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How to assign a BASIX certificate payment to 
another user 

A user can assign the payment of a BASIX certificate to another registered NSW Planning Portal 

user. The assigned payer can reject the request and you can re-assign to another user if needed. You 

can also recall the request if required. For more information on recalling a request, please view the 

step-by-step guide How to recall a BASIX payment request to another user. 

Who can make the payment? 

Payment can be made by either the user that created the BASIX certificate, or the contact 

identified as assigned payer. 

To make a payment, the user will need a registered NSW Planning Portal account for the email 

address specified. To register a new account, refer to the How to register for a NSW Planning 

Portal quick reference guide.  

Assigning a BASIX payment to another user 
This functionality is only visible once the user selects ‘Request certificate’ on the BASIX summary 

page. 

Tip: Mandatory fields are marked with an *asterisk. You must complete all mandatory fields on 

the application and any desired fields as required.  

1. Log in to the NSW Planning Portal and 
open the BASIX application on the Active 
work list by clicking on the reference 
number.  
Note: You can filter your applications using 
the ‘Application Type’ drop-down menu or 
the column heading filters. 

 



BASIX 

Applicant 

How to assign a BASIX certificate payment to another user V1.0                     2 

2. The ‘BASIX summary’ page will open. 

Select ‘Save and continue’ on the BASIX 

summary page. 

 

 

3. Select ‘Request certificate’. 

 

4. Select ‘Assign to other user’. 

 

5. Enter the email address for the nominated 

payer. Note: the email address must be 

associated with an existing NSW Planning 

Portal account. 

 

6. Select ‘Submit’. 
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What happens next? 
 A payment reference number starter with P-xxx will be created, and the status will change to 

‘Assign payment pending’. 

 A system-generated email will be sent to the email address that the payment has been 

assigned to. A copy of this email can be viewed under the ‘Case narrative’ heading on the ‘Action 

summary’ page. 

 

 If the assignee does not make the payment within seven (7) days, the payment request will 

revert to the original user.  

 If the assignee rejects the payment request, you will receive an email and have the opportunity 

to assign an alternate payer. To do so, follow the same steps above.  

 

More information 
We have developed a range of support materials, including Quick Reference Guides for other 
services and Frequently Asked Questions (where applicable), to assist you when using the NSW 
Planning Portal digital services. You can access these via in the Help and Resources section of the 
NSW Planning Portal. We encourage you to scan these resources prior to contacting the Customer 
Support team.    
    
We also offer a range of training sessions on the NSW Planning Portal digital services. You can view 
and/or register for upcoming training on the Information and Training sessions page of the NSW 
Planning Portal.    
    
If you require further assistance, please contact ServiceNSW on 1300 305 695 or submit an enquiry 
online. If you are calling from outside Australia, please call +61 2 8894 1555. 

 


