7. Administration (Councils and Certifiers only)

7.1 The assessing expert dashboard

7.1.1  Functionality of the dashboard

The assessing expert’s dashboard allows you to:
e view applications during the consideration phase;
e communicate with the applicant;
e download documentation attached to the application;

e track the progress of the application and the number of days taken for
assessment; and
e notify the applicant of their determination.

To use this dashboard, you need to log into the Electronic Housing Code system.

7.1.2 “How to” sign into the assessing expert dashboard
To log onto this dashboard, please follow the steps below:

1. Into a web browser, input www.electronichousingcode.com.au

2. Inthe top right hand corner of the screen you will see “Sign In”. Click on this link.

HOME SERVICES HELP ABOUT

Q T

Use the EHC

HOUSING CODE Hou ) I ng NSW General Housing Code
COCIE Electronic Housing Code

-
Welcome to the Electronic Housing Code System

The Electronic Housing Code allows you to investigate whether your proposed development can EHC Terms & Cenditions
be approved as exempt from approval or can be approved as complying under the NSW General
Housing Code.

."
"‘L.‘l)' GL Elf:c'fir‘sI ]I;I;e:cr\ce
NSW -

Service Listing » Home Owners, Building & Renovation > EHC Launchpad

EHC Accessibility

Eleven local government areas from across NSW are involved in this trial. If you are a resident EHC Privacy
of, or local industry in, one of these local government areas, you can: EHC Copyright & Disclaimer
* investigate whether your development complies with exempt and/or complying
development standards; EHC Contact Details and Feedback

* obtain an exempt development report; and/or
lodge a complying development application online.

.
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3. You will then be presented with the sign in page displayed below. As you have
already been allocated a username and password, you enter the information into
the sign in section of the page (as identified by the arrow).

Government

i“
i!!!’_; Licensing Service
NSW WOl

# Sign in 2 or Register

Username | Email Address

Pasaward | First Marme

|
|
@ Last Mame |
|
|

Forgot My Password Passward

Confirm
Passwaord

Please type the answer to the question below for security
purposes.

The name of Linda is?

Answer is |

4. Once signed in, you will be presented with the screen below. You will be able to
see all the applications that have been assigned to you on this screen.

Manage My Applications

“our list of Comphying Development spplications are displayed below.

“fou can access the application and view attachments, sccept or reject applications and make 3 determination on lodged applications by
selecting the desired sction from the “Action” drop down list. Please note the following helpful tips:
= To acoept or reject an application for consideration, select the appropriste action from the sction drop down list.

« To make a determination for a ledged application, select "Determination” from the action drop down list.
« To wview the current status of the application, vizw the "Status” column.

Show Search Fields
Displaying Records : 1 - 24 of 24 2 Refrezh

ApplicationMo | Assigned To  Details 51atu5
Submission odged Date Determined Date Determination
Date Period

APP- " Bankstown Bass Avenus EAST HILLE NSW 2213 Australis /5P

0000118534 City Ciouncil
25/05:2012 25/05/2012 25/05/2012 4.05:20 FM 0 Salect. . j E
02:52:12 PM 2:53:53 FM

AFP- ° Bankstown Highclere Avenue PUNCHBOWL NSW 2158 Approved

0000113287 City Council  Australia //SP:
090052012 SA0E/2012 SWOE/201Z 11T 42FPM O Sazlzct.. j E
01:17:48 PM 1:16:10 PM
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7.1.3 How to find an application

The Expert Dashboard includes a search feature. This enables you to search through the
applications attributed to you. You can search by:

e Application number
e (Client’'s name
e Site Address or Title Reference

e Status of the application

To access the search fields,

1. Click on the “Show Search Fields” link.

Manage My Applications

“our list of Complying Development applications are displayed below.

“ou can access the spplication and view attschments, acoept or reject applications and make 5 determination on ledged applications by
s=lzcting the desired action from the "Action” drop down list. Pleass note the following helpful tips:

» To acocept or reject an applicstion for
» Tomaks 3 determination for 3 lodg
» To view the cumrent status of

=ideration, s=l=ct the appropriate action from the sction drop down list.
 applicstion, sslect "Determination” from the sction drop down list.
application, view the "Status” column.

