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This guide covers the steps to check the status of your Environmental Impact Assessment application or 

General planning enquiry and track the progress via:

• the Home screen

• your Recents

• searching by number (case ID) or project name.

The guide also shows how to display the case history which provides an audit trail of the actions / steps.

Home

The application status is shown against each EIA application, general planning enquiry and help ticket on your 

Home page. 

The Organisation applications tab shows the status of items you have not yet submitted and items you have 

submitted. 

Colour legend for the application or enquiry status:

Display the status of your EIA application or general planning enquiry via the Home screen:
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Recents 

1. Click         or                             to view your 

recent items.

• The Recents panel displays and shows items 

you have:

• created but saved as draft (open)

• created and submitted 

2. In your Recents list, click to select the item you 

want to display / check. 

Note: If the application is completed (resolved) the assignments tab will not appear.

3. The Work Status is shown in the panel on the left (if you have collapsed this section, the information displays in a 

header bar as shown in the second screenshot below). This section also shows date created, date updated and by 

whom.

4.  Top Bar (chevrons)  – shows the stage (in the application lifecycle) the application has progressed to e.g. Assess. 

The current stage is in bold, and a green tick denotes a completed stage.

5.  Assignments – click > to expand this section. It shows who the enquiry or application is currently with for review 

or approval. If you have saved the item as draft, it will show as OPEN and Assigned to you (for completion). 

To display the status of your EIA application or general planning enquiry via Recents:
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Search by case ID 

1. Click           to open the search field

2. Enter the case number in full e.g. EIA-77002  

3. The Environmental Impact Assessment case displays (or 

No items displays if no matches were found). 

3. The case displays. Work status shows the application 

case status.

4. The current stage of the application is in bold (in this 

example Assess) 

5. Assignments – shows who the enquiry or application is 

currently with for review or approval (click > to expand 

this section).

To search for your EIA application by case ID and check the status:

Note: You must include the EIA- prefix 

e.g. EIA-77002, not 77002 
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Search by project name

1. Click              to open the search field

2. Enter the project name or part of the project name 

and press Enter 

To search for your EIA application by project name 

and check the status:

(wildcards are not required when searching by project 

name  – just enter part of the value)

The search results display (or show No items if no matches 

were found). 

3. You can further refine your search using the Search panel 

on the left

4. Hover over the case type (e.g. Environmental Impact 

Assessment) and select Preview to display a summary on 

the right of the screen or click Open in tab to display the 

case in a new tab.

Note: Searching by project name is 

not case sensitive, and you can enter 

part of the name (without wildcards)
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Change your search criteria in the search 

field at the top of the screen, if required 
Change your search criteria in the search 

field at the top of the screen, if required 
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3. Click           to return to your Home page.

Case History

1. When you are displaying the application case, select Case history if you want to view an audit trail of events.

2. The case history shows the date & time, a description of the event and the user name.

To display an audit trail of events:
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