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Version 1.0 
 



 

About this document 
The guide is intended for customer service officers and administrative staff responsible for 
handling customer development application enquires and staff who respond to internal 
referral requests. 
 
The document provides guidance on how to: 

• Access and use DALite. 
• Search for applications and internal referrals. 
• Locate active tasks, assessment reports and applications requiring action. 
• Review application information, including locations, contacts, consents, 

development approvals, referrals, invoices and documents. 
• Manage fees, fee advice notices and fee payments. 
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1.0 DALite  

1.1 Available functionality and information 

Search for application 
There are five search methods available, refer to the table below. 

Search method Acceptable criteria 

Applicant name Name in full: Penny Public, Signs R Us. 
Partial name: Penny, Public, Signs. 

Land owner Name in full: Penny Public, Signs R Us. 
Partial name: Penny, Public, Signs. 

Location 
Address in full: 83 Pirie St Adelaide SA 5000 
Partial street address: Pirie St 
Suburb/Town: Adelaide 

Application ID Only accepts the full number, e.g. 26000001. 

Development number Only accepts the full number, e.g. 674/C415/25. 

Title Reference Only accepts the full reference, e.g. CT 6297/43. 
 

Search tips 
 
Location search tips 

• The location search only accepts the abbreviated name for example ST (Street), RD 
(Road) and AV (Avenue). Will not return results for Street, Road, Avenue etc. 

• For an address containing a street number range, the search will list applications 
containing the street number range, with a hyphen, spaces or without spaces only if 
it matches the entered address.  
For example, 89 -91 ARTHUR ST has a space before the hyphen and no space 
after the hyphen. The address must be entered exactly as shown with the spaces 
otherwise no matches are returned. 

• A street name containing an apostrophe, for example O'Connell, a search with or 
without the apostrophe (') will return results. 
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Filter search results 
If a search returns multiple resulats, select Filter Search Results to narrow the list by Type 
(Application, Consent, or Development Approval) and the corresponding Status of the 
selected type. 
 

  
 
Filter by Application Status 
 

 
 
Leave the Type default selection of Application and select the required Status from the 
drop-down menu. Single selections allowed only, and includes statuses, processing, 
submitted, lodged, not required, refused, development approval granted, withdrawn, 
cancelled, discontinued and lapsed (expired). 
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Filter by Consent Status 
 

 
 
When Consent is selected in the Type filter, an additional Consent Type filter is displayed 
alongside the existing Status filter, providing more options to narrow the search results. 
 
The Consent Type filter allows single selections only and includes, Planning Consent, 
Planning and Land Division Consent, Land Division Consent and Building Consent.  
 
The Status filter allows single selections only. Refer to the table below for both in progress 
and completed statuses. 
 

Status Consent is … 

Awaiting further information Under assessment 

Awaiting mandatory documentation In verification 

Awaiting additional payment Under assessment 

Awaiting Payment In progress 

Awaiting verification Not yet started 

Awaiting precursor consent Not yet started 

Under appeal Under assessment 

Under Assessment Under assessment 

Under Assessment (concurrence) Under assessment 

On hold (applicant request) Under assessment 

On hold referred to Commission (Building) Under assessment 
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Status Consent is … 

Inconsistent Completed  

Granted Completed 

Refused Completed 

Not required Completed 

Retracted - 

Initialised - 

Processing - 

Withdrawn - 

Cancelled - 

Lapsed (expired) - 

Discontinued - 
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Filter by Dev Approval status 
 

  
 
When Dev Approval is selected in the Type filter the Status drop-down menu shows in 
progress and completed development approval statuses. Refer to the table below. 
 

Status Development approval is … 

Awaiting additional payment In progress 

In progress In progress 

Inconsistent In progress 

On Hold In progress 

On Hold (applicant request) In progress 

On Hold – Deemed consent being finalised In progress 

Not Required Completed 

Granted Completed 

Retracted - 

Cancelled - 

Withdrawn - 

Discontinued - 

Lapsed (expired) - 
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Use the Reset button to clear the Search by field and Filter Search Results applied 
filters. 

