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Summary 

This guide demonstrates the process of completing the three-step attachment-based application process. 
This process can be used to submit the following applications under Part IV of the Environmental 
Protection Act 1986: 

• s.48A – Refer a scheme 
• s.38E – Derived proposal 
• s.40AA – Significant amendment 
• s.45C – Amend an approved proposal and/or condition 
• s.45D – Consolidate/Divide Ministerial Statement. 

The three-step attachment includes: 

1. Proposal location 
2. Attachments 
3. Review and submit. 

Prerequisites 

To complete this process you must be a registered Environment Online user and logged in to 
Environment Online, using your preferred login option. 

Submit an application 

1. Select the My environment tab, then select Start a new application. 
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2. Select the EPA tile. 

 

3. Choose your role, then complete all mandatory fields to commence the application. Select Start 
application to proceed. 

Note: For the purposes of this guide, the example provided demonstrates a Responsible Authority 
submitting a Scheme referral. Similar steps should be undertaken for other applications listed. 
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4. Familiarise yourself with the Scheme referral requirements, then select Continue. 
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Proposal location 

5. Enter the proposal name and a description of your proposal. To enter the proposal location, open 
the map by selecting Open full screen. 
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6. Upload a shape file or draw a shape. 

Note: Select the question mark icon to access the How to guide.  

 

7. Select Next to continue. 
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Attachments 

8. In the Attachment step, add all supporting documentation by selecting Add files, then select 
Next. 

Note: You must add at least one file to proceed. 
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Review and submit 

9. In the Review and submit step, review your application. Select the edit icon to amend any 
details. 

 

10. Select the tick box to confirm you are authorised to submit the application, then select Submit. 

Note: The application will be validated. If there are any errors, use the edit icon to correct them. 
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11. When successfully submitted, an acknowledgment screen will appear, which includes the 
application reference number. 

 

12. Select My environment to return to your dashboard.  
 

13. The application will be visible in the Applications section of the My environment dashboard. 
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