Show Search Fields
Displaying Records : 1 - 24 of 24 3 Rafrash

ApplicationMNo | Assigned Te  Details Statu_r.

odged Date Determined Date Determination | Action
Pericd

Submission
Date

AFP- " Bankstown Basz Avenus EAST HILLS MSW 2213 Austrslia /5P

0000118334 City Ciouncil
25/05/2012 25/05/2012 25/05/2012 4:09:20 PM 0 Salect... j E
02:53:12 PM 2:53:53 PM

AFP- " Bankstown Highclere Avenus PUNCHBOWL NSW 2156 Approved

0000113887 City Council  Australia /5P
05052012 052012 B05/2012 1:1T: 48P O Balact. . j m
01:17:48 PM 1:16:10 PM
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E

2. It will expand to show the search fields that you can use. Input the relevant
information and select “Quick Search”. This will find the relevant application for

you.

Manage My Applications

Your list of Comphying Development applications are displaysd below.

“ou can scocess the spplicstion and view attachments, scoapt or reject applications and maks 3 determination on lodged applications by
selecting the desired sction from the "Action” drop down list. Plaass note the following helpful tips:

» To scoept or reject an applicstion for consideration, sslect the sppropriate action from the action drop down list.
» To msks 3 determination for 3 lodgad spplicstion, sslect "Detarmination” from the action drop down list.
» To wigw the current states of the spplicstion, view the "Status” column.

Hide Search Fislds

Application Mo:
Client’s name:
Site Address:

Ascignes:

Site Title Reference:

Application Status:

PP ar
|E: onn Smith i 3math or
[Eg: Dungog or 24 D or

|Fizazz Soiect | ar
for e (PP 4

¥ In Progress

I+ Panding

I= Ready to Lodge

I¥ Submitted for Consideration
I= Approved

I¥ Refused

Quick Search

3. Toremove the search parameter to display all applications, clear the information
you input in the search fields and click “Quick Search’.
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7.1.4 How to view attachments

You are able to view the attachments connected to an application at any stage during the
process. To view the attachments connected to an application:

1. Locate the relevant application on your dashboard.
2. Select “Attachments” from the drop down menu and select “Go”.

Manage My Applications

Your list of Comphying Development spplications are displayed below.
“ou can scoess the spplication and visw attachments, acoapt or reject applicstions and make 3 determinstion on lodged applications by
selecting the desired action from the "Action” drop down list. Pleass note the following helpful tips:

« To acoept or reject an applicstion for consideration, select the appropriste sction from the sction drop down list.

« Tomsks 3 determination for 3 ledged spplication, select "Determinstion” from the sction drop down list.
« To wiew the current states of the application, view the "Statwes" column.

Show Search Fields
Displaying Records : 1-10f1 3 Rsfrazh

ApplicationMo | Assigned To | Details Status

Submissiocn Lodged Date Determined Date Dietermination  Action
Date Period
AFP- " Bankstown Rioss Strest SEFTON MEW 2182 Australis 2144/ DF ' i
DO000TT45T City Council
2122011 201202011 160 Selent j ao
01:07:19 PM 1:28:52 PM

3. A new screen will open with the attachments related to that application.
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/2= APP-0000051627 Attachments - Windows Internet Explorer i

& https:jjuat.licence .nsw.gov.aufgls_portalSiAttachment. myve/EHCAR achmentsPApplicationD=50912

Application No  APP-0000051627
EHC Generated Reports

Investigation Report EHC_Complying_Report.pdf 27/09/2011 10:52:31

Complying Application application.pdf 27/09/2011 11:20:28
A

Jeb

Application Attachments

SITE PLAN Site Flan Welcome_Page_Text.pdf 27/09/2011 11:10:02 Delete
Al —I

OTHER this is to test QC 4272 Welcome_Page_Text.pdf 27/08/2011 12:01:11 Delste
P

To upload additional docurments to an application, please use the document attachment feature below. Please note, that the applicant is only able to upload
additional documents prior to the application being lodged. After this point, they will be unable to amend the application

Upload New Attachment

“Attachment Type ISeIecl j

“Describe the attachment I

J

e - | i
| _'I_I

‘Dona

T T T T T [@mtenet [F5 - [How -

4.

Electronic Housing Code (EHC) User Manual — May 2013

To open an attachment, click on the relevant file name. It will then open in
another window. Once you have reviewed the document, please close that
window.

To close this popup window, just press the cross in the top right hand corner of
that screen.

