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Disclaimer

While every reasonable effort has been made to ensure that this document is correct at the time of printing, the
State of NSW, its agents and employees, disclaim any and all liability to any person in respect of anything or the
consequences of anything done or omitted to be done in reliance or upon the whole or any part of this
document.

Copyright notice

In keeping with the NSW Government’s commitment to encourage the availability of information, you are
welcome to reproduce the material that appears in ‘Development Application Online: HowTo guide for
applicants'for personal, in-house or non-commercial use without formal permission or charge. All other rights are
reserved. If you wish to reproduce, alter, store or transmit material appearing in the ‘Development Application
Online: HowTo guide for applicants’ for any other purpose, a request for formal permission should be directed
to Executive Director, ePlanning, PO BOX 39, Sydney NSW 2001.

Version history

Version 1issued 7 December 2018
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HowTo register for a
Planning Portal account




HowTo register for a Planning Portal account

To view applications submitted via the online lodgement for development application service, you will need a
Planning Portal account. This HowTo guide outlines each step of the registration process.

Step 1: Go to https://www.planningportal.nsw.gov.au/onlineDA .

‘m Planning &

QQ!! Environment

rgot password

Don't have an account? Create account

Heip

Step 2: Click the “Create account” hyperlink to commence the registration process.

m Planning &
NSW | Environment

Create your Account

Email address =

Password Confirm password *

First given name % Family name %
Contact number

We will send you an email to verify your details and activate your new account

[ lagree to the Terms and Conditdons. Qur Privacy Notice explains how we collect and use information *
Please tick this box so we know you are not a robot
™
I'm not a robot b

reCAPTCHA
Privacy - Temns

=
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Step 3: Enter your work email address.
Note: This will be your username and system generated notifications may be sent to this account.

Step 4: Input your password. Note the following password requirements:
e They must be at least eight characters long
e They must have a maximum of 16 characters
e Passwords can’t contain parts of the email address that exceeds two consecutive characters

e They must contain three of the following:
0 Uppercase letters (A through Z)
0 Lowercase letters (a through z)
0 Numbers (0 through 9)
0 The following non-alphabetic characters: ~l@#$ % » & * () _+-={}[]I\:;"'<>7?,./

Step 5: Input your contact details, including your first given name, family name and a contact number (mobile is
preferred).

Step 6: Verify the reCAPTCHA by ticking the “I’'m not arobot” checkbox. You will need to correctly complete a
question such as “Select all images with traffic lights” to proceed.

Step 7: Agree to the Terms and Conditions by selecting the tick box. Review the privacy notice and then select
the “Create account” button.

Step 8: You will be sent a system generated email to your registered email account to verify your account. Once
you receive this email, click on the link to verify your account. This must be done within 24 hours or the link will
expire and you will need to re-register.

t’i
Nk .

SR Planning &
I}'SVE! Environment

Your details have been submitted.

We will send you an email to verify your details and activate your new account.

Note: Your Planning Portal account will not be created until you have successfully verified your registration.

Next steps

Once you have registered your work email address, your organisation’s administrator will need to activate your
account so you are able to see applications submitted to your organisation. For more information, see section 2
of this guide.
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How to reset your password

If you need to reset your Planning Portal account password, please use the instructions below.

Step 1: Go to https://www.planningportal.nsw.gov.au/onlineDA .

Ak
T Planning &
ﬁéﬂ Environment

Don't have an account? Create accou

Step 2: Click “Forgot password?”

Ak :
Pl
NSW | Eironment
Forgot Password
Do you need 1o reset your password? Close <

Please enter the email address you registered with and we will send you an email to reset your
password

Email address+

Step 3: Input the email address you registered with the Planning Portal and click submit.

NSW ‘ Planning &

Environment

Reset Password

Password Reset Link Sent!

@

Your details have been successfully submitted.

If you have an account with us, We will send you an email to reset your password.

Close
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Step 4: A system generated email will be sent to the registered email address. Click on the reset password link
within this email.

Step 5: You will be prompted to input a new password.

m Planning &

NSW | Environment

Forgot Password

Enter New Password

New password =

Confirm password +

g non-alphabetic characters:* ~ + @ # § 3 % & * ()
[1\N:":'<>2, .

