
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

BP001 - Builder Portal 
 



BP001 - BUILDER PORTAL 

Created: 2016-09-19  2 

BP001 - Builder Portal 
 
1. BP001 - BUILDER PORTAL ................................................................................................................. 4 
2. HOW TO NAVIGATE IN A COURSE .................................................................................................... 5 
3. CONTENT ............................................................................................................................................ 6 
4. OBJECTIVES ....................................................................................................................................... 7 
5. TRAINING MODES ............................................................................................................................... 8 
6. TOPIC: INTRODUCTION ...................................................................................................................... 9 
6.1. Topic: Introduction ........................................................................................................................... 9 
6.2. Introduction .....................................................................................................................................10 
6.3. Builder Portal Home Page Top .......................................................................................................11 
6.4. Builder Portal Home Page Bottom..................................................................................................12 
6.5. Process Overview ...........................................................................................................................13 
7. TOPIC: ACCESS TO BUILDER PORTAL............................................................................................14 
7.1. Topic: Access to Builder Portal ......................................................................................................14 
7.2. Accessing the Builder Portal ..........................................................................................................15 
7.3. Forgot your password .....................................................................................................................16 
7.4. Request Access ..............................................................................................................................17 
7.5. Access Approval .............................................................................................................................18 
8. TOPIC: REFERENCE LIBRARY ..........................................................................................................19 
8.1. Topic: Reference Library ................................................................................................................19 
8.2. Viewing the Reference Library........................................................................................................20 
9. TOPIC: CREATE A NEW REQUEST ...................................................................................................21 
9.1. Topic: Create a New Request .........................................................................................................21 
9.2. Create a New Request .....................................................................................................................22 
9.3. Full Design Approval.......................................................................................................................23 
9.4. Activity: Create a Full Design Approval Request...........................................................................23 
9.5. Miscellaneous Design .....................................................................................................................55 
9.6. Activity: Create a Miscellaneous Design Request .........................................................................55 
9.7. Case Comments - Received ............................................................................................................80 
9.8. Case Comments - Sent ...................................................................................................................81 
9.9. Case Comments - Email ..................................................................................................................82 
10. TOPIC: APPROVAL OUTCOME .......................................................................................................83 
10.1. Topic: Approval Outcome .............................................................................................................83 
10.2. Approval Outcome ........................................................................................................................84 
10.3. Example Email Notifications .........................................................................................................85 
11. TOPIC: PORTAL ACCOUNT INFORMATION ...................................................................................86 
11.1. Topic: Portal Account Information ...............................................................................................86 
11.2. Account Information .....................................................................................................................87 
11.3. My Settings Account & Location ..................................................................................................88 
11.4. Change My Password ...................................................................................................................89 
11.5. Profile Visibility .............................................................................................................................90 
11.6. Email Notifications ........................................................................................................................91 
12. SUMMARY ........................................................................................................................................92 
13. END OF COURSE .............................................................................................................................93 
 
 



BP001 - BUILDER PORTAL 

Created: 2016-09-19  3 



BP001 - BUILDER PORTAL 

Created: 2016-09-19  4 

1. BP001 - Builder Portal 

 



BP001 - BUILDER PORTAL 

Created: 2016-09-19  5 

2. How to Navigate in a Course 

 



BP001 - BUILDER PORTAL 

Created: 2016-09-19  6 

3. Content 

 



BP001 - BUILDER PORTAL 

Created: 2016-09-19  7 

4. Objectives 

 



BP001 - BUILDER PORTAL 

Created: 2016-09-19  8 

5. Training Modes 

 



BP001 - BUILDER PORTAL 

Created: 2016-09-19  9 

6. Topic: Introduction 
6.1. Topic: Introduction 

 



BP001 - BUILDER PORTAL 

Created: 2016-09-19  10 
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BP001 - BUILDER PORTAL 

Created: 2016-09-19  11 
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6.4. Builder Portal Home Page Bottom 
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6.5. Process Overview 
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7.5. Access Approval 

 



BP001 - BUILDER PORTAL 

Created: 2016-09-19  19 
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8.2. Viewing the Reference Library 
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9.2. Create a New Request 
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9.3. Full Design Approval 

 

9.4. Activity: Create a Full Design Approval Request 
Use this procedure to: 
  

 create a Full Design Approval Request, 

 upload the correct Plans as Design Documents and  

 when complete submit the request. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



BP001 - BUILDER PORTAL 

Created: 2016-09-19  24 

Explanation Screenshot 

(1) Click . 

