
Fast-track Application Portal
User Guide

Substantive process: Applicants



Portal Registration and
Password Reset



Portal Registration
2 - The link in the email will take you to 

the Redeem Invitation page.

1 – You will receive a Fast-
track Portal invitation email 

with an invitation code

3 - Click the Register button

4 - Enter a Username and 
Password, then click Register 

to create your account

5 – Once you have read and 
accepted the Terms and 

Conditions, click the Submit 
button

6 - CONGRATULATIONS !!!
You now have access to the 

Fast-track Portal. Further 
instructions will follow.



Password Reset

2 – Enter your email address and 
click Send

1 – On the Fast-track Portal 
Sign in page, click Forgot your 

password?

3 – You will receive an email 
with a Reset Password link

4 – Enter and Confirm your new 
password, then click Reset to 

return to the Sign in page



Creating a New 
Substantive Application



New Substantive Application – Listed Project

2 – Complete all the required fields * of 
information, then click Next to generate a 

Unique Reference Number for the 
application

1 – Select New Substantive 
Application



New Substantive Application – Referred Project

2 – Enter the Unique Reference Number of 
a previously completed Referral 
Application to pre-populate the 

information from the Referral Application. 
Click Next to generate a Unique Reference 

Number for the substantive application.

1 – Select New Substantive 
Application



New Substantive Application – Questions

1 - Complete all the required fields * before clicking Next.
[Click Previous to view your Unique Reference Number]

2 – Click the Edit button to add 
relevant Acts & Approvals 

3 – Tick all the relevant Acts & Approvals 
related to this project, then click Submit to 

save your changes 



New Substantive Application – Locations

2 - Complete all the required 
fields * before clicking Next

1 – Click Create Location to create 
a new location record for the 

location of your project (multiple 
locations can be created if needed)

3 – Click Create Address to create an 
Address record for the location 

(multiple Addresses can be created if 
needed)



New Substantive Application – Locations cont.

1 – Use Search Address to search 
NZ Post for an Address linked to the 

location, or add the details 
manually, then click Submit

2 – Click Add files to upload all 
location-related attachments, then 

click Submit

3 – Your Location record has been 
successfully created. You can edit by 

clicking the Edit Location button



New Substantive Application – Documents

2 – The maximum size for a single 
attachment is 50Mb. Please ensure 

each of your attachments is less 
than 50Mb. 

1 – Click Add files to upload all 
project relevant attachments

3 – Files can be deleted before final 
submission of the Application



New Substantive Application – Acknowledgement

Once the Confirmation and Acknowledgement statements are ticked, you 
can proceed to Submit your application by clicking the Submit button.

You will receive an email confirming the details of the Application.



Other Portal Activities



Viewing My Applications

Click on View Application to 
view the details of an individual 

Application record

Click on My Applications to 
view all Applications you are 

associated with



Viewing My Requests

Click on View Request to view 
the details of a Request

Click on Request to view all 
Requests you need to provide 

feedback on



Viewing Request Details

The Application the Request relates to

Title/Subject of the Request

Details regarding the Request

Due Date by which you need to 
provide feedback

Click Next to view the Documents 
tab (attachments are optional)

Documents tab

Feedback tab

Click on a Document name to 
download



Creating Feedback for a Request

7 - Click Submit to submit your 
Feedback

6 - Add attachments (optional 
depending on the feedback 

requested)

5 - Click Next

4 - Provide your Feedback

3 - Enter your feedback Title

2 - Click Create Feedback

1 - Select the Feedback tab of 
a Request


	Slide 1: Fast-track Application Portal  User Guide
	Slide 2: Portal Registration and Password Reset
	Slide 3: Portal Registration
	Slide 4: Password Reset
	Slide 5: Creating a New  Substantive Application
	Slide 6: New Substantive Application – Listed Project
	Slide 7: New Substantive Application – Referred Project
	Slide 8: New Substantive Application – Questions
	Slide 9: New Substantive Application – Locations
	Slide 10: New Substantive Application – Locations cont.
	Slide 11: New Substantive Application – Documents
	Slide 12: New Substantive Application – Acknowledgement
	Slide 13: Other Portal Activities
	Slide 14: Viewing My Applications
	Slide 15: Viewing My Requests
	Slide 16: Viewing Request Details
	Slide 17: Creating Feedback for a Request

