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Product Information

The Developer Services Application Portal is a platform that allows users to submit applications related to
developer services. It provides a convenient way to apply for various services and manage the application
process.

How to Submit an Application
To submit an application through the Developer Services Application Portal, follow these steps:

Click the “Start an Application” button on the Welcome screen.
Select the desired application type from the drop-down box.

Review the guidance text under the application type and click “Start” when ready.
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Complete each stage of the application, using the options to move to the next stage, go back to the previous

stage, or save and exit for later.

5. Check the summary page to review the information provided, then click the certification box and “Submit” to
finalize the application.

6. Track the progress of your application in the application workflow.

7. Pay any outstanding fees by clicking the “Pay My Application Fees” button and following the payment process.

Quick Tip — Uploading Multiple Documents
When uploading supporting documents to your application, you can upload multiple documents per drop-down
category. Follow these steps:

1. Click the “Submit” button.
2. Select the relevant Document Category from the drop-down list.
3. Choose to either drag and drop files or use the “Upload Files” button to locate and select multiple files.

4. Confirm that your files have been successfully uploaded to the portal.

How to Apply as an Owner or Agent
If you are applying as an Owner or Agent, make sure to follow these instructions:

« An Owner refers to a registered property owner/s.
« An Agent is someone authorized by the property owner to handle the water approval application.
« The Property Owner and Agent listed in the application must match the uploaded Property Owners Consent

Form (not required for Services Advice Notice).

To view Charge Notices and Tax Invoices related to your application, go to the Documents tab in your application.
Charge Notices will be available after submitting the application, and Tax Invoices will be available after payment
is made. The following document provides you with a Quick Reference Guide for the Developer Services
Application Portal.

HOW TO SUBMIT AN APPLICATION



How to submit an application Uploading multiple documents

How to apply as an Agent, add a
Property Owner and other contact
as Billing Entity

How to apply as an Owner or
Agent

How to apply as an Owner — no How to apply as an Agent and add
other contact a Property Owner

The following applications can be lodged in the Developer Services Portal:
« Standard Connection
« Non-Standard Connection

« Services Advice Notice (SAN)

You can now

« Upload one or multiple supporting documents per category
« Download all documents per application

GET STARTED: Click the Start an Application button on the Welcome screen, shown in the red box below
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Developer Services Portal

Start an application

[ <2
Applications In Progress Application History

FAQ's
Developer Services Portal
How do | start a new application?
Through this portal, you can apply for and manage all aspects of making a conmection, disconnection or alteration to Urban Utilities water and o Start & niew application, select the Start an application button 2t top
wastewater networks for development. of this page.

The Water Approval process How do | update my detalls?

Since 1 July 201, Urban Utilities is responsiole for recelving, assessing, providing advice and approving water approvel spplications for  To update details such as your agdress or contact infarmation, , selat the
connections, disconnections and alterations 10 our water and wastewater networks, instead of Councils in accordance with the SED Water  UPd#1e My Profile bumon at the sop of thls page

(Distribution and Retail Restructuring) Act 2009, Furthar information the water approval pracess relsvant to your development, and applicable fees

and charges, is vailable on this websits Couldittfirel what you needed?
Ifyou require assistance to ladge an online application, please contact
Urban Utilities on 07 3432 2200 of vislt our website
todging an onling application, please comact Urban Utilities on €7 3232 2200 or vist our website at a1 s urbanutilities com.au developrent

flities.cam.au fdevelopment.

« Select the application type from the drop-down box (example of Standard Connection in red box above).
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Initiate an Application

» Plzaze select an application type from the drop-down List below
= Once you select an agplication type, Information about the purpose of the application will be displayad
= [fyou need any further information about our application types, please click here to visit our website ar emall us at developmentenau iries@urbanutilities.com.au

« tfyou wish to apply for any application tyge not in the list below, please doanload the relevant form from cur website and email ta devel q hanutiliti es.cam.au

a Click the Start bution to proceed

Epplication Typs

Standard connection -

A Standard Connection application i3 required where any of the following network changes ars proposed:

1. Building a new detached dwelling [house] or a duplex on an existing lot.
2. Subdividing one residential let to create (up tob three lots (Reconfiguration of a Lotd resulting fn:
2.2 detached dwelling (house) on each of the lots; or
b. a duplex development on each log; or
. any combination of the abave,
3. Merging (up to) three residential lots to create two lots or one lot, with a detached dwelling (house) or duplex development on each lot {Reconhguration of a Lot)
4. Building up te six multi-unit dwellings (agartments or tewnhouses) up to 3 storeys within a single kot {Note: certain restrictions apply)
5. Bullding an ancillary (self-cantained) dwelling on a residential lot (a.g. a ‘granny’ flatl, We recommend you alst refer to tha relevant local planning scheme far advice relating to ancillary dwellings.

