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Background

Creating frequently used contacts and ‘default’ contacts (applicant, primary contact, invoice
contact, builder etc.) is a time saver when completing the application contacts page and post
submission during assessment and development approval.

Saved contacts can be used at the following points of the application process:
e Submission of an application.
¢ Adding additional contacts after submission.
¢ Adding or updating building indemnity insurance details for building consent.
e Submitting a building notification, includes updating building indemnity insurance
details and who signing Part A of the Statement of Compliance (SoC).

Who can setup and update application contacts?

Organisation administrators can create and save standard contact details in the DAP system
for the following contact types:

e Applicant

e Primary Contact

e Invoice Contact

e Builder

e Registered building work supervisor, and

e Private Certifier

How do | know if | am an Organisation Administrator?

An Organisation Administrator’s dashboard ribbon will display the Your Organisation

option.
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Where can | use the application contacts?
Application Submission - contacts

During application submission, the contacts you have made a ‘default’ contact will
automatically show as the contact for Applicants, Primary Contact, and Invoice Contact.

Development Application

Applicants

Locations

Please provide details for the applicant. You can add multiple applicants to an application.

-
- ~

g R
Primary Contact I,’ Applicant ELﬂ{I]ll
Land Owners Name: Big Bigger B%st Homes Preferred Contact Method: Email
Invoice Contact \ | Type:Business 1/ Phor.le: 1300 000 100

\\ Address: 83 PERIE)!TREET ADELAIDE Email: Bigger.dap.test@sa.gov.au
Development Details o 7

-~y -

What do you want to do? ADD ANOTHER APPLICANT ‘
Consents

Declarations
Documents

Review

When no default contact, the contact page shows the option to add yourself, someone else
or add from your application contacts.

Development Application

Applicants
v Locations

Please provide details for the applicant. You can add multiple applicants to an application.
> Applicants ° °e pie AR ”

Primary Contact Add me (TEST Three)

/’—A?iﬂ'so\meone else

Land Owners I’
Involce Contact { Add frotp your application contacts
\\ /
\~_—’,

On choosing option ‘Add from your application contacts’ the Search Application Contacts
shows. To add an application contact with matching type (e.g. applicant) start typing the
name of the contact or select from the drop-down list of contacts.

Applicants

Please provide details for the applicant. You can add multiple applicants to an application.

Search Application Contacts

-—-Select a value-—

‘ o]
4

Big Homes, 83 PIRIE STREET ADELAIDE SA 5000, 1300 000 100
Big Bigger Best Homes, Rachel, 83 PIRIE STREET ADELAIDE SA 5000, 1300 000 100
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Application Submission — building consent
During the completion of the building consent and indicating whether a builder/contractor has
been engaged and not an owner builder, the ‘default’ builder will show.

Has a builder or contractor been engaged for the proposed development? *

Q ves

No

Is the development being constructed by an Owner Builder? *

Yes
9 no

”——-h\\
I’, \\\
=' Builder Edit M
\ 1
\\ MName: Big/EM’gger Best Homes Preferred Contact Method: Email

Type:-Brsiness Phone: 84254000

Address: 83 PIRIE STREET ADELAIDE Email: Bigger.dap.test@sa.gov.au

Builders Licence No: BLD 12356

ADD ANOTHER BUILDER OR CONTRACTOR

If no ‘default’ builder, the ability to select from your application contacts is available.

Has a builder or contractor been engaged for the proposed development?*
O ves

Mo
Is the development being constructed by an Owner Builder? *

Yes

O No

Who is the builder or contractor for the proposed development?*
Add me (TEST Three)
Add Big Bigger Best Homes
Add Bigger Bigger Best Homes

/"Rdd\someone glze

/
{ Add ﬁ{:m your application contacts
\ /
\\ P

-



Government of South Australia

y Department for Housing
and Urban Development

How to...
Setup reusable and default application contacts ~« PlanSA

Version 1.1

Adding an application contact
Post submission of the application, from the application summary page additional contacts
can be added or edit existing contacts.