  
 
In the example below, the selected Search by option (Location) is retained, but the 
search value is cleared. The Filter Search Results settings are also reset, with both Type 
and Status returning to All. 
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Navigate search results 
1. Search from the Home tab. This example is for performing an application ID 

search. 
 

 

The matching application is displayed in the search results.  

The search results table will show the active approval in the Consent/Stage/Dev 
Approval column, the Relevant Authority, the allocated assessor (if allocated) and 
status of the approval. 

2. Click on ‘+’ to expand and show more information. 

 

More application information includes the lodged date, application status and an 
Assessment status breakdown. Click on ‘–‘ to show less information. 
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3. Click on the ID number to open the application. 
 

 
 
The Application Summary page opens, displaying a Back to Results option and a side 
menu for navigating to Application Summary, Locations, Application Contacts, Consents, 
Development Approval (if issued), Invoices, and Documents. 
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1.2 Application Information 

Application Summary 

Information that can be obtained from the Application Summary page includes: 

• Whether the application has been lodged. A lodged application is indicated by a 
date displayed in the Lodgement Date field and an Application Status of Lodged. 

• The nature of the development. 
• The development cost. 

The Application Status will transition through the following statuses, submitted, lodged, 
not required, refused, development approval granted, withdrawn, cancelled, discontinued 
and lapsed (expired). 
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Locations 

The Locations page displays the application location on a property map image linked to 
SAPPA, along with site-specific information including title and parcel references, 
coordinates, and the relevant local council. 

 

Where an application contains multiple locations, each location is displayed in a separate 
accordion. Expand individual accordions, or select Expand All, to view detailed location 
information such as title references, plan and parcel details, coordinates, and council 
information. 
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Application Contacts 
The Application Contacts page displays individual accordions with the contact type 
(applicant, land owner, primary contact, invoice contact, builder, registered building work 
supervisor, building certifier, building owner, and owner’s agent) and the contacts’ name. 

 

Expand the contact accordion individually or use the Expand All button. 

 

The contact information available includes the following. 

• Preferred contact method of email or post, 
• Phone number and alternative phone number, 
• Email address, and 
• Residential/postal address. 
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Consents 

The Consents page displays all consents associated with the application, including the 
status of each consent. 

 

Expand the consent accordion to view more information, including the Relevant 
Authority, allocated assessor, date verification started, date assessment started, 
consent operative end date will populate on approval and where applicable shows 
Public Notification consultation period starts and closes dates. 
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Transitional Consents 

If the Planning Consent or Planning and Land Division Consent is transitional, only the 
Relevant Authority, Decision Date, and Consent Operative End Date fields are 
populated. 
 

 
 

The Documents accordion displays assessment-related documents associated with the 
consent. Available documents can be viewed and downloaded as required. 

• Verification snapshot 
• Verification Outcome 
• Assessment snapshot 
• Stamped plans 
• Decision Notification Form 

For transitional Planning Consents and Planning and Land Division Consents, no 
documents are available. 
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Referral Requests 

For consents that include a referral request, the Referral Body accordion is displayed. 
The accordion includes the referral body name, request status (distributed, recalled or 
responded) and expand the accordion to view the distributed date. 
 

The Referral Body accordion does not show referral requests with an Awaiting further 
information or expired status. 

 

 
 
Essential Safety Provisions (ESPs) 

For Building Consents, if the building or building work includes Essential Safety 
Provisions (ESPs), an accordion is displayed for each ESP Schedule. Expand the 
accordion to view the details associated with that schedule. 

The generated Form 1, Form 2 and/or Form 3 are available from the Documents page. 

 

 



15 

Development Approval 
The Development Approval menu item does not appear while prerequisite consents are 
awaiting a decision. Once all prior consents have been determined, the Development 
Approval menu item is displayed and remains available throughout the development 
approval process. The page displays development approval details, including the 
assigned assessor where an allocation has been made. 

 

The Decision Date and Substantial Commencement date are populated once 
development approval is issued. 

