
Training Presentation  
for Road Managers  

 
Version 1 

September 2017 

Portal Forms Overview 



Purpose of this Training 

Training Purpose 

To provide you with an 
understanding of the NHVR 

Portal – Road Manager ‘Portal 
Forms’ Module. 

 

Also provide opportunity to 
experience the Portal Forms 

before using the product.  

Course Outline 

• Portal Forms Overview 

• How does it work?  

• Examples and Practice 

• Your Readiness 

• Assessment (as required) 

• Evaluation 

 



Background 

• The National Heavy Vehicle Regulator has been improving the 
way heavy vehicle permits are accessed, managed and issued 
across Australia.  

• The NHVR Portal takes the existing complex, largely paper-
based environment to a complete, integrated digital services 
platform, incorporating features such as a conditions library 
and route planner.  



About the NHVR Portal 

The NHVR Portal is one digital platform with multiple views or 
components. The purpose of the Road Manager Module is to 
replace the NHVR’s existing use of emails to request and seek 
consents from road managers.  
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NHVR Portal 

NHVR Portal Consent Request -  

A B-Double consent request has been submitted with case id '90251r18v1'. 

You have been assigned as the primary contact for this request. 

To view the consent request, please click on or copy/paste the following URL into your web 
browser. 

Read only link for distribution: 

https://nhvr-uat2.azurewebsites.net/#page=partner/secureToken/manageCase&secure_token
=2237282ff0c2274c80935b95e270345a0cc6c043&septy=1&permitApplicationId=90465  

Response link: 

https://nhvr-uat2.azurewebsites.net/#page=partner/secureToken/manageCase&secure_token
=2237282ff0c2274c80935b95e270345a0cc6c043&permitApplicationId=90465  

The National Heavy Vehicle Regulator is Australia's independent regulator for all vehicles over 4.5t gross vehicle mass. We 
administer one set of laws for heavy vehicles to deliver a comprehensive range of services under one regulator, one rulebook.  For 
more information, please visit: www.nhvr.gov.au.  

 

 

• Portal Forms is a key part of the NHVR's 
transition approach … blending the 
current email process with completing 
online consents. 

• Initially you will be asked to use an online 
form, a Portal Form. This is very similar to 
the email process you currently follow.  

• Then, the full version of the NHVR Portal 
- Road Manager Module will be made 
available to Road Managers nationally in 
a staged release. 
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Road Managers will transition to the full NHVR Portal upon readiness 
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NHVR Portal 

NHVR Portal Consent Request -  

A B-Double consent request has been submitted with case id '90251r18v1'. 

You have been assigned as the primary contact for this request. 

To view the consent request, please click on or copy/paste the following URL into your web 
browser. 

Read only link for distribution: 

https://nhvr-uat2.azurewebsites.net/#page=partner/secureToken/manageCase&secure_token
=2237282ff0c2274c80935b95e270345a0cc6c043&septy=1&permitApplicationId=90465  

Response link: 

https://nhvr-uat2.azurewebsites.net/#page=partner/secureToken/manageCase&secure_token
=2237282ff0c2274c80935b95e270345a0cc6c043&permitApplicationId=90465  

The National Heavy Vehicle Regulator is Australia's independent regulator for all vehicles over 4.5t gross vehicle mass. We 
administer one set of laws for heavy vehicles to deliver a comprehensive range of services under one regulator, one rulebook.  For 
more information, please visit: www.nhvr.gov.au.  

 

 

Simple Overview 

STEP 1  EMAIL from NHVR STEP 2  ASSESS in Case Tracker STEP 3  SUBMIT 

About the new process 

• Email sent to Road Manager (primary contact) with link to case information 

• Link opens full case information 

• Email can be forwarded to other internal Road Manager staff for their action 

• Additional actions are available: Extension of Time and Information Requests 

• All activity occurs in the Portal; NHVR process and issue the permit using the Portal 

• Aligns with known Road Manager existing processes 
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Detailed Workflow 
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STEP 1  EMAIL 

1. When a consent request is 
issued, you will receive an 
email from  
NHVR_Portal@nhvr.gov.auN
HVR_Portal@nhvr.gov.au 

2. Open your email and select 
the Response Link    . The 
Read only     link can be used if 
other teams within your 
organisation need to review 
the application but not make 
decisions on the case. 
 

