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Guide Overview 
This Module Guide includes Software Version 1.4.12 features and functionality. 
 
Module 1: Introduction to Plan SA 

Module 2: Navigate the Planning Workflow  

Module 3: Manage Online Account  

Module 4: Submit a Development Application 
Module 5:  Track a Development Application  

Module 6: Manage Team Workload 

Module 7: Verify Development Application (Planning, Land Division & Building) 

Module 8: Fee Payments 

Module 9: Assess Consent (Planning, Land Division & Building) 

Module 10: Public Notification  

Module 11: Request and Respond to Referrals (Internal and External) 

Module 12: Make Decision on the Assessed Consent 

Module 13: Variation to Development 

Module 14: Issue Development Approval 

Module 15: Appeals 

Module 16: Issue Land Division Certificate of Approval (CoA) 

Module 17: Building Notification 

Module 18: Development Application Report, Section 7 

 

 

In addition to the Guide, there are a series of videos available on the 
following topics. 

4.0 Overview of Submitting a Development application 
4.1 Submitting a Development Application plus 4.2 Applying for Next Consent 

 
  

https://vimeo.com/showcase/module-4
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4.1 Create an Online Account 

Submitting a development application online for approval, firstly requires you to create 
online account, which is performed from the PlanSA portal Create an Online account for 
development applications page (see below). 

 
Select create individual account to start your registration. 
 

 
 
Complete the registration details, this includes: 

• Full name 
• Contact details, such as email and phone number/s 
• Street address, and  
• Preferred contact method, i.e. email or post. 
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When all registration details provided, complete I’m not a robot and then Create Account to 
submit your registration. 
 

 
 
Following submission of the account registration, you will receive a Confirmation of User 
Account Creation email advising your request received, and to confirm your account following 
a provided link. 
 

 
On following the link to confirm your account, you are directed to PlanSA where a message 
confirms your online account is created, and another to advise your username and temporary 
password will be provided shortly by email. 
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Return to your email mailbox and a second email is available containing your username and 
temporary password. Follow the link provided to login for the first time with your temporary 
password. 
 

 
 
Complete the login screen with the provided Username and temporary password details. 
 

 
 
You are next prompted to change your password, which must be longer than 7 characters and 
include uppercase, lowercase, number and a special character.  
 

 
 
Next, go to 4.2 Submit an Application.  
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4.2 Submit an Application 
Overview 

This topic will take you through the steps to successfully submit a development application. 
 

Audience  

Organisation Administrator for a:  
• Application  
• Relevant Authority 

Learning Outcomes 

• Request an Online Account. 

Topics 

4.2.1 Start a New Application 

4.2.2 Select Development Location 

4.2.3 Provide Applicant Details 

4.2.4 Provide Contact Details 

4.2.5 Provide Development Details 

4.2.6 Choose Development Elements and Refine 

4.2.7 Choose Consent Timing and Assessing Relevant Authority 

4.2.8 Upload Technical Documents and Drawings 

4.2.9 Acknowledge Electricity Declaration 

4.2.10 Review and Submit Development Application 
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4.2.1 Start a New Application 

On logging in the Your Application dashboard for the first time, go to Start a new 
application to start the submission. 
 

 
 
Read through the Before you start information, and follow the link what you need to supply 
for a development application to view a list of the documentation you will need to upload 
cross-check against the documentation provided by the professional (e.g. building, surveyor, 
engineer, architect etc.) 
 
When ready, select Next to complete your development application details starting with 
selecting your development location. 
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4.2.2 Select Development Location 

Use the location search types below to locate and select the development location. 

 

Address Search 

Type in the address of the development and matching results will return for you to select from. 
 

 

Title or Plan Search 

When electing to search for the property by a ‘title’ or ‘plan’ you will need to have at hand the 
following details.  

• Title number, e.g. CT 5254 253, or 
• Plan number, e.g. T560501 AL5362  

 
Search for the Title or Plan, and select the location from the returned list. 
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Map Search 

Use to find your location by navigating the map and ‘dropping a pin’ on your property location. 
 

 

Location Identification Record 

Use when no parcel of land is found, i.e. aquaculture development in the middle of Spencer 
Gulf. 
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After the address has been identified, where applicable deselect returned location/s where 
multiple returned (see outline in image below) before Add Selected location/s. 
 

The selected property location/s displayed, and gives you an opportunity to make changes 
where a location selected in error, or location to be added before you move on to the Next 
section. 
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4.2.3 Provide Applicant Details 

The ‘applicant’ is an individual, or business that is legally responsible for the development 
application. 

 
From the options choose one of the following: 

• Add Me as the applicant, or 
• Add someone else either as an individual or a business. 

 

 
 
You may choose to add another applicant before you move on to the Next section. 
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4.2.4 Provide Contact Details 

There are three (3) contacts to enter, and each contact will perform a different role in the 
development application approval process. 
 

