PlanningPortal

LPA Admin

A guide for local authorities to manage their Planning Portal settings

Contents
WRAT IS LPA AGIMIN? ..ottt ettt et e st e s bt e st e e sbtesa b e e bt e sabeesabeeabeesabeebeesateebeesaseennees 2
LOE IN TO YOUI @CCOUNT. .. uitiiteeeiiiteeesittee e st te e ettt e e e sttt e e e ssabteeesssubtteeessnbbeeesssbaeesssseaeesannsaneessnsnneesssnsnneesnnns 3
If you don’t have a Planning Portal aCCOUNT ......cc.ooiiiiiierieeteeeete ettt 3
NaVIZAtION = IMENU OPTIONS ..c.uiiiieieiiiiee ettt eert e e e sttt e e sttt e s e sttt e e s sabteeesssbseeessssssaeessssseeeesssnseesssnssneessnns 3
APPIICATIONS ettt ettt e sh e st e bt e sab e e bt sa b e e bt e s ab e e beesate e beesabeenaeesareen 4
How to view applications Via LPA ADMIN......coiiiiiiiiiiie ittt sireesireesireesiaeessbaeesavees 4
Manual downloads for LPAs who have a connector in Place ........c.oeveevieeieeniennieenieceesieeee e 4
Other reasons for using Manual dOWNIOAAS .........cociriiriiiiriienieeee e 5
Manually downloading appliCAtiONS .........eeviieriiiiiiiiieee et sre e s saeesareens 5
Transferred and Archived appliCatIONS ........oouiiieriiiieeee e 6
[BIeYNV/a] [eF=To [=To =T o] o] I of= 1 o] o K3 OO PRORUURROPRRPIO 7
Planning POrtal SEIVICE dSK........ioiiiiiiiieeeee ettt st baesareens 7
MenNU OPLIONS = LPA AELAIIS ...eiiiiiiiiiieiiieeee ettt et re e s siae e st esbae e ssbaeesbaeesabaeesanes 8
CONLACE INFOIMATION ...ttt et st sb et b e b sse e b ennes 8
EMQIl @UAIESSES ...ttt st ettt e s bt e st e e s bt e st e e s st e e bt e sat e e beeeaneeneenareens 8
SUPPOITING INTOIMATION ...ciiiiiiiiiiecte ettt s e st et e st e e beesateebaesateesbeessbeensees 9
FOIN DANNET ...ttt et ettt e s bt e st e e s bt e et e e sabesbeesaeeeabeesnseeneesareans 9
USEIUI TINKS .ttt sttt sttt et s b e b e et s bt e s bt et e satenbeenbesanenneennes 10
DOCUMENT FEOUINBIMENTS. .ottt ettt ettt s e e st e e st e e s ab e e s sbbeesbbeessbbeesnbeesbbeesanbeesaneeas 11
Manage doCUMENT tYPES (PAR)...ciiiuiieiiiieiiieesite sttt e ste e sre e s siae e ssibeessbaeesabeesbaeessbaeesbseessseenas 11
Provide local [evel reqUIrEMENTS. .....oocii ittt sttt e be e s aneenaees 12
Manage dOCUMENT SETLINGS . ..eeiuiiiiieiiie ettt st se e et e st e s b e saee e b e e saeeebeesaneeneenane 13
(T g 11 (U] o] (o T=To K1 72O OO PRUPRRRUUPRPPRO 13
Further help and iNfOrmMation ..........co it 13

Transforming planning and buildin P Coverea ey



http://www.planningportal.co.uk/

PlanningPortal

What is LPA Admin?

LPA Admin is our web-based tool for Local Planning Authorities to manage some

administrative functions of the Planning Portal, the system is restricted to local authority
staff.

You will need to have a Planning Portal account, work for a local authority, and have a gov.uk
email address to use LPA Admin. Our Service Desk team can enable access if you don't have
it.

Please note: This guidance covers admin functions for local planning authorities and
planning applications. Specific guidance is available for local authority building control and

building control applications.