 

If building consents are staged an accordion is shown for each stage. Expand each 
individually or use the Expand All button.  
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Internal referrals 
The Internal Referrals page displays both distributed referral requests and referral 
responses. Each referral is listed within an accordion that shows the associated consent 
type (Planning, Planning and Land Division, Land Division, or Building) and the 
referral type, for example Arboriculture Street Tree.  

Expand the accordion to view the referral request and response details: 

• Distributed Date shows the date the referral request was sent. 
• Requested By displays the name of the person who submitted the referral request. 
• Request displays the referral details entered by the requester. 
• Respondee displays the person nominated to provide a response and includes an 

option to reassign the request. 
• Response Due Date displays the due date for the response, where one has been 

specified; otherwise, the field is blank. 
• Response remains blank until a response has been submitted. 
• Response Date remains blank until a response has been submitted. 

 

The Document type, date added and document link will show ‘No documents found’ 
when no documentation uploaded with the request. 
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How to reassign the request 
1. Click on Reassign. 

 
The Search for Respondee field displays with option to Cancel the action. 

 

2. Start typing the person’s name and a list of matching names display.  

3. Click on the person’s name and Reassign. 

 
The Search for Respondee window closes, and a Successfully Reassigned 
confirmation message is displayed. Refresh the page to update the referral details and 
display the name of the newly assigned respondee. 

 

 
 



18 

Respond to an Internal Referral Request 
1. Search for internal referral request and click on the application ID to open. 

 

 

The Internal Referrals page displays all distributed and responded referral requests for 
the application. Only the assigned user can provide and submit a referral response. If you 
are not assigned to the referral, response submission options will not be available (refer to 
the example below). 
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2. Review the associated documentation on the Documents page. Additional 
information from the consent assessor may be provided in the Referral Response 
Template available within the Documents section of the referral request. 

 

 

3. Provide a Response (mandatory). 
 

 
 

4. Click on Choose File to upload saved response documentation. 
 

5. Click Cancel to close the Open window. 
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The document shows with the option to remove file. Repeat steps until all documentation 
uploaded. 
 

6. Click Submit Response. 
 

 
 
The Internal Referrals page shows, including message Response recorded successfully. 
This will take a few minutes to update. Please refresh to view the update page. 

7. Click on Please refresh to view the update page. 
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Once the response is submitted, the internal referral status changes to Responded, and 
the Response details and Date Responded are recorded and displayed.  
 

 
 
The uploaded response documentation is available in the Documents page. Filter by 
document type Council referral Response. 
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Invoices 
The Invoices page displays both awaiting payment and fees paid. Each invoice is listed 
within an accordion that shows the fee advice type and associated consent type 
(Planning, Planning and Land Division, Land Division, or Building) and payment status 
(Fees Pending or Fees Paid).  

 

Expand the accordion to view the fee breakdown and fee payment details: 

• Type will indicate whether the fee generated on verification completion or under 
assessment. 

• Invoices show the payment method (cheque, cash, EFT or credit card). 
• Invoice date shows the fee advice generated date. 
• Payment date shows date paid. 
• Receipt Reference remains blank. 
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How to record external fee payment 
1. Click on Record External Payment. 

 

  
 
The Fee Advice Payment for Application window opens with the Invoice Fees Payable 
and a blank payment details form. 
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2. Select the Payment Type (mandatory), for this example Paid by Credit Card. 
 

3. Complete the following payment fields (mandatory). 
• Relevant authority’s financial system receipt or transaction number. 
• Relevant authority’s financial system user who entering the payment. 
• Relevant authority’s financial system date. The date can be backdated. 

 

 
 

4. Upload receipt. Click on Choose File. 
 

 

The Open window displays. Navigate to the saved folder location to select the receipt and 
Open to attach. The Open window closes automatically. 
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The document shows in the Choose file field and a Selected files option displays with 
same. An option to remove file is available. 

5. Click Save payment record. A Cancel option is available to exit the payment form. 
 

 

A confirmation of payment recorded successfully displays.  

6. Click Close. 
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The Invoices page displays showing the Fees Pending and Record External Payment 
still showing. 

