WCC Online Booking System - Prelodgement Meetings
Getting Started Guide

WILLOUGHBY
CITY COUNCIL

Before you start your booking process, make sure you have the following:

e Date/s of your booking request
e  Know the different types of development (the types of bookings are designed to try to coordinate
with the officers availabilities):
= Planning proposals
= (Class 1 & 10 - Low density residential developments (e.g. dwelling houses and ancillary
structures, dual occupancy development, subdivision up to two lots)
= (Class 2-9 -Minor developments (Changes of Use & Fit-outs, Signage)
= (Class 2-9 - Major developments (including new commercial and industrial developments or
major alterations, childcare centres & subdivision for more than 2 lots)
= Heritage Conservation & Items Class 1 & 10 - Low density residential developments (e.g. dwelling
houses and ancillary structures, dual occupancy development, subdivision up to two lots)
= Heritage Conservation & Items Class 2 - 9 - Minor developments (Changes of Use & Fit-outs,
Signage)
= Heritage Conservation & Items Class 2 - 9 - Major developments (including new commercial and
industrial developments or major alterations, childcare centres & subdivision for more than 2
lots)
e Required information about the site such as property address, zoning, etc. This information can be
found on the NSW Government Planning Portal and do a search using your property address.
https://www.planningportal.nsw.gov.au/spatialviewer/#/find-a-property/address

If you have any further questions, please look at our frequently asked question document.

You will have 20 minutes or so to complete the booking once initiated. Leaving the screen idle may result in
application error. If error does appear, please log out and log back on (clearing your browsing data will also
help for the system/browser to refresh).

A step by step booking guide is provided below for your information. Note this guide is an example only. Actual
booking system interface may vary due to system upgrades and other changes.

If you are not registered on Willoughby City Council’s online booking system you will need to create a user
account:

Register yourself as a new user via this link: Register As New User Now

e  Enter your details
e Password must be at least 8 characters, contain one number and one uppercase letter.
e Please note most of the fields are mandatory — denoted with an asterisk.

This will register you as a user for the system so you can log in and out of the system to make or check on
bookings at your convenience.

Please note that you must book at least 28 days in advance.

Uploading Documents

Please do not upload your plans or documents to the booking system. All plans and documents must be
submitted to email@willoughby.nsw.gov.au at least 21 days prior to the meeting.



https://www.planningportal.nsw.gov.au/find-a-property
https://www.planningportal.nsw.gov.au/spatialviewer/%23/find-a-property/address
http://edocs.willoughby.nsw.gov.au/DocumentViewer.ashx?dsi=4530758
https://willoughby.zipporah.com.au/resourcebooking/Account/Register
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Changing a Booking
All Bookings are provisional and are subjected to the availability of Planning Officers.

All booking changes should be made in writing to the booking office via email
(Prelodgement@willoughby.nsw.gov.au ).

Cancellation request may attract a cancellation fee as follows:
Prior to 7 days before meeting: 10% of Fee

Within 7 days of meeting: 50% of Fee



mailto:Prelodgement@willoughby.nsw.gov.au
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Your Step by Step Guide for Prelodgement Booking

Please note that the booking interface may change from time to time due to system upgrade and the
actual booking may vary from the images shown in this guide.

e Navigate to https://willoughby.zipporah.com.au/resourcebooking

On this page, you may choose to register new user or logon if you have already registered
before.