PlanningPortal |  Local Authority name Username ~
>
Applications
B
Filter applications © search by application name, application reference. postcode or grid reference
L]
Clear all filters
Sertby | Selectall
Date submitted (Desc v
_| Ref: PT-10073427 Approval of details reserved by a condition (discharge)
Filter by
Seaous Version: 2 | Downloaded: | Submitted: 04/04/2022, 09:43:44 Submitted
] Submitted
| Transferred | Ref: PT-10073426 Approval of details reserved by a condition (discharge)
| Archived
Version: 2 | Downloaded: | Submitted: 04/04/2022, 09:42:05 Submitted
| Ref: PT-10072274 Outline planning permission: Some matters reserved
Version: 1 | Downloaded: | Submitted: 31/03/2022. 19:36:22 Submitted
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Log in to your account

Visit https://Ipa.planningportal.co.uk/. Your username and password will be the same as those
used to access the Planning Portal online application service.

You may find it helpful to bookmark this link: https://Ipa.planningportal.co.uk/.

You can also access via our Local Authority section via the Local Authority hub section of
the website: https://www.planningportal.co.uk/services/authorities which also
provides further useful information for Local Authorities.

If you are a local authority in Wales, the LPA Admin tool for Planning Portal Wales can be
found here: https://Ipa.planningportal.wales and the following guidance in this document
applies.

If you don't have a Planning Portal account

If you work for a local authority and don’t have a Planning Portal account, you can create one
by visiting https://www.planningportal.co.uk/app/ in England, or https://planningportal.wales
In Wales, and selecting ‘Register for an account’.

Once you have done this, you will also need to request access to LPA admin as a new local
authority user by emailing our Service Desk Team at support@planningportal.co.uk.

6
Navigation - Menu options
Once you have logged in to LPA Admin, you will find the B Applications >
main menu at the left of the screen, if using a desktop.
Click the arrow to expand the menu options. The menu £ LPA details A

options are named Applications, LPA details and Document

requirements. Contact information

Note: on smaller devices, such as tablet, the menu can be Useful links

found at the top right of the screen. "~ —

We recommend using Edge or Chrome browsers to access

. := Document requirements A
LPA Admin. !

Manage document types
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Applications

How to view applications via LPA Admin
View applications submitted to your local authority by clicking the arrow on the far left to
expand the menu and choosing Applications.

This will show all applications in your local authority account. You can sort the applications by
date, type, chronological reference number and status, or you can filter by Submitted,
Transmitted or Archive status. You can also use the search box to find a specific application
using the details from the email notification you received.

You will see the Planning Portal reference number and date submitted for each application.
You will also see the version number and, if relevant, the date it was initially downloaded.

Applications can be viewed or downloaded by clicking the ellipsis (three dots) function to the
right of the entry. Or you can check the box on each application to bulk or singularly archive.

(] Ref: PP-11239297 An online application Full planning & display of advertisements
123 High Street, AB1 2CD @ View
& Download

Version: 1 | Downloaded: | Submitted: 05/05/2022, 20:31:25

When applications are submitted via the Planning Portal, LPAs can either download them:
e Automatically - Via a connector to their development management IT system; or

e Manually - By accessing the application directly in the LPA Admin section.

Manual downloads for LPAs who have a connector in place

If the automated connector fails to download an application, it will have to be downloaded
manually.

This includes any application types that are not supported by the version of the Planning
Portal data standard ('schema’) that the connector is using.

If using XML version 3, most online application types can be automatically downloaded
(except for those added to the system from 2024 onward). If using earlier versions, some
application types (e.g. Non-Material Amendments, and/or certain Prior Approvals) will need
to be downloaded manually.

View a list of all application types provided by Planning Portal and the version required to
automate download of them.

We recommend that all LPAs should ensure their IT supplier keeps up-to-date and supports the
current version of our data standard. You can check what version of the data standard your LPA is
using by contacting your IT supplier or our service desk (details below).
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Other reasons for using manual downloads

Where an LPA does not have a connector in place, they will only be able to download
applications manually.

It is also worth noting, that any previously downloaded application can be re-downloaded
manually at any time.