• Primary Contact 

• Land Owner Contact 

• Invoice Contact 

Primary Contact 

The primary contact is the person who the relevant authority contacts when more information 
is required, and/or clarification regarding the entered development application details.  
  
They also receive all correspondence, and notifications in relation to the progress of the 
development application. Noting, there can only be ‘one’ primary contact.  
 
From the options choose one of the following: 

• Add Me 
• Add (applicant name, or 
• Add someone else either as an individual or a business. 

 

 
 
You may choose to ‘Edit’ the contact if an error is made, or move on to the Next contact. 

 
  



Guide Module 4 Page 14 of 34 
Planning Workflow Lodge Development Application  

 

Landowners 

The land owners are the individuals or business that have the interest in the land and 
registered on the Certificate of Title. 

 
From the options choose one of the following: 

• Add Me 
• Add (the applicant) 
• Add (primary contact), or  
• Add someone else either as an individual or a business. 

 

 
 
You may choose to ‘Edit’ the contact if an error made, or move on to the Next contact. 
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Invoice Contact  

The invoice contact is the person who receives fee advices for payment, 
e.g. lodgement fee, assessment fee(s) etc. Typically the Primary Contact is also the 
invoice contact.  

 
From the options choose one of the following: 

• Add Me 
• Add (the applicant) 
• Add (primary contact), or 
• Add someone else either as an individual or a business. 

 

 
 
You may choose to ‘Edit’ the contact if an error made, or move on to the Next contact. 
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4.2.5 Provide Development Details  

 
Provide the details of the ‘current’ and ‘proposed’ uses of the site, i.e. what is on the site 
before your application, e.g. vacant land, and what is on the site after your application e.g. two 
(2) story house. 
 
Include the development cost (excluding the fit out of the building) and a description of the 
proposed development. 
 
On completion, move on to the Next section. 
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4.2.6 Choose Development Elements and Refine 

The ‘elements’ enable you to specify what you want to develop, for example a new house, 
with a carport or garage and a swimming pool, and based on the selection/s you may be 
prompted to refine the element. 
 

 
 
When refining the element you will be prompted with relevant options from the Planning and 
Design code (see image below). On completion, move on to the Next section where you will 
need to provide more information in relation to the elements you have selected. 
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The elements selected above, e.g. Swimming Pool, and New house require you to provide 
further information, then move on to the Next section. 
 

 
  



Guide Module 4 Page 19 of 34 
Planning Workflow Lodge Development Application  

 

4.2.7 Choose Consent Timing and Assessing Relevant Authority 

Based on the information provided you are advised of the Consents required, in this example 
both Planning and Building consent are required. 
 

 
 
For the Planning Consent indicate when to assess, for example ‘now’ or ‘later’ where you 
may need further advice, e.g. from an Independent Assessor. 
 
When assess ‘now’ is chosen, you are next asked who should assess your planning 
consent the choices provided are either the council (Assessment Manager) where the 
development site is located or an Independent assessor. 
 
Next is to indicate if public notification is required, who would you like to erect the sign 
on the land? Either you will place the sign on the land (as the applicant) or you elect the 
Relevant Authority (selected above) to carry out on your behalf. 
 

 



Guide Module 4 Page 20 of 34 
Planning Workflow Lodge Development Application  

 

For Building Consent indicate if your building consent is to be assessed in multiple 
stages. If ‘yes’ then provide a description of the stage and indicate whether to assess the 
stage now or assess this stage later. 
 

 
 
When the building consent is not being assessed in stages, then indicate if you want the 
building consent to be assessed now sending the application to the relevant authority you 
have chosen or assess later. 
 
Once all consent details completed, move to the Next section. 
 

 
 
A summary of the consents to be submitted follows and allows changes to the Assessment 
order if you require to do so, and move to the Next section.  
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4.2.8 Upload Technical Documents and Drawings 

Before you begin the technical documents and drawings provided by the developer, 
architect or builder for example, these must be in an electronic format for upload into your 
document. 

 
Use the upload feature or drag and drop from your folder into the Documents table, then 
categories the documents using the ‘category’ and ‘type’ drop-down lists. 
 

 
 
Answer the question do you have a pre-lodgement agreement?  
 

How do pre-lodgement agreements work? 

A pre-lodgement agreement is reached between development applicants and referral 
agencies prior to lodging an application for planning consent. Pre-lodgement agreements 
can be reached with any referral body. 
 
The process eliminates the need for referrals to be undertaken during the formal 
assessment process, thereby reducing assessment timelines and potential delays for the 
development application. 
 

 
 
When Yes to a pre-lodgement agreement, choose who the agreement is with and your 
agreement must be included in your Documents upload above. 
 



Guide Module 4 Page 22 of 34 
Planning Workflow Lodge Development Application  

 

 
 
On completion, move to the Next section. 
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4.2.9 Acknowledge Electricity Declaration  

Read through the declaration and indicate Yes when you have complied with the section 86 of 
the Electricity Act 1996, or choose No which prompts you to complete the Technical 
Regulator Required Declaration options. 
 
