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Associated Instructions 

1 Submit Building Notification 

 
Refer to the guide for instructions on how to submit mandatory building notification 
throughout the building works process. This includes submitting the ‘completion of 
building work notification’ and the ‘Statement of Compliance’ notifications; needed 
to issue a Certificate of Occupancy application. 

 

2 Submit Certificate of Occupancy Application 

 Refer to this guide for instructions on how to submit a Certificate of Occupancy 
Application. 

 

3 Pay the Certificate of Occupancy Fee - Online 

 Refer to this guide for instructions on how to find the Fee Advice to view and/or 
print, make a credit card payment and find the Tax Invoice to view and/or print.  

 

4 Upload Missing Documentation and Fire Report 

 
Refer to this guide for instructions on uploading missing documentation requested 
by the issuing relevant authority during the validation of your Certificate of 
Occupancy Application, and instructions on uploading the Fire Report where your 
application validation identifies a ‘Fire Report’ is required. 

 

5 Issued Certificate of Occupancy 

 Refer to this guide for instructions on viewing the decision outcome and to 
download the Certificate of Occupancy. 

 

6 Initiate an Appeal 

 
Refer to the guide for information about lodging an appeal if you are not happy 
with a decision of the relevant authority in relation to the issuing of a Certificate of 
Occupancy.   
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1. Receive and View Request for Payment 

On submission of the Certificate of Occupancy (CoO) application to the location council as 
the issuing authority a ‘Lodgement Fee Advice’ email notification advising a payment is 
required to progress the certificate is sent to the invoice contact. 
 
When the CoO is being issued by an accredited professional (as the issuing authority) you 
will receive an invoice from them directly for payment. 

Make payment from the email notification 

1. Click on link Certificate of Occupancy Application. 
 

 
 

2. Complete instructions Login to your development application account | PlanSA. 
 
The Certificate of Occupancy shows with an option to PAY FEE ADVICE. 
 

 
  

1 

2 

https://plan.sa.gov.au/__data/assets/pdf_file/0011/993539/How_to_-_Login_to_your_development_application.pdf
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Make payment from Certificate of Occupancy ‘Pay Fee Advice’ option  

1. Open the development application. 
 
The Summary page shows and the Fees Outstanding field shows ‘Yes’. 
 

2. Click on Certificate of Occupancy tab. 
 

 
 
The Certificate of Occupancy page displays the application and action to PAY FEE ADVICE. 
 

3. Click on PAY FEE ADVICE. 
 

 
 
The Certificate of Occupancy Pay Fee Advice page shows with the outstanding fee advice. 
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Make payment from dashboard Your applications and For Your Action  

1. The FOR YOUR ACTION tab default selection. 
 

  
 

2. Click on record for action with action ‘Certificate of Occupancy – Awaiting Payment’. 
 

 
 
The Status Detail shows with action hyperlinked to Make Payment – Certificate of Occupancy 
ID; 2608. 
 

3. Click on Make Payment link. 
 

  
 
The Pay Fee Advice page shows with the outstanding fee advice. 
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Make payment from dashboard Your applications and Certificate of 
Occupancy. 

1. Click Certificate of Occupancy tab. 
 
Task Clock 
The clock displaying 15 days is for the task to ‘provide a fire report’. This task is applicable 
only for a Certificate of Occupancy application containing a class 1B or 2 to 9 
building/building work. Refer to the Certificate of Occupancy | PlanSA for more information. 

 
The Certificate of Occupancy application displays with status of ‘Awaiting Payment’. 
 

2. Click on Certificate ID to view application. 
 

 
 
 
The Certificate of Occupancy summary page displays with options to PAY FEE ADVICE and 
PROVIDE FIRE REPORT. 
 

3. Click PAY FEE ADVICE. 
 

 
  

1 

3 

2 

https://plan.sa.gov.au/about/support_library/certificate_of_occupancy
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View the Certificate of Occupancy Fee Advice 

1. Click on the Certificate of Occupancy Application link within the email notification. 
 

2. Login using your account details (if not already logged in). 
 
The Certificate of Occupancy summary page displays with options to PAY FEE ADVICE. 
 

3. Click on Fees tab to view the Fee Advice. 
 

  

Print the Certificate of Occupancy Fee Advice 

4. Click on the Fee Advice – Awaiting Payment record to expand and view the details. 
 

5. Click on the Fee Advice document link to download. 
 

 
 
 

6. Click on the download to open and view on-screen. 
  

5 
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7. Print the Fee Advice (as required) and return to the Fees screen to pay the fee advice. 
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2. Pay the Certificate of Occupancy Fee Advice 

Alternative options for paying the ‘Fee Advice’ is via the PlanSA online payment or the 
Batch Payment option refer to Performing a batch fee payment | PlanSA for instructions. 

 
1. Click on Pay Fee Advice to commence payment. 

 

 
 

2. Click on the outstanding fee advice and then  Pay Invoice to proceed. 
 

 
  

1 

2 

https://plan.sa.gov.au/development_applications/track_an_application/online_payments
https://plan.sa.gov.au/support/how_to.../performing_a_batch_fee_payment
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3. Click on Pay with credit card. 
 

 
 

4. Provide your credit card details and then  Pay Now … to confirm your 
payment. 
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5. The Receipt shows confirming your payment. Use Ctrl + P to Print the screen.  
 

6. Click DONE to close the Fee Advice Payment for Application page. 
 

 
 
The Certificate of Occupancy page shows with status of ‘Awaiting Validation’. 
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An email is sent to the invoice contact confirming payment successful.  
 

 
 

Provide a fire report 
This task is applicable only for a Certificate of Occupancy application containing a class 1B 
or 2 to 9 building/building work. Refer to the Certificate of Occupancy | PlanSA for more 
information. 

 

 
 

https://plan.sa.gov.au/about/support_library/certificate_of_occupancy
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