 

7. Manually refresh the browser to update the Invoices page and reflect the fees 
have been paid. 
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8. Expand the invoice accordion to view the payment details. Includes the invoice 
method of Credit Card and the Payment date. 

 

 

Both the Fee Advice and Tax Invoice are available from the Documents page. 
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Documents 

The Documents page contains subset of uploaded and system generated documents. For 
a complete List of available documents go to page 31. 

Available information 

 

The Documents page includes the following information. Note: Columns cannot be 
sorted. 
 

Column Information 

Document Type 

The document type may be selected by the applicant, 
assigned by the relevant authority, or automatically 
applied by system-generated processes, depending on 
how the document is created or uploaded. 

Document Description 

Is available only for specific document types (refer to 
the List of available documents). For document 
types that do not support a description, the field 
remains blank. 

Date Added Is the date the document was uploaded or generated 
by a system process. 

Document link Is a link to download the document. 

Visible to Applicant 
Only selected document types are visible to applicants. 
Documents not intended for applicant access are 
hidden and will not be displayed to the applicant. 

Internal to organisation 

Documents marked as Internal Use Only by the 
relevant authority are intended for internal 
organisational use and are not visible to applicants or 
other relevant authorities. 
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Navigate documentation  
The Documents page displays up to 10 records per page, as indicated by the results 
counter (for example, Showing 1 to 10 of 14 rows). Where more than 10 records are 
returned, page navigation controls are available to move between result pages. 

A Rows per page option is also available. Select the drop-down list to increase the 
number of records displayed, for example, 20 rows per page. 

 

 

Filter documentation listing 
A Filter by Document Type option is available and defaults to Show All. The drop-down 
list displays only the document types currently available in the documents table and does 
not include document types that are not present.  

 
 

The Download all button does not download all the documents in the table. Upon 
selecting a document, the button label changes to match, for example P&D Code Rules – 
at Verification. 
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Download a document 
To download a document, click on the Document Link. 
 

 
 
The Downloads window shows in the opened browser (below example is in Edge) with 
the document download with an Open file option. 
 
Click on Open file to view the document. 
 

 
 
The document opens in a new browser tab and available locally in your download folder. 
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List of available documents 
The following table outlines all documentation, including whether visible to the applicant or 
not. 
 

Document Type Publicly 
Available 

Description 
available 

Visible to 
applicant 

Referral Response YES NO YES 
Application Snapshot NO NO NO 
Applicant Response NO NO YES 
Application NO NO YES 
Assessment Snapshot NO NO NO 
Building Envelope Plan NO NO YES 
Bushfire Requirements NO NO YES 
Certificate of Lease NO NO YES 
Certificate of Title NO NO YES 
CoA Final Plan NO NO YES 
Council Referral Response NO NO NO 
Decision Notification Form YES NO YES 
Detailed Elevations NO NO YES 
Development Approval Snapshot NO NO NO 
Development Approval YES NO YES 
Elevations NO NO YES 
Fee Advice NO NO YES 
Floor Plans NO NO YES 
Form 1 YES NO YES 
Form 3 NO NO YES 
Form 2 NO YES YES 
Further Information NO YES YES 
Internal Correspondence NO YES NO 
Land Division Consultation Report NO NO YES 
Land Management Agreement (LMA) NO NO YES 
Lease Plan NO NO YES 
Letter to Council NO NO NO 
Location Plan NO NO YES 
Other Documents NO YES YES 
P&D Code Rules - at Assessment Start NO NO NO 
P&D Code Rules - at Verification NO NO NO 
Planning Documents NO YES YES 
Pre-Lodgement Agreement NO NO YES 
Proposed Plan of Division NO NO YES 
Combined Representations YES NO YES 
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Document Type Publicly 
Available 

