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Introduction   

From 31 July 2026, BASIX certificate reference numbers entered in development 

application (DA), State significant development application (State DA) and complying 

development certificate (CDC) applications  are automatically validated against records 

held in the BASIX service  in the NSW Planning Portal.  

If the BASIX certificate is validated, the certificate is uploaded onto the ‘Documents’ tab 

within the relevant application and is visible to the council / certifier and applicant.  

If the address on a BASIX certificate does not match the address provided in the 

application, the certificate is uploaded to the ‘Documents’ tab and  tagged as 'Review 

required'. While this tag remains, the applicant cannot view or download the BASIX 

certificate from the ‘Documents ’ tab.  

Council officers and certifiers must review the se  certificates  as part of their assessment  to 

determine whether the BASIX certificate is valid .  

• If valid , the council or certifier should use the ‘ Review BASIX certificates ’ action to 

remove the 'Review required' tag  and make the document visible to the applicant.  

• If the certificate is not valid , the council or certifier should use the ‘Edit application’ 

functionality to delete that BASIX certificate reference number from the application 

form.   

 

This guide explains how a council or certifier user can use the ‘Review BASIX certificates’ 

functionality to remove the ‘Review required’ tag.  

  Note : You will need a NSW Planning Portal council or certifier account to review 

and action BASIX certificates marked ‘Review required’.  To register a new account,  

refer to the How to register for a NSW Planning Portal  step -by -step guide.   
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Steps  

 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 to display your dashboard.  

 
2. From your dashboard, select  ‘Unassigned tasks’, then select  ‘DA  Council WB’.   

 

 Note:  The workbaskets available to you may vary depending on your role in the 

NSW Planning Portal . If you are reviewing a State significant development 

application (State DA) or complying development certificate (CDC), select the 

relevant workbasket.  
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3.  Locate the application  in the workbasket and click the reference number to open 

the application.  

 

4.  Select  ‘Review BASIX certificates’ from the  ‘Actions’ button  in the top right -hand  

corner.  

 

5.   Review  the  BASIX certificate by selecting  the file name.  

 

 Note: The default view will have the ‘Review required’ checkbox selected. If you click 

‘Submit’ the tag will be removed and you are unable to re -add.  

 Tip : The BASIX certificate opens in a new browser window. Ensure pop -ups are 

enabled in your browser before reviewing the document.  
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 Note:  You can also review the BASIX certificate from the ‘Documents’ tab in the 

review harness. The certificate will be marked as ‘REVIEW REQUIRED’.  

 

6.  Ensure that the validated BASIX certificate checkbox is selected and c lick  submit to 

clear the ‘ Review required ’ tag . 

 

 Note:  If the BASIX certificate is not valid , un-tick the checkbox before clicking 

‘Submit’. Y ou will need to use the edit application functionality to delete this 

BASIX certificate reference number from the application.  

7. Select  ‘Submit’ to complete  the  review process.   
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8.  From the review harness, select the ‘Documents’ tab. The BASIX certificate will no 

longer display the ‘Review required’ tag , and the applicant will be able to view the 

certificate.  

 

9.  Click ‘Close and home’ in the top right -hand corner to return to  the  NSW Planning 

Portal dashboard.   
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What happens next?  

• Once the review is submitted , the ‘Review required’ tag is removed  from the  BASIX 

certificate /s that were selected.  This tag will no longer be visible on your 

‘Documents’ tab.   

• The validated BASIX certificates will be available for  the applicant to view on th e 

‘Documents ’ tab within the related  application.  

• If the BASIX certificate is not valid, use the edit functionality accessed from the 

‘Actions’ menu within the related application, to remove that BASIX certificate 

reference number from the application form.  
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More information  

Need help using the NSW Planning Portal?   

 

 

 
 

R ecommended  s tep -by -step  guide  

Other step -by -step guides that you may find useful are listed below:     

• How to register for  a  NSW Planning Portal  account   

• How to navigate the NSW Planning Portal dashboard    

• How to edit the details of a development application  

• How to edit a complying development certificate application  

These documents are available  on the  NSW Planning Portal Support Hub .    

 

View the Support Hub   

24/7 access to  step -by -

step guides, short videos 

and frequently asked 

questions.  

Submit an online 

assistance form  

Submit a support 

enquiry via our online 

form.   

 

 

 

Call customer 

support  

For urgent or complex 

support needs, call the 

team on 1300 305 695.  

 

 

Attend a training 

session  

Learn to use the NSW 

Planning Portal in an 

online training session . 

https://www.planningportal.nsw.gov.au/support-hub
https://www.planningportal.nsw.gov.au/support-hub
https://www.planningportal.nsw.gov.au/help-and-resources/submit-enquiry
https://www.planningportal.nsw.gov.au/help-and-resources/submit-enquiry
https://www.planningportal.nsw.gov.au/help-and-resources/information-and-training
https://www.planningportal.nsw.gov.au/help-and-resources/information-and-training