-
s~ Ss

I, Application contacts \\

' 1
Add a new contact froth your application contacts .
\ / Y i Applicant  Edit

S /.
\~~ ’,’ Name: Test Applicant Preferred Contact Method: Email
Tem—— Type: Individual Email: testplansa2023@gmail.com
ADD NEW CONTACT Address: 15 SOUTH TERRACE SEMAPHORE

Adding or updating building indemnity insurance

The ability to ‘Add from your application contacts’ is available when adding or updating the
building indemnity insurance for the granted building consent or during the submission of the
‘Commencement of Building Work’ notification.

Edit Building or Building Work Insurance: 23000230

Building or building work insurance details: Swimming Pool v

Description

Has the applicant entered into a domestic building works contract? *

O ves

No
Not Applicable
Owner Builder

Has the Building Indemnity Insurance been issued? *

O ves
No
Name(s) of person(s) insured * Name of Insurer *
Jill Public 11/100 QBE 3/100
Insurance Number * Insurance date of issue *
W4568 5/100 01/02/2024 =]
Limitations on the Liability of insurer *
Yes
[« I
Builder @* ,/’ ~~\\
1 \
\\ BAdd from -,'c-ur application contacts
A ’,'

Sem=
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Submission of building/building work notifications
The ability to ‘Add from your application contacts’ is available during the submission of a
building/building work notification.
Submit Mandatory Building Notifications: 23002364
< Back
Application Number Development Location(s) Building or building work Notification
23002364 1 KING WILLIAM ST ADELAIDE SA 5000 Commencement of Building work

Builder details

Who is providing this notification? *

© Licensed Building Work Contractor

-
Building Owner ,” SS
/ %
&+ Add new Licensed Building Work Contractor Contact " Add from Jour application contacts
7
\ /
\\__rl

When submitting a commencement of Building Work Notification, the ‘Add from your
application contacts’ is available for who signing Part A of the Statement of Compliance.

Who is proposed to sign the Statement of Compliance?
Part A:*
© Main building work contractor

Registered building work supervisor

Building certifier

7T

Licensed Building Work Contractor * n N

/ %
* &+ Add new Licensed Building Work Contractor " BAdd from your application contacts

7

- N, U

*
Part B: Sees?
Oowner

Owner's agent
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Related Instructions

e Submit a development application | PlanSA

e Submit a Crown or essential infrastructure development application | PlanSA
e How to — Add a new contact to an application | PlanSA

e How to — Update contact details for an application contact | PlanSA

e How to — Apply for the next consent | PlanSA

¢ How to — Update the building indemnity insurance details and upload the insurance
certificate | PlanSA

e Submit a building naotification | PlanSA

Included instructions

e Accessing Application Contacts
e Navigating Application Contacts
¢ View Default Contacts

¢ Edit a Contact

e Remove a contact

e Restoring a removed contact

e Download a contact list


https://plan.sa.gov.au/__data/assets/pdf_file/0020/681401/Guide-Submit-a-development-application.pdf
https://plan.sa.gov.au/__data/assets/pdf_file/0007/1299994/Guide-Submit-a-Crown-and-Essential-Infrastructure-Development-Application.pdf
https://plan.sa.gov.au/__data/assets/pdf_file/0006/793230/How_to_-_Add_a_new_contact_to_an_application.pdf
https://plan.sa.gov.au/__data/assets/pdf_file/0010/793234/How_to_-_Update_contact_details_for_an_application_contact.pdf
https://plan.sa.gov.au/__data/assets/pdf_file/0005/759740/Guide_-_Apply_for_the_Next_Consent.pdf
https://plan.sa.gov.au/__data/assets/pdf_file/0005/962159/How_to_-_Update_the_Building_Indemnity_Insurance_details_and_upload_the_insurance_certificate.pdf
https://plan.sa.gov.au/__data/assets/pdf_file/0005/962159/How_to_-_Update_the_Building_Indemnity_Insurance_details_and_upload_the_insurance_certificate.pdf
https://plan.sa.gov.au/__data/assets/pdf_file/0007/719872/Guide-Submit-a-building-notification.pdf
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Accessing Application Contacts
1. Click on Your Organisation located in the dashboard ribbon.
2. Click on Application contacts.

