
 
 

Step 1  If you are Action 

a registered user City of Mitcham online services Continue to Step 2 of this 
Procedure 

not a registered user City of Mitcham online services See Register Online to Submit 
Certificate Applications Guide 

 

Step 2  Go to www.mitchamcouncil.sa.gov.au 
 
 
 
 
 
 
Select ‘Request a Service’ 
 
 
 
 
 

Step 3  Select ‘Login’ 
 
 
 
 
 
 
 
 
 

Step 4  Enter ‘User Name’ 
 
Enter ‘Password’ 
 
Select ‘Log In’ 
 

Step 5  Select ‘Submit an Application’  
 
 
 

 

PROCEDURE / WORK INSTRUCTION 

LODGE SECTION 7 APPLICATION 

DOC STATUS:   AUTHORISED BY: 
APPROVAL DATE: 7 DECEMBER 2018 

REVIEW DUE: 

http://www.mitchamcouncil.sa.gov.au/


Step 6  Select/Tick 
‘Agree to Terms and Conditions’ 
 
 
 
 
 
 
 
Select ‘Continue’ 

Step 7  Select relevant search  
 
 
 
 
 
 
 
 

Step 8  Key in reference details  
 
 
 
 
 
 
 
 
 
 
 
 
Select relevant interest in property 
 
Select ‘Next’ 
 

Step 9  Key in address 
for document 
to be emailed 
to 
 
 
 
 
 
Select ‘Next’ 



Step 10  Select ‘Land’ tab 
 
(or enter address details 
on ‘Address’ tab) 
 
 
 
Key in volume number 
 
                and folio number 
 
 
 
Select ‘Search’ 
 
Check against address on CT 
 
 
 
Select ‘Next’ 
 

Step 11  Select ‘Choose File’ 
to upload mandatory 
certificate of title 
 
 
 
 
Enter security tag text 
 
 
 
 
Select ‘Upload’ 
 
NOTE – Each CT requires a 
separate application - do 
not upload multiple CTs 
 

Step 12  Check that correct file is uploaded  
 
Select ‘Next’ 
 
 
 



Step 13  Check details on summary page 
 
 
 
  
 
 
 

 
 
 
 
 
 

If details  Action 

are correct Select ‘Continue’ 
 

are incorrect  Select ‘Cancel Application’ 
and go to Step 5 in this 
Procedure 

Step 14  

 

If  Action 

multiple CTs or 
multiple searches  

Select ‘Submit 
Application’  
Repeat Steps 5-13 
in this Procedure 
until ready to check 
out, then select 
applications to pay 
then select 
‘Proceed’ 

single search only Select application 
to pay  
Select ‘Proceed’ 

Step 15  Check details 
 
 

 
 

Note: Only click once on ‘Proceed to Pay’, it 

can take 1-2 mins for “BPoint” screen to open  

If details Select 

are correct ‘Complete’ and go to Step 
17 in this Procedure 

are incorrect ‘Previous’ and go to Step 16 
in this Procedure 



Step 16  To Remove Application 
In relevant application line, click red cross  
 
then go back to Step 5 in this Procedure 
 
 
 
 
 
 
 

Step 17  Select payment type 

 

 

 

 

 

 

 

 

 

 

Enter card details 

 

Select ‘Next’ 

 

Step 18  Select ‘Pay’ 

 

 

 

 

 

 

 



Step 19     

 

 

 

 

 

 

 

 

 

 

 

 

 

If payment 
confirmation  

Action 

to be emailed Re-enter email address 
then select ‘Send as Email’ 

to be printed Select ‘Print’ 
 

Step 20  

 

If no further applications to submit, select ‘Logout’  

If Selection Screen will show 

Is ‘Send as 
Email’ 

Email field will 
be blank 
 

Payment confirmation email will be in designated email inbox 
 

Is ‘Print’ Print preferences for your printer, select preferences and print 
 

Step 21  Request confirmation appears in  

inbox  

 

 

 

 

 

 

 

 

 

 

 

 


