
How to lodge a submission  
 

1. Click on track a DA via online self-service.  
 

 

 

2. Click on enter as guest or register an account to enter the Council portal system.  
 

 

 
 



 

 

3. Once in the portal click on application tracking  

 

 
 

4. In the search bar located in the top left hand corner enter the DA number or address 
and click the magnifying glass. This will then bring up the relevant application.  
 

 
 

 

 



 

5. Click on the ‘View’ button on the right hand side of the screen 
 

 

 

6. Click on the ‘Lodge a submission’ button on the left hand side of the screen 
 

 

 

 

 

 

 



 

7. Complete the Mandatory fields outlined by the red *  

Please note: Under the submission text section there is a 1000-character limit. Should you 
wish to upload a submission longer than 1000-characters please see point 8 below.  

 

 
8. At the bottom of the page you can add attachments. This can be used to upload photos 

or submissions greater than 1000-characters. Click the add button on the right-hand 
side of the page towards the bottom.  
 

 

 

 

 

 

 

 



 

9. Once you have completed the mandatory fields and uploaded any other relevant 
documents click the submit button on the top right-hand side of the page.  

 

 

 

10. Once you click the submit button the below screen should appear, and a confirmation 
email sent to your email address.  
 

 

 

11. Should you wish to lodge a submission outside of the prescribed notification period, 
then you must email: council@innerwest.nsw.gov.au. Late submissions cannot be 
uploaded though Council’s website and must be sent via email. In the email subject 
heading please outline the DA number and street address of the development 

mailto:council@innerwest.nsw.gov.au


application your submission relates to. Please note: Late submissions can only be 
considered if the assessment report of the application has not been substantially 
completed.  Please contact the assessment officer if you need further information in 
this regard. 

 