Note the following password requirements:
e They must be at least eight characters long
e They must have a maximum of 16 characters
e Passwords can’t contain parts of the email address that exceeds two consecutive characters
e They must contain three of the following:
0 Uppercase letters (A through Z)
0 Lowercase letters (a through z)
0 Numbers (0 through 9)
0 The following non-alphabetic characters: ~l1@#$% » & * () _+-={}[]I\:;""<>?,./

Step 6: Click the “Submit” button to reset your password. You will be returned to the log in screen, where you
will need to enter your email address and new password to access the Development Application Online service.
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HowTo use the ePlanning
dashboard




HowTo navigate the ePlanning dashboard

From the dashboard, you can start a new application, view or amend an existing application, or view a
determination.

g ePlanning
+ Hen Active work

Frterraras @ L ¥ B s ¥ Sl ¥ Applinaion Type v

' Completed work £C-265 Stratenly Road, Bemgan 2712 Submind Comprng Devskpmen Coritcms

Dashboard views

There are two dashboard views, active work and completed work.

~sw ePlanning

= Hew

The active work view will show all active applications that are assigned to yourself. This is the default view upon
login.

The completed work view will show all applications that are completed, that is withdrawn, cancelled, approved

or refused.

Finding a specific application

Upon log in, you will automatically be redirected to the “Active work” dashboard view. This will display all your
active applications. To find the relevant application, you can use either the column filter or search functions.
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Column filters

Reference Mumber v

Search Text

Search

Ferformance iy Reference Humber v

CNR-268

Search Text

Recent searches

% ePlanning

Her
R

Sopisted wart

Click the filter icon beside each column heading to sort by “Reference
Number”, " Site Address”, " Status” or “Application type”.

You can only filter by one column at a time but you may check multiple
options within each filter. Once all options have been selected, click

“Apply”.

The information contained within the dashboard will will change to show
only those with the specific filter applied.

Click the filter icon beside each column heading to sort by “Reference
Number”, " Site Address”, “Status” or “Application type”.

Once selected, input the desired keyword into the “search text” field and
hit “Apply”.

The information contained within the dashboard will change to show
only those related to the keyword. If there are no search results, please
select “Clear Filter” to reset the dashboard view and try a different
keyword.

To view your recent searches, click “Recents” for a short list of your previously searched jobs
for your quick reference.
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HowTo apply for a
development certificate
online




You can prepare and submit your development application online by following the steps below.

Step 1: Register or Log in

To commence the application process, you will need to log in or register. You can access the system via
https://www.planningportal.nsw.gov.au/onlineDA .

Once logged in, you will be taken to your dashboard. From here you can view all applications you have
prepared, submitted or lodged, and commence a new application.

g ePlanning
ew Active work

Feifomance g Reference Mumber ¥ Sie Adderss ¥ Stanes ¥ Appilcation Type v

i peogeees A Cnies

For more information on the registration process, please see HowTo register for a Planning Portal account.

Step 2: Create a new online development application

Click on the “New" tab on the left-hand side of your dashboard.
g ePlanning

Pty

Select “Development application (New DA, Mod, Review)” to open the online
development application form.

Please note: When you create a new development application online, the system will automatically generate a
unique reference number for you to use to track. This reference number will begin with “PAN- “. Find this
number on the top left-hand side of your development application submission page.

Step 3: Provide your contact details

The first step is to provide your contact details. Some of the fields will be pre-populated based on your
registration profile, however you are able to amend them if incorrect.

Please note: Throughout the online workflow:
e mandatory fields for you to fill in will be depicted by a gold Asterix (*)

e predictive functionality is indicated by a blue triangle on the bottom right-hand corner of each field
box.

Development Application Online | HowTo guide for applicants
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1. Applicant detalis

Your contact details

Titha =

Please Select. . ¥

First given name «

applicant

Owher given name's

Family name «

DA online

Contact number &

212212

Email+

newdag@vopmail com

Address =

1. Verify and input your full name, contact number and email address.

2. Typeinyouraddress.

The system will suggest addresses to you based on the information you are keying in. Please select an

option from the list to proceed.