3. Portal Forms will open directly 
from the links, without 
needing you to login to the 
Portal. 

 

STEP 1  EMAIL 

STEP 3  SUBMIT 

Extension of Time 

Information Request 

DECISION 

ROUTE MANAGEMENT 

Alternate Route 

CASE DETAILS 

 
For additional 
support visit the 
Help Centre: 
https://help.nhvr.g
ov.au/support 
 

CASE MANAGEMENT 

Start Assessment 

STEP 1  EMAIL 

STEP 2  ASSESS 

Approve no Conditions 

Approve w/ Conditions 

Refuse w/ Reasons 

mailto:NHVR_Portal@nhvr.gov.au
mailto:NHVR_Portal@nhvr.gov.au
https://help.nhvr.gov.au/support
https://help.nhvr.gov.au/support
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STEP 2  ASSESS  
              Case Details tab 

 
1. On the Case Details tab     , 

you can view the Road 
Manager, Case Number and 
Case Status    .     

 
NHVR = blue 
Green = Customer 
Orange = Road Manager 

 
2. In the Overview section     , 

view a summary of the Case 
information and Case 
progress. 

 

                  CASE DETAILS 

STEP 2  ASSESS 

STEP 1  EMAIL 

STEP 3  SUBMIT 

 
For additional 
support visit the 
Help Centre: 
https://help.nhvr.g
ov.au/support 
 

Extension of Time 

Information Request 

DECISION 

ROUTE MANAGEMENT 

Alternate Route 

CASE DETAILS 

CASE MANAGEMENT 

Start Assessment 

Approve no Conditions 

Approve w/ Conditions 

Refuse w/ Reasons 

https://help.nhvr.gov.au/support
https://help.nhvr.gov.au/support
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STEP 2  ASSESS  
              Case Details tab  

 
1. On the Case Management tab 

> Workflow, select Start 
Assessment     . 

   
2. Here you can also view and 

add Notes on the Case     by 
clicking the expand/ collapse 
arrows      . 

 

                  CASE MANAGEMENT  

STEP 2  ASSESS 

STEP 1  EMAIL 

STEP 3  SUBMIT 

 
For additional 
support visit the 
Help Centre: 
https://help.nhvr.g
ov.au/support 
 

Extension of Time 

Information Request 

DECISION 

ROUTE MANAGEMENT 

Alternate Route 

CASE DETAILS 

CASE MANAGEMENT 

Start Assessment 

Approve no Conditions 

Approve w/ Conditions 

Refuse w/ Reasons 

https://help.nhvr.gov.au/support
https://help.nhvr.gov.au/support
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STEP 2  ASSESS  
              Case Details tab  

 
1. Once assessment is started, 

you can choose the action      
you want to take on the case: 
 

• Request an Extension of Time 
• Information Request 
 

                  Start Assessment 

STEP 2  ASSESS 

STEP 1  EMAIL 

STEP 3  SUBMIT 

 
For additional 
support visit the 
Help Centre: 
https://help.nhvr.g
ov.au/support 
 

Extension of Time 

Information Request 

DECISION 

ROUTE MANAGEMENT 

Alternate Route 

CASE DETAILS 

CASE MANAGEMENT 

Start Assessment 

Approve no Conditions 

Approve w/ Conditions 

Refuse w/ Reasons 

https://help.nhvr.gov.au/support
https://help.nhvr.gov.au/support
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STEP 2  ASSESS  
              Extension of time 

 
1. If Extension of Time is 

selected.     
 

2. Choose the template you wish 
to use for this request from 
the drop down list     . 
 

3. Add notes in the reasons text 
box     . 
 

4. Attach any files     . 
 

5. Submit request     . 
 

                  Extension of Time 

STEP 2  ASSESS 

STEP 1  EMAIL 

STEP 3  SUBMIT 

 
For additional 
support visit the 
Help Centre: 
https://help.nhvr.g
ov.au/support 
 

Extension of Time 

Information Request 

DECISION 

ROUTE MANAGEMENT 

Alternate Route 

CASE DETAILS 

CASE MANAGEMENT 

Start Assessment 

Approve no Conditions 

Approve w/ Conditions 

Refuse w/ Reasons 

https://help.nhvr.gov.au/support
https://help.nhvr.gov.au/support
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STEP 2  ASSESS  
              Extension of time 

 
1. If Information Request is 

selected.     
 

