‘ PROCEDURE / WORK INSTRUCTION

LODGE SECTION 7 APPLICATION

CITY OF MITCHAM

APPROVAL DATE: 7 DECEMBER 2018
DOC STATUS: AUTHORISED BY:
REVIEW DUE:
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 \
(] mchamconci govan p-c
Council Services Community Environment Discover Build & Develop Future City
- R
-
, ., \ * 970 LIy
Select ‘Request a Service \ OF MITCHAM'S (/r FATHER
7= OGN e
L AN/ 1) BN
COMMUNITY CENTRES UBRARY * ‘\'/ L X t T 3
FORMS. ;VMSAV EMPLOYMENT KI N G SW| Carols at Kingswood Oval
- - Q Celebrate Christmas on Sunc
PAYMENTS ‘HEGISVERVO\IRPET December
REQUEST A SERVICE WASTE & RECYCLING FLIGHY@NI
Step 3 Select ‘Login’ R
=g Login »
CITY OF
MITCHAM
AppBcari Reyrmert Request a Service
Debtor Payment
T R T Listed below are the services that you can request. If your request type is
ungvaj‘IEbLe from th:e list below, please call our Customer Service team on
Step 4 Enter ‘User Name’ oProperty Login Page
Enter ‘Password’ — | ==
e s G X
Select ‘Log In" — ——
Step 5 Select ‘Submit an Application’ Moot o ot Home Page
Welcome.

My Applications
Shopping Cart

Submit an Application

Use the left hand menu to perform tasks such as paying bills, applying for appiications
or submitting a request.



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

Step 6

Step 7

Step 8

Step 9

Select/Tick
‘Agree to Terms and Conditions’

Terms and Conditions

The City of Mitcham expressly disclaims ail conditions and verranties, express of
implied. in f the pre Vi

This inclu ¢ is ot imited f L t
errors or that it wil be operational and available at al times. If any cond
is implied into these Terms pursuant 1o any legisiation an the legislation avoids or
o0 prohisits provisions in a contract, excluding or modifying the appiication of, or exercise
of, or any kabilty under such condtions or wern s or warranty wil be
deemed to be included in these Terms and Con that the Ciy of
Micham's liabisty for breach shal, i the legisiation so permits. be limited in the sole
tion of the City of Mitcham to (a) the re-supply of the services, o (b) the cost of
ly of the services, in respect of which the breach occurred, and ctherwise wil be
o the maximum extent permitted by law

The City of Mitcham wil not at any time, in any circumstances, be iable for any loss or

ent damage whatsoever including but not limited to any loss of data, loss of savings, loss of
busines profit. or any other direct, indirect, special or c tial loss or
damage, in each case whether arising from negligence, breach of t, breach of
statutory duty or otherwise which is in any way connected with o ari t of your use
of this Service.

| Agree to the Terms and Conditions

Newral

Select ‘Continue*

Select relevant search {  #oication Payment

ebtor Payment

Shopping Cart

Request a Service

Application Search

Al i xith

Submit Applications

Applications are defined and categorised by Groups and Categories. This
categorisation helps us to better clarify and process your application

Please select the type of Application from the list below.

eProperty Certificates

NON URGENT - Section 187 & Section 7 Search @
Section 187 Rates Certificate @

Section 187 Rates Certificate - Update (3 months) @
Section 7 Search @

URGENT - Section 187 & Section 7 Search @

Key in reference details

Select relevant interest in property —

Select ‘Next*

D SOOI

S 5 Application Information

Application Summary

Property Certificates - Section 187 & Section 7 Search - NON
URGENT

Provide all required details about your application.

Note: Fields with an as
Your Reference

S) are mandatory.

ote: Fields With an asterx | are manElafory.

Your Reference M Pridham |

Not Selacted

Interest in the Proj Age
Purchaser
Conveyancer
Other (Flease specify)
Owner

Pl

Key n address x Cancel Application

for document
to be emailed

L Shopping Cart

Please provide a valid email address. This email address will be used to
send you information relevant to your application.

to

4

Email Address

"mpridham@miichamcouncil.sa‘gov.i

Previous |

Gl % pte

Select 'Next' ’




Step 10

Step 11

Step 12

Select ‘Land’ tab \

(or enter address details
on ‘Address’ tab)

Key in volume number

Application summary
Property Certificates - Section 187 & Section 7 Search - NON
URGENT

P subject Property

File Attachments

Summary Information

Property Search

Search for a property or land location for this step of your application.