3. Select whether you are applying on behalf of a company.

e you appiymg on beball of & compary 7
) Vel
-]

Lofmphsy e o

AR =

4. Ifyou are applying on behalf of a company, you will be asked to provide the registered company name

(maximum 100 characters) and ABN (maximum of 20 characters).

5. Identify the owners of the development site.

Who owns the development site?

(@) | am the sole owner of the development site
() There are multiple owners of the development site and | am one of them
() There are one or more owners of the development site and | am NOT one of them

() A company or business cwns the development site

‘ Cance|

If you are the sole owner of the site, you will not need to provide additional information.

If you are one of the owners of the site, you will be required to populate the contact information for all
other owners. Your information will automatically be populated, and you are able to add as many

additional owners as required by selecting “Add owner”.

Development Application Online | HowTo guide for applicants
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Owners Details

—

Cramae 1

Tiths o

Please Select

First given rame =

Nt (RN TS

Farmily naives «

COPRSLE Sl

Emails

At

L]
F

| Qe had | Rave Shdidmh NS D00 UMD N RCENG) 3 6 Ned OGFsngs . 0O N Orad e |5 OF Thit End. 3mdl INan | fifed QOEENND M CONSENE 10 S0 ik apDEcatain

Pt 116 B RNt S UNSEY Seemon 108 of thi EmAonmenal PLIsaing 3 ASSESEment ALt 1974 5 provics Rl of IMinkaang FAsmation i reaios 1 1 Spscamn

If you are not one of the owners, you will be required to populate the contact information for all other
owners. You can add as many additional owners as required by selecting “Add owner”.

If a company or business owns the development site, you will be required to provide the
company name and ABN.

Owners Details

| Ceag B IR | Rdve Shdne TS GODUMEnT. Ind uandg 38 J1aE R Griwings. D6 e e s) Of The Bnd. and Thi] | e GOLAmned ther {onsant IS Subemil (R A ik

NOHE 1 B 3 oGS WndET Section 1006 of th Emaronmenial Plaenning and ASSEsament AL 1579 Do provice s oF Imesh: ading Ivicamation i REasen 10 This apee:aton

6.

Click “Save and continue” to continue to the next step. “Save and exit” will return you to the
dashboard.

If you have filled in all mandatory fields correctly, the system will allow you to move forward with the
workflow. Where you have not filled in all mandatory fields, an error message will come up.

Please note: You can also “Cancel” or click “Save and exit” to save all the information input to date and
return to your dashboard. ‘Save and Exit’ will only enable you to exit if all mandatory fields (fields marked
with "*’) have been completed.

Step 3: Input development application details

1.

Select what type of development application type you are detailing via the radio button options
available.

Development Application Online | HowTo guide for applicants 15



Development appllcatlon type
What ix the application typa?= U
) Development Appicalion

® Modificabon Appacaton

Review of determenation

o Select "Development application” to submit details of an entirely new development application.

e Select "Modification application” to submit a modification to an existing development
application which has already been lodged with the Council.

e Select “Review of determination” to appeal a council determination that has been provided on a
previously lodged development application.

If you select “Modification application” you will be required to provide additional information about
the type of modification application, the previously approved DA number and a description of the
proposed modification (maximum 512 characters).

Wt type of MOAMCAtion apocaton |8 requesied? «
™) Modific abons ImvoIng MINGT &MOf. MISARSCAPNoN of Mis alculation

=) Moaifc abons inve WING Minamal eanvaronmeantal iImpact

7) OMmer moamcatians

Wimat is the DA number of tha approval which is proposad 1o De modmied 7 &

Provide & description of the proposed modification &

case proviade a deladed ooscnpuon of the proposed modific alon (maamuam 212 characters

If you select “Review of determination” you will be required to provide the council DA reference
number that you wish to appeal or be reviewed (maximum 50 characters).