Manually downloading applications
Applications yet to be downloaded will have the status of ‘Submitted'.

Clicking on the ‘three dots' icon will reveal options in the actions list, allowing you to view or
download the application.

(] Ref: PP-11239297 An online application Full planning & display of advertisements
123 High Street, AB1 2CD @ View
& Download

Version: 1 | Downloaded: | Submitted: 05/05/2022, 20:31:25

Once you click the ‘Download’ link, you will be asked to confirm the download. Once confirmed,
your browser will prompt you to open or save a ‘zip’ format file.

Download Application Close X

Downloading this application will set the application’s status to Transferred

Cancel Confirm Download

We recommend saving this ‘zip’ file. Once saved, all the application files can be extracted to a
specific folder on your device/network; or to your document management system as required.

Manually downloading the application will also generate an email to the applicant/agent to
notify them that your LPA has received their submission.
It will also flag the application as downloaded and change the status to ‘Transferred'.

Downloading the individual application forms and supporting documents from within the
application itself will not trigger these critical actions, and there will be no notifications or
status changes to indicate that the application has been downloaded.
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Transferred and Archived applications

The other two statuses for applications are ‘Transferred’ (i.e. downloaded automatically or
manually) and ‘Archived’ (which are hidden in the default list view).

If a ‘Transferred’ application has not been correctly received, you can click the ‘Reset status’ action
to return the application to the ‘Submitted’ status in a ‘non-downloaded’ state. This will allow your
connector to try to download the application again automatically.

Tree waorks: Trees in conservation areas/subject to TPOs res
@ View
& Download
Transt

B Archive

Householder planning permission 'D Reset Status

You can also use the ‘Archive’ action on ‘Transferred’ applications to move them to the ‘Archived’
status, which means they will not be shown on your list by default.

We would recommend archiving successfully downloaded applications as this will help keep the
‘Submitted’ and ‘Transferred’ list at a manageable size.

If you would like to archive multiple applications, you can select them using the checkbox in the top
left of each entry or by clicking ‘select all' in the search panel, an ‘Archive’ button will then appear.

SEdTLTITTUT 41T dI\J-J LOLTuUTT

R

Select all I[: Archive )

~

Ref: PP-11239297 An online

Note that the system will not allow you to archive applications that are in the ‘Submitted’ state.
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Downloaded applications

The ‘zip’ file downloaded from our system contains all the individual application forms, supporting
documents and associated files:

e Application form - Two copies of the application form - one complete and one with certain
personal details redacted, view more details of the redactions and your data responsibilities.

e Supporting documents - All the attachments submitted by the applicant/agent.
e Document summary - A PDF document detailing the supporting documents
e Fee summary - A PDF document detailing how the fee was calculated by the applicant/agent.

e Application data - XML and JSON files containing the application data, and a geoJSON file
containing the site boundaries (where available).

Planning Portal service desk

Our service desk can assist with any issues you may have in accessing and downloading your
applications.

Please have the Planning Portal application reference(s) ready so we can find the application(s) you
need help with.

Email: support@planningportal.co.uk
Call: 0333 323 4589
Service desk hours: Monday - Friday, 9am - 5pm (excluding bank holidays)
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Menu options - LPA details
Change your LPA details by selecting from the expandable main menu on the left.

Contact information

Use this area to update LPA contact information. This might be contact information for us
to send relevant information to or contact information that is presented to an applicant
when they are creating an application on the Planning Portal and shown in the results of
our Find your LPA tool.

Each drop down section has helpful hints to advise what information you can include and what is
used for.

Email addresses

Under the drop down ‘Email addresses’ you can add contact email addresses for different
purposes.

e Application notifications
Enter the email address for all
planning application b sosicaons * Contact information
notifications to be sent to o (PAdust -

PlanningPortal | Test Organisation  Change selected LPA or BCB

Some changes may take up to 1 hour to take effect

e Contact for applicants —— .
Enter the ema|| add ress that 5 Document requirements Website URL's o
you would like applicants to — -

contact you on for planning
matters, this is presented to an
applicant when they are
creating an application.