Volume applicant, your organisation view, and available options.

o~ & ()~ PlanSA

YOUR APPLICATIONS . YOUR ORGANISATION

Development application processing

Reporting

Submit building Start a new CROWN Balch
Payment

Submil mandatory

Starl a new application Access an application
building netification rectification notification application

submitted by sormeane
lse

/ \
{ ‘. ;
1
i
\ J
. s

S~ -

Org User Profile User Management Application Contacts

Accredited professional relevant authority, your organisation view, and available options.

@ S @ 2 mo‘PlanSA

ASSESSMENTS  YOUR APPLICATIONS  CERTIFICATE OF OCCUPAN..  YOUR ORGANISATION

Development application processing

Submit mandatory bullding notification Submit bullding rectification notification

Start a new application Access an application submitted by
someone else

) 0 &)

Saved Conditions, Notes, and User Management

Org User Profile
Reserved Matters

Application Contacts



Government of South Australia

y Department for Housing
and Urban Development

How to...
Setup reusable and default application contacts ~« PlanSA

Version 1.1

Navigating Application Contacts

The Application Contacts page contains 3 sections:
e Contacts lists your organisations ‘active’ reusable (no default) and ‘default’ contacts.

e Removed Contacts lists removed contacts (i.e. not permanently deleted) with the
ability to restore to your contacts list (as required).

e Event History shows event records created through contact maintenance.

Application Contacts

[2] Help for this section
Use this screen to create a contact listing for the contacts you regularly use when submitting development applications (with the ability to edit as requirad).
vContacts
Search

Show default contacts

Q

a e , ¢ . SEARCH £ T-
+ ADD A CONTACT

Contact Type Name Main Contact License Number Postal Address Preferred Contact Method Phone Email Default Contact

No contacts found

> Removed Contacts
> Event History

Feature Description
Selected shows only contacts marked

1 Show default contacts
as a default contact
Search for a contact by name, builder’s
2 Q search for 1 (3 SEARCH ) .
licence number and address details
3 @ BLD 12356 o swai yse @ to remove search criteria
4 * ADD A CONTACT Opens the Add Contact page
5 S Exports the contact listing
6 = Ability to create a filter using the
entered search criteria
7 e Refresh the page
8 Indicates a default contact
9 % | Indicates a contact is not a default
10 Edr Opens the Edit page
11 - Removes contact and places in the

Removed Contacts section
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Add a Contact

1. Click + ADD A CONTACT.

Application Contacts

© Help for this section

Use this screen to create a contact listing for the contacts you regularly use when submitting development applications (with the ability to edit as required).

vContacts

Search

Show default contacts

=, ICENse NUMDET, POsial 3aaress SEARCH 3 Y-

Q

Contact Type Name Main Contact License Number Postal Address Preferred Contact Method Phone Email Default Contact

No contacts found

> Removed Contacts
> Event History

2. The Add Contact page displays.

3. Select the Contact Type from the drop-down list.

Add Contact

* Contact type

INDIVIDUAL J:VEILY
Applicant

Title * Builder

Invoice Contact
First Name * Primary Contact
Registered Building Work Supervisor

Building Certifier
100 characters maximum

Last Name*
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4. Click whether the applicant is an individual, business or crown agency.

5. Complete the contact details and mark this contact as a default contact or not.

Only one ‘default’ contact is allowed per contact type.
An error message “Default Contact already exists. Please deselect to continue.” will show
when a default contact already exists for that contact type.

Make this contact as a Default Contact

Default contact already exists. Please deselect to continue.

CANCEL

6. Click SAVE to create the contact.

INDIVIDUAL m CROWN AGENCY

Business Name *

Big Bigger Best Homes
100 characters maximum
Main Contact Name

Rachel
100 characters maximum
Postal Address *

83 PIRIE STREET, ADELAIDE X

Enter the address manually
Preferred Contact Method

Email -
Phone *

1300 000 100

I

Enter a local, national or international number - with plus sign. Spaces are allowed

Alternative Phone
Enter a local, national or international number - with plus sign. Spaces are allowed.

Bigger.dap.test@sa.gov.au

50 characters maximum.
/” “\

~. -7

CANCEL SAVE

10
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The contact shows with default contact flagged (as applicable). 11
7. Repeat the add contact steps until all the reusable and default contacts are created.

