
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

Online 
Land Information Certificate and  

Building Approval Particulars 
Certificate Applications 

 
 
 
 
 
 
 

User Guide 
 
 
 
 
 
 
 

www.maroondah.vic.gov.au 
 



 

 
 

 

 
 

If you are a new user, 
click here to register. 

If you are 
already 
registered, 
click here 

Complete 
the 
required 
fields 

The initial 
screen you will 
see when you 
enter eServices 
from Council’s 
webpage.  If you 
are a new user, 
click Register, 
or if you are 
already 
registered, click 
Sign in. 

New User 
Registration 
 
Enter your 
details in the 
fields.  The ones 
marked with an 
* are mandatory 
fields and must 
be completed.  
Once all 
required fields 
are populated, 
press Continue. 



  
 

 
 

Create your 
password and 
confirm 

Successful registration 
confirmation message. 

Set a password 
for your 
username and 
confirm, then 
press Submit. 

A confirmation 
email will also 
be sent to the 
registered 
user’s email 
address . 



 

  
 

  
 

Once you are 
registered, click the 
Sign in link to log 
into the system 

Enter your 
username and 
password and 
click Sign in 

Click on the 
certificate 
link or the 
picture 

Enter your 
username and 
password as 
created in the 
registration 
process.  Then 
click Sign in. 

Either click on 
the certificate 
link or click on 
the picture to 
start the 
certificate 
request 
process. 



  
 

  
 

Select the required 
certificate type/s 
and press continue 

Enter the 
property 
address and 
press search 

Select the 
required 
certificate type/s 
and press 
Continue. 

Enter the 
address of the 
property for 
which you wish 
to search and 
press Search. 



  
 

  
 

Select the desired 
property from the 
list and press 
continue 

Add your 
reference 
(mandatory) 

If there are 
more than one 
property 
returned, select 
the exact 
property and 
press Continue, 
or if you are 
requesting 
multiple 
properties, 
select one from 
this list and 
press Add More 
Properties 

Insert your 
own internal 
reference (this 
is mandatory).  
This will print 
out on the 
issued 
certificate.  
Press 
Add/Remove 
Properties to 
request 
certificates on 
more than one 
property, or 
Continue if you 
are only 
requesting this 
one property. 



  
 

  
 

Enter your 
credit card 
details and 
press Pay 

You receive a 
confirmation of 
successful submission 
of request 

Enter your credit 
card details and 
press Pay. 

You will receive 
a confirmation 
page after 
successfully 
lodging your 
certificate 
request.  You 
will also receive 
a confirmation 
email. 



  
 

 
 

You can enquire 
on the status of 
lodged 
certificate 
requests.  From 
the eServices 
Home, select 
Certificates, 
Certificate 
Enquiry. 

Enter the search 
criteria and 
press Search 



  
 

 

Status shown 
upon Enquiry 

The status of 
each certificate 
request for the 
current user will 
be displayed. 

After a period 
of inactivity (30 
minutes) the 
system will 
automatically 
log the user 
out.  This is a 
security 
measure 
adopted by 
Council.  
Simply log in 
again using 
your username 
and password 
and resume. 