Read through the More Information notes providing further information on section 86 of the 
Electricity Act 1996 and section 3(1) of the Planning, Development and Infrastructure Act 
2016). 
 

 
On completion, move to the Next section to review and submit your development application. 
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4.2.10 Review and Submit Development Application 

A summary of your development application displays, providing you an opportunity to read 
through the information provided, and make any edits (as necessary) by navigating to the 
applicable section through the navigation menu. 
 

 
 
Scroll to the bottom of the page, to read and complete the declaration and Submit your 
development application for assessment and approval. 
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You will receive confirmation of your submission and provided an ID number for your 
development application.  
 
Use Done to exit and return to Your application dashboard. 
 

 
 
On return to Your applications go to the Under Assessment where your submitted 
development application is submitted and waiting assessment by the relevant authority 
chosen, i.e. local council (assessment manager), or independent assessor. 
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4.3 Take Control of an Application 

Is performed when your development application has been submitted on your behalf by a 
relevant authority, i.e. local council (assessment manager), or independent assessor. 

 
An email will be forward with instructions on how to take control of your development 
application, create an online account, and include a unique access code.  
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Login in to the DAP (the assessment) workflow. Select Access an application submitted by 
someone else and enter the ‘access code’ and application ID provided via email.  
 
The development application is now accessible. 
 

 
 
Refer to Guide 4.3 Take Control of an Application for detailed instruction. 
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4.4 Share an Application with Others 
To share access to your development application with a third party, e.g. relevant professional, 
family member, or client etc. Open your development application and go to Sharing access 
and enter their email address. Send to trigger an email to the recipient who will receive 
instructions on how to access the shared application.  
 
Note, you will need to provide them with the application ID and access code separately.  
 

 
 
Refer to Guide 4.4 Share an Application with others for detailed instruction. 
  



Guide Module 4 Page 29 of 34 
Planning Workflow Lodge Development Application  

 

4.5 Withdraw Application  

The withdraw request is received by the relevant authority, who will action your request and 
you will be duly notified by email. 

 
To withdraw your Application before consent is granted, go to the Under Assessment tab to 
open your development application. 
 

 
 
Select the Withdraw Application option under Related Actions. 
 

 
 
You must include reason for withdrawing your Application, alternatively you can upload the 
relevant documents then Confirm the withdrawal of your application. 
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Okay, the withdrawal request message. 
 

 
 
You are returned to the Relevant Actions page, to exit select Your Applications which 
returns to your application dashboard. 
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4.6 Provide Addition Information 
During the Application you may be requested to provide additional information to support your 
application. 
 
An email notifying of the request and link to the Your Application dashboard will be received. If 
not already, login to the DAP (the assessment workflow) where you will see the application in 
the For Your Action tab. 
 
Select the application to view the action required, and select to view the required and/or 
missing documentation required and upload. 
 

 
 
Refer to Guide 4.6 Provide Additional Information for detailed instruction. 
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4.7 Apply for Next Consent 

On receiving the Decision Notification Form (DNF) for the previous consent, this is the 
trigger to apply for the next consent. 

 
If not already, login to the DAP (the assessment workflow) and go to For Your Action table to 
select the application to view and commence the ‘Apply for next consent’ action. 
 

 
 
Move through the Apply for additional consents pages, providing Documentation and 
completing the declaration before submitting to the relevant authority assessing the next 
consent. 
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4.8 Submit New Stage for Land Division or Building Consent 

An email notification advising the Decision Notification Form (DNF) is available for the 
previous stage, and this is the trigger to submit the consent for the ‘next stage’ of the 
development. 

 
From Your applications dashboard go to For your action and select the application (not the 
ID) to Apply for next consent. 
 

 
 
Select the Apply for Additional Consent pages from the menu, and provide applicable 
documentation and complete all declarations. 
 
Submit documents to the relevant authority assessing the next consent of your staged 
application. 

 



 

 


	Guide Overview
	4.1 Create an Online Account
	4.2 Submit an Application
	4.2.1 Start a New Application
	4.2.2 Select Development Location
	4.2.3 Provide Applicant Details
	4.2.4 Provide Contact Details
	4.2.5 Provide Development Details 
	4.2.6 Choose Development Elements and Refine
	4.2.7 Choose Consent Timing and Assessing Relevant Authority
	4.2.8 Upload Technical Documents and Drawings
	4.2.9 Acknowledge Electricity Declaration 
	4.2.10 Review and Submit Development Application

	4.3 Take Control of an Application
	4.4 Share an Application with Others
	4.5 Withdraw Application 
	4.6 Provide Addition Information
	4.7 Apply for Next Consent
	4.8 Submit New Stage for Land Division or Building Consent

