
Welcome to the Topdocs  
Document Portal 
 

The Fastest and Smartest way to order your documents! 

Thank you for registering to use the Topdocs Document Portal, the fastest and smartest 
way to order your Super Fund, Company and Trust documents. 

Attached you will find instructions on how to place an order via the Document Portal.  If you 
have any queries, a Topdocs Consultant would be happy to assist you, so please don’t 
hesitate to contact our office on 1300 659 242 or send us an email at 
support@topdocs.com.au. 

You can login to the Document Portal at any time by going to www.topdocs.com.au and 
entering your username and password in the login box located at the top of the page. 

 

Features of the Document Portal 

The Topdocs Document Portal is designed to make ordering documents quick and easy. 
Some of the features of our Portal include: 

• Instant Download Documents 
Place your order, then download your fully tailored documents in PDF format 
instantly.  From start to finish, you will receive fully tailored documents on your 
desktop in less than five minutes! (note some documents are not available as instant 
download). 
 

• Save Time and reduce errors 
Our Smart Order forms eliminate errors by allowing you to type information once, 
then use that information in multiple places. Click a ‘same as’ button and make 
Member 2’s address the same as Member 1’s, without having to retype the address. 
 
Topdocs smart forms also save you time.  Order a Topdocs Pension and all relevant 
calculations are done for you, including the minimum and maximum payment 
amounts.  Within 5 minutes you can have a fully tailored, SIS and ASIC compliant 
pension on your desktop! 
 

• Save Money 
Order your documents as ‘Instant Download PDF’, and not only do you receive your 
documents instantly, but you also receive significant discounts. 
 
 



  

1. Login to the Document Portal 

Go to www.topdocs.com.au and 
enter your username and password 
into the login box at the top of the 
page. 

Remember, your username and 
password are case sensitive. 

2.     Click on the document you 

wish to purchase 

When you login to the Document 
Portal, you will see a number of 
documents available to order, along 
with the ’instant download’ and ‘full 
service’ price. 

To order a document, click on the 
document you wish to order. 

Instant Download Documents 

Order your document as ‘Instant 
Download’ and your documents will 
be provided to you as PDF files 
when you pay for your order. 

Full Service Documents 

Order your document as ‘Full 
Service’ and your documents will be 
printed and bound by Topdocs when 
you pay for your order and will 
include lawyer sign off on Deed & 
Constitution Updates, Trustee 
Changes, and Bare Trust 
Documentation.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

3.  Enter a reference for your 
order 

Your reference will enable you to 
identify your order in your ‘Previous 
Orders’ section of the Document 
Portal. 

4. Complete your order 

Our Smart order forms making 
ordering your documents easy.   

Make sure you make use of our 
‘same as’ address functions. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. Submit your answers 

Once you have completed all the 
answers in your order form, click on 
the finish button. 

6. Review your order 

Your answers populate your 
documents.  Click on the ‘Review 
Answers’ button to make sure you 
haven’t made any mistakes. 

Your answers will be shown in a 
PDF document. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

7. Pay for your Order 

Once you have reviewed your 
answers, you will need to pay for 
your documents.   

Click on the ‘Purchase and 
Download Documents’ button. 

8. Payment Options 

You will automatically be assigned to 
pay via credit card.   

Topdocs does offer a direct debit 
payment system if you would prefer 
not to use your credit card every 
time.  For more details, please 
contact Topdocs on 1300 659 242.  



 

 

 

 

 

 

 

 

 

  

9. Download your Documents 

If you have ordered your 
documents as instant download’ 

Once payment is made, you will be 
able to download your PDF 
documents. 

If you have selected to receive 
your documents as ‘full service’ 

Your order will be submitted to our 
office after payment and you will not 
be required to do anything more.  At 
this point, click on the ‘save and exit’ 
button. 

10. Download your Documents 

If you have ordered your 
documents as instant download’ 

Some browsers will come up with a 
yellow pop up message at the top of 
the browser window as shown.   

To download your documents, 
please right click on this message 
and select ‘Download File’. 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

11. View your Previous Orders 

You can view all of your previous 
orders by clicking on the ‘Previous 
Orders’ menu at the top of the 
Document Portal. 

To review a Previous Order, click on 
the order you would like to review.  
You will be taken to the end of order 
screen. 


