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1. Introduction 

1.1 Document Purpose 

The purpose of this document is to provide an overview on how to apply for a Commercial Raffle Organiser’s 

licence and what services are available through the VGCCC Portal.  

This user guide covers the following: 

• An overview of the options available on the Community and Charitable Gaming Home page 

• How an organisation can renew or apply for a corporate / sole trader licence 

• How an organisation can surrender a licence 

• How an organisation can apply for a condition modification 

• How an organisation can appeal a condition or application decision 

• How an organisation can request a change to their profile 

• How an organisation can submit additional forms (PDF form upload) 

• How an organisation can propose a new nominee for the licence. 

1.2 Audience 

This user guide is designed to educate users on what a Commercial Raffle Organiser can do on the VGCCC 

Portal. 
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2. The VGCCC Portal – Community and 

Charitable Gaming 

2.1 Community and Charitable Gaming Tile Home Page 

This section will provide an overview of what a Community and Charitable organisation can see on the 

VGCCC Portal. 

 

Feature Description 

1. My Applications This section wll show all the individual applications the organisation has applied for. 

2. CRO Corporate Licence 
Application Tile 

This option will allow the organisation to apply to become a Corporate Commercial Raffle 

Organisation. 

3. CRO Sole Trader Licence 
Application Tile 

This option will allow the organisation to apply to become a Corporate Commercial Raffle 

Organisation. 

4. Licence Application 
Withdrawal Tile 

This option will allow the organisation to withdraw an application if it hasn’t been processed. 

5. Licence decision Appeal 
Tile 

This option will allow the organisation to appeal the decision of not being granted a Corporate / Sole 

Trader licence or to appeal against a condition imposed on the licence. 

2.2 CRO Corporate Licence Application 

The following instructions and screenshots will show how an organisation applies/renew for a Corporate 

Commercial Raffle Organisation. 

Steps # Description 

1. Click on the Complete 
Request button on the CRO 
Corporate Licence 
Application tile. 
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2. Read the VGCCC 
instructions before starting 
your application. 

 

3. Once read, click on the 
Applicant Details button 

 

4. Select if it is a new licence or 
renewal. 

 

For a Renewal 

The steps for a Renewal are the 
same except you will need to enter 
your Licence / registration 
number as the next question 
when you select Renewal of a 
licence/registration from the drop 
down in the first question. 

 

 

5. Enter your personal details. 

 

6. Select if you have been 
known by any other names. 
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7. Select if you have had any 
changes in your legal 
name(s). 

 

8. Enter your current residential 
address. 
a) If less than 10 years, 

enter additional 
b) Indicate if you have a 

separate postal 
address. 

 

9. Enter your phone and email 
address information. 

 

10. Confirm that you will notify 
the VGCCC if any of your 
contact details change within 
14 days of the change 
occurring. 

 

11. Click Save for later to 
continue. 

 

12. The Applicant Details button 
will turn green if successful. 

 

13. Next, click on the 
Compliance/Legal and 
Criminal History button. 
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14. Answer all the Compliance / 
Legal and Criminal History 
questions. 

 

15. Click the Save for later 
button to continue. 

 

 

 

16. The Compliance/Legal and 
Criminal History button will 
turn green if successful. 

 

17. Next, click on the Financial 
Particulars button. 
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18. Answer all the questions 
regarding your financials. If 
prompted, upload the 
relevant documents to 
support your application. 

 

19. Click Save for Later button 
to continue. 

 

 

20. The Financial Particulars 
button will turn green if 
successful. 
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21. Next, click on the 
Supporting Information 
button. 

 

22. Upload all supporting 
documentation as required. 

 

23. Click Save for later button to 
continue. 

 

24. The Supporting Information 
button will turn green. 

 

25. Next, click on the Industry 
Associations button. 

 

26. Indicate if you have any other 
associations in the gambling 
industry? 
a) If Yes, a new section will 

appear in which you can 
list your associates. 

 

27. Click Save for later button to 
continue. 

 

28. The Industry Associations 
button will turn green. 
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29. Next, click on the 
Declaration by Applicant 
button. 

 

30. Declare that all information 
provided is accurate and 
answered truthfully. 

 

31. Optional. Choose if you want 
to sign up to the VGCCC 
Newsletter. 

 

32. Click Sign and Save to 
continue.  

 

33. The Declaration by 
Applicant button will turn 
green. 

 

34. Next, click on the 
Information Release Law 
Enforcement button. 

 

35. Read and acknowledge the 
law enforcement questions. 

 

36. Enter your full name that you 
have used on your 
application. 

 

37. Click the Sign and Save 
button to continue. 
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38. The Information Release 
Law Enforcement button will 
turn green. 