Page 112 of 154



7.1.5 How to upload additional documents

If you need to upload additional documents in connection with an application at any stage
of the process, such as terms and conditions, fee proposal, Owners Consent form; then
you are able to do so through the dashboard.

1. Once you have located the relevant application on your dashboard, select
“Attachments” from the drop down menu and select “Go”.

Manage My Applications

Yowr list of Comphying Development applications are displayed below.

“ou can sccess the spplication and visw attachments, accept or reject applicstions and make 3 determinstion on ledged applications by
s=lecting the desired action from the "Action” drop down list. Flease note the following helpful tips:
=« To accept or reject an applicstion for considerstion, select the appropriste sction from the sction drop down list.

« Tomaks 3 determination for 3 ledged spplication, select "Determinstion” from the sction drop down list.
« To view the current states of the application, view the "Status” column.

Show Search Fields
Displaying Records : 1-10f1 2 Refrazh

Deetails Status

Submission Lodged Date Determined Date Dietermination  Action
Date Period

Raoss Strest SEFTON MSW 2182 Australia 214/ DP

201122011 2122011 180 Select... | co
01:07:15 PM 1:28:52 PM

2. A new screen will open with the attachments related to that application. If it
doesn’t, please ensure that you have turned off any pop-up blockers enabled on
your computer.

At the bottom of this screen you will notice a heading “Upload New Attachment’.

3. Similar to step 5 of the application process, use the drop down menu to select
the relevant attachment type.
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9) APP-0000060672 Attachments - Mozilla Firefox =10l x|

l F: nsw.gov.au | https:fuat.licence nsw.gov. aufgls_portals/attachment. mycfEHCAttachments?ApplicationID=53190 ’_' _“]

Application No  APP 0000060672
EHC Generated Reports

Investigation Report System generated repart. EHC_Complying_Repart. pdf 29/11/2011 1:12:00 PM

Complying Application System generated repart. application. pdf 30/11/2011 9:46:36 A

Attachments Uploaded

SITE PLAN Site Plans with Elevations Site_Plan.pdf 2941142011 4:29:50  ehcapplicanttest@gmail.com  Delete |
P

lease use the document attachment feature below. FPlease note, that the applicant is only able to upload
H SITE 4u) N AT OE OO0 TO dTTTET ==l d) 4] dL0

Upload New Attachment

“Attachment Type |Se|ed.. =l

“Describe the attachment |

Browse

4. Input a description for the attachment, for example “Terms and Conditions for
ABC Council”.

5. Click the “Browse...” button to locate the attachment that you wish to upload.

6. Once you have uploaded the relevant document, it will automatically appear in the
attachments window under “Attachments Uploaded”.

Whilst an email will be sent to the applicant to advise them of the new document,
we recommend that you also inform your client using the comment feature of the
system.

6. To close this popup window, just press the cross in the top right hand corner of
that screen.
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7.1.6 How to leave a comment for the applicant

After viewing the application, you may require more information or additional documents
to be uploaded. You are able to communicate with the applicant through the dashboard.

1. Locate the relevant application on the dashboard.

2. Using the drop down menu associated with that application, select “Comments”
and click on “Go”.

Manage My Applications

“four list of Complying Development applications are displayed below.

*fou can access the applicstion and view attschments, acoept or reject applications and maks 3 determinstion on ledged applicstions by
sslecting the desired action from the "Action” drop down list. Please note the following helpful tips:

= To accept or reject an application for consideration, select the appropriste action from the action drop down list.

= Tomaks 3 determination for 3 lodged application, sslect "Determination” from the action drop down list.
= To wizw the current status of the spplication, visw the "Status" column.

Show S=arch Fizlds
Displaying Records : 1-1of 1 2 Refrezh

ApplicationMNo | Assigned To | Details
Submission Lodged Date Determined Date Determination  Action
Date Pericd

ARR- * Bankstown

Rose Strest SEFTON NSW 2182 Australia 214/DP

O0D00TT45T City Council

200122011 200122011 160
01:07:19 PFM 1:28:52 PM

3. A new window will open and you are able to see existing communication with the
applicant and add additional comments.
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Application No: APP 0000038708
Manage Comments

Add Comment: Expert comments here

Save Comment |

Displaying Comments:1 -1 of 1

it Test comment 01 31052011 11:09:32
A

4. When you send a comment to the applicant, an email will be sent to them notifying
them of the comment. Similarly, when an applicant sends you a comment, you will
automatically be sent an email advising you of the need to visit your dashboard.

