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How to… 
Record and update a not inspected building or 
building work 

Version 1.2 
Software version 3.44.0 

Included instructions 
• Record building or building work not inspected 
• Update the building or building work ready to be inspected 
• View the new building or building work inspections record 

 

Record building or building work not inspected 

In instances where you are unable to inspect a building or building work, the inspection 
record is updated with a ‘not inspected’ outcome and the building work to be inspected 
automatically updates from Yes to No. 

 
1. Click on Inspections from the Assessments dashboard. 

 

 
 

2. Expand Search Inspections to search for the application. 
 

3. Enter the Application ID to return all inspections with a pending inspection for the 
application. 
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4. Click on the Inspection ID to record the ‘not inspected’ outcome. 
 

 
 

5. Click on RECORD INSPECTION. 
 

 
 

6. Complete the Inspection details fields as follows and then SUBMIT to complete. 

• Inspected by leave blank or allocated user. On selecting the ‘Not inspected’ 
outcome the Inspected by field is hidden. 

• Inspection Outcome select ‘Not Inspected’. 
• Not Inspected Reason provide a description why not inspected. Maximum of 

1000 characters. 
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7. Click Go Back to exit the Inspection Details page. 

 

8. Enter the Application ID to return all inspections for the application. 
 

 
 

9. Expand Completed to view the ‘not inspected’ building work. 
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Update the building or building work ready to be inspected 

When you are ready to inspect the building work, then update the building notification from 
the development application, not the Building Notifications tab from the Assessments 
dashboard. 

 
1. Search for the application by ID number. 

 
2. Remove the Assigned to me only if the application is not shown. 

 
3. Click on ID number to open the application. 

 

 
 

4. Click on Building Notifications tab in Summary page of the development 
application. 
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The Building Notifications page shows the building or building work notifications. 
 

5. Within the applicable building or building work section, click on the building 
notification to view the Building Notification Details. 
 

 
 

6. Click on Yes for the To be inspected? question. 
 

7. As required, update or remove the inspection decision comment. 
 

8. Click SAVE to keep changes. 
 

 
 

9. As required, edit the Date of activity.  
 

 
 

10. Enter a New Activity Date and SUBMIT to complete. 
 

 
  



 

OFFICIAL 

6 

How to… 
Record and update a not inspected building or 
building work 

Version 1.2 
Software version 3.44.0 

View the new building or building work inspections record 
11. Click on Inspection tab within the application, to view the new Inspections Pending 

record. 
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