
For: Area Authority 
Purpose: Review the application and do actions 
(Approve, Decline, Return)

Step1: Once an application has been submitted, an 
email will be send to the Area Authority who’s been 
filled in as “AA Email” in the application.

Step 2: Area Authority will open the Area Authority 
Page (will get the link from email once application 
submitted, it’s the same link across all works).

Step 3: Click on Sign in button, sign in with AIAL email 
account. 

Step 4: Select the application, click view detail, will 
navigate to application detail page.

Step 5: Review the application, modify (and save) as 
required.

Step 6 -1: Approve: once approved, application status 
will change to “Received by Permit Office”, the page 
will navigate back to landing page and the application 
will be sitting under “Archived Project”. This 
application will be sent to the next step. Area 
Authority and PICWS will get an confirmation email. 

Step 6 - 2: Return : If anything is missing, Area 
Authority click on “Return” button. Once returned, 
application status will change to “Returned by AA”, the 
page will navigate back to landing page and the 
application will be sitting under “Projects awaiting 
your approval”. Area Authority and PICWS will get an 
confirmation email. 

Step 6 - 3: Decline:  If Area Authority click on “Decline” 
button. There is option to select “Do Not Reapply” or 
“Reapply Date”. 
Once declined, application status will change to 
“Decline By AA”, the page will navigate back to landing 
page and the application will be sitting under 
“Archived Projects”. Area Authority and PICWS will get 
an confirmation email. 

Landing Page

Application Detail Page

Step 1:
If account not registered, email will include link to 
register account link

If account registered, email will include link 
to Area Authority Approval Page

Step 6-1:
If application approved, Area Authority and PICWS will receive a 
confirmation email.

Step 6-2:
If application retured, Area Authority and PICWS will receive a 
confirmation email.

Step 6-3:
If application declined, Area Authority and PICWS will receive a 
confirmation email.

Confirmation email screenshots:
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