5. To close this popup window, just press the cross in the top right hand corner of
that screen.
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7.1.7 How to Assign an application to another staff member

You are able to assign or delegate a lodged application to a member of staff. For
example you may wish to send an application to a particular Certifier for assessment,
based on your staff's workload. You are unable at this point in time to assign a task to a
staff member prior to lodgement.

For more information on setting up this ability for your Organisation, please contact the
EHC project management office at ehcteam@planning.nsw.gov.au . Please note: Those
Councils and Accredited (Private) Certifiers that have not set up this functionality will be
unable to use this system feature, and it is not a mandatory function.

1. Locate the relevant application on the dashboard.
2. Using the drop down menu associated with that application, select “Assign To”
and click on “Go”.

Please note: you are only able to select the “Assign To” function for applications
that have progressed to the “Pending” status

04:08:08 FM -
APP-0000090136 ' Sutherland WOLGER STREET COMO NSW 2226 Australia 125/DP Ready to Lodge
Shire Council 010202012 @
Select.. -
12:56:35 PM
APP-0000089423 Sutherland WOLGER STREET COMO NSW 2226 Australia 49//DF Pending
One
30/01/2012 30/01/2012 212 Assign To - @
10:43:41 AM 10:57:40 AM
APP-0000085467 ' Sutherland WOLGER STREET COMO NSW 2226 Australia 49//DP
Shire Council
17/01/2012 170172012 225 Select. - @
01:44:13 PM 1:48:01 PM
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3. A new window will open and you are able to select one member of staff from a
pre-determined list of staff (to setup this list, please email the EHC project
management office at ehcteam@planning.nsw.gov.au).

Once you have selected the desired member of staff, click on “Confirm”.

@ Meozilla Firefox . |. = = ﬁ
‘ @ https://uat licence.nsw.gov.au/gls_portal/EHC.mve/GetTeamMembers?application k

This application is currently assigned to:

Sutherland One

Please select the team member you want to assign the application

to:
I e

[ @ Sutherland One 1
o Sutherland Two

I k

4. Your Dashboard will automatically update to show the assigned staff member’s
name next to the application number. Please note, only the assigned staff
member and the administrator for your organisation will have the ability to
progress the application.

04:08:08 FM -
APP-0000090136 ' Sutherland WOLGER STREET COMO NSW 2226 Australia 125/DP Ready to Lodge
Shire Council 022012 @
Select.. -
12:56:35 PM
APP-0000089423 Sutherland WOLGER STREET COMO NSW 2226 Australia 49//DF Pending
One
/0172012 30/01/2012 212 Assign To - @
4341 AM 10:57:40 AM
APP-0000085467 ' Sutherland WOLGER STREET COMO NSW 2226 Australia 49/DP Pending
Shire Council
170142012 170172012 225 Select. - @
01:44:13 PM 1:48:01 PM

If the staff member assigned this task is on leave, the administrator for your
Oragnisation is able to re-assign the application to an available member of staff.
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7.1.8 Dashboard Status

The Electronic Housing Code system has been built to guide users through the process.
An example of this is the dashboard. Depending on the status of the application, you are
restricted as to the actions you can perform. This will assist people who are new to the

system and/or unsure of the next step to take.

Possible statuses on the expert dashboard include:

Status

Definition

Possible Actions (you are

restricted to these only)

Submitted for The applicant has Accept (applicant as a client)
Consideration submitted their application

to you for consideration. Reject (applicant as a client)

The application has yet to

be lodged. This is a pre- Comments (send/view comments)

assessment phase.

Set Fee (upload invoice)

Do not accept a client until | Attachments (view/add documents)

you have all the required

information, as once

accepted the applicant can

officially lodge their

application. This cannot be

reversed.
Pending Applicant has lodged their | Determination (Approved / Refused)

application with you for

assessment. The 10 day Comments (send/view comments)

approval process has

commenced. Attachments (view/add documents)
Approved You have assessed this Comments (send/view comments)

application and made an

approved determination. Attachments (view/add documents)
Refused You have assessed this Comments (send/view comments)

application and made a
refused determination.

Attachments (view/add documents)
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