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BUILDING SERVICES 
Pool & Spa Registration Guide 

Last Updated: 15/08/2025 

Open Registration Portal 

• Visit the City of Greater Bendigo website:
https://www.bendigo.vic.gov.au/residents/swimming-pool-and-spa-registration

• Click Register or lodge a compliance certificate

• Select Register a NEW Swimming Pool or Spa

• Under First Time User Registration, click Registration

→ Fields marked with a red asterisk ( * ) are mandatory

https://www.bendigo.vic.gov.au/residents/swimming-pool-and-spa-registration


Page 2 of 10 

Create User Account 

• Fill in the required fields under Your Details 

→ Fields marked with a red asterisk ( * ) are mandatory 

 
 

• Fill in the required fields under Account Details 

→ Fields marked with a red asterisk ( * ) are mandatory 

 

• Click Save to proceed 
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Verify Account 

• Open the verification email from Greenlight and click the verification link 

 
 

• If you haven’t received the email, click Resend email 

 
 

• Click the City of Greater Bendigo logo to return to the home page 

 
 

• Click Log in 
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• Under Existing User Login, enter your login details 
 

• Tick I’m not a robot 
 

• Click Login 

 
 

• Select Register a New Swimming Pool or Spa 

 
 
 

 

 

 

 

 

 

 

 



Page 5 of 10 

Lodge New Application 

• Read through the Terms and Conditions 
 

• Tick, I have read and agree to the above terms and conditions 
 

• Click Lodge New Application 

 
 
 

Enter Applicant and Owner Details 

• Click Add Owner 

 
 

• If the owner and applicant are the same, tick Same as Applicant 

 
 

• If not, enter the owner's details 

→ Fields marked with a red asterisk ( * ) are mandatory 
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• Click Save 

 
 

• Click Next to continue 
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Enter Property Details 

• Click Add Property 

 
 

• Complete all required fields under Property Details 

→ Fields marked with a red asterisk ( * ) are mandatory 

 
 

• Under Further Information, select Domestic from the Property Type menu 

 
 

• Click Save 

 
 

• Click Next to continue 
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Enter Pool / Spa Details 

• Click Add Pool & Spa Barrier 

 
 

• Click Add Pool & Spa Type 

 
 

• From the Register Type menu, select Pool or Spa 

 
 

• From the Register Item Type menu, select Permanent or Relocatable 

 
 

• Click Submit 

 
 

• If the pool and spa share the same barrier, enter both under Barrier 1 

 
 

• To add more details, click Add Pool & Spa Type again and repeat the steps above 

 
 

• If the pool and spa have separate barriers, click Add Pool & Spa Barrier again to create Barrier 2, and enter 
each item in its respective section 
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Upload Documents (if applicable) 

• Click the green plus icon next to Upload Documents 

 
 

• From the Document Type menu, select the type of document you’re attaching (e.g. Building Permit, 
Certificate of Final Inspection, Form 23) 

 
 

• Click Select file, then locate and choose the document from your device 

 
 

• To upload multiple documents, repeat the steps above 
 

• All selected documents will appear in a queue at the bottom of the page 

 
 

• Click +Start Upload 

 
 

• Successfully uploaded documents will display with a date stamp 

 
 

• Click Next to continue 
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Pay Registration Fee 

• Fees will automatically populate based on the date of construction entered 
 

• If your pool / spa was built AFTER 1/11/2020, ensure the correct date is entered to apply the appropriate fee 
 

• Click Pay via Credit Card 

 
 

• Select your card type, enter your card details, then click Next 

 
 

• Wait for payment verification before closing your browser 
 

• A payment receipt will be emailed to your nominated address and saved to your registration record 
 