‘Your application may not be eligible for a Standard Connection where:
1. ¥our property ks situated on a State-controlled road, The Department of Transpart and Main Roads mandate special permits for works within State-centrolled roads, and review and approve designs before they will approve permits for
contm@ctors to carry out the work.

2. The wastewzter main is in the radway or in 2 neighbouring property.
3.Your preperty ks not near adrinking water er wastewater main.

Please note that an Owners Consent Form and 3 Development Site Plan must be attached to this application as well as any other relevant documents

Further details may be found in the Urban Utilitles Water Netsery Plan ('Schedule 2 - Connections Policy”)

« View the guidance text under the application type before clicking the Start button.
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Summary

Flease proceed to upload the following decuments. Flease note that inadequate infarmation will delay commencement of our review of your request,

Develop Site plan ( y)
Please upload (as a PDF) a detalled site plan, containing the follawing information relevant to the service(s) requested in the application:
1. Property boundaries and lengths.
2. Location of all existing and planned buildings on the site
3. Location of electricity supply, including whether it [s averhead or underground (e via a separate electricly planh
41 ion of any other structures such as drivemays) which may impact on the location of each requested service
5. Preferred Location of new water meter (if any)
. Preferred location of connection point for wastewater sarvice {if any}
7. Identification of which lot relates to house £1 and house £2 [if relevant, for & twor-lot sub-division).

Queensland Urban Utilities will determine the location and design of infrastructure based on the site plan(s) you submit ot is important that the Information you provide i5as accurate as possible, Queensland Uraan Utilizies will

endeavour to your location preferences where practicable.

Owner's consent (mandatory)

“Wou must upload (as a PDF) 2 signed copy of the Property Owner's Consent Form

To add multiple documents /attachments, firstly select your first document category, upload your file and select submit. Once submitted then select another document categnry and repeat the process for each document by uploading the
file and clicking submit.

Upload File m Documents
*Documen: Carezory Document Name ~ Category ~ Created Date
Development Site Pian -
ey 101 Neit
Benwise

&, Upload Files | Ordrep files

Flease ensure you only upload files up to a
maximum of S0MB
Develogment Site Plan Apc, Development Site Plan Bpdf

« When you are ready to begin, click Start.
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& Review your apolication detalls belom

If you ne=d to make any changes, please lick the previous button and navigate o the ssep where thanges are reguired

once you ars ready 10 submit your applicatios, plaase click the submit outton below

« By clicking submit yon acknowledge that yos have read the guidznce notes includsd on each page of the partal and agree to nur Terms and Cangitions

.

| certify that | am the progerty swner (i stated o the apolication contacts pagel
Form

aperson culy authorised by the property cwner 1o make this apolication in w 5@ | have uploaded a sigeed Proparty's wnars Consent

at fiees wil be Bsued o
choose not 10 pay app

.

Fees and lodgement: PLease nofe
applcation fees are paid in ful

mizsion of this apelication and must be pald in arder to complete the Lodge
o fee e have 30 business days 10 pay these application fees, sthermise

Othve Fees and charges will 3poly worate milssioass in the end-t e2s. Thess mast be pald in full to progeess 1o the next milestome of your applic

il also be calrulated and izsued within 10 bus

.

ays of your Decision Notice heing issued and must be paid to complite the connection, disconnaction and/iar alteration and have a Connection

Summary
o Adiress
~ Documents
Decument Name ~  Documert Categary -
Development Site Plan & pdfipdf Development Site Plan
Development Site Plan B.pdfE.pdf Development Site Flan
Property (wner Consent form, pofm, padf Owners Consent

{the agent) te maks this application a3 detailed on the attached Owners Conzert Form

« All the information you provided during the application is consolidated in the Summary where you can check

your application before clicking on the certification box and then the Submit (red boxes above).
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Application

22-5TD-60156
Record Type Seage nitial Submission Dat= Last Customer Fesparcs Date ) Information Regues
Standard connection Auiting fes Paymant 1]

m Check for . Assessment  Quality Ch. Issuing fees Due ICN Fees D Constructi... ssuing Co... Lomplete Refused Cancelled Expirad

Outstanding Fees
futstanding amount for this ap plication S48 00

Pay My Application Fees

Details Connection Types, application Contacts§ Addresses§ Documents Fees nformation Requests® nked applications &

ndard cennectian

Fee Payment

Prima s nitial Submission Date
15 MINTUIDOD PL, SUNNYEANK HILLS, BRISBANE CITY, OLD 4109

Cancellation Commen 4 Refusal Comment i

v Application Details

Primary Development Applicatian Number) Secondery Development doplicstion Mumbsr

« Going through the application stages, you have the option to complete and move to the Next stage, go back to
the previous stage, or click on the Save and exit button to resume the application at another time (red box
above).