To register
e click on the “To Register” Button
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Welcome to Willoughby City Council - eBookings

The eBooking System lets you search a range of options and available dates for your activity.
‘You can browse available resources and times without needing to log on. When making a booking you will be prompted to log on or register as a new user.
To register Click Here

To logon Click Here

E Book a Venue or Room

« Browse/Book

+ Community Facilities Hire Policy including Concessional Hire
« Frequently asked guestions

« Getting started guide for Council's online booking system

+ More information about facilities

+ How to reset my password

a Book a Market Stall, Promotion Activity, Busking or Banner Space

+ Browse/Book

+ Market terms and conditions
« Frequently asked questions
« Market booking guide

« Activity booking guide

« Banner booking guide

+ How to reset my password

'%’.4 Book a Pre-Lodgement Meeting

1. Browse/Book

2. Fraquently asked questions

3. Getting started guide for Council's online booking system
4. How to reset my password

The safety of our community and staff is of core impeortance, so in view of COVID-19, pre-lodgement meetings for all applications will not be held
face-to-face. Instead, the officers will assess the plans and documents that you email to us 21 days in advance and provide the notes back to
you, the applicant, via emai. Officers will organise a teleconference to discuss further. An amended draft will then be emailed to you.

If acceptable, the final pre-lodgement notes will be emailed to you. We thank you for your understanding and patience and aim to deliver the
same level of professionalism and service.



https://willoughby.zipporah.com.au/resourcebooking
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Fill in all details as required:

B [ welcome toWilloughby City Co. X | & - [u] b

<« C @ O htps/willoughby.zipporah.com.au/resourcebooking/Account/Register

Register New User

Create an account
User Name: *
Applicant

Password (Must be at least B characters, contain 1 number and 1 Upper Password Confirm: *
Case Letter):

Password Question: *

Password Answer:

Personal Details

Title: =

Otk

e Click on I’'m not a Robot

e Then hit

B [ weicome toWilloughby CityCo X | 4

& C @ o tps://willoughby.zipporah.com.au;
Address

Unit Number:
Street Number:

Street: *

Victor St

Suburb:

Chatswood

City:

Chatswood

Post Code: *

2067
Security Challenge

v/ mnotarobot
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Once registered, you can click on Book a Pre-Lodgement Meeting.

O [ Wecometawi loughby Cey C= X | 4= = GE s

&« C @ 3 willoughby.zipporah.com.au 2 v @ @ -

You have been successtully registered

Welcome to Willoughby City Council - eBookings

e your bookings through the options located in the menu on the top right

This will start the booking process.
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Step 1 of 9: Book an Appointment

e Select Prelodgement Meeting from the drop down menu
e Select an Option that best fit your type of development.

@ | [) Wecome toWilloughby CiyCe X | 4= =IO NS
¢ Cc a wiloughby zipporah.com.au s = @ 8
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Step10f9

Book An Appointment

Prease select the most suitable option from the drop down options below.
Please select from the following:

Pre-Lodgement Meeting .

Select an option.

~Select--

Pianning Proposal in Hertage and Conservation Area (Strategic Planning)
Planning Proposal Meeting (Strategic Planning)

Pre-DA Class 1 & 10 - Low density residential developments (eg. dwelling houses & ancillary structures, dual occupancy development, subdivision up to 2 lots)
Pre-DA Class 2 - 9 — Major developments (including childcare centres & subdivision for more than 2 lots)

Pre.DA Class 2 - 8 - Minor developments (changes of use & fit-outs, signage)

Pre-DA-Heritage Conservation & ltems Class 2-9 Major Development

Pre-DA-Heritage Conservation Area & ltems- Class 2-9 Minor Development (eg change of use & fitouts, signage)

Pre-DAHeritage Conservation Areas & ftems - Class 1410 low density residential Gevelopments (eg dwelling houses & ancillary structures, dual occupancy)

Step 2 of 9: Booking Process — Find Slots

O | [ Welcome to Viloughby Cay €= x| - e x

€ (S & willoughby.zipporah.com.au

(=]
I

step 20fs

Booking Process - Find Slots

Search specific resources (WCC Admin Use Oniy)
SearchSpecificDays

Restrict by number of attendees?

From:

8 120002022

Search to
o 120002022
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e Click on the date icon which will prompt calendars to pop up for selection for From,
e Repeat process with Search to
e Once selected, click S=EIgeak

Note: Dates selected must be at least 28 Working Days prior to the scheduled meeting.