 

39. Next, click on the 
Information Release 
Financial button. 

 

40. Read and acknowledge to 
release your financial 
information. 

 

41. Click the Save for later 
button to continue. 

 

 

42. The Information Release 
Financial button will turn 
green. 

 

43. Next, click on the Additional 
Applicant Details button. 
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44. Enter additional details for 
your application. 

 

Note: For the Full name of the 
applicant, please enter the name 
of the organisation. 

 

45. Click the Save for later 
button to continue. 
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46. The Additional Applicant 
Details button will turn green. 

 

47. Next, click on the Additional 
Financial Particulars button. 
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48. Enter additional details for 
your application. 

 

49. Click the Save for later 
button to continue. 

 

 

50. The Additional Financial 
Particulars button will turn 
green. 

 

51. Next, click on the 
Responsible Gaming 
button. 
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52. Enter additional details for 
your application. 

 

53. Click the Save for later 
button to continue. 

 

54. The Responsible Gaming 
button will turn green. 

 

55. Next, click on the Summary 
of Financial Information 
button. 

 

56. Click on the first year. 
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57. Enter your financial 
information for the financial 
year. 

 

58. Click the Save button to 
continue. 

 

59. Repeat steps 57 and 58 for 
the other financial years. 

 

60. When completed, click the 
Save button to continue. 

 

61. The Summary of Financial 
Information button will turn 
green. 

 

62. Next, click on the 
Establishment of 
Associates button. 
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63. Enter your Associate 
information. 

 

64. Click the Save for later 
button to continue. 

 

65. The Establishment of 
Associates button will turn 
green. 

 

66. Next, click on the Additional 
Advertising Requirements 
button. 

 

67. Enter your Advertising 
requirements 

 

68. Click the Save for later 
button to continue. 

 

69. The Additional Advertising 
Requirements button will 
turn green. 

 

Note: All buttons must be green, 
before you can submit the 
application. 

 

70. Click Next to lodge 
application. 
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71. Enter your Nominee details. 

 

72. Click the Submit Nominee 
button to continue. 

 

 
 

73. Enter your Associate(s) 
information. 

 

74. Click the Add button to add 
any additional. 

 

75. Click the Submit Associates 
button to continue.  

76. The Associates you entered 
will need to complete their 
individual applications. 

 

Once all Associates have 
completed their applications, you 
will be able to submit and pay. 

 
 

2.3 CRO Sole Trader Licence Application 

The following instructions and screenshots will show how an organisation applies/renew for a Sole Trader 

Commercial Raffle Organisation. 

Steps # Description 

1. Click on the Complete 
Request button on the CRO 
Sole Trader Licence 
Application tile. 

 

2. Read the VGCCC 
instructions before starting 
your application. 

 

3. Once read, click on the 
Applicant Details button. 
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4. Select if it is a new licence or 
renewal. 

 

For a Renewal 

The steps for a Renewal are the 
same except you will need to enter 
your Licence / registration 
number as the next question 
when you select Renewal of a 
licence/registration from the drop 
down in the first question. 

 

 

5. Enter your personal details. 

 

6. Select if you have been 
known by any other names. 

 

7. Select if you have had any 
changes in your legal 
name(s). 

 

8. Enter your current residential 
address. 
a) If less than 10 years, 

enter additional 
b) Indicate if you have a 

separate postal 
address. 
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9. Enter your phone and email 
address information. 

 

10. Confirm that you will notify 
the VGCCC if any of your 
contact details change within 
14 days of the change 
occurring. 

 

11. Click Save for later to 
continue. 

 

12. The Applicant Details button 
will turn green if successful. 

 

13. Next, click on the 
Compliance/Legal and 
Criminal History button. 

 

14. Answer all the Compliance / 
Legal and Criminal History 
questions. 

 

15. Click the Save for later 
button to continue. 
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16. The Compliance / Legal and 
Criminal History button will 
turn green if successful. 

 

17. Next, click on the Financial 
Particulars button. 

 

18. Answer all the questions 
regarding your financials. If 
prompted, upload the 
relevant documents to 
support your application. 

 

19. Click Save for Later button 
to continue. 
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20. The Financial Particulars 
button will turn green if 
successful. 

 

21. Next, click on the 
Supporting Information 
button. 

 

22. Upload all supporting 
documentation as required. 

 

23. Click Save for later button to 
continue. 

 

24. The Supporting Information 
button will turn green. 
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25. Next, click on the Industry 
Associations button. 

 

26. Indicate if you have any other 
associations in the gambling 
industry? 
a) If Yes, a new section will 

appear in which you can 
list your associates. 