Description 
available 

Visible to 
applicant 

Final Sign On Land NO NO YES 
Public Notification Document For Public YES NO NO 
Sign On Land NO NO NO 
Referral Response Snapshot YES NO YES 
Referral Response Template YES NO NO 
Response Document NO NO YES 
Response To Additional Information Request NO NO YES 
Scheme Description NO NO YES 
Sectional Drawings NO NO YES 
Site Plans NO NO YES 
Stamped Plans NO NO YES 
Stamped Plans - Dev Approval NO NO YES 
Survey Plan NO NO YES 
Tax Invoice NO NO YES 
Technical Report - Acoustic NO NO YES 
Technical Report - Building Calculations NO NO YES 
Technical Report - Crime Prevention NO NO YES 
Technical Report - Design Statement NO NO YES 
Technical Report - Energy Efficiency NO NO YES 
Technical Report - Heritage NO NO YES 
Technical Report - Landscaping NO NO YES 
Technical Report - Native Vegetation NO NO YES 
Technical Report - Other NO YES YES 
Technical Report - Regulated Trees NO NO YES 
Technical Report - Shade Diagrams NO NO YES 
Technical Report - Site Contamination NO NO YES 
Technical Report - Stormwater NO NO YES 
Technical Report - Traffic & Parking NO NO YES 
Technical Report - Waste Management NO NO YES 
Technical Report - Wind Study NO NO YES 
Variation Outcome NO NO YES 
Verification Snapshot NO NO NO 
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1.3 Internal Referrals 
The Internal Referrals tab shows all internal referral requests, includes distributed, 
responded and recalled.  

 

Search for internal referral request 

There are six search fields available, refer to the table below. One or more search fields 
can be used to refine the search. 

Search method Acceptable criteria 

Application ID Only accepts the full number, e.g. 26000001. 

Internal Referral Type Start type the referral type name and a list of matches will 
show. Refer to table for full list of names. 

Respondee Start typing the user’s name and a list of matches will 
show. 

Referral Status Start typing the status name, Distributed, Responded or 
Recalled. 

Date Range 

The Date Type filter defaults to Requested and can be 
changed to Responded. This filter is used in conjunction 
with the From and To date fields to refine search results 
based on the selected date type and date range. 

From and To Enter date using format 30/09/26 or use the  calendar. 
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Search field: Internal referral type 
 

Internal referral types 

• Arboriculture – Regulated or Significant Tree 

• Arboriculture – Street Tree 

• Building Surveyor 

• Civil Stormwater 

• Communications, Engagement and Events 

• Community Development 

• Community Safety 

• Community Services 

• Economic Development 

• Environment Health - Food 

• Environment Health – Waste 

• Engineering 

• Heritage 

• Landscaping and Natural Resources 

• Parks and Open Space 

• Property 

• Rates 

• Road Name 

• Sport and Recreation 

• Strategic and Policy Planning 

• Sustainable Assets 

• Traffic 

• Urban Design 

• Works 

• Water Entity 

• Other 
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How to view a list of distributed internal referrals 
1. Type distributed in the Referral Status field and Search. 

 

The table is filtered to display distributed internal referrals, and the Showing results count 
indicates the total number of requests returned. 

 

Further refine the distributed internal referrals for a specific requested date range, for 
example in the last week, fortnight, month etc. 

2. Leave the Date Range default of Requested. 
 

3. Start typing the from date in the From field and select date in the calendar 
displayed. 
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4. Click OK to confirm selected start date. 
 

 
 

5. Start typing the from date in the To field and select date in the calendar displayed. 
 

 

6. Click OK to confirm selected end date. 
 

 

7. Click Search to refine by the entered requested date range. 
 

The table shows distributed referrals between 28 September and 30 September and the 
Showing results count indicates the total number of requests returned. 
 

 
 



37 

Navigate search results 
The search results table includes the consent type, current consent status, the 
respondee (i.e. person nominated to respond), the referral status, date requested and 
response due date (if entered). 

1. Click on ‘+’ to expand and show more information. 

 

Expanded information includes the request details, requester name, and applicant 
name(s). For requests with a status of Distributed, the Response and Response Date 
fields are blank until a response is submitted. Select “−” to hide the additional information. 

 

2. Click on the ID number to open the application. 
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Preview Internal Referral Request 
The Internal Referrals page opens. Refer to topic Internal referrals in 1.2 Application 
Information for more information. 
 

 
 





 

 

For further information visit 
plan.sa.gov.au 
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