DO [ Wecome to Villoughi iy € X | —

< > C @ () hitpsy/willoughy.sippersh.com.au

Alw o =
Step20f9
Booking Process - Find Slots
Searen specine resources (WSS Admin Use Only)
SearchspeciicDays
Restrict by number of attendees?:
From:
B 12082022
sesreno
B8 31102027
o ‘October 2022 o
i
.
5w s owoa
i
Alw o =
Step2of9

Booking Process - Find Slots

Search specific resources (WCC Admin Use Only)
SearchSpecificDays

Restrict by number of attendees?

From:

B8 12092022

Search to
o 311002022
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On the next page, you will be able to select a time slot for your meeting and also check for
charges/fees.

DO [ Wecome to Villoughi iy € X |

€ (o] £ mitps/willoughby.sipporsh.com.au

A v o =
Booking Process - Find Slots
Sesrch spacific resources (WCC Aamin Uss Only)
SearchspeciticDays
Restrict by number of attendees?:
From:
@ 12092022
searchto
& 302022
PLA - Planning Unit (Level 4/ 31 Victor Street Chatswood) - ResourceCategoryUrl
Dats Start Tima End Tima View Charge Stats
20110:2022 10.00 AM 12,00 PM
261102022 200PM 300PM
A charge summary will pop up if click on the [SEIF=RRaMElRY Button.
B | [ Weicome o Wilow veo % B - o x
€ (o] £ mitps/willoughby.sipporsh.com.au
A v o =
Booking Process - Find Slots
Sesrch spacific resources (WCC Aamin Uss Only)
SearchspeciticDays
Restrict by number of attendees?:
From:
@ 12092022
Seare  Charge Summary x
a PREDA - Class 1410 - All Day
ccounTypebama Al Dsy Charga Nota Cost
Flafes st
Do Start Tima End Time View Chorge Stonn

12102022 200PM 300PM
3102022 0:00 AM 12:00 PM
ATH02022 200PM 300PM
19102022 200PM 300PM
w2022 10.00AM 12,00 PM Charge Summary
200022 200PM 300PM [y —
20z 200PM 300PM [y —
waz 200PM 300PM
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A time slot will pop up if click on the [E{galit=EFAETELe111aY or MEeIU&WAVETE AR =S Button

e Select start and end time (must be 1 hour)
e Click the Button.

O | [ welcome to Willoughiy ey e % | o - o x
« G @A O mpsiwiloughby.dpporshcom.aurescurcebooking/BookingProcess/PortalResults s = & & -
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At this stage, if you have not registered or logged on, the system will take you through the Log
on/Register page.

O [ wekome toWilloughby CityCo. X | = i

« > O M 2 https//willoughby.zipporah.com.au;

[

Log on/Register to make a booking

Username

Applicant

Password *

Remember me?:

Log On

Register new user Forgotten your password?

Willoughby City Council (Internal Use Only)

If you have registered, it will bring you to the next step.
Step 4 of 9 - Booking Process — Select User

e Select the People from the drop down

o Click on [[#R{IEN L&l NAVYE i Button

Booking Process - Select User

From this page the user has the option whether they wish to allocate an

Il Organisation or @ Person The selection has no bearing on the baoking process
it just allocates details to the booking itself.

Select User

People

Select Person -
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Step 5 of 9 — Booking Process — Personal Details

Please ensure your email address is correct. All communication will be sent to the email

DO [ Wecome to Villoughi iy € X | —
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Step5of9

Booking Process - Personal Details

From this page there should already be an Organisatien or Person details. If you wish to update this information for the booking you may do sa here

Address

Unit Number:
Straet Number:
12

Street.

Victor St
Suburb:

Contact details

Telephor

02868123567

Email

applicani@wiloughby.com au

Click on [®6]aid[il’[= Button
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Step 6 of 9 — Terms and Conditions.

e On this page, please read the Terms and Conditions

e Tick the box at the end to confirm you agree to the terms and conditions.

e Once done, hit S¥efaalii Button.