2. Choose the template you wish 
to use for this request from 
the drop down list     . 
 

3. Add notes in the reasons text 
box     . 
 

4. Attach any files     . 
 

5. Submit request     . 
 

                  Information Request 

STEP 2  ASSESS 

STEP 1  EMAIL 

STEP 3  SUBMIT 

 
For additional 
support visit the 
Help Centre: 
https://help.nhvr.g
ov.au/support 
 

Extension of Time 

Information Request 

DECISION 

ROUTE MANAGEMENT 

Alternate Route 

CASE DETAILS 

CASE MANAGEMENT 

Start Assessment 

Approve no Conditions 

Approve w/ Conditions 

Refuse w/ Reasons 

https://help.nhvr.gov.au/support
https://help.nhvr.gov.au/support
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STEP 2  ASSESS  
              Extension of time 

 
1. Once you are ready to submit 

a decision, navigate to the 
Decision tab     .  
 

2. From here you must Indicate 
to start your decision     and 
then you can choose one of 
the following actions: 
 

• Approve with no Conditions 
• Approve with Conditions 
• Refuse 
 

                  Decision 

STEP 2  ASSESS 

STEP 1  EMAIL 

STEP 3  SUBMIT 

 
For additional 
support visit the 
Help Centre: 
https://help.nhvr.g
ov.au/support 
 

Extension of Time 

Information Request 

DECISION 

ROUTE MANAGEMENT 

Alternate Route 

CASE DETAILS 

CASE MANAGEMENT 

Start Assessment 

Approve no Conditions 

Approve w/ Conditions 

Refuse w/ Reasons 

https://help.nhvr.gov.au/support
https://help.nhvr.gov.au/support
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STEP 2  ASSESS  
              Extension of time 

 
1. On the Decisions tab click on 

the ‘Start Decision’ button      
and select the ‘Approval’ 
button     . 
 

2. Adjust the dates if necessary 
by clicking on the date fields 
and selecting a new date from 
the date picker tool      . 
 

3. Nominate the route for 
gazettal or pre-approval if 
required by selecting the 
option from the ‘Gazette or 
Pre-approval route’ drop 
down     . 
 

4. Click on the ‘Submit Request’ 
button     to send the 
response. 
 

Approve with no Conditions 

STEP 2  ASSESS 

STEP 1  EMAIL 

STEP 3  SUBMIT 

 
For additional 
support visit the 
Help Centre: 
https://help.nhvr.g
ov.au/support 
 

Extension of Time 

Information Request 

DECISION 

ROUTE MANAGEMENT 

Alternate Route 

CASE DETAILS 

CASE MANAGEMENT 

Start Assessment 

Approve no Conditions 

Approve w/ Conditions 

Refuse w/ Reasons 

5 

5 

https://help.nhvr.gov.au/support
https://help.nhvr.gov.au/support
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STEP 2  ASSESS  
              Extension of time 

 
1. On the Decisions tab click on 

the ‘Start Decision’ button      
and select the ‘Approval with 
Conditions’ button     . 
 

2. Adjust the dates if necessary 
by clicking on the date fields 
and selecting a new date 
from the date picker tool      . 
 

3. Nominate the route for 
gazettal or pre-approval if 
required by selecting the 
option from the ‘Gazette or 
Pre-approval route’ drop 
down     . 
 

4. Add the required conditions 
into the ‘Comments’ field    
and add any required files by 
clicking on the ‘Add File’ 
button    . 
 

5. Click on the ‘Submit Request’ 
button     to send the 
response. 
 

                  Approve with Conditions 

STEP 2  ASSESS 

STEP 1  EMAIL 

STEP 3  SUBMIT 

 
For additional 
support visit the 
Help Centre: 
https://help.nhvr.g
ov.au/support 
 

Extension of Time 

Information Request 

DECISION 

ROUTE MANAGEMENT 

Alternate Route 

CASE DETAILS 

CASE MANAGEMENT 

Start Assessment 

Approve no Conditions 

Approve w/ Conditions 

Refuse w/ Reasons 

5 

5 
6 

7 

6 
7 

https://help.nhvr.gov.au/support
https://help.nhvr.gov.au/support
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STEP 2  ASSESS  
              Extension of time 

 
1. On the Decisions tab click on 

the ‘Start Decision’ button      
and select the ‘Refusal’ 
button.      
 

2. Indicate which road(s) is 
causing the refusal by 
selecting the road from the 
roads list, clicking on the 
‘Refuse Roads’ button    , and 
selecting the refusal reason 
from the drop down menu 
displayed. 
 