 

(2) Click Application Type. 
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Explanation Screenshot 

(3) Click . 

 

(4) Click in the scroll area to scroll 
down. 
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Explanation Screenshot 

(5) Enter Elara in the Product 
field. 

 

(6) Click . 
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Explanation Screenshot 

(7) Enter Lincoln in the House 
Design Name field. 

 

(8) Enter 800000 in the Price field. 
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Explanation Screenshot 

(9) Click in the scroll area to scroll 
down. 

 

(10) Enter 2 in the Number of 
Storeys field. 
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Explanation Screenshot 

(11) Enter 2 in the Number of 
Carparks field. 

 

(12) Enter   4 in the Number of 
Bedrooms field. 
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Explanation Screenshot 

(13) Enter 2 in the Numbre of 
Bathrooms field. 

 

(14) Click Estimated Build Date. 
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Explanation Screenshot 

(15) Click . 

 

(16) Use the vertical scroll bar to 
display the desired screen area. 
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Explanation Screenshot 

(17) Click . 

 

(18) Click . 
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Explanation Screenshot 

(19) Click Roof Material . 

 

(20) Click . 
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Explanation Screenshot 

(21) Click in the scroll area to 
scroll down. 

 

(22) Click Fencing Plans 
Submitted. 
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Explanation Screenshot 

(23) Click . 

 

(24) Click Landscaping Plans 
Submitted. 
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Explanation Screenshot 

(25) Click . 

 

(26) Enter 65 in the Site 
Coverage % field. 
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Explanation Screenshot 

  
You only need to populate 1 of the 
Energy Ratings, not both. 
(27) Click Energy Rating 
(BASIX). 

 

(28) Click . 
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Explanation Screenshot 

(29) Click Hot Water Energy . 

 

(30) Click 

. 
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Explanation Screenshot 

(31) Click Cooking Energy. 

 

(32) Click . 
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Explanation Screenshot 

(33) Click in the scroll area to 
scroll down. 

 

(34) Click Liveable Guidelines. 
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Explanation Screenshot 

(35) Click . 

 

(36) Click Liveable Guidelines 
Compliance Level. 
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Explanation Screenshot 

(37) Click . 

 

(38) Click Owner Type. 

 



BP001 - BUILDER PORTAL 

Created: 2016-09-19  43 

Explanation Screenshot 

(39) Click . 

 

(40) Enter Peter in the First Name 
field. 
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Explanation Screenshot 

(41) Enter Turner in the Last 
Name field. 

 

(42) Click in the scroll area to 
scroll down. 
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Explanation Screenshot 

(43) Enter 52 Spring Street in the  
text field. 

 

(44) Enter Blacktown in the 
Suburb field. 
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Explanation Screenshot 

(45) Click State . 

 

(46) Click . 
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Explanation Screenshot 

(47) Enter 2148 in the Postcode 
field. 

 

(48) Enter 0410123456 in the 
Phone field. 
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Explanation Screenshot 

(49) Enter 
petert@stockland.com.au in the 
Email field. 

 

(50) Click in the scroll area to 
scroll down. 
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Explanation Screenshot 

(51) Click . 

 

  
Next Step: 
Load the Design Documents. 
(52) Click 

. 
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Explanation Screenshot 

(53) Click . 

 

(54) Click . 
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Explanation Screenshot 

(55) Click . 

(56) Click . 

 

(57) Click . 
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Explanation Screenshot 

  
Load all other Design Documents. 

  
Next Step: 
Submit the request. 

(58) Click . 

 

(59) Click Status. 
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Explanation Screenshot 

(60) Click . 

