


NOTE What if there are a large number of documents to upload?
The City of Greater Geraldton suggests that you combined documents into "Document Sets" as below;

ENGINEERING DOCUMENTS - this set will include documents such as: Footing Designs, Site Classifications, Soil re-
ports etc.

ARCHITECTURAL DOCUMENTS - this set will include documents such as: Drawings (to scale) showing, a floor 
plans, site plans, elevations, sections, floor levels, ect.

SPECIFICATION DOCUMENTS - the set will include documents such as: brick work construction specifications, 
agendas etc.

REQUIRED APPROVAL DOCUMENTS - this set will include documents such as: Indemnity Insurance, Town Planning 
approvals, Neighbours consent forms etc.

4.0 Making an Online Payment for Building Permit Application

a Once you have added all relevant Documents click on 'Pay Now' at the bottom left hand corner of the screen

b A new screen will show the details of your application - Click 'Next' to proceed to payment.

c You will be redirected to the Commonwealth Bank pay point page.

d Select your credit type and enter details where required.

e Click pay

f A new window will appear requesting where you would like your Payment receipt to be emailed to - enter preferred email ad-
dress

g Your application has successfully been submitted and paid for
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NOTE Note to Process editor
“Communications Officer – Digital” has to be informed if the process is changed to update the pdf on the website.
And that the PDF can be created from the website by clicking on the print icon in the Promapp process, unselect 
“Business Analysis” and change Columns to 1 and click on Print.

PDF is required for accessibility and also for mobile devices.
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