3. Enter the reasons for your 
refusal in the ‘Comments’ box. 
 

4. Click on the ‘Submit Request’ 
button to send the response. 

                  Refuse with Reasons 

STEP 2  ASSESS 

STEP 1  EMAIL 

STEP 3  SUBMIT 

 
For additional 
support visit the 
Help Centre: 
https://help.nhvr.g
ov.au/support 
 

Extension of Time 

Information Request 

DECISION 

ROUTE MANAGEMENT 

Alternate Route 

CASE DETAILS 

CASE MANAGEMENT 

Start Assessment 

Approve no Conditions 

Approve w/ Conditions 

Refuse w/ Reasons 

5 

5 

https://help.nhvr.gov.au/support
https://help.nhvr.gov.au/support
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STEP 2  ASSESS  
              Route Management 

 
1. The Route Management   

tab      displays the route 
submitted by the Customer to 
the Road Manager. 

 
2. Review the customer’s 

requested route     , including 
the details under the Plan, 
Roads, Layers and Summary 
tabs     . 
 

3. Then either return to Case 
Management tab and 
Approve the case (with or 
without conditions). 

 
OR 

 
4. Propose an alternate route.  
 
NOTE: Use the Recalculate button 
to reload the map view if the roads 
are not displaying. 
 

                  ROUTE MANAGMENT 

STEP 2  ASSESS 

STEP 1  EMAIL 

STEP 3  SUBMIT 

 
For additional 
support visit the 
Help Centre: 
https://help.nhvr.g
ov.au/support 
 

Extension of Time 

Information Request 

DECISION 

ROUTE MANAGEMENT 

Alternate Route 

CASE DETAILS 

CASE MANAGEMENT 

Start Assessment 

Approve no Conditions 

Approve w/ Conditions 

Refuse w/ Reasons 

https://help.nhvr.gov.au/support
https://help.nhvr.gov.au/support
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STEP 2  ASSESS  
              Route Management 

 
1. To propose an alternate route, 

you simply make changes to 
the displayed route. 
 

2. Add/ change the route by 
typing in the roads as 
Waypoints      or drag n drop 
the route using the drop  
pins     . Then select Save Alt. 
 

3. The new alternate version 
created will be named with a 
label – Road Manager     .  
 

4.  View the Route History on 
this case using the drop down 
arrow     .  
 

5. Return to Case 
Management>Requests and 
select the Alternative Route 
Proposal template, then 
Submit Request. 

 

                  Alternate Route 

STEP 2  ASSESS 

STEP 1  EMAIL 

STEP 3  SUBMIT 

 
For additional 
support visit the 
Help Centre: 
https://help.nhvr.g
ov.au/support 
 

Extension of Time 

Information Request 

DECISION 

ROUTE MANAGEMENT 

Alternate Route 

CASE DETAILS 

CASE MANAGEMENT 

Start Assessment 

Approve no Conditions 

Approve w/ Conditions 

Refuse w/ Reasons 

https://help.nhvr.gov.au/support
https://help.nhvr.gov.au/support
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STEP 3  SUBMIT 

 
1. Once you submit a Request 

the consent status will be 
updated; the colour of the 
status correlates to the 
stakeholder who is currently 
responsible for the request     .  

  
3. If a Decision is submitted all of 

the Case action buttons will 
appear grey      until the 
current request is completed, 
however if an Extension of 
Time or Information Request is 
submitted the Decision actions 
will remain available. 
 

4. At any time you can return to 
the case via the email link. If 
required, you can withdraw 
your Submitted Request by 
expanding the Request and 
clicking withdraw      , however 
you cannot withdraw a 
Decision once it has been 
accepted by NHVR. 
 

STEP 1  EMAIL 

 
For additional 
support visit the 
Help Centre: 
https://help.nhvr.g
ov.au/support 
 

STEP 2  ASSESS 

STEP 3  SUBMIT 

NHVR = blue 
Green=Customer 
Orange=Road Manager 

Extension of Time 

Information Request 

DECISION 

ROUTE MANAGEMENT 

Alternate Route 

CASE DETAILS 

CASE MANAGEMENT 

Start Assessment 

Approve no Conditions 

Approve w/ Conditions 

Refuse w/ Reasons 

https://help.nhvr.gov.au/support
https://help.nhvr.gov.au/support
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The NHVR Portal will be supported through a hypercare service 
and access to USER SUPPORT MATERIAL that include videos, 
FAQs and ‘how to’ guides to walk through everything from basic 
solution navigation to performing specific tasks in the Portal. 

 
https://help.nhvr.gov.au/support 

https://help.nhvr.gov.au/support


For more information, visit 
www.yoursaynhvr.com.au  

Thank You! 

http://www.yoursaynhvr.com.au/

