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How to… 
Take control of a shared application 

Version 1.0 
Software version 2.28.0 

Background 
When you have been listed as a specific contact on the development application to be the 
primary contact or invoice contact during the development approval process, the applicant 
will email you instructions on ‘How to take control of a development application submitted by 
someone else’ (refer to the below example) and provide to you over the phone or by a 
separate email the ‘Access Code’ to access the application. 
 
A ‘primary contact’ will receive calls and/or correspondence from the relevant authority to 
clarify details of the application or requests to provide additional documentation and 
information. Whereas the ‘invoice contact’ will receive all correspondence related to the 
payment of fees. 
 

 
 
 
Getting Started 
Before you can take control of the application you will need to open an account. Refer to the 
instructions in: How to – Create an online account to lodge an application for home 
developments. 
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How to… 
Take control of a shared application 

Version 1.0 
Software version 2.28.0 

Once logged in the Your Applications dashboard is shown. If this is your first time signing 
in, there will be no applications available/listed until the following steps are completed to take 
control of the shared application. 

 

1. Click on Access an application submitted by someone else. 

 
 

2. Enter the Application ID and Access code provide by the applicant. 
 

3. Click Next to complete the action. 
 

 
 

4. An on-screen confirmation message advises ‘You now have access to application’ 
and then click Home to find the application in Your Applications screen. 
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