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Planning Portal Registration and Log-in

To use Knowledge Management, you will need a Planning Portal account. This guide outlines each
step of the registration process.

a. Go to https://apps.planningportal.nsw.gov.au/prweb/IAC
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Forgot password?
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b. Click the Create Account link to commence the registration process. The Create an account
page will open.
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Create an account
Your account details
Email address «
Password
L
Contirm password &
Your contact details
First given name
Family name
Contact number
Pleaze tick this box 30 we know you ore not a robot
I'm not a robet e
TREARTCHA
. | agree va the Teims and Conditions
= Our Privacy notes explains how we collect and use infarmation +
- 3
W will send you an email 1 verily your details and activate your new account.

c. Enter your email address.

Note: This will be your username and any system generated notifications will be sent to
this account.

d. Enter and confirm your password.
e Passwords must be at least eight characters long
e They must have a maximum of 16 characters
e They can'’t contain parts of the email address that exceeds two consecutive characters
e They must contain the following:
e Uppercase letters (A through Z)
e Lowercase letters (a through z)

e Numbers (0 through 9)
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¢ The following non-alphabetic characters: ~' @ #$ % & * () _+-={}[]|\:;“'<>7?,
N

e. Enter your contact details, including a contact number (mobile is preferred).

f.  Verify you're not a robot, and correctly complete a question such as “Select all images with
traffic lights” to proceed.

g. Agree to the Terms and Conditions by selecting the tick box. You may also review the
privacy notice at this point.

h. Click the Create Account button. The confirmation screen will display:
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Your details have been submitied.

We will send you an email to verify your details and aclivate your new account.

i. You will be sent a system generated email to your registered email account to verify your
account. Once you receive this email, click on the link to verify your account.

@ Note: Your Planning Portal account will not be created until you have successfully
verified your registration. Once you have successfully activated your account, a
system generated email confirming that your account is active, along with help and support
information, will also be sent to your registered email address

j.  Contact your administrator managing users in the NSW Planning Portal to advise them that
you have registered for a Planning Portal account and request your access be activated for
Knowledge Management. Your admin will add you to your organisation’s system and advise
you of your addition and dashboard access abilities. If your organisation has not been
onboarded to the portal, please contact eplanning@planning.nsw.gov.au for assistance.

k. You are now able to log into your Dashboard. Enter the registered email address and
password for this account.
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@ Use the Forgot password hyperlink and follow the prompts to reset or change your
password at any time.

Access Knowledge Management

Once you have logged in you will be taken to the ePlanning Dashboard.

a. Select the Knowledge Management tab on the left-hand side of the dashboard.

+  New

@ Dashboard

[I:l Active work

= completed work

Q) Advanced Search

[ Knowledge Management

“0)  Recents v

Folders

A list of folders will populate in the centre of the screen.

Knowledge Management

Name v Modified dats A

B cee 04/06/2019 10:04 AM

B Ler 04/06/2019 10:27 AM

El LSPS 04/06/201% 10:08 AM

Note: These folders may contain sub-folders.
The list of folders displayed:

¢ CPP- Community Participation Plan
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¢ LEP - Local Environmental Plan
¢ LSPS - Local Strategic Planning Statements

(g) Note: More folders will be uploaded to Knowledge Management soon.

Documents

Click on the folder icon or name to view the documents.

a. The documents will appear in the centre of the screen.

Home > CPP

Name

o+ IAP2 Code of ethics_for_public_parficipation_2017 pd

o+ 1AP2_Core_\alues_for_public_parficipation_2017 pdf

ok IAP2_Spectrum_for_public_participation pdf

b. Clickonthe &, icon or file name to download a document.

c. The file will begin to download at the bottom of your screen.

M Add-info-Summa.. PNG A

T

(@) Note: The document will download to your computer.

d. Once the document has finished downloading click on the file icon to open the document.

Sorting and filtering folders and documents

a. You can sort folders and documents alphabetically or by date by clicking on Name or Modified
date.
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(g) Name ~ Modified date *
b. You can search folders and documents by selectingthe ¥ symbol.
Ciear Filted
[ Add-info-Summary-
Length_S-129.PNG
[ Agency-Addinfo_S-
76.pdf
(o] Al-Document-List_S-
136.png i
= CMNR-376-Re-Test_S-
93 PNG
C CNR-445 8-117Tona 7
Search Text
( Apply )( Cancel )
(g) Note: When you have finished your search clear the filter.
If you need more information:
If you need assistance, please contact eplanning@planning.nsw.gov.au
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