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How to… 
Reset a submitted building and rectification 
notification Version 1.1 

 

Background 
When a building notification submitted in error the inspecting council can reset the 
submission up until an inspection outcome of ‘successful’ or ‘unsatisfactory’ recorded. 
Inspection records and historical documents are retained following a reset. 
 
Includes instructions 

• Resetting mandatory ‘commencement’ notification 

• Resetting mandatory ‘completion’ notification with inspection required 

• Resetting rectification notification with no to inspect 

 
Related Instructions 
Building Inspections | PlanSA instructions How to – Record a 'to be inspected' decision for a 
rectification notification. 
  

https://plan.sa.gov.au/about/support_library/building_inspections
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Resetting mandatory ‘commencement’ notification 

An inspected rectification notification cannot be reset. 

 
The following instructions will demonstrate resetting the ‘Granny Flat’ commencement of 
building work notification. 
 

 
 

1. Search for the application. 
 

 
 

2. Click on the application ID from the list of search results. 
 

 
 

The Summary page of the development application opens. 

3. Click on the Building Notifications tab to view list of building/building work 
notifications. 
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The Building Notifications page opens. 

4. Locate the building notification submitted in error and complete action Reset 
Rectification Response. 

 

The Completion of Framing Rectification Reset page opens. 

5. Provide a reset reason (mandatory). 
 

6. Click on UPLOAD to upload a document. 

 
 
The Open window opens. 
 

7. Drag-and-drop files into the upload field. 
 

8. Click Cancel to close the Open window. 
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The document uploaded is to be categorised 

 

9. Click SAVE CHANGES. 

The Building Notifications page opens, and the submitted notification is reset, clearing the 
submitter and activity date fields. 
 

 

An event history record is created capturing the building notification reset in the Event 
History page. 
 

 
 
Click on the event record to view more details. 
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If an inspection was to take place, the created inspection record will have been cancelled 
and the record removed from the Inspections page of the development application.  

 

The task to Record an inspection outcome is cancelled and removed from the Summary 
page and the My Tasks list allocated to the council. 

 
Image showing the Summary page after resetting a notification with an inspection required 

 
Image showing MY TASKS after resetting a notification the record inspection action is removed. 

The submitted notification is removed from the building notification Decision Outcome 
dashboard. 
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Stakeholders are notified of the notification reset 
 
An email Building Notification Reset is sent and received by the following. 

• Building notification email for the organisation (if exists) 
• Organisation email (if no building notification email) 
• User who submitted the notification 
• Applicant contacts 
• Primary contact 

 

 
 
  



 

OFFICIAL 

7 

How to… 
Reset a submitted building and rectification 
notification Version 1.1 

 

Resetting mandatory ‘completion’ notification with 
inspection required 

An inspected rectification notification cannot be reset. 

 
The Building Notifications list (if recent decision) will show the building notification in the 
Decision Outcome list prior to the reset. 
 

 
 

1. Click on DECISION OUTCOME to view a list of notifications with an inspection 
decision. 
 

2. Click on the application ID to open the development application.  
 

 
 
The Summary page of the development application opens and shows a Record Inspection 
Outcome action. That same action is available in the My Tasks list and assigned to the 
council. 
 

 
Image showing the Record Inspection Outcome task 
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3. Click on Building Notifications tab to view the building/building works. 
 

 
 
The Building Notifications page opens.  

 
 

4. Click on Reset Building Notification. 
 

 
 
The Completion of Building Work Building Notification Reset opens. 
 

5. Complete the Reset Reason and upload a document (as required). 
 

6. Click on SAVE CHANGES. 
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The Building Notifications page opens and with the submitter, date of activity and to be 
inspected fields reset and cleared. 
 

 
 
The inspection record is cancelled and removed from the Inspections page.  
 

 
 
The task to Record Inspection Outcome is cancelled and removed from the Summary page. 
 

 
 
The uploaded Statement of Compliance document is automatically superseded by the 
system and removed from the Documents page. 
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Click on the Superseded checkbox to view the superseded Statement of Compliance 
document. 
 

 
 
An event history record is created capturing the building notification reset in the Event 
History page. 
 

 
 
Click on the event record to view more details. 
 

 
 
The submitted notification is removed from the building notification Decision Outcome 
dashboard. 
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Stakeholders are notified of the notification reset 
 
An email Building Notification Response Reset is sent and received by the following. 

• Building notification email for the organisation (if exists) 
• Organisation email (if no building notification email) 
• Organisation email of the authority who issued building consent 
• User who submitted the notification 
• Land owner 
• Builder (if Certificate of Occupancy required) 
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Resetting rectification notification with no to inspect 

An inspected rectification notification cannot be reset. 

 
The Rectification Notifications list (if recent decision) will show the rectification notification in 
the Decision Outcome list prior to the reset. 
 

 
 

1. Click RECTIFICATION NOTIFICATIONS to view submitted and notifications with an 
inspection decision outcome. 

 
2. Click on Decision Outcome and search by the application number. 

 
3. Click on Application ID to open the application. 

 
 

The development application – summary page displays.  
 

4. Click on Building Notifications tab. 
 
The building notifications page displays. Scroll down until the Building Rectifications are 
visible. 
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5. Click Reset Rectification Response. 
 

 
 
The Completion of building work page opens.  
 

6. Record a reason (mandatory) for the reset and upload supporting documentation (as 
applicable). 

 
7. Click SAVE CHANGES. 

 
 
The Building Notifications page displays and the rectification notification reset to ‘record 
rectification response’. 
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The application is removed from the Rectification Notifications and Decision Outcome 
dashboard and with the applicant to re-submit when ready. 
 

 
 
An event history record is created capturing the building notification reset in the Event 
History page. 
 

 
 
Click on the event record to view more details. 
 

 
 
Stakeholders are notified of the notification reset 
 
An email Building Notification Response Reset is sent and received by the following. 

• Building notification email for the organisation (if exists) 
• Organisation email (if no building notification email) 
• Organisation email of the authority who issued building consent 
• User who submitted the notification 
• Land owner 
• Builder (if Certificate of Occupancy required) 
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