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How to edit a concurrence and referral request v2 

Introduction  

Once a council user has submitted a concurrence and referral request, there may be 

circumstances where the request needs to be updated to accommodate changes to the 

related application. This may include updating information about the related application, 

providing additional documents, and adding/removing State agencies and/or clauses.   

This guide outlines the steps a council user takes to edit a concurrence and referral case 

within the NSW Planning Portal. This functionality is available from when the request is 

submitted until the Agency decision has been provided or the related application has been 

determined.  

 

  

  Note: You will need a NSW Planning Portal council user account to access the 

functionality within this document. 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 ‘Active work’ dashboard, select ‘Concurrence and Referral’ from the 

‘Application type’ filter, to show only the active applications.  

  

 Tip: If the application is not assigned to you, it will not be in your ‘Active work’ tab. Use 
the search functionality to locate the application and re-assign it to yourself.  
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3. Click the relevant reference number to open the application.  

  

  Note: The concurrence and referral case can also be accessed from the 

development application, via the ‘Related cases’ tab. 

4. Select ‘Edit case’ from the ‘Required actions’ menu on the right-hand of the screen. 

 

5. Click ‘Submit’ to confirm you wish to edit the case. 

 

  Note: Once the concurrence and referral case is open for editing, it will revert to a 

status of ‘In progress’ and display the ‘Proposed development details’ page. 
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6. Update the information to the ‘Proposed development details’ page, where required. 

 

7. Select ‘Save and continue’ to progress to the next page.  

8. Update the information to the ‘Application information’ page, where required. 

 

9. Select ‘Save and continue’ to progress to the next page.  

 

10.Update the information to the ‘Assessment process’ page, where required. 

 

  Note: If the application will be publicly exhibited, when the closing date for public 

submissions is entered, the responsible council officer will be notified 2 days prior to 

the expiry date of public submissions to either update or confirm the submission 

closure date. Once the closing date has passed, the responsible council officer will be 

required to upload the submissions to the case or indicate that none were received. 

Where there have been public submissions, agency clocks will start upon the first 

public submission uploaded by council. For specific instructions on uploading 

submissions, refer to the ‘How to upload submissions to a concurrence and referral 

request’ step-by-step guide. 

11. Select ‘Save and continue’ to progress to the next page.  
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12. (Optional) Click ‘Upload’ on the ‘Select agencies and upload’ step to upload 

supporting documentation. 

 

 

 Select file (s) or drag and drop 

 Select the appropriate category from the drop-down menu for each file 

 Click ‘Attach’. 

 

There are several options available on this screen. You can: 

 Add a clause/section from an existing Agency request 

 Add a new Agency to the concurrence and referral case 

 Remove an existing clause/section from consideration by an agency. 

 

Please refer to the relevant section below or continue to step 24. 
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Add a clause/section(s) to an existing Agency request 

  Note: This section is only relevant if you are wanting to add a clause or section to an 

existing Agency request.  

13. Scroll down and click on ‘Add agency or clause/section(s). 

 

  Note: The ‘Search by’ option will display, along with the previously selected 

Agency(s). 

14. Select the drop-down arrow beside the Agency name to display the previous 

clause/section selections, and options to add new selections. 

 

15. Select and/or unselect clause/section(s) as required. 
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16. Enter the Agency officer email (optional). 

 

17. Enter comments to the agency in the space provided, if relevant. 

 

  Note: Information entered in the comments field will be included in the email to the 

Agency. 

Add an agency to a concurrence and referral case 

  Note: This section is only relevant if you are wanting to add a new Agency to an 

existing concurrence and referral case.  

18. Scroll down and click the ‘Add agency’ button. 
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19. Click on the drop-down arrow and select an agency from the list of options. 

 

20. A list of clause/sections that relate to that Agency will appear. Select at least one 

clause/section from the list. 

 

  Note: To remove an Agency added in error, select the ‘garbage bin’ icon beside that 

Agencies name. This is only available prior to submitting the change. 

 

21. (Optional) Enter the comments for the agency related to why this request is being 

sent.  

 

Remove clause/section(s) 

  Note: This section is only relevant if you are wanting to remove a clause/section 

from an existing concurrence and referral request.  

22. Scroll down and select remove clause/section(s). 
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23. Select the clauses to be removed. 

 

  Note: If you are removing all selected clause/section(s) from an Agency request, 

please use the ‘Withdraw’ function instead to close this request. This can be accessed 

from the ‘Actions’ menu within the relevant Agency case reference. 

24. Select ‘Save and continue’ to progress to the next page.  

 

25. Review the information you have provided. You can amend incorrect information by 

using the previous button at the bottom of the page to return to the relevant section.  

Select the ‘Documents’ tab to ensure all relevant development application 

information has been uploaded.  

26. Complete the declaration by checking the checkboxes. 



 

10 

 

How to edit a concurrence and referral request v2 

 

27. Click ‘Submit’. 

 

28. Select ‘Close and home’ to return to the dashboard. 

 

What happens next? 

 The Agency(s) impacted by the changes made to the concurrence and referral request 

will receive a system generated email to advise them of a change to the request. This 

includes an email to Agencies where additional clause/sections were selected. 

 The Agency(s) will review the updated request and action accordingly. 
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More information 

Need help using the NSW Planning Portal?  

 
 

 
 

 Recommended step-by-step guides  

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

 How to register for a NSW Planning Portal account   

 How to create a concurrence and referral request during the assessment of a 

development application   

 How to upload agency communication 

 How to upload submissions to a concurrence and referral request  

 How to re-refer a concurrence and referral request  

 How to navigate the NSW Planning Portal dashboard   

   

These documents can be found 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. 