 

27. Click Save for later button to 
continue. 

 

28. The Industry Associations 
button will turn green. 

 

29. Next, click on the 
Declaration by Applicant 
button. 

 

30. Declare that all information 
provided is accurate and 
answered truthfully. 

 

31. Optional. Choose if you want 
to sign up to the VGCCC 
Newsletter. 

 

32. Click Sign and Save to 
continue.  

 

33. The Declaration by 
Applicant button will turn 
green. 

 

34. Next, click on the 
Information Release Law 
Enforcement button. 
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35. Read and acknowledge the 
law enforcement questions. 

 

36. Enter your full name that you 
have used on your 
application. 

 

37. Click the Sign and Save 
button to continue. 

 

38. The Information Release 
Law Enforcement button will 
turn green. 

 

39. Next, click on the 
Information Release 
Financial button. 

 

40. Read and acknowledge to 
release your financial 
information. 

 

41. Click the Save for later 
button to continue. 
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42. The Information Release 
Financial button will turn 
green. 

 

43. Next, click on the Additional 
Applicant Details button. 

 

44. Enter your details you want to 
appear on your licence card 
i.e. name and photograph. 

 

45. Click the Save for later 
button to continue. 

 

46. The Additional Applicant 
Details button will turn green. 

 

47. Next, click on the Family 
Members button. 
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48. Enter details of your 
immediate family members. 

 

49. Click the Save for later 
button to continue. 

 

 

50. The Family Members button 
will turn green. 

 

51. Next, click on the Business 
Interests button. 
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52. Enter details of your 
Business Interests. 

 

53. Click the Save for later 
button to continue. 

 

 

54. The Business Interests 
button will turn green. 

 

55. Next, click on the Additional 
Compliance / Legal and 
Criminal History button. 
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56. Enter details of your 
Additional Compliance / 
Legal and Criminal History. 

 

57. Click the Save for later 
button to continue. 

 

 

58. The Additional Compliance 
/ Legal and Criminal 
History button will turn 
green. 

 

59. Next, click on the Financial 
and Advertising 
Information button. 
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60. Enter details of your Financial 
and Advertising Information. 

 

61. Click the Save for later 
button to continue. 
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62. The Financial and 
Advertising Information 
button will turn green. 

 

63. Next, click on the 
Establishment of 
Associates button. 

 

64. Enter details of your 
Establishment of Associates. 

 

65. Click the Save for later 
button to continue. 
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66. The Establishment of 
Associates button will turn 
green. 

 

67. Next, click on the Additional 
Advertising Requirements 
button. 

 

68. Enter details of your 
Establishment of Associates. 

 

69. Click the Save for later 
button to continue. 

 

70. The Additional Advertising 
Requirements button will 
turn green. 

 

Note: All buttons must be green, 
before you can submit the 
application. 

 

71. Click Next to begin 
submitting your application. 

 

72. Enter any Associated 
Individuals / Entities if 
relevant. 

 

73. Click Submit Association to 
continue. 

 

74. Enter your banking details. 

 

75. Click Pay Now to submit your 
payment. 
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76. You will receive 
confirmation that your 
application has been 
submitted. 

 

2.4 Condition Modification Request 

The following instructions and screenshots will show you how to submit a request to change a condition placed 

upon your licence. 

Steps # Description 

1. Click on the Complete 
Request on the Condition 
Modification tile. 

 

2. Enter your Licence number. 
 

3. Click the Search for licence 
button. 

 

4. Your licence information 
should be displayed. 

 

5. Check the tick box if it is the 
correct licence. 

 

6. Click Next to proceed. 

 

7. The special condition(s) that 
have been applied against 
your licence will appear. 

 

8. Enter how you want your 
special condition(s) modified. 

 

9. Upload any supporting 
documentation. 

 

10. Click the Submit Request 
button. 

 

11. You will be shown a Success 
message with the Case 
number. 

 

The VGCCC will process your 
request. 

 

2.5 Condition Appeal Request 
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The following instructions and screenshots will show how a DCCO licence holder appeals a special condition 

placed upon them before the granting of the licence. Note: The DCCO licence holder has 28 days to appeal. 

Steps # Description 

1. Click the Submit Request 
button on the Licence 
Condition Appeal tile. 

 

2. Enter your licence number 

 

3. Click the Search for licence 
button. 

 

4. Your licence details should 
appear. 

 

5. Check the box if your details 
are right. 

 

6. Click the Next button. 

 

7. The special conditions that 
have been placed on your 
licence will appear. 

 

8. Enter your reasons of why 
you are appealing these 
condition(s). 

 

9. Upload any supporting 
documentation to support 
your appeal. 

 

10. Click Submit to proceed. 

 

11. You will be shown a Success 
message with the Case 
number. 

 

The VGCCC will process your 
request. 