Application Contacts

Use this screen to create a contact listing for the contacts you regularly use when submitting development applications (with the ability to edit as required).

v Contacts

Search

Show default contacts

Q Search for name, ficense SEARCH 2 Y~ || 2
+ ADD A CONTACT
/;‘:_;_;_aft\\\ Name ?:r:act :‘J;::;:r Postal Address :;:fﬁ;:d Conte Phone Email E::z:li
(\:’iliphfai'i/,} 'E—Kii;grigsger Best Rachel ié;\L_F:EED?SR:EEOO EMAIL :380 000 Bigger.dap.test@sa.gov.au Edit @
Builder 2'§r:;iger Best BLD 12356 i;;i\'&?gj;m EMAIL 84254000  Bigger.dap.test@sa.gov.au Edit @

Expand the Event History to view the event record created for the added contact.

> Removed Contacts
v Event History

Time of change 1 Action taken by Action Type of Contact  Description JU— -
g S
/ \
/ \
15/02/2024 10:08 TEST Three ADD_CONTACT  Applicant Contact Modified - Type: Applicant - New Contakt added. ,.'
\
S ’/
15/02/2024 10:05 TEST Three EDIT_CONTACT  Builder Contact Modified - Type: Builder - Contact Modified.

23/11/2023 15:47 Test One ADD_CONTACT  Builder New Contact added - Type: Builder - Name: Big Bigger Best Homes



Government of South Australia

Department for Housing
and Urban Development

How to...
Setup reusable and default application contacts ~« PlanSA

Version 1.1
1. Click Show default contacts.
v Contacts
/sé'arc h\\\
1 )
'\ Show deltﬁu\t contacts
\ /
fress SEARCH £ T- @
+ ADD A CONTACT
: . Preferred
Contact Type Name Main License Postal Address Contact Phone Email Defule
Contact Number Contact
Method
; Big Little % 83 PIRIE STREET 1800 100 s —
Builder s Helen BLD 15697 ADELAIDE SA 5000 EMAIL 123 BLH.dap.test@sa.gov.au [ ] Edit i
Big Bigger ) 83 PIRIE STREET e ” p—
Builder Eectiorias BLD 12356 ADELAIDE SA 5000 EMAIL 84254000 Bigger.dap.test@sa.gov.au Edit @
83 PIRIE STREET 1300 000 = . | =
Applicant Big Homes ADELAIDE SA 5000 EMAIL 100 bighomes.dap.test@sa.gov.au [ x| Edit i}
1 KING WILLIAM
R ¢ 1 Build 0427 000 =
egistered BUCING 41 106 public BLD 123456  STREETADELAIDESA  EMAIL Joepublic.dap.test@sa.gov.au (%] Edit | @
Work Supervisor 5000 369
Big Bigger 83 PIRIE STREET 1300 000 " Edi @
Primary Contact o Louise i S ot EMAIL o Bigger.dap.test@sa.gov.au Edit @
. Bigger Bigger 83 PIRIE STREET 1300 000 _ Fii =
Invoice Contact i e Louise DI AIDESAS000 EMAIL 100 Bigger.dap.test@sa.gov.au Edit W
Big Bigger 83 PIRIE STREET 1300 000 - s |
Applicant BestLiomes Rachel ADELAIDE SA 5000 EMAIL 100 Bigger.dap.test@sa.gov.au Edit @
7 items
List of default contacts displays.
2. Click again on Show default contacts to show all contacts.
v Contacts
Search
Show default contacts
Q, 523 SEARCH (|~ | &
=+ ADD A CONTACT
Contact Main License Preferred Contact 5 Default
Type Name Contact Number Postal Address Method Phone Email Contact
Big Bigger Best 83 PIRIE STREET B o
Builder Horas BLD 12356 ADELAIDE SA 5000 EMAIL 84254000 Bigger.dap.test@sa.gov.au Edit W
Primary Big Bigger Best 83 PIRIE STREET 1300 000 e =
@ ] Edit
e Ll s Louise P L . EMAIL i Bigger.dap.test@sa.gov.au di m
Invoice Bigger Bigger 83 PIRIE STREET 1300 000 _
f . LEOV. ] Edit
Contact Best Homes Laube ADELAIDE 5A 5000 ERAL 100 Hpger.dap teste@sd ol o
Big Bi Best 83 PIRIE STREET 1300 000
Applicant '8 Blgger Bes Rachel EMAIL Bigger.dap.test@sa.gov.au Edit | @

