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My Portal Cheat Sheet  

Uploading Documents 

Step Screenshot 
 

1. When lodging a gas 

application, you’ll need 

to upload documents 

relevant to your 

application type, such as 

Site Plans or 

Development Application 

approvals. 

 

 

 
 
 

 

 

2. For example, once works 

are underway, you may be 

required to upload 

documents such as site-

ready photos or a leak 

test notice. 
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3. With My Portal, the 

process for providing 

these documents has 

changed, and they must 

now be uploaded in the 

application Events 

section.  

 

For site-ready photos, 

click the Upload button. 

 

 

 

 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

4. Once uploaded, click the 

Submit button.  

 

The portal will confirm 

your documents have 

been uploaded 

successfully.  

 

 

 

 

 
 

 
 
 
 
 
 
 
 
 
 

 

5. Leak test notices for path 

valves must now be 

submitted via My Portal 

by your licenced plumber, 

using their own account. 

 

The plumber should click 

on the Complete button 

to fill out the form. 
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6. Most information, 

including the property 

address and plumber 

details, will be pre-filled 

from your application  
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

7. Your plumber will need to 

fill in the remaining 

details, acknowledge test 

results, and click the 

Submit button. 

 

You'll receive a status 

update from us once the 

documents have been 

reviewed.  

 

Please Note: If your 

plumber’s details have 

changed since you 

provided them at the 

application or offer stage, 

please use the message 

function to provide 

Jemena with the updated 

name, contact details and 

licence number.  

 
 
 
 
 
 

 
 

 