« Guidance text is provided at each stage to assist you.
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« After submitting the application, you can view its progress in the application workflow (blue box above).
« Next, you are required to pay any outstanding fees. Click the Pay My Application Fees button to go directly to
the payment gateway (red box above).
« Note: You can check your application status or stage at any time by going to Application in Progress in the

banner at the top of the page.

QUICK TIP WHEN UPLOADING MULTIPLE DOCUMENTS

When uploading supporting documents to your application, you can now upload multiple documents per drop-
down category.

{\- } UrbanUtilities Hame applications In Frogress applicition Histary Infomation Requests Uipdate Ny Frofils a 6

Paease proceed 1o uaload the fallowing documents. Mease note 1a1 nadequate information will delay commencemest of ouf review of your request.

Devel Site plan (mandatory)

r undergrousd [e.g. via a s=parate electricity plan
pact an the Incation of each requested service

e Ui Lilivies will

vl Lirban LitliTes will ceterm
ommodate your location preforences whal

Owner's consent (mandatory)

‘fou mwst upload (as & PDF) a signed copy of the Propesty Owner's Consent Form

T add multiple documents/attschments, firstly select your first document categary, upload your file and select submit. Once submitted then sebect another document categary and repest the process for each document by uploading the
ke and clicking submit,

Uplead File Dacuments
Documant Mams s Category »  Creatod Data
Dewelopment Site Plan v
1 We
Please ensure you anly upload files up ta a

maxieum of SIME
Development Site Flan A.pdf, Development Site Plan B.pdf

Frevices m m

« Click the Submit button.



« Select the relevant Document Category from the drop-down list.

« You can either Drag and Drop your files from a files window to the or drop files button, or use the Upload Files

button.

« When you click on the Upload Files button, the pop-up window appears for you to find the location of your

supporting files.

« Press the CTRL key on your keyboard and select multiple files and then the Open button.

HOW TO APPLY AS AN OWNER OR AGENT

Do | need to add a Billing Entity

Charge Notic

erence Guide

. You may add additional
contacts if needed.

You are the Billing Entity and Char
ge Notices and Tax Invoices will be
addressed to you.

Stakeholder Additional contacts? . e and Tax Inv
or contact Developer Services? .
oice Result
1. Do | need to check the Bi
. If you are the owner and yo | |jing Entity checkbox? No
u are submitting this application, the
Owner submits t | n you need to click on the ‘Property | 2. Do | need to contact Dev To:
he application. Owner’ checkbox on the Application | eloper Services?
D Property
gontatgts p?g$ <I)If your alpplltc.:atlon an | No Owner Propert
continue to follow application




Agent submits th
e application on
behalf of owner.

Go to Quick Ref

. As the Agent, check your co
ntact details by clicking the Edit butt
on on the Application Contacts page.

. Add the Property Owner as
an additional contact on the Applicati
on Contacts page of your application
by clicking the Add button. In the
contact pop-up box click on the ‘Pro

1. Do | need to check the Bi
lling Entity checkbox? No

2. Do | need to contact Dev
eloper Services?

No

To:

Property
Owner C/- Age
nt

Go to Quick Ref
erence Guide

Application Contacts page of your
application by clicking the Add butto
n. In the contact pop-up box click on
the ‘Billing Entity’ checkbox for the re
cord.

. Continue to follow applicatio
n steps.

The Developer (in this example) is t
he Billing Entity and Charge Notice
s and Tax Invoices will be addresse
d to them.

erence Guide f:crzé-)wner checkbox for the You are the Billing Entity and Char | Agent Address
ge Notices and Tax Invoices will be
. Continue to follow applicatio addressed to the Property Owner ¢
n steps. are of the Agent.
. As the Agent, check your co
ntact details by clicking the Edit butt
on on the Application Contacts page. 1. Do | need to check the Bi
Agent submits th | , Add the Property Owner as | lling Entity checkbox? Yes, but o
e application on | 4 additional contact on the Applicati | Nly for the additional contact who y
behalf of owner a | 5 Contacts page of your application | 0u wish to address the Charge Noti
nd wants the by clicking the Add button. In the ces and Tax Invoices to.
Charge Notice contact pop-up box click on the ‘Pro _
and Tax invoice a | perty Owner’ checkbox for the 2. Do I_ need to contact Dev | To:
ddressed to a thir | record. eloper Services? Bill -
d party (e.g. 1Y Eptlty Bi
. Add a further additional cont No ling Entity Add
Developer). act (e.g. Developer) on the ress

« Who is an Owner? Registered property owners.