Homes ADELAIDE SA 5000 100
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Edit a Contact
1. Click Edit against the applicable contact.
Contact Type Name ?:;?a(t gﬁ:s:f Postal Address i;flear(rteﬁnethod Phone Email CD(?;::(‘;
Applicant Big Homes iZES\ESETSRAE;OO EMAIL 1;80 o bighomes.dap.test@sa.gov.au a Edit
ﬁf:if:z‘:iiﬁmg Mr Joe Public BLD 123456 l;gt:;g;i?;;;“ﬁ EMAIL 2;57 %9 Joepublic.dap.test@sa.gov.au [ ] Edit | @
Primary Contact :\Ogrslegsger He Louise iat'):\‘_:ED?SRAEEgOO EMAIL Ego Lty Bigger.dap.test@sa.gov.au Edit | @
Invoice Contact :‘ff’;zifeg:r Louise i;;\‘_RAI\ESETSR:;DO EMAIL :ggo o Bigger.dap.test@sa.gov.au Edit | W@
Applicant i\gﬁiegsgﬁf Best Rachel i?):_:i)??:;oo EMAIL :igo 090 Bigger.dap.test@sa.gov.au /_E_d;t\ i}
/I’ \\s\
Builder ifﬁ?'fsgsr Best BLD 12356 iggm;ﬁ:j;m EMAIL 84254000  Bigger.dap.test@sa.gov.au a ':\ Edit @:
%

6 items

The Edit Builder page displays with the contact details.

2. Update the contact information.

The Main Contact Name can be used to capture the name of person who will be the
primary or invoice contact for that business contact.

Big Bigger Best Homes

summary

Edit Builder

* Contact type ‘ Builder -

INDIVIDUAL @

Business Name *

Big Bigger Best Homes
100 characters maximum

Main Contact Name

3. Click SAVE to update the contact or CANCEL to stop editing the contact.

Make this contact as a Default Contact

CANCEL SAVE
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The updated contact displays at the top of the list of contacts. 14

Main License Preferred Contact Default
Contact Type Name Postal Address Phone Email
PO i Contact Number Method Contact
g N
l/ \\
4 Bigger Best 3 PIRIE STREET ADELAIDE SA
[ Bulide iy Big Bigger Be BLD 12356 1 s DEEAIDE EMAIL Bigger dap test@sa gov.au Edr @
\ b Homes 000
3, ’
\\x r’(
""" 83 PIRIE STREET ADELAIDE 5A
Applicant Big HOMeS <000 EMAIL bighames. dap test@sa gov.au a edt @
AN
Registered Bullding Work N 1 KING WIL 0427 000 _ _
M joe Publi BLD 123456 EMAIL joepublic.dap lest@sa gov.au Edi
Supervisar Jo > = ADELAIDE 369 Joep b o z u
Big Bigger Best RIE STREET ADELAIDE SA , - ;
Primary Contact -«-—.—:;q Louise EMAIL Bigger.dop.lest@sa.gov.au TR |
83 STREET ADELAIDE SA e
Invoice Contact Loulse . REETADELAIDESA gy Bigger.dap.test@sa gov.au Edi B
43 PIRIE STREET ADELAIDE 54
Applicant Rachel SR EMAIL Bigger.dap.test@ea gov.au Edt @




m Government of South Australia

Department for Housing
and Urban Development

How to...
Setup reusable and default application contacts ~« PlanSA

Version 1.1

Remove a contact 15

Removing a contact does not permanently delete the contact. The contact is moved to the
Removed Contacts section where the contact can be restored, as required.

