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This guide includes instructions on how to lodge post approval and compliance documents including 
how to use the online portal to consult with government authorities. 

You need an account on the Major Projects Website to lodge documents. If you do not already have 
an account, click ‘Sign in’ in the top right-hand corner of the Major Projects website and then click 
‘Create account’. For help creating an account, view the ‘Creating an Account’ guide available here.  

 

Lodging a Post Approval Document 

To lodge a post approval document, follow the steps below.   
1. Sign in to your account by clicking the ‘Sign in’ button in the top right-hand corner of the website 

and entering your user ID and password.  

2. Click on the ‘Lodge Documents’ button.  

 
 

3. Select the project you are submitting a document for and click ‘Create’.  

You cannot submit documents for modifications. If you need to submit a document as a result 
of a modification, you should submit it for the project that was modified. 

If your project is not available in this list, follow the steps below. Otherwise follow the prompts 
on the screen to complete the form. For instructions on how to consult with public authorities 
proceed to step 4 of this guide.   

 

 

https://www.planningportal.nsw.gov.au/major-projects/about/how-guides
https://www.planningportal.nsw.gov.au/major-projects/about/how-guides
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Requesting a Project 

If the project you are trying to submit documents for is not available, you can request it be 
assigned to your account. To do this: 

i. Click ‘Request Project’.  

ii. Enter the name of the project you are trying to modify and answer whether you are the 
proponent.  

iii. If you are not the proponent, you will be asked to select a company from the list of all 
companies you are associated with. If you can’t see the company you are trying to lodge on 
behalf of in this list, follow the steps below.  

 

 
Ask the proponent to add you to their account so you can act on their behalf.  
 
Once the Proponent has created an account, the administrator can add you as user by: 
- Signing in to their account. 
- Clicking the menu and then “Account Management”. 
- Clicking on the company they wish to add users to. 
- Clicking on ‘Manage Associates’ and then ‘+ Add Associates’.  

For detailed instructions on how to add users, view the ‘Managing Associates’ guide 
available here.  

 
iv. Click ‘Create’.  

 
v. The Department will email you once the project is assigned to the company you have 

specified. Once you have received this email, continue from Step 3.  
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Consulting Public Authorities 

4. After completing steps 1-3, you will be asked whether you want to use the portal to consult 
with Government agencies using the system. To do this, answer ‘yes’ then press ‘Continue’. 

5. Select the public authorities you wish to consult by clicking ‘+ Add Public Authorities’ and then 
typing to search.  

 

 

 

6. The public authority will be given a due date based on the Department’s Interagency 
Agreement.  

7. Add a message for the public authorities.  

8. Upload the document you wish to consult on.  

9. Click ‘Create Consultations’. The public authorities you have selected will be automatically 
notified and provided with the information you have included in the form.  
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Tip: Can’t find the public authorities you are looking for? You can skip this step and upload advice from 
received from agencies outside the system by clicking ‘Skip’ in the bottom right corner. 
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10. When a public authority responds, their advice will be automatically attached to the portal. 
You will also be notified by email. You can track the status of your requests here. 

11. Attach any advice that you have received outside the portal, if applicable. 

12. Once all the authorities have responded, click ‘Continue’ to proceed.  You can continue 
without the public authority having responded. However, if you do this, the request will be 
withdrawn form the public authority and you will need to justify why you have submitted your 
post approval document without evidence of consultation.  
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Tip: You can initiate more consultations at any time by clicking ‘Create Consultation’ in the bottom right-
hand corner of the screen. 
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Uploading the Final Document 

13. Upload the final document you are submitting to the Department for review/approval. If you 
are submitting a revised document, you must include a tracked change version along with an 
unmarked version of the document.  

 

 

Need more help or have questions?  

Contact the Major Projects Support team at MajorProjectsSupport@planning.nsw.gov.au. 

mailto:MajorProjectsSupport@planning.nsw.gov.au
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