T

Plan Number Lot

Plan Desc v | Parcel Type v

and folio number —

T P> 565 Folio 551
Certificate Of Tj Strata Plan Number
Part Lot Section For Lot

Land 1D

Select ‘Search’

Check against address on CT

Clear X S Search Q

. 35 Cashel Street ST MARYS SA 5042 DR SEC O RN S0 O

Select ‘Next’ J&* Pt *

Select ‘Choose File’
to upload mandatory
certificate of title

~ Application Information F|Ie Attachments

./ Email Address for
Delivery The following errors eccurred while processing your input:
./ Subject Pi . . . . .
Subject Property .o/ The text you typed does not match the security code displayed in the image.
» File Attachments

Summary Information

Application Summary
Property Certificates - Section 187 & Section 7 Search - NON
URGENT

cel Application

Upload any files relevant to your application that meet the file type

Enter security tag text \ \ wpres
quirements.

Select ‘Upload’ \

NOTE - Each CT requires a
separate application - do
not upload multiple CTs

Check that correct file is uploaded \
= ] = G
SE|eCt lNeXt'  \ Uploaded Files
et Cenfcaoet T e o i

Attachment Tvpe
@ Certificate of Titl®

Accepted File Types
PDF,TIF,BMP,GIF, TIFF,TIF,PNG,JPEG,BMP,JPG

Choose File |No file chosen

” "; Please type the text you see in this image

Upload 1

Ceriificate of Tite

4 Previous




Step 13 Check details on summary page Summary infematon

A summary of your application is shown below. Click Continue to add your
appiication to your shopping cart

Application |nformation

Your Reference M Pridham

Interest in the Property Agent

Email Address for Delivery.

Email Address mpridnam@ritchameouncil $8. 6ov.au
Subject Propery

Address 38 Cashel Street ST MARYS SA 5042

If details Action | e
are correct select lcontinue' File Nams 3 Scamad P Cover of Functional Fes

Fie Danciton Corifcmte of e
Attachment Typs Certificats of Te
are incorrect = Select ‘Cancel Application’ — —

and go to Step 5 in this
Procedure

Continue +

Summary Information

A sumenary of your aoplication is shown b, Cick Canlinus fo 844 your
‘sppicaon 12 jeur shopping cat.

‘aplzstian nfermason

Step 14

If Action (e kot Shopping Cart
mu |t| p | e CTs or Se | ect ’SU bmit To process an item in your shopping cart select it using the Take to

Checkout box and click the Proceed button. Items can be removed or
My Appiications

multiple searches Application’ —_— stebaion processy
Subemit an Application Shi ing Cart Retrieval
Repeat Steps 5-13 e

in this Procedure Anmal Parmen

Appircation Payment Shopping Cart Reference Serch Q

until ready to check BebtrPaymen shopping Cart

Infringement Payment

OUt, then select Rates Payment Fpe Description Amount  Remove Lo
Shopping Cart Property Certificates - Section 187 & Section 7

i i eation S€arch - URGENT
applications to pay el T
then select PubkeNoske Enaty

To retrieve existing shopping cart items, enter the unique reference number that you
received and click the Search button

ction 167 & Secton 7

All Public Notices incomplete x
‘Proceed’
Section 187 & Section 7
Search - NON URGENT
Application  c6 175 Place $56.00 X <
PANORAMA S4

single search only Select application AR
to pay

Remove  Check All
Al /Uncheck All

Proceed b
q ’ e— »
Select ‘Proceed
H Application Payment Payment Summary
Step 15 Check details s

Infingemant Payment Confirm that all of the information on this page is correct before proceeding
Rates Payment Clicking the Proceed To Pay button will take you to BPOINT secure
R payment portal

\ Applicant Details

Requesta Service Business Name Nina'S Conveyancing

If details Select \ o
are corre Ct lcom pletel an d go tO Ste p :::::::::::‘m Address Detail 131 Belair Road

Variations Locality Name TORRENS PARK
17 in thIS Procedure \ Postcode 5062
are incorrect = ‘Previous’ and go to Step 16 e
R Mobile Phone 000G000CCOCK
in this Procedure Emai Address P

Public Notice Enquiry.
Al Public Notices

Application sFle- Malgs - NON URGENT - Section 187 & Section 7 Search $57.05
Note: Only click once on ‘Proceed to Pay’, it s
Amount Due $57.05