 

(61) Click . 
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Explanation Screenshot 

(62) Click . 

 

Create Full Design Approval 
Request 
  
You have successfully,  

 created a Full Design 
Approval request, 

 uploaded all the Plans 
as Design Documents and 

 submitted the request. 
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9.5. Miscellaneous Design 

 

9.6. Activity: Create a Miscellaneous Design Request 
Use this procedure to: 
  

 create a Miscellaneous Design Request, 

 upload all the Plans as Design Documents and  

 when complete submit the request. 
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Explanation Screenshot 

(1) Click . 

 

(2) Click Application Type. 
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Explanation Screenshot 

(3) Click . 

 

(4) Click in the scroll area to scroll 
down. 
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Explanation Screenshot 

(5) Enter Elara in the Product 
field. 

 

(6) Click . 
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Explanation Screenshot 

(7) Click in the scroll area to scroll 
down. 

 

(8) Click Estimated Build Date. 
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Explanation Screenshot 

(9) Click . 

 

(10) Click here . 
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Explanation Screenshot 

(11) Click . 

 

(12) Click . 
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Explanation Screenshot 

(13) Click Roof Material . 

 

(14) Click . 
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Explanation Screenshot 

(15) Click in the scroll area to 
scroll down. 

 

(16) Click Fencing Plans 
Submitted. 
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Explanation Screenshot 

(17) Click . 

 

(18) Enter 65 in the Site 
Coverage % field. 
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Explanation Screenshot 

(19) Click Energy Rating 
(BASIX). 

 

(20) Click . 
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Explanation Screenshot 

(21) Click in the scroll area to 
scroll down. 

 

(22) Click Owner Type. 
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Explanation Screenshot 

(23) Click . 

 

(24) Enter Kim in the Frist Name 
field. 
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Explanation Screenshot 

(25) Enter Banham in the Last 
Name field. 

 

(26) Click in the scroll area to 
scroll down. 
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Explanation Screenshot 

(27) Enter 52 Spring Street in the 
Street text field. 

 

(28) Enter Blacktown in the 
Suburb field. 
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Explanation Screenshot 

(29) Click State. 

 

(30) Click . 
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Explanation Screenshot 

(31) Enter 2148 in the  field. 

 

(32) Enter 0410123456 in the 
Phone field. 
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Explanation Screenshot 

(33) Enter 
kimb@bigpond.com.au in the 
Email field. 

 

(34) Click in the scroll area to 
scroll down. 
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Explanation Screenshot 

(35) Enter Submitting Fencing 
Plans in the  text field. 

 

(36) Click . 

 



BP001 - BUILDER PORTAL 

Created: 2016-09-19  74 

Explanation Screenshot 

  
Next Step: 
Load the Design Documents. 
(37) Click 

. 

 

(38) Click . 
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Explanation Screenshot 

(39) Click . 

 

(40) Click . 

(41) Click . 
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Explanation Screenshot 

(42) Click . 

 

  
Upload all other Design 
Documents. 

  
Next Step: 
Submit the request. 

(43) Click . 
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Explanation Screenshot 

(44) Click Status. 

 

(45) Click . 
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Explanation Screenshot 

(46) Click . 

 

(47) Click . 
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Explanation Screenshot 

(48) Click in the scroll area to 
scroll down. 

 

Create Miscellaneous 
Design Request 
  
You have successfully,  

 created a Miscellaneous 
Design Request, 

 uploaded all the Plans as a 
Design Documents and 

 submitted the Request. 
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9.7. Case Comments - Received 
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9.8. Case Comments - Sent 
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9.9. Case Comments - Email 
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10. Topic: Approval Outcome 
10.1. Topic: Approval Outcome 
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10.2. Approval Outcome 
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10.3. Example Email Notifications 
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11. Topic: Portal Account Information 
11.1. Topic: Portal Account Information 
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11.2. Account Information 
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11.3. My Settings Account & Location 
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11.4. Change My Password 
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11.5. Profile Visibility 
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11.6. Email Notifications 
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12. Summary 
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13. End of Course 

 