« Who is an Agent? Authorized by the property owner as lawfully responsible for the water approval application,

such as a consultant or other third party.

« Note: The Property Owner and Agent listed in the application must match the uploaded Property Owners

Consent Form (not required for Services Advice Notice).

o Please refer to the adjacent table and the following quick reference guides for instructions to ensure you have

the correct billing addressee for your application.

« You can view the Charge Notices and Tax Invoices by downloading them in the Documents tab in your

application.

(Note: Charge Notices will be available after you submit the application, and Tax Invoices will be available after

payment is made).

Who is a Billing Entity?
A Billing Entity is the addressee on Charge Notices and Tax Invoices.
Note: Only one Property Owner and one Billing Entity (when required) can be selected per application.




HOW TO APPLY AS AN OWNER - NO OTHER CONTACT

« Who is an Owner? Registered property owner/s.
« Who is an Agent? Authorized by the property owner as lawfully responsible for the water approval application,
such as a consultant or other third party.
« Note: The Property Owner and Agent listed in the application must match the uploaded Property Owners
Consent Form (not required for Services Advice Notice).
« When you are on the Application Contacts page of an application, edit your contact details add click on the
Property Owner checkbox
« Please do not click the Billing Entity checkbox as the system automatically has you as the contact who will
receive the Charge Notices/Tax Invoices
« In the Applications Contacts tab, click on the Edit button to update your details
« In the pop-up screen, click on the Property Owner checkbox
« Click the Save button
« Your Charge Notice and Tax Invoice will be addressed to:
o Property Owner
o Property Owner address
« In the pop-up screen, click on the Property Owner checkbox
« Click the Save button
« Throughout the application stages, you can view any documents that are uploaded (including Charge Notices
and Tax Invoices/Receipts) by clicking on the Documents tab and clicking the download button next to the

relevant document



HOW TO APPLY AS AN AGENT AND ADD PROPERTY OWNER

O Add Record

In the Applications Contacts tab, click on the Edit button to update

- In the pop-up screen, add Property Owner information and click on
your details

the Property Owner checkbox

Click on the Add button to add new contacts to your application

Click the Save button. They will receive an email notification

Who is an Owner? Registered property owner/s.

Who is an Agent? Authorized by the property owner as lawfully responsible for the water approval application,

such as a consultant or other third party.

« Note: The Property Owner and Agent listed in the application must match the uploaded Property Owners
Consent Form (not required for Services Advice Notice).

« If you are an Agent, you must add the property owner as a contact

« When you are on the Application Contacts page of an application, check your contact details

O Add Record O <) e E O a
. S, —_—
o | -
N [ ]

« Add the Property Owner as an additional and click on the Property Owner checkbox in their contact record

« Please do not click the Billing Entity checkbox as the system automatically has you as the contact who will
receive the Charge Notices/Tax Invoices

« In the Applications Contacts tab, click on the Edit button to update your details

« Click on the Add button to add a new contact to your application

« Your Charge Notice and Tax Invoice will be addressed to:

o Property Owner C/- Agent Agent Address

« In the pop-up screen, add Property Owner information and click on the Property Owner checkbox

« Click the Save button

« Throughout the application stages, you can view any documents that are uploaded (including Charge Notices
and Tax Invoices/Receipts) by clicking on the Documents tab and clicking the download button next to the

relevant document

HOW TO APPLY AS AN AGENT, ADD A PROPERTY OWNER AND OTHER CONTACT AS BILLING ENTITY



« Who is an Owner? Registered property owner/s.

« Who is an Agent? Authorized by the property owner as lawfully responsible for the water approval application,
such as a consultant or other third party.

« If you are an Agent, you must add the property owner as a contact

« When you are on the Application Contacts page of an application, check your contact details

« Add the Property Owner as an additional and click on the Property Owner checkbox in their contact record

« Add the other contact (e.g. Developer) who will need to receive the Charge Notices and Tax Invoices, and click
on the Billing Entity checkbox in their contact record

« In the pop-up screen, add the 3rd party contact details and they will receive an email notification

« Click on the Billing Entity checkbox and

« Click the Save button

« In the Applications Contacts tab, click on the Edit button to update your details

« Click on the Add button to add new contacts to your application

« Your Charge Notice and Tax Invoice will be addressed to:

o Billing Entity
o Billing Entity Address

« In the pop-up screen, add Property Owner information and click on the Property Owner checkbox

« Click the Save button. They will receive an email notification

« Throughout the application stages, you can view any documents that are uploaded (including Charge Notices
and Tax Invoices/Receipts) by clicking on the Documents tab and clicking the download button next to the

relevant document
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