1. Click on m Trash can icon.

Main License Preferred Contact 3 Default
Contact Type Name Cortict Niiiker Postal Address Method Phone Email Cortact g
l/ g \\\
Big Bigger Best 83 PIRIE STREET ADELAIDE SA o I o= ]
23 $
Builder Homes BLD 12356 o0 EMAIL 84254000  Bigger.dap.test@sa.gov.au Edit @ )
83 PIRIE STREET ADELAIDE SA 1300 000
Applicant Big Homes EMAIL i bighomes.dap test@sa.gov.au [ ]
5000 100
Registered Building Work 1 KING WILLIAM STREET 0427 000 = o
2 .dap.test@sa.gov. Ed
Mr Joe Public BLETI3A56: | ot e e on EMAIL e Joepublic.dap.test@sa.gov.au [ x] t o
Big Bigger Best 83 PIRIE STREET ADELAIDE SA 1300 000 . —
Primary Contact Hobies Louise 600 EMAIL 100 Bigger.dap.test@sa.gov.au Edit
: i Bigger Bigger Best 83 PIRIE STREET ADELAIDE SA 1300 000 = d e
Invoice Contact Homes Louise 5000 EMAIL 100 Bigger.dap.test@sa.gov.au Edit @
Big Bigger Best 83 PIRIE STREET ADELAIDE SA 1300 000 " ey | .
Applicant DS Rachel Shod EMAIL s Bigger.dap test@sa.gov.au Edit W@
6items

The Remove Application Contact window displays.

2. Click OK, CONTINUE to confirm the removal

Big Bigger Best Homes

Summary

Remove Application Contact

Are you sure you want to remove the contact from the application contact list?
Please note, when the contact being removed is a default contact they will be removed from the Default Contact list.

Pid S

py
@ OK, CONTINUE

\
oy P

The contact is removed from the list of contacts.

Contact Type Name g’ii:l:a(t :;Iifl:;:r Postal Address :;:::g:d oniack Phone Email g::‘::g

Applicant Big Homes ESUF;RIE STREETARELAOE 34 EMAIL Egn Lty bighomes.dap.test@sa.gov.au [ %] Edit W
gsi:::;iﬁ Bulldmpwork Mr Joe Public BLD 123456 ;g&i;‘g;ﬂi’\;;gREET EMAIL 2237 o0 Joepublic.dap.test@sa.gov.au B8 Edit @
Primary Contact :E"?isgsger Bt Louise ESUF;RIE STREEDARELAIDE A EMAIL EED 000 Bigger.dap.test@sa.gov.au Edit @
Inveice Contact 25?:;55‘83&[ i Louise inF;RIE SIREEFALELNDESA EMAIL Egu g Bigger.dap.test@sa.gov.au Edit @
Applicant Eogn?liegsger Hest Rachel gauFQRIE STREEEADELADE 20 EMAIL ESD P00 Bigger.dap.test@sa.gov.au Edit @

5 items
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3. Expand Removed Contacts to show the removed contact.
~Removed Contacts
Contact Type Name Main Contact  License Number  Postal Address Preferred Contact Method ~ Phone Emall
Big Bigger Best BLD 1235& 832 PIRIE STREET ADELAIDE SA 5000 EMAIL B4254000 Bigger_dap.tesl au T
4. Click on Restore.
~Removed Contacts
Contact Type Name Main Contact  License Number  Postal Address Preferred Contact Method ~ Phone Emall //"'"‘\\
/ \
/ \
Builder Big Bigger Best Homes BLD 12358 832 PIRIE STREET ADELAIDE SA 5000 EMAIL 84254000 Bigger dap test@sa gov.au |\ Restore |
/
\\~ "l
The restored contact displays at the top of the list of contacts.
Main License Preferred Contact . Default
Contact Type Name Coniact Numiber Postal Address Method Phone Email Eontact
PR N,
- .
/ \
{ Buider 2@ Dlagerbest Bipnzas | oCoIREELADELADESA || cyp 84254000 Bigger.dap.test@sa.gov.au B it @
\ 7 lomes 5000
NS ’,'
Ap;;\cant Big Homes gngDIRIESTREETADELAIDE 5 EMAIL [3)20 bop bighomes.dap.test@sa.gov.au a Edit @
Registered Building Work 1 KING WILLIAM STREET 0427 000 - =
Siperiee Mr Joe Public BLD 123456 ADELAIDE SA 5000 EMAIL 369 Joepublic.dap.test@sa.gov.au [ ] Edit W@
Big Bigger Best 83 PIRIE STREET ADELAIDE SA 1300 000 o - - o=
Primary Contact Fsmes Louise 5000 EMAIL 100 Bigger.dap.test@sa.gov.au Edit @
Bigger Bigger Best 83 PIRIE STREET ADELAIDE SA 1300 000 o -
Inveice Contact T Louise 5000 EMAIL 100 Bigger.dap.test@sa.gov.au Edit W
Big Bigger Best 83 PIRIE STREET ADELAIDE SA 1300 000 = = = =
Applicant s Rachel <000 EMAIL 100 Bigger.dap.test@sa.gov.au Edit @