Development apphcatlon type
Whnat is the spplication type?« 0
) Development Appiic ation

™) Modific aticn Appiic ation

@ Re iy af determiration

Whiat ia the DA number of the delermmation which i3 proposed 1o be reviewed 7«

2. Select the site of your development using either the address or Lot /Section number/Plan search
functionality.

Select the site of your development

Enter address Enter Lot/Section Number/Plan

o
4 OR
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If the address is registered, a map will display on the right-hand side of the screen with site information
including the relevant local government area on the left.

Select the site of the development.

Entar address Enter |Lot/Sechon Number'Plan

OR
g 66 Hamnglon Street, Sydney NSW 2000 9 €.g 4-DP1044304
rl
Address did not aisplay 7 L]

Stroat address LGA Lot/Saction/Plan
2 Bell Close, Mardi. 2269 CENTRAL COAST tl DPasassr Map  Satellite

3 =

o —_— " . g ') & p

1 Bell Close, Mardi, 2259 CENTRAL COAST Se

For unregistered addresses, there is no auto-populate feature. You will have to tick the “Address did not
display” box. This will disable the predictive text feature and map functionality.

Select the site of the development .

Enter address Enter Lot/Section Number/Plan
OR
€.g. 66 Harrington Street, Sydney NSW 2000 e e.g. 4/-/DP1044304
F

Address did not display ? || @

Enter address

Select council name or consent authority *

€.0. 66 Harrington Street, Sydney NSW 2000 Council name

You will be prompted to enter your address (maximum 100 characters) and the Council name that would
be most relevant to the address you have entered.
You will be able to delete the address entered by clicking on the trash bin icon.

3. Select the proposed development type/s from the provided list. You may select more than one.

Prowigs getalls of your propossd aevelopment «

What type of development are you praposing?

o Duweling What is this?
o Secondary dwelling What is this?
Semi-attached dweling What is. this?
Dual sccupancy What is this?

Alterations and additions 1o residential development
Pools / decks / fancing

Demegiition What is th

Please note: There is a “What is this?” hyper link corresponding to each category. You can click on this
tool tip link for a more detailed explanation of what the category is defined as.

4. Provide a detailed description of the development that you are proposing via the free text field. The
maximum amount of characters is 512.
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5. Provide details of the proposed development including number of dwellings/units proposed, number
of storeys proposed, number of pre-existing dwellings on site and the number of dwellings to be
demolished. Each field has a 4-digit character limit.

Provide details of your proposed development

Dwelling count details
Number of dwellings / units proposed

Number of storeys proposed
Number of pre-existing dwellings on site

Number of dwellings to be demolished

6. Select the suggested range of the estimated cost of this proposed development. This needs to be an
accurate proposed cost.

Cost of development

A genuine and accurate proposed cost of development is to accompany this application + What is this?
() %0 - $150,000 - a cost summary report prepared by the applicant or a suitably qualified person

(0= $150,000 - $3 million - cost summary report prepared by a suitably qualified person

()= $3 million — a detailed cost report prepared by a registered quantity surveyor
7. Ifthe application is for a proposed sub-division, you will be required to provide additional information.

Subdivision
FPhlease indicate the type of subdivision proposeds
() Strata Titla

(O Community Title
(@) Tomrens Title
()Mot Applicable

MNumber of existing lots

Mumber of proposed hots
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8. Provide operating details of the proposed development.

m&egi?glga?ratmg details

Proposed number

Parking and loading
Wumber of parking spaces

Number of loading bays
s a now road proposed?
@ Yes

ONo

Plesse provide a description of the proposed roadworks =

Pileasa provde a descnption of the proposed roadworks (maximum 512 characiers)

ARy S12 LAY

Oparating Hours - Non residantial uses only

Monday Tuenday ‘Wednesday

0900 &M B - 500PM = 09-00 AM E - [0500PM i 0900 AM B - |(0500PM B
Thursday Friday Saturday

09:00 AM B - [0500PM = 09:00 AM B - 0500PM = 09-00 AM = . |[0500PM B
Sunday

0500 AM B - 0500PM =

Please note: The proposed hours of operation are on a weekly basis.

9. Advise whether the development will be staged, and if so provide a description of the proposed
staging of the development.

Concept development

Is the development to be staged? \What is this?

(@) Yes
(O No

Please describe the proposed staging of the development

To be staged development.

