
Accessing Castle Express Services 
 
Click here to go to the website for Castle Express Services. 
 
From there you will need to register or login to our online portal.  You can begin this process 
by clicking ‘Register’ in the top right corner.  This is a simple process and only requires your 
email address. 
 

Forming a New Company – Getting Started 
 
To form a new company click ‘Create’ in the top right corner of the dashboard. 
 

 
 
Select ‘Australian Company’ from the list of options. 
 

 
 
Complete the order form, ensuring that all required fields are filled out and all fields have 
been entered correctly.  The order form has information bubbles to the right of most fields 
that can provide additional help if needed.  This page can also provide help for filling out 
and completing your order.  If you have queries that are not addressed by the information 
bubbles and this you can contact us by email at castle@castlecorp.com.au or phone at (03) 
9898 6666. 
 

Forming a New Company – Addresses and Registered Office 
 
To enter addresses we recommend you use the search function as this is faster and more 
accurate.  To do so, begin by typing in the number and street of your address, in this case 
the registered office.  This will bring up a list of suburbs with the same number and street 
name.  Select the correct one from the list. 
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Once this is done the ‘Street Address’, ‘Suburb’, ‘State’, and ‘Postcode’ fields will 
automatically populate.   
 

 
 
This search function can also work when inputting addresses that include a room, floor, 
and/or building number.  You will need to enter a comma after the room/floor/building 
number and before the street address for this to work.  Whatever you enter before this 
comma will be used in the paperwork. 
 

 
 
Note that in this instance ‘Suite 2, Ground Floor’ has been changed to ‘Ground Floor Suite 2’ 
and can still proceed 



 

 
 
As you can see below, the search function has automatically populated the address of Castle 
Corporate, complete with the room number and floor number. 
 

 
 
For this company I have selected its registered office to be at Castle Corporate.  If the new 
company will not occupy the registered office you will need to:- 
 
1 untick the box ‘Will the new company occupy the registered office address’; 
2 enter the name of the occupier in the ‘Care of’ field 
3 click the purple ‘Choose’ button to input the occupier’s details 
 



 
 
After clicking ‘Choose’ you will see this popup box where you can:- 
 

 search for entities you have already created and click ‘Choose’ to select what will be the 
occupier (i.e. if you are routinely creating companies for your clients that use your 
offices as their registered office, then your company’s and it’s relevant details will be 
stored here); and 

 select ‘Create New’ to to add a new company to the system to be an occupier 
 

 
 
After you select ‘Create New’, then in the dropdown menu for ‘Type’ click ‘Australian 
Company’ all you will need to fill out here are the ‘Company Name’, ‘ACN’, and ‘Registered 



Office’ fields. 
 

 
 

Forming a New Company – Adding Officeholders and Shareholders 
 
To add office holders and shareholders select ‘Choose’ in the ‘Parties’ subheading. 
 

 
 
This opens up a list of entities you have recently added/updated in the system or none if 
you have yet to add any.  From here you can click ‘Create New’ to create a new entity, 
search for entities you have created previously, and click ‘Choose’ to select to have that 
entity become a party in the new company. 
 



In addition, you can click ‘Edit’ to change the details of an entity (e.g. if they moved address) 
and click ‘History’ to view all the changes that have been made to that entity. 
 
This means that every entity you create is saved in the system and can be simply selected at 
a later time without having to fill out the details for it again 
 

 
 
To create a new Party, after clicking ‘Create New’ you need to select the type of party from 
the dropdown menu, enter the relevant details in the form, then click ‘Save’.  It’s important 
to note that this is how you create a joint shareholding situation with this system. 
 

 
 
After you create new entities or choose existing ones you can choose the officeholders and 
the shareholders.  You can click ‘Add Another Party’ to add more parties and ‘Add Another 
Share Holding’ to have the shareholder company hold two different parcels of shares.  Note 
that Companies cannot hold office but can hold shares.  In this example the shareholder 
company is holding 12 shares that are fully paid at $1 per share 
 



 
 

Forming a New Company – Having an Existing Company be a Shareholder 
 
To have an existing company be a shareholder click ‘Choose’ in the ‘Parties’ section in the 
company order form. 
 

 
 
Then click ‘Create New’ in the ‘Choose Party’ popup 



 
 
Select ‘Australian Company’ or ‘Foreign Company’ depending on which is appropriate in the 
dropdown menu 
 

 
 
From there, fill out the company details 
 



 
 
Then click the ‘Parties’ tab and click the ‘Add Party’ button to add parties as office holders 
and shareholders.  When you have finished click ‘Save’, which will then add this company as 
a shareholder of your new company.  From there complete the shareholding part of the 
order form as normal. 
 

 
 

Forming a New Company – Creating a Joint Shareholding 
 
To create a new joint shareholding click ‘Choose’ in the ‘Parties’ section in the company 
order form. 
 



 
 
Then click ‘Create New’ in the ‘Choose Party’ popup 
 

 
 
Select ‘Joint Holding’ in the dropdown menu 
 

 



 
From there use the ‘Add Entity’ button to add individuals to the joint shareholding by 
choosing individuals you have already added to the system or adding a new individual to the 
system. 
 

 
 
Once you have added all the joint shareholders click ‘Save’, which will then add this new 
joint shareholding as a party of your company.  From there complete the shareholding part 
of the order form as normal. 
 
Note that the address of the joint shareholding will be the address of first joint shareholder 
listed.  So in the example below, the address of the joint shareholding will be Jennifer 
Hamley’s address. 
 

 
 

Forming a New Company – Completing Your Order 
 
When the order form has been filled out click the purple ‘Save’ button in the top right 
corner 
 

 
 



To proceed with your order, click pay.  Note that at this stage, before you pay, there are 
options to edit, save, or delete the order form.  Companies with an order form that is not 
yet complete, such as the one beneath Completed Company Pty Ltd, will not be able to 
proceed until the order form has been completed. 
 

 
 
After you accept the terms and conditions and click ‘Pay Now’, your company will be sent to 
ASIC.  If there are no problems with registering this company, then it should take 5-10 
minutes to register your company and for you to receive the paperwork. 
 
After the company has been registered and the paperwork has been generated, the newly 
registered company’s Certificate of Registration, constitution, and minutes, as well as the 
invoice, can be found in the complete tab on the dashboard. 
 
Note: the ‘View’ button lets you look at what you filled in for the order form and the ‘Create 
a Copy’ button creates a copy of that filled out order form, which can save you time when 
setting up multiple companies with similar details. 
 

 
 

Forming a New Company – If a Company is Rejected by ASIC 
 
Companies that have been rejected by ASIC will appear in the ‘Action Required’ tab.  The 
reason why ASIC rejected your company can be found in the ASIC Response PDF file.  The 
most common reasons why ASIC will reject a company include the name being too similar or 
identical to an already existing company name, the registered office not having a correct 



Australian street address, and the order form not being complete. 
 
Click the ‘Edit’ button to make changes to the order form and resubmit your order at no 
additional fee. 
 

 


