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Generating an advertisement

An Assessing Officer can prepare an Advertisement from the Assessment screen

directly, or send a referral (Advertising Request) for an Admin Officer to action.

Once advertised, both the Assessing Officer and Admin Officer can view and manage
the advertisement section (e.g. adding a representation received externally) by

opening it from the parent Planning Assessment screen.

Sending an advertising referral to an Admin Officer

‘Generate Request, Referral or Invoice

PROPERTY

30 GORDONS HILL RD ROSNY PARK TAS 7018

PROJECT
New Garage
PROJ.CLA20240003

PLANNING SUMMARY

New Garage
PLANN.CLA.2034.0003

Task 2 ga_CURENCE Ggeometrycomau
.

This task vl rigger 3 request to an Administration Officer o advertise the application,

v Svebsubit

During Assessment, the Assessing Officer can generate an 'Advertising Referral'
under the 'Generate Request, Referral or Invoice' section, which will open up an
'Advertisement Request' form.
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Advertisement Request form
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On the form, the Assessing Officer can assign the task to a specific user under

'Recipient', and state any request details under 'Advertising Request'.

Note: Any user in your organisation will appear to be selected, however, only those
users with either 'Admin Officer/Assessing Officer' role and 'Planning' department in
PlanBuild will be able to create an advertisement.

The user can also put notes and documents under 'Notes' for internal communications
(content in this section is only visible to internal users).
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Advertising documents
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To nominate exact documents to be advertised, add them from the 'Available

Documents' section to the 'Documents' section using the '+ Add Selected' button.

Additional documents can be added directly under the 'Documents' section.
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Confirm request

Review and Confirm

Review & Confirm
Please review your referral

Select 'Submit” to submit your response back to the requesting party.

Nl . o
% E- Plan.Bulld | Confirm
Tasmanian TASMANIA

Government

ADVERTISEMENT REQUEST

Status: Draft

Reference Application Reference
AR-CLA-2024-0001 PLN-CLA-2024-0005
Address

Recipient

Full Name

Advertising Request

Information Required
please advertise it from 1 Feb to 20 Feb 2024, and include the documents attached

Documents
Version | DocumentDate | Document Type Do Cerad By |
1 18 Jan 2024 | Advertisement Documents Adv |

Council Description

Council Proposed Use or Development Description -

Once ready, use the 'Save & Submit' button to proceed. Review and confirm the

request.
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Receiving the task (by the Admin Officer)

My Task List @

Showing 1 to 10 of 31 entries Show| 10~ Previous 2|3
reated , Due remainin; ss e ause:

[2])[=]

v [=][(=]

The Admin Officer (the 'recipient' on the Advertisement Request form) will receive an
email and a system notification regarding the advertising task, where they can clickon
the link within the notification text to enter the form directly.

The task will also appear on 'My Task List', the Admin Officer can open the task from
there as well.
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Read the task

Advertising Request

Information Required

please advertise it from 1 Feb to 20 Feb 2024, and include the documents attached.

tof output,
ext
Createdon 4 Created By Content
Nonates
Council Description Council Proposed Use or Development Description €
If applicable, enter 3 council-specific d on, for examp ’
garage.
Documents to be Advertised
Description  Filename (size) :;”"“’ stamp
cureNce ;
Download All &

o |
Advertising

After opening the task, the Admin Officer can read through the request details and
notes.

The Admin Officer should manually mark or download the documents needed for the
advertisement (listed under 'Documents to be Advertised'), as the files will not be
carried forward to the Advertisement Page and need to be selected from existing
documents or re-uploaded.

Click on 'Start Advertising' to open the Advertisement form.
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[Alternative method] Assessing Officer to prepare the
Advertisement

Advertising Start advertising the Planning application by clicking the "Start Advertising” button

Generate and manage advertising, including viewing any lodged representations.
oA Start Advertising

Instead of sending out an Advertisement Referral for the Admin Officer to action,
Assessing Officers can prepare the Advertisement themselves by clicking 'Start
Advertising' under 'Advertising'.

Refer to the 'Start Advertising' section of this user guide to for the steps on preparing

and publishing an advertisement.
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Start advertising

Sub Project Details

Name *

Advertisement Description *

H B I 5 | — ¢

Letter Created Date

Document Templates

Document Template

Document Template...

Current Status information
status: [0
Advertised: N/A
Withdrawn: N/A

i
-
3]
[
)

| 3

Download k.

The Advertisement page will be opened as a new tab, you can always refer to the

original Advertisement Request while entering the details.

Enter the details, including Name and Advertisement Description, and then click the

'Save' button.

You can also download document templates from this page if needed, such as Public

Notice and Neighbour Notification, depending on what has been uploaded for your

organisation.
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Advertised documents

Publish Advertisement

Publish Instructions

Advertising Period *
24/01/202 - 07027202
24/01/2024 - 07/02/2024 e -

In this section, add the documents using the 'Upload New Attachment' or 'Select from
Available Documents' button. Please note that documents included in this section will
be publicly available in the advertisement.

Once complete, you can click the Publish button and select the Advertising Period

dates (14, 28 or custom).

Once complete, click the 'Advertise' button.



Guide to Advertising a Planning Application in PlanBuild Tasmania

View the advertisement

-

4 Tasmanian
s Government

Current Advertisements

| advertisements

Current Advert

Please select LGA(s)

Some planning applications are required to be advertised to the public before a decision is made.
Toview the plans and documentation relating to an advertised planning application, select the Local Government Area and either pick the
property from the map or the list of addresses shown below the map on this page.

+

Address Name

ITAS 7018 New Shack at XYZ Avenue

Once the advertisement is live, it can be viewed on Advertisement page on the

PlanBuild Tasmania website (https://www.planbuild.tas.gov.au).

Viewers can navigate the map and see the list of current advertisements on this page.
They can open an advertisement by clicking on a specific item, view the documents

and make a representation.

The Assessing Officer role that has this planning assessment assigned to them at the

time of a representation will receive a notification of it.
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Managing the Representations
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The Assessing Officer and Admin Officer can always go to the Advertisement Page to
view the list of representations (search for the application, open the page from the
'Advertisement' section of the Assessment screen).

The user can '+ Add New Representation' to include representations that come from

email or post to the portal.

The user can click on the pop-out button at the end of the listing to view full details
and the documents attached to the representation.

If requested by the representor, the user can also withdraw the representation for
them. A reason for withdrawal is required for this action. The representors can also do
that themselves via the link provided to them in an email when the representation is
submitted.
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