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The City of Swan is proud to launch our Online 

Services Portal, making it easier for you to manage 

your applications. 

This how-to guide will walk you through processes 

related to your applications, such as: 

• Create your Account. 

• Create and Track your Applications. 

• Update your postal address or contact details. 
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1. Register your details 
The City of Swan (the City) recently sent you an email with an activation key inviting you to register for our new Online 

Services Portal. 

 

If you did not receive your email, or you’re having trouble locating it, please call Building Services on 9278 9603. 
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1.1 Builders name and activation key 

The link provided in our email will direct you to the activation page.  

Note: * is a required field. 

Please insert the details you were provided within the email, including your company name, activation key and 

Username. 

Note: Username will be provided in the activation email. 

Click Next. 
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1.2 Online Services Terms of Use 

You will be directed to City of Swan Online Services Terms of Use.  

Please read carefully.  

To proceed, please tick 

I accept the disclaimer provided. 

Click Next. 

 

 
 
 

 
Enter the Username provided in your email and create a Password. 
Click Submit. 
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1.3 Create a password 

Your password must: 

• Be at least 6 characters long 

• Have at least one uppercase character 

• Have at least one lowercase character 

• Have at least one number 

• Have at least one special character from the following symbols: ! @ # $ % ^ & * ( ) _ , . : ; | = ‘ 

• Have no more than two repeated characters (two of the same character next to each other, e.g. ee or 33).  

Click Submit. 

 

You will need to sign out, then sign back in to finish activating your account. 

Now you are good to go! 

A confirmation email will be sent to your nominated email address. 

Please save this email in case you forget your username. 
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2. Sign into the Online Services Portal 

 
 

The link you received in your confirmation email will take you to the sign-in page of the Online Services Portal. Please 
select SIGN IN in the top right hand corner and then please enter your User Name and Password. 
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3. Using the Online Services Portal to lodge Applications 
After you log into the Online Services Portal, you will be automatically directed to the Home page. From here, you can 

view any Applications that have been submitted by your Company as the Applicant. 

 

3.1 To Lodge an Application 
 

Click Lodge a building application. 

 
Click the drop-down arrow to see a list of Application Types. 
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Select the Application Type. 
 
Scroll to the bottom and select Next. 
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3.2 Search for a Property 

Search for the Property address.  
 
Enter the Street Number. 
 
When typing in Street Name, Street Type and Suburb a list will appear, pick from the list.  
 
Click the Search button when all details entered are correct. 
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Click the Advanced Search to search for a Lot Number.  
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Search Results. 
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Select the Address and click the Next button. 
 

 
 
 

Ensure the Applicant on your application form matches the Applicant listed on the account  
Click the Next button. 
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3.3 Providing the Application Details 

All fields with a * or red text are mandatory fields. Click Next. 
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3.4 Uploading documents  

All fields with a * or red text are mandatory fields.  
Select the Choose File button to navigate and upload your file. 
Click Next. 
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All fields with a * or red text are mandatory fields.  
Select the Choose File button to navigate and upload your file. 
Click Next. 
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All fields with a * or red text are mandatory fields.  
Select the Choose File button to navigate and upload your file. 
Click Next. 
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3.5 Confirm your Application 

 
Review all details. 
 
Lodgement Fee is an estimated fee only. 
 
Please note the Lodgement Fee depends on the application’s initial assessment and the correct and/or completed 
information in the application. 
 
Once an initial assessment has been completed, we will let you know whether your application has been accepted or 
rejected. 
 
If the application is accepted, we will send you a Payment Request and instructions on how to make the payment. 
 
If any information is incorrect, select the Previous button and correct the fields required. 
 
Click Next when all fields are correct. 
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You will receive 2 automated emails - Application Lodgement Confirmation email and for Fee Estimate email  
 
Lodgement Fee is an estimated fee only. 
 
Please note the Lodgement Fee depends on the application’s initial assessment and the correct and/or completed 
information in the application. 
 
Once an initial assessment has been completed, we will let you know whether your application has been accepted or 
rejected.. 
 
If the application is accepted, we will send you a Payment Request and instructions on how to make the payment. 
 
Application Lodgement Confirmation email 

 
 
Fee Estimate email 
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If you have submitted all your applications, click the SIGN OUT button. 

 
 
To create another Application, select Home and click Lodge a building application. 
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4. View Applications 
  

From the Home age, click the + on the Application you want to review and it will expand and give the details of your 
application. 

 
 
 
 
 

The system will show the 3 most recent applications, to review more applications click Load more. 
To review information for a particular application click the expand option  
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5. Edit your Contact Details 
From the homepage, you will also be able to edit the Company contact details.  

Please carefully check your postal address on the left hand side. This will show your current record.  To 

update any incorrect details, click Edit contact details. 

 
 

Edit the required Details and select Next button. 
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It may take up to 10 days for your details to be updated in the City’s system. You will receive another email 

confirmation once your details have been updated. 
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6. Providing Additional Information for submitted Applications  

You have received an Email advising your application is incomplete you will be asked for additional information.  

1. Click the link in the email. You will be automatically directed to the login screen. 

(Note: Failure to submit the requested information within the specified 48-hour time limit will result in the 

rejection of your application).  

 

 

2. After you log into the Online Services Portal, you will be automatically directed to the Additional Details page.  
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3. To view the additional details required (Email), scroll to Application Response and click View document. 

4. The email will download, click the download button, and click the email to view. 

 
 

5. Update as per the email details. Example: revised application required. 

 

6. Enter Details and upload file. 

If extra fields are required, click the Add More Attachments button. 

 

7. Click Next. 
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8. Confirm the overview screen if changes are required, select the Previous button. Click Next if correct. 

 

9. Application Response Submissions, you can Print This Page if required or SIGN OUT. 
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10. An automated email will be sent to you for Application Response Confirmation. 
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7. Downloading Stamped Plans 
 

Once your application has been approved you will receive an email with the Building Permit and you can downland 

your Stamped Plans from the portal.  

 

 
 

After you log into the Online Services Portal, you will be automatically directed to the Home page. From here, you 

can download your stamped plans. 

 

1. Select the 3 dots and select View More Details. 
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2. Scroll to the bottom of the page and click Attachments. 

 
 

3. Select View attachment, click the download button and select the PDF. 
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4. Click on PDF documents to open. 

 
 

 

To save or print the PDF, click on the PDF to open, and hover over the document and select Save or Print. 
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8.  Enabling Setting in Google Chrome to Download the Stamped plans. 
The City recommends you use Google Chrome as your web browser.  To download the PDF Portfolio in Google 

Chrome you need to enable some settings and ensure you have Adobe Reader installed.  

 

Enabling the Google Chrome Settings 

 

1. Select 3 dots and Settings. 

 
 

2. Type PDF in the search field and select Site settings. 
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3. Scroll to the bottom of the list and select Additional content settings and select PDF documents. 

 

 
 

4. Select Download PDFs and close X the tab. 
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