Remaining: 487 characters

10. Select whether the application is a proposed Crown development, and if so identify the Crown agency.

Crown development

Is this & proposed Crown development in accordance with the provisions of the EP&A Act? What is this?

(@) Yes
() Ne

Please identify the Crown agency

Please identify the Crown agency (maximum 512 characters)

Remaining: 512 characters
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11. Click “Save and continue” to continue to the next step. “Save and exit” will return you to the
dashboard.

Step 4: Input related planning policy and regulation details

1. Identify whether the application is accompanied by a voluntary planning agreement (“VPA").

Related Planning Policy
Is the application accompanied by a Voluntary Planning Agreement (VPA)? VWhat is this?

@ Yes
() No

Title =

Status*

Select v

If yes, provide the title of the VPA (maximum of 100 characters) and select its status using the drop-down
list provided. Please note: You will be required to provide a “Voluntary planning agreement” document
as a mandatory upload at a later stage of the submission workflow.

2. ldentify whether the application proposes a variation to a development standard in an environmental
planning instrument.

Does the application propose a variation to a development standard in an environmental planning instrument (eg LEP or SEPP)? What is this?

@® Yes
(O No

Please provide a description of the proposed variation +

Please provide a description of the proposed variation

If yes, you will be prompted to provide a description of the proposed variation (maximum 200
characters). Please note: You will be required to provide a “Variation to development standards report”
document as a mandatory upload at a later stage of the submission workflow.

3. Identify whether this application is for an integrated development.

Is the application for integrated development? \What is this?

@ Yes
() No

| Coal Mine Subsidence Compensation Act 2017 What is this?

L Fisheries Management Act 1994 What is this?
| | Heritage Act 1977 What is this?
| | Mining Act 1992 What is this?
L National Parks and Wildlife Act 1974 What is this?
| |  Petroleum (Onshore) Act 1991 What is this?

L Protection of the Environment Operations Act 1997 What is this?

L Roads Act 1993 What is this?
| | Rural Fires Act 1997 What is this?
| | Water Management Act 2000 What is this?
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If yes, you will be prompted to tick all the relevant policies (e.g. licenses or approvals required) that
apply to your proposed application.
4. ldentify whether the approval under s68 of the Local Government Act 1993 is required.

Is approval under s68 of the Local Government Act 1993 required?

@ Yes
() No

Please provide a description *

Remaining: 512 characters
If yes, you will be prompted to provide a description (maximum 512 characters).

5. Provide details about whether the development site includes an item of environmental heritage, sits
within a heritage conservation area, includes works to any heritage listed buildings or proposes to

remove a heritage tree.

Heritage and conservation

Does the development site include an item of environmental heritage or =it within a heritage conservation area?
) Yes

() No

Are works proposed to any heritage listed buildings?
|:_:| Yes
|:_:| Mo

Iz heritage tree removal proposed?
|:_:| es
() No

Please note: If you answer “Yes” to any of these questions you will be required to provide a “Heritage

impact statement” document as a mandatory upload at a later stage of the submission workflow.

6. Identify whether the applicant or owner of the development application is an employee or councillor of
the council that is assessing the application, and if the applicant has a relationship with the person
assessing the application. If “Yes” you will need to describe the nature of the relationship, the name of
the person and their role at council.
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Affiliations and Pecuniary interests Wnatis this?

I& the applicant or owner an employee or councillor of the council assessing the application? «

(@) Yes
() No

Please provide a description (name of persen, role in council, relaticnship to the person)

Remaining: 512 characters

Does the applicant or owner have a relationship with any staff or council or of the councillor assessing the application? « VWhat is this?

@ Yes
O Mo

Please provide a description (name of person, role in council, relationship to the person)

Remaining: 512 characters

If yes, you will be prompted to provide a brief description of the applicant or owner details. Details to
include would be the individual’s name, role in the council organisation, and/or the relationship the
Council has to the individual. This is a free text box with a limit of 512 characters.

7. Declare whether you are aware of any person who has a financial interest in the application who has
made a political donation or gift within the last two years.

Persons lodging a development application are required to declare if any person with a financial interest in the application has made a political donation VWhat is this?
or gift in the last two years (donations of more than $1,000).

