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Background 
An online account will need to be created in order to ‘lodge applications’ for your business or 
on-behalf of your clients. The creation of an online account will enable you and your staff to 
track the progress of the development application through the development approval process 
and complete actions such as ‘make a payment’, ‘upload requested documentation’, ‘submit 
building notifications’ and ‘apply for a Certificate of Occupancy’. 
 
To set-up an online account there are 3 stages to complete: 

1. Complete online account registration 

2. Confirm your organisation online account request 

3. Login for the first time 

 

Included instructions 
1. Complete Online Account Registration 

• Lodging, managing or tracking an application 

• Assessing an application or providing referral advice 

• Provide Organisation details 

• Provide a Postal address 

• Submitting applications for a State Agency or as an endorsed organisation 

• Provide details of the person who is to be the organisation administrator for the 

account 

• Provide your details private accredited professional 

2. Confirm your organisation online account request 

3. Login for the first time  
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Complete Online Account Registration 
1. Go to the PlanSA portal and click on Register. 

 

  
 

2. Click on Start your registration. 
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Lodging, managing or tracking an application 

3. Click on Lodging an application and click on Continue. 
 

 
 

4. Click on Yes to lodging on behalf of an organisation and then click on Continue. 
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Assessing an application or providing referral advice 

5. Click on Assessing an application or providing referral advice and click on 
Continue. 

 

  
 
6. Click on the applicable role in the planning system. 
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7. Confirm if your organisation already has an account or not; if unknown then select I 
don’t know. 

 
• Yes – my organisation already has an account or I don’t know if you are not sure 

if the organisation has an account. On clicking Continue, the prompt to speak to 
PlanSA shows with the PlanSA Service Desk contact details. 

 
 

 
 

 
• No – the organisation does not have an account. Click on Continue to provide the 

organisation details. 
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Provide Organisation details 

8. Complete your organisation details, includes name, contact details (postal address, 
contact phone number and email address) and ABN. 
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Provide a Postal address 

9. Complete the Postal Address fields or mark ‘Use same as address above?’. 
 

 

Submitting applications for a State Agency or as an endorsed 
organisation 

10. Indicate Yes or No to lodging Crown/Essential Infrastructure applications for a State 
Agency or endorsed organisation. For assistance on how to answer this question refer 
to Crown development and essential infrastructure | PlanSA. 

 

  

https://plan.sa.gov.au/development_applications/state_development/crown-development
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Provide details of the person who is to be the organisation administrator 
for the account 

To register as an organisation requires one person to create an ‘Organisation Administrator’ 
account. This person be responsible for creating and maintaining the organisation’s users in 
the ePlanning system. 

 
11. Complete the registration details to create an online account for yourself.  
 
12. Complete I’m not a robot and then Create Account to complete the registration. 
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Provide your details private accredited professional 

13. Complete the Register yourself form, only when chosen Assessing an application or 
providing referral advice and a private accredited professional. 
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14. A message confirms the ‘creation of your online account’ and a second email is sent to 
confirm your online account. 
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2. Confirm your organisation online account request 
1. Go to your email inbox and locate the email from PlanSA with a subject line of 

‘Confirmation of user account creation’. 
 

2. Click on the embedded link to confirm your account. 
 

 
 
3. A thank you message confirms ‘your email address’ and advises your organisation will 

need to be set up before an account is created for you. On creation, a second email is 
sent with your username and temporary password. 
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3. Login for the first time 
1. Go to your email inbox where an email is available with a subject line of ‘Confirmation 

of user account creation’. It will contain a link to the Login Page along with your User 
Name and temporary password. 

 
2. Click on the link to log in with your temporary password. 

 

 
 

3. Enter the User Name and Temporary Password provided into the PlanSA login 
screen and Log In to proceed. 
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4. Change your password by entering the temporary password provided (Old Password) 
and then a New Password, and re-enter to Confirm New Password. 

 
Click Submit to make the change. 

 

 
 

5. Your applications screen displays, and you are ready to Start a new application. 
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