6items
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Download a contact list 17
1. Click = Download icon.

v Contacts

Search

Show default contacts

s N
/ \
Q. Sesrch for nan . er, postal addres SEARCH it EY Yj. (57
\\ I’
+ ADD A CONTACT N -
Main License Preferred Contact o Default
Contact Type Name Contad Niumber Postal Address Kiethod Phone Email Conibuc
Builder afr:igeraesr BLD 12356 ggnPSR‘ESTREETADELA'DE SA T EmaL 84254000 Bigger.dap.test@sa.gov.au [ T ]
Applicant Big Homes zz;{;mE STRECTADELAIDESA EMAIL 'zgo aon bighomes.dap.test@sa.gov.au a Edit | W
The Save As window opens.
2. Open a folder location where the contact list to be saved and then Save.
v Contacts
Search G Save As P . >
l/ \\\
Show default 1+ ‘ » This PC >I\ Downloads } v O Search Downloads yel
s, s
Organize + MNew folder SS-——- ol s - (7]
Q Search for nd ,\ A - _ e
[ Desktop MName Date modified Type Size
=| Decuments
+ ADD A CONTA = * Yesterdav (2) v
4 Downloads e >
File name: ~
Contact Type Saveastype:  Microsoft Excel Worksheet o pe
Builder o= ~ p40
p \
~ Hide Folders ll Save y Cancel
: z D 0t
Applicant Biz Homes EMALL-"

3. Open the folder location, then double-click on the excel document — DAP Application
Standard Contacts to open.

* | Iﬁl = | Downloads

Home Share View
IJ Ay Cut x Tﬁl‘»}ewitemv \/_] Open HaSeIectall

W] Copy path -T__'| Easy access = Edit Select none
Pin to Quick Copy Paste Move Copy Delete Rename Mew Properties X X
access J Paste shortcut ta ta - folder - @Hlstory EFIn\rert selection
Clipboard Organize MNew Open Select
« v 4 ¥ > ThisPC > Downloads »
A
3+ Quick access L Name
[ Desktop V/Tda-a-}?‘(\lg
/ \
‘ Downloads ! D@ DAP ,}pplication Standard Contacts - 2024-02-15_1026
N %
Documents ~ Atengtime ago (17)
tf] Documents [ i - |
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The DAP Application Standard Contacts opens in excel. 18

4. Enable editing (as applicable)

DAP Application Standard Contacts - 2024-02-15_1026 - Protecte... = Saved to this PC ™ p Search -
File Home Insert Draw Page Layout Formulas Data Review View Automate Help DI
@ PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit. it's safer to stay in Protected View. Enable Editing
AL 4 fe || Record Name:
A B C D E F
1 |Record Name: DAP Application Standard Contacts
2 |Exported On: 15 Feb 2024 10:26
3
4 | Contact Type Name Main Contact License Number Postal Address Preferred Contact Method
5 |Builder Big Bigger Best Homes BLD 12356 83 PIRIE STREET ADELAIDE SA 5000 EMAIL
6 |Applicant Big Homes 83 PIRIE STREET ADELAIDE SA 5000 EMAIL
7 |Registered Building Work Supervi Mr Joe Public BLD 123456 1 KING WILLIAM STREET ADELAIDE EMAIL
8 Primary Contact Big Bigger Best Homes Louise 83 PIRIE STREET ADELAIDE SA 5000 EMAIL
9 |Invoice Contact Bigger Bigger Best Homes Louise 83 PIRIE STREET ADELAIDE SA 5000 EMAIL
10 Applicant Big Bigger Best Homes Rachel 83 PIRIE STREET ADELAIDE SA 5000 EMAIL
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