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Background 
Applications being submitted for council development have the ability to add a council as an 
applicant and/or land owner contact which prompts submitters when completing the What 
do you want to do? page to flag the Purpose of the development is to raise revenue for 
the council or not. 
 
Included instructions 

• Add council as an application contact 
• Council purpose of the development 

 

Start new application 
1. In the dashboard select Your Applications and Start a new application. 

 

 
 

2. The Development Application opens. Click NEXT to continue. 
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3. Search and select the property location using one of the available search options. 
Click NEXT to continue. 
 

  

Add council as an application contact 
Add council as another applicant 

The Applicants contact may default when the organisation has set-up their frequently used 
contacts. Referring to How to – Setup reusable and default application contacts | PlanSA. 

Either keep the default applicant contact and add council as another applicant contact or 
remove to add council as the sole applicant. 

4. Click ADD ANOTHER APPLICANT. Multiple contacts are allowed. 

 

 

 

https://plan.sa.gov.au/__data/assets/pdf_file/0010/1338544/How-to-Setup-reusable-and-default-application-contacts.pdf
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5. Click Add someone else. 

 

6. Click COUNCIL contact type. 
 

7. The contact fields automatically populate with the location council contact details. 
 

 
8. ADD APPLICANT. 

 

The added council contact shows as ‘Applicant 2’. 
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Add council as an applicant 

9. Click Add someone else. 
 

 
 

10. Click COUNCIL contact type. 
 

11. The contact fields automatically populate with the location council contact details. 
 

 
12. ADD APPLICANT. 

 

The added council contact shows. 

13. Click NEXT to continue. 
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Add primary contact 

The primary contact may default when the organisation has set-up their frequently used 
contacts. Referring to How to – Setup reusable and default application contacts | PlanSA. 

Either keep the default primary contact or remove to add a different contact from scratch or 
from the list of frequently used contacts. 

14. Click NEXT to continue. 

 

Add council as a land owner 

If the council has been added as an applicant contact, they are also available as a 
selectable land owner contact. Where the council is not an existing contact then add council 
as someone else. 

15. Add council contact. 

 

  

https://plan.sa.gov.au/__data/assets/pdf_file/0010/1338544/How-to-Setup-reusable-and-default-application-contacts.pdf


 

OFFICIAL 

6 

How to… 
Submit application for council development 

Version 1.0 

The added council contact shows as a land owner. 

16. Click ADD ANOTHER LAND OWNER as required. Multiple contacts are allowed. 
 

17. Click NEXT to continue. 

 

Add invoice contact 

The invoice contact may default when the organisation has set-up their frequently used 
contacts. Referring to How to – Setup reusable and default application contacts | PlanSA. 

Either keep the default invoice contact or remove to add a different contact from scratch or 
from the list of frequently used contacts. 

18. Click NEXT to continue. 

 
  

https://plan.sa.gov.au/__data/assets/pdf_file/0010/1338544/How-to-Setup-reusable-and-default-application-contacts.pdf
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Complete the Development Details 

19. Provide the details of the council development. 
 

20. Click NEXT to continue. 

 

Complete What do you want to do? 

21. Select the development elements, e.g. shade sail 
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Council purpose of the development 
22. Indicate the purpose of the development. This option only applies when ‘council’ is an 

applicant and/or land owner. 

Flag the checkbox when development is to raise revenue for the council or leave 
unflagged if not raising revenue. 

23. Click NEXT to continue. 

 

24. Complete more information about your application and NEXT to continue. 

 

25. Complete the Consents details and NEXT to continue. 
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26. Consents Summary review and NEXT to continue. 

 

27. Complete the declarations and NEXT to continue. 

 

28. Upload documentation required for the proposed development and NEXT to 
continue. 
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29. Review application details. 

 

Added council contacts show as an applicant and/or land owner. 

 

Check the purpose of the development is showing the desired selection. i.e. showing a  
when not raising revenue or when raising revenue. 
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30. Complete the submission declaration and SUBMIT to complete. 
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