Are you aware of any person who has financial interest in the application who has made a political donation or gift in the last two years?«

@ Yes
(O No

If yes, you will be required to provide a “Political donations and gifts disclosure” document as a
mandatory upload at a later stage of the submission workflow.

8. Click “Save and continue” to continue to the next step. “Save and exit” will return you to the
dashboard.

Step 5: Input the payer details

At this stage of the workflow, you are not required to make a payment. Council will have to assess your
application upon your submission and you will receive advised that it has been lodged before fees will be
generated. At this stage, the system is just collecting payer details.
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2. Inputthe contact details for the payer, including a billing address.

Payer details

The EPA Regulation 2000 and council's adopted fees and charges establish how to calculate the fee payable for your development application. For development that involves

building or other works, the fee for your application iz based on the estimated cost of the development.

If your application iz for integrated development or requires concurrence from a state agency, additional fees will be required. Other chargez may be payable bazed on the

councils’ adopted fees and charges. If your development needs to be advertised, the determining authority may charge additional advertising fees.
‘Once this application form is completed, it and the supporting documents will be submitted to the council for lodgement, at which time the fees will be calculated. The
council will contact you to obtain payment. Note that the application iz not a properly formed application until the payment is received.

Fee payment will be made by:
First name
Caitlin

‘Other given name(s)

Family name »

Williams

‘Contact number »

0292746063

Email address «

caitlin.williams@planning.nsw.gov.au

Eilling address «

3f 320 Pitt Street, Sydney, 2000

3. Click “Save and continue” to continue to the next step. “Save and exit” will return you to the
dashboard.
Step 6: Upload required and supporting documentation

At this stage of the workflow, you will be prompted to upload any relevant document required to complete your
application, as well as any additional information you wish to provide for council consideration. If you require
additional information about what a document is, please click on the “What is this?” link beside each document
name.

It is mandatory that you are required to upload documents:
0 Statement of environmental effects
0 Owner's consent
0 Cost estimate report

Please note: Other documents such as Heritage Impact Statements and Volunteering Planning Agreements, will
appear as mandatory supporting documents when you selected “yes” to the relevant question during the
application process.

The file types that the system allows for include: Pdf, Word, Excel, JPEG, PNG and ZIP files. Please ensure ZIP file
does not include any executable (.exe or. osx) file types.
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Requirements and uploads

Please upload files in one of the following file formats: PDF, Word, Excel, JPEG, PNG or ZIP. Please ensure the ZIP file does notinchude any executable |.exe or .osx) file types. If you need to amend any attachments
please delete and upload a replacement document.

All uploaded files are dasa

[+ i we d you use approp and up-to-date antivirus software to protect your computer system.

Required documents

Document type File name Upload status
Statement of environmental effectss What is this?
Owner's consents What is this?
Cost estimate reporis What is this?

To upload documents,
1. Click on the “Upload” button near the top of the screen.

2. You can drag and drop files into the pop-up or select files.

Attach Documents

Crag s chivep Mlea. bt
G SR R R R TR T
o, Wowe

L

3.  Once the files have been added to the upload screen, you are able to amend the name of the
document if needed, as well as assign the relevant document category from the drop-down list.

Attach Documents X

Drag and drop files here

or
Select file(s)
Name * File Category
assessment assessment.png Statement of environmental effects |
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4.  Once you have uploaded the relevant documents, select “Attach” to continue to the next step.
“Cancel” will return you to the dashboard.

If you have uploaded the wrong file, click the bin icon to the right of the relevant file to remove it.
To delete uploads, press the trash bin icon prior to selecting “Submit”.

5. Press “Save and continue” to review your entire application details and as a final step, submit the
application for Council’s viewing. You can also “Cancel” or click “Save and exit” to save all the
information input to date and return to your dashboard.

Step 7: Review, confirm details and submit your development application

This step provides you with the opportunity to review all the information you have input relating to your
application, as well as reviewing the application declarations and allowing you to submit the application for
consideration.

1. Review the information you have provided in the application form.

If you need to amend information, please use the “Previous” button at the bottom of the page to
navigate back to the relevant section.

