 
 

• Click on Select an Option and choose your second identity to 
verify 
 

 

 

 

 
 
 

• Complete the required fields in Title Case 
 

• Once completed click Verify button 
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What it looks like 

 

 
 
 

• Click Yes or No regarding being known by another name 
➢ No – Continue to next question  
➢ Yes – Complete relevant fields   

*Maximum of three (3) 

 

 
 
 

• Click Select an Option and choose relevant Gender 
 
 

 

 
 
 

Under Country of Birth  

• Click; Start typing; then select your Country of Birth 
*Australian born – State and Town/City of Birth is required 
 
 

If the incorrect country is entered click the   X    
and start typing your Country of Birth again 
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What it looks like 

 
 

 
 
 

• Click in space provided and enter a current phone number  
 
*Record Mobile Number as 0489123123  
                Landline as area code then number eg. 0292341234 

 
 
 
 
 
 
 
 

 

 
 
 
Under Current Residential Address  

• Click; Start typing; then select your current residential address 
 

 

 
*If you are unable to find your address 

• Click Can’t find address or address unknown 
 

• Complete required fields 
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What it looks like 

 

 
 
 

• Click Yes or No regarding living at another Residential Address 
within Australia in the last 5 years? 
➢ No – Continue to read Consent  

 

➢ Yes – Click under Previous Residential Address; Start typing; 
then select your previous residential address    

*Maximum of two (2) previous addresses 

 

 
 
 

• Read Consent  
 

• Click on checkbox to acknowledge 
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What it looks like 

 
 

 
 
 

• Read and click Continue or Cancel  
➢ Continue  
➢ Cancel – Edit any information then proceed to click checkbox 

regarding Acknowledgement  
 

 
 
 
 

• After you click Continue  
 

• Click Submit Application 
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What it looks like 
 

 

 

 

 

 

 

 
 
 

• A unique Application Reference has now been issued and an 
email sent to your inbox/Junk Email 
 
Keep a record of your Application Reference number and the 
date and time the application was completed. 
 

 

 
 


