Guide to Lodging Applications or \
Requests with MPS Mornington

Peninsula Shire

1. How to register as a user

To register as a regular user of the online portal with Mornington Peninsula Shire, you will need to first
make an account. Follow the below steps to register as a regular user.

Step 1: Click the link here to go to the portal and select “don’t have an account”

Log on using your details

|4'| Keep me logged on D Accessibility Mode i}

Step 2: Select “Register using Email”

Log on using your details

|1/| Keep me logged on D Accessibility Mode @

B8 Register using Emiail

Step 3: You will be prompted to complete your details. Below are examples of how you may complete
these fields depending on what is applicable for you.
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https://mornpen.t1cloud.com/T1Default/CiAnywhere/Web/MORNPEN/LogOn/PUBLIC

COMPANY Individual User

Register Register

Enter your email address and passweord below. You will use these dezsils w log Enter your emasil address and pazsword below. You will use these details to log
in to the system later. in to the system lazer.

Email *
Test@company.com.au

Email *
Test@oompany.Com.au
Password * Password Confirm * Password * Password Confirm *

[LETR YT T EERREREEEEE srsRmEEREE RTTRT T

Enter your details below so that we know wha you are. Enter your details below so that we know who you are.

[s#] Are you registering an arganisation? Are you registering an organisation?
Company Mame *

Givan Mama(s) *
Company Pty Liyd

Mame
Company Number * Last Name *
1234 Name
CoumryFode _ Mabile Phone Country Code Maobile Phone
Australia (+61) = || 0000 000 00D Australia (+61) - || 0000 000 000
Country Coumtry
A =] - i
Australia Australia v
I:irfﬁddress y ) - ] i] Find Address
2 Queen Street, Morningron VIC, Australia 2 Queen Street Morningron VIC 3931 Australia ©
Postal Address Postal Address

O N Ttraat M eron VIC 3931 Australi - AT ETEE o .
2 Queen Street Mornington VIC 3331 Australia 2 Queen Street Mornington VIC 3931 Australia

I can't find my pastal address | can't find miy postal address

gggﬁ‘oi?egﬁﬁuﬂfiﬁgﬁtt&“ch an existing account, complete the fallowing fislds If you are registering to access an existing account, complete the following fields
&= proof of your identigy.
Property Mumber
n ° um Property Number

U m

]

Please note: if you previously had an account for online services with MPS through our eProperty
portal, you will need to register a new account for this new portal.

Step 4: An email will then be sent to verify your account. Click the link to verify your account.

Step 5: You will then receive an email verifying your account. Once your account is verified return to
the login screen to proceed.

Step 8: You will then be logged in and able to apply for applications by selecting “Lodge an
Application” under the MyMPS tab. Alternatively, you can use the links on our website on relevant
services pages to direct you straight to the application or request you need.

MyMPS

@ Lodge an Application
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2. Lodging an Application

Step 1: Once you have logged into your account, select the “Lodge an Application” option

=
Al
Lodge an Application []

Step 2: Choose from the application type you would like to lodge and select “start” (for this example

lodgement will be for a copy of permits and plans).

Sortby -

Swimming Pool and Spa Registration
Cur has all the information you need te know about the Victorian Governments requirements to improve swimming pocl and spa safety. including

inspection, maintenance and compliance requirements for property owners. E

Planning and Building Documentation Search
For more informaticn on applying for Planning or Building and which application best suits your needs, please click on the links provided. [@

Step 3: You will then see three steps for this application type. Complete the three steps by answering

the relevant questions.

Step 1 Details
Planing and Building Decumentation S...

~ What?

Select an activity *

~ Where?

® By address
By land parcel

At step 3 you will be prompted to make payment (if applicable).

Step 4: Your application will then be lodged, and you will receive a reference ID for your application.

Your application will also be viewable through the “application tracker” in your profile.

Please note: You will not be able to proceed with lodgement without making payment (if applicable)

You will also be required to supply all mandatory documents when lodging your application.

If you are experiencing any difficulties either registering as a user or lodging your application, please
email your full name and contact details and provide full screen shots of any errors to

customerservice@mornpen.vic.gov.au and we will get back to you as soon as possible to resolve.
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