2. Once you have verified that the information is correct, you will be required to complete the declarations
before being able to proceed.

Declarations

| declare that all the information in my development application and accompanying documents is, to the best of my
knowledge, true and correct.

| understand that the development application and the accompanying information will be provided to the appropriate consent
authority for the purposes of the assessment and datermination of this development application.

| understand that if incomplets, the consent authority may request more information, which will result in delays to the
application.

If the consent authority is a Council, that Council may use the information and materials provided for notification and
advertising purposes, and materials provided may be made available to the public for inspection at the Council's Customer
Service arzas and on the Council's websits.

| acknowledge that copies of this application and supporting documentation may be provided to interested persens in
accordance with the Government Information (Public Access) 2009 (NSW) (GIPA Act) under which it may be required to
release information which you provide to it.

| have read and agree to the collection and use of my personal information as outlined in the Privacy Notice
Privacy Motice
3. Click “Submit” to complete the application process.

You will be provided with some key information about the next steps in the process.

The status of your application will change from “In progress” to “Pre-lodgement”. This indicates you
have submitted your development application details successfully as part of the pre-lodgement step.

Please note: Where you need to make edits to your online submission post submission, you will need to
contact the responsible council offline and notify them of your edits. They may be able to send you a
request for additional information for you to upload additional documents, or alternatively, request you
withdraw your current application and submit a new one with the revised edits. You can identify the
relevant council based off the Local Government Area corresponding to the development application
site address.
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Next steps
Once submitted, your development application will be referred to the relevant council.

Council will then perform a completeness check after reviewing the details of the application and will either
lodge or reject your application.

Upon lodging an application, council will then assess the development application prior to issuing a
determination. This will be detailed in the online system.

You will be able to monitor the status of your development application via your dashboard. To do this, you will
need to be logged into the NSW Planning Portal online system.

If you wish to withdraw your application, please contact the relevant council and they will be able to amend the
status of the application for you.
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HowTo provide additional information

Council may request additional or revised information prior to the application being lodged or during
assessment. They may send this request via the system. In this instance, you will receive an email advising you of
the request for additional / revised information. To view and action this request:

Step 1: Log in

You will need to be logged into the Online DA service to view your applications.

You can access this here https://www.planningportal.nsw.gov.au/onlineDA .

Step 2: Locate the relevant application

Once you have located the relevant application, click on the associated reference number.

If the relevant application is not visible, you are able to refine the display by clicking on the filters at the top of the
dashboard. The application will have a status of “Additional information requested”. Open this application.
Step 3: Review the comments from the council

The council will leave comments to assist with the information request. You can view these by clicking on the
“Additional information summary” tab.

Application details =~ Documents ~ Payer details  Action summary  Additional information summary

Case ID Date Council comments Applicant comments Current status

Al-109 06/12/2018 Please provide structural plans In-Progress

Step 4: Source documents, as needed

Source any additional documents or revise existing documents to address the comments. If you require
additional assistance or clarification, you can do so via the system or by contacting them.

Step 5: Respond to the request
Click on the “Respond” button next to the relevant comment to provide a response.

Upload any additional or revised documents using the “Upload” button. You are also able to add a comment
into the free text field.

Provide Additional Information @ applicant DA orling

Information requested:
Please provide structural plans.

Please provide your response comments:

Structural plans have been attached.

Please upload files in one of the following file formats: PDF, Word, Excel, JPEG, PNG or ZIP. Please ensure the ZIP file does not include any executable (.exe or .0sx] file types. If you need to amend any attachments please
delete and upload a replacement document

Upload

Next steps

Your nominated certifying organisation will receive a system generated email advising them that you have
provided additional information. They will review your comments and advise if they need any further information.

If you need to review your response at any time, you are able to view it under the “Additional details” tab.
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Customer service support

If you require additional assistance, please:
e view the help and support items within the Development Application Online service;

e view the Frequently Asked Questions and Planning Portal Help located in the Help and Support section

of the Planning Portal - https://www.planningportal.nsw.gov.au/help/frequently-asked-questions ;
and / or

e contact ServiceNSW on 1300 305 695.
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