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

4 Previous Complete o




Step 16 To Remove Application

In relevant application line, click red cross —m0o—our_|

then go back to Step 5 in this Procedure

Type
Application

Application

Applieaon

Application

Application

Application

Application

Application

Application ©

Description

Search - NON URGENT
ety Certiicates - Sectian 167 & Section 7
ch - NON URGENT

ey Cerbficates - Section 167 & Section 7
Search - URGENT

2350 Goodwood Road

CUMBERLAND PARK S4 5041

Property Certficates - Seciion 167 & Section 7

Search - URGENT

Property Cerficates - Section 187 & Section 7

Search - URGENT

£ Birdwood Street

HETHERBY SA 5062

Property Gerbficates - Section 17 & Section 7
ENT

Search - URG

PASADENA SA 5042

Property Gerbficates - Section 187 & Section 7
NT

Section 187 & Section 7

Search - Uy

Property Cerificates - Secion 17 & Section 7
Search - NON URGENT

Amount

Incomplete

Incompiete

Incomplete

Incomplete

Incomplete

Incomplete

Incompiete

Incomplete

Remove

x

X X X X

x

Step 17 Select payment type

You are paying
CITY OF MITCHAM

Biller Code

Payment No

16622

Reference Number

16623

Amount

AUD 57.05

I =

Make a Payment

1348085 - Online Payment

hoose a Payment Method

The Payment and Reference numbers below are system generated references.
They do not match the payment reference(s) you entered on previous pages.

O Other Payment Methods

W%

Enter card details —»

Expiry date

MM

Select ‘Next’

cwn @

Step 18 Select ‘Pay’

Review Details

You are Paying

Buller Code




Step 19

Step 20

Step 21

If payment

confirmation
to be emailed

[Eemp—— Payment Confirmation
You have successfully completed the checkout process, Please print a copy
of the information on this page for future reference o enquiries
My Apphestions
Shossing Car
S w— S
Tite
o E— — —
Applcation Payment
Nome 1 3000¢
Debtor Payment
ot wt Address Detal 131 Belair Road
Ratos Payment Localty Name TORRENS PARK
Shopging Car I —
Home Phone mmmnnn
Putide Notee Frauiry Work Phone ‘rmnnm
ARPudic Notcas Mobie Phone ‘v
Emadl Address. “yooox Pmitchameouncil s8.gov.eu
Transaction Details
Transaction Date 23.0c12018
Payment Refersnce 2629
Transaction Amount $58.00
Charge Details
- Charge Charge Charge
Reference  Details Baacie jon Charge Tharde SO
Property Certficates - Section 187 & Section
11a 7 Search - NON URGENT
CERTO488118 35’ ashel Street
ST MARYS SA 5042
Section 187 $3300 $000 $33.00
Secton? 52300 S000 2300
Sub Total $56.00
. Credit Card
Action Srchand 000 S000 S0
Total $56.00
Email Address Details
- 1 —————
Re-enter email address TR prdham@mithamecunci sagovd
It d 7 —
then select ‘Send as Email P sendszmal o i m

to be printed Select ‘Print’

If Selection Screen will show

Is ‘Send as
Email’

Your email has been sent to the nominated address.

Email field will
be blank

Emall Address Details

Email Address

SendasEmail W4 Print

Payment confirmation email will be in designated email inbox

Is ‘Print’

Print preferences for your printer, select preferences and print

If no further applications to submit, select ‘Logout’

Request confirmation appears in

inbox

Dear eWeb Registered,

Thank you for submitting your request, It is currently being processed. If you would like more Information about your request please call the Customer Service Team

found below
Applicant Details
Title
Given Names Xxx
Name X000
Address Detail 131 Betair Road
Locality Name TORRENS PARK
Postcode 5062
Home Phone
Work Phone
Mobile Phone
€mall Address mpridham@mitchamcouncil.sa.gov
Transaction Details
Transaction Date 27-Nov-2018
Payment Reference 2769
Transaction Amount $56.00
Charge Details
Reference Details Charge Description Charge  Charge Tax
Property Certificates - Section 187 & Section 7 Search - NON URGENT
Council Chambers
CERTOG74/18 131135 Belair Road
TORRENS PARK SA 5062
Section 187 $33.00 $0.00
Section 7 $2300  $0.00

Sub Total

Charge Tof

$33.00
$23.00
$56.00