B | ) Welcome to Wilougnby City Co x| =+ - o x

<« G a willoughby.zipporah.com.

StepGot9

Terms and Conditions
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Step 7 of 9 — Booking Process — Additional Questions.

You will be prompted to answer a few questions about the property and your development. Please
provide as much information as you can. You can find the required information from the following
resource: https://www.planningportal.nsw.gov.au/spatialviewer/#/find-a-property/address

DO [ Wecome to Villoughi iy € X | —

€ C tps/willoughty.zipporah.com.au

(=]
i

Step7of9

Booking Process - Additional Questions

Property address of the development

No

Not Sure

I the site bushfire prone?

® Yes

No

Specific Issues for discussion. If you do not have any issues please write none in the box and click submit, then continue.

Would you like the mesting to be in person at Council, over the phone or online (.g. MS Teams)?

Oniine (e.g. MS Teams) v

Please specify how many people will be attending the meeting?

3 ~

Please click or §4J¢ Button as appropriate and Hit once done.


https://www.planningportal.nsw.gov.au/spatialviewer/%23/find-a-property/address
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Step 8 of 9 — Booking Process — Booking Confirmation

On this page, you will be able to review all your details and booking information. If they are correct,
please click the Button. (or click the Button if you need to amend the booking details)

x |+ - @ x

[ Welcome to Wiloughisy ity C

€ C @ O hips/iwiloughby.sipporsh.comau

[=]
1]

A v

StepBof9

Booking Process - Booking Confirmation

Booking Information

Booking

Pre-DA Class 1 & 10 - Low density residential developments (eg. dwelling houses & ancillary structures, dual occupancy development, subdivision up
2 lots)

Where:

Planning (Development Assessment) (PLA - Planning Unit (Level 4 / 31 Victor Street Chatswood) )

When:

Wednesday, 12102022 at 2:00 PM - 3:00 P

Additional Information

Property address of the development
123 Victor St Chatswaod NSW 2067

Deseription of the proposal
Demoltion and Building of new dweling

What is the Zoning of the development site?

R2 - Low Density Residential

Is the property a Listed Heritage Item or in a Heritage Conservation Area?

No

Is the site flood affected? please refer to your 5148 Planning Certificate. If unsure, contact Council's Customer Service Centre on 8777 1000.

yeo x B - o x

willoughby

Address

Name

Miss. Prelodgement Applicant
12
Victor St

Chatswood
2067

Phone:
02868123567

Email:

appiicani@villoughby.com au

Header.Paymentitems

density residn
10 2 ots) - Pla

uses & ancilary structures, dual occupancy $46164 635
flst fesis) of 510.00

Payment Summary

Nt Total GST Toul Gross Total

45364 $46.36 51000

Continue
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Step 9 of 9 : Booking Process — Booking Confirmation

Now your booking is complete. Email communication will be sent to you shortly. At this stage your
booking is provisional.

Once our booking officer has reviewed your booking, you will receive a request for payment with
links to directly pay online or payment can be made by calling Council’s Customer Service Centre
with your Booking Reference.

DO [ Wecome to Villoughi iy € X | -

~
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Thank you, your booking has been received. You will receive further communication via email in due course

Booking Process - Booking Confirmation

Thank you Miss. Prelodgement Applicant for using the Willoughby City Council eBooking system. Your booking has been successfully submitted. You w
recieve an email confirmation of your booking You can also print this page s your receipt or make a note of the Buoking reference shown below

Name: Miss. Prelodgement Applicant

loughby.com.au
Booking Reference: 96020929
Payment Method: Cash

Start Time: 12110

ensity residential developments (eg. dwelling houses & ancillary structures, dual cccupancy development
ing (Development Assessment)

ry: PLA - Planning Unit (Level 4/ 31 Victor Street Chatswoad)
Telephone: 02868123667

WILLOUGHBY
CITY COUNCIL