 

2.6 Profile Change Request 

The following instructions and screenshots will show how you submit a Profile Change Request  

Steps # Description 

1. Click on the Complete 
Request button on the Profile 
Change Request tile. 
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2. Enter your licence number 

 

3. Click the Search for licence 
button. 

 

4. Your licence details should 
appear. 

 

5. Check the box if your details 
are right. 

 

6. Click the Next button. 

 

7. Select the relevant check 
box(s) you would like to 
change. 

 

Note: Change of passport photo 
and Change of role are not 
applicable to a DCCO licence 
holder. 

8. Click the Next button.  

In this section, we will display the steps for a Change of name request 

1. Click the Change of name 
check box. 

 

2. Click the Next button. 

 

3. Enter your change of name 
details. 

 

4. Upload supporting 
documentation e.g. marriage 
certificate. 

 

5. Click the Submit button. 

 

6. A Success message with the 
Case number will appear. 

 

The VGCCC will process your 
request. 

 

In this section, we will display the steps for a Change of name request. 
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1. Click on the Change of 
contact details check box. 

 

2. Click the Next button. 

 

3. Enter the date the change 
occurred. 

 

4. Optional – You can update 
your email address. 

 

5. Do you need to update your 
Residential Address? If yes, 
question 6 will appear. 

 

6. Start entering your address. 
Google will start to provide 
suggestions. Select the 
correct address from the 
displayed list. 

 

7. This section is automatically 
populated if an address is 
selected.  

Note: If your new address is not 
found, you have the ability to 
manually enter the address by 
clicking the ‘check’ box. 

 

8. You also have the option to 
update your Postal Address if 
it is different from your 
Residential Address. 

 

9. Click the Submit button. 

 

 

 

 

 

10. A Success message with the 
Case number will appear. 

 

The VGCCC will process your 
request. 

 

2.7 PDF Forms Upload 

The following instructions and screenshots will show you how you submit various PDF forms regarding to 

Commercial Raffle Organiser. 

Steps # Description 

The following PDF forms will be able to be uploaded by a CRO via the PDF forms request tile. 

• Request for Extension of Time to Lodge Nominee Application 

• Trust of a Licensee or Associated Individual 
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1. Click on the Complete 
Request button on the PDF 
Forms Upload tile. 

 

2. Click on the  arrow. 

 

3. Select the relevant Form you 
are uploading. 

 

4. Upload the form that you will 
be submitting. 

 

5. Upload any supporting 
documentation that is 
associated with the 
application form. 

 

6. Provide any comments if 
required. 

 

7. Click the Next button to 
continue. 

 

8. You will receive a 
confirmation that your form 
has been submitted to the 
VGCCC. 

 

2.8 Nominee Invitation Request 

The following instructions and screenshots will show you how nominate a new Nominee. 

Steps # Description 

1. Click on the Complete 
Request button on the 
Nominee Invitation tile. 
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2. Enter the proposed Nominee. 

 

3. Click Submit Nominee to 
continue. 

 

4. You will receive a 
confirmation message. 

 

5. This is the email the Nominee 
will receive. 

 

6. The Nominee will need to 
click on the Link if they have 
a VGCCC Portal account. If 
they don’t have a Portal 
account, they will need to 
sign up. 

 

7. The Nominee will need to 
click on the Edit this 
Application button. 
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8. The Nominee will need to 
complete sections of the 
application. When they 
complete a section, the 
button will turn from Red to 
Green. 

 

 

9. Once all boxes are green, 
you can proceed to 
submission by clicking on the 
Pay and Submit button. 

 

 

2.9 Lodging a Raffle Return 

The following instructions and screenshots will show to lodge a raffle return. 

Steps # Description 

1. Click on the Complete 
Request button on the Lodge 
a Raffle Return tile. 
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2. Find the relevant Raffle and 
click the Regulatory 
Occurrence link. 

 

3. Click on the Edit this 
Application button. 

 

4. Read the instructions and 
click the Next button. 
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5. Enter your Raffle Return 
details. 

 

6. Click the Next button to 
continue. 
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7. Enter your Raffle Receipt 
details and events. 

 

8. Click the Next button to 
continue. 

 

 



 
 
 
 
 
 
 

VGCCC PORTAL – COMMERCIAL RAFFLE ORGANISER – USER GUIDE   42 

OFFICIAL 

 

9. Enter your Raffle Expenses 
and fundraising permits. 

 

10. Click the Next button to 
continue. 
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11. Declare that the information 
entered is true by ticking the 
3 boxes. 

 

12. Click the Next button to 
continue. 

 

13. You will get a confirmation 
that your Raffle Return has 
been sent to the VGCCC for 
processing. You will also 
receive an email 
confirmation. 

 

 

 