Id ke applicants to

¢ Primary finance email
Enter the primary email address
you would like to receive
finance and remittance emails

Contact numbers v

Postal address v

Supporting Information v

e Secondary finance email
Enter a secondary email address to receive finance and remittance emails (optional)

Note: the option to manage finance email addresses within LPA Admin is available for LPAs in
Wales and will be available for LPAs in England shortly. To add or change a primary or secondary
finance email address, LPAs in England should contact our support team on
support@planningportal.co.uk.
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Supporting information

Under the contact information menu, local authorities can add any extra information they would
like to be displayed alongside contact information, as well as including an ‘application response
time' to advise applicants how soon they can expect for a response after submitting an application.

PlanningPortal

>
Contact information
[
& Some changes may take up to 1 hour to take effect all
s Authority details v
Website URL's v
Email addresses v
Contact numbers v
Postal address v
Supporting information A
Additional information Application response time * Required
Add any additional information that you would like to be displayed with your Enter the number of days after submitting their application that the applicant
LPA contact information can expect a response. This will be displayed to them when they submit their
to this LPA wi ¢ essed application
10

Form banner

The ability for LPAs to update the banner image displayed on paper forms can be done in LPA
admin. Simply drag and drop the image into the area.

Once you have finished making amendments, be sure to click the Save changes button.

Please note the following requirements for form banner images:

e Fileformat: Jpeg

e Image width: 2433 pixels

e Image height: 413 pixels

¢ Image print resolution: 300dpi

Transforming planning and buildin @ oo
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Useful links

The website links added here will be displayed to applicants alongside LPA contact information in
the application process. You can add up to eight links here to direct applicants to useful
information on your LPA website.

PlanningPortal | Local Authority name Username ~

Useful links settings
Add a new useful link Active useful links

-3 Link name * Required
URL1

v https://www.planningportal.co.uk
Link URL * Required

URL 2

https://www.google.co.uk

» URL3

m https://www.planningportal.co.uk/find-your-local-planning-
authority
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Document requirements

In the document requirements section, you can manage the document types required for specific
applications. For example, assigning a mandatory document type specific to your local authority,
known as planning application requirements (PAR).

Manage document types (PAR)

Configure your PAR settings by selecting the document type from the list and defining which
application will require a document type.

PlanningFortal | Local Authority name

Manage document types
H anage the document ty|

1.Select document 2. Set application type
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After choosing a document type, you will be presented with a list of application types. Use the
drop down on the right of each application type to configure if the document is required or
optional.

Approval of details reserved by a condition (discharge) Optional A

Requirement level

: | Description required
Optional v P 1

Required

Api Optional Optional Vv

Not required
Cor I Optional Vv

You may notice that many of these document names do not have a corresponding drop-down
menu. That means you are unable to edit the settings, because these documents have had
their settings stipulated by the government. Since there is no option for LPAs to change these
settings, the drop-down menu is not needed.

Once you have applied the desired settings to all the documents on this page, you should
scroll down to the bottom of the screen and click the blue ‘Save changes’ button.

Provide local level requirements

Please provide us with a link to your Planning application )

i ) L ) Find out about local level
requirements and we will ensure it is included in the ‘local document requirements
level requirements’ section which sits within the application
service This way, users will have sight of all the
documentation you require or request for each application.

Find out more [£

Transforming planning and buildin P Coverea ey
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Manage document settings

User file upload size

Local Authorities can manage the size limit of individual supporting documents that applicants are
able to upload with their application. Choose which size your local authority can accept, from 5-
30MB. The file size limit is default at 10MB unless you change it. From the menu, select ‘Document
requirements’, then ‘Manage document settings’. Remember to save your changes.

PlanningPortal |

Manage document settings

Here you can manage the document type settings applied to all documents

o= User File Upload Size
10 MB v

Further help and information

If you need any help with customising your local authority’s planning application requirements on
the Planning Portal, please contact our service desk by emailing support@planningportal.co.uk

Transforming planning and buildin @ oo
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