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1 Summary 

This guide provides step-by-step instructions for users (or an authorised representative) on how 

to submit a transfer application through the Environment Online (EO) Portal.  

This guide covers how to: 

• Start a new transfer application 

• Navigate through the key sections of the online form (including Instrument details, 

Application details and Attachments) 

• Review and submit your application 

2 Prerequisites 

Before submitting a transfer application in EO, ensure the following: 

• EO login account: You must be a registered EO user and logged into the correct 

organisation/account profile. 

• Authority to act: If you are submitting on behalf of an organisation (e.g. as a 

consultant/agent), you must have delegated access granted by the organisation’s Service 

Administrator in EO. 

• Instrument details: You will need the instrument number for the licence or works 

approval being transferred (the application requires you to enter the instrument 

number). 

• Required form(s): Download and complete the required transfer form referenced in EO 

(e.g. the New occupier / prescribed premises history annex or equivalent Applicant history 

and declaration form shown on the ‘Before you begin’ page). 

• Invoice/payment readiness: Ensure the correct invoice details are available (and have a 

purchase order number ready if your organisation requires one on invoices). 

• Supporting documents ready (if applicable): Prepare any supporting evidence relevant 

to your circumstances (e.g. proof of occupier status, authorisation to act, and any 

documents referenced in the ‘Other approvals’ section). 
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3 Start a new transfer application 

After logging in to the EO Portal: 

1. Go to the My environment dashboard. 

 

 
 

2. Select New application. 

 

 

3. On the business area triage screen (‘Start a new application’), select Industry 

Regulation. 

ash@org.com 

Ash Smith 

Ash Smith 
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4. On the Application type screen, select the relevant application type: 

• Other - Transfer 

• Complete the remaining fields on the page as required (e.g. activity, project, 

industry sector/industry), then select Start application. 
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3.1 Before you begin - Transfer 

1. Read the information page to ensure you understand the process, guidelines and key 

considerations relevant to your application.  

2. Review the eligibility and key notes provided (including who should submit the 

application and when). 

 

Important: As part of this online application, you are required to download and 

complete the required form: Application form annex: New Occupier of Prescribed Premises 

history (link shown on the page). The form needs to be uploaded to this online 

application. 

3. Note the fee/payment information shown.  

4. When you are ready, select Continue. Clicking this button will start the submission 

process. Your submission will be automatically saved as a draft if you choose to complete 

it later. 
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3.2 Instrument details  

This section allows you select and confirm the correct instrument for your transfer application. 

1. In Instrument details, enter the full instrument number for the licence/works approval 

being transferred (required). 

2. In Transfer details, provide the relevant details for the transfer (required). 

3. Review the notice regarding instrument expiry and assessment timeframes (if displayed). 

 

 

4. Click Save and then Next to continue or click Save and Exit at the top of the page if you 

want to leave your application and return at a later time. 

3.3 Contact details  

This page may be pre-filled based on your EO Portal account and the organisation you are 

representing. 

1. Review the instrument holder details shown to ensure they are correct. 

2. Where fields display a magnifying glass, you can search and select a record (e.g. 

instrument representative or contact details). 

3. Confirm the Instrument representative and the Primary contact details for the 

application. 
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4. In the Payment details section, review the invoice details and indicate whether a 

purchase order number is required (No/Yes). 

5. If you need to select invoice details using a lookup, choose the correct record using the 

magnifying glass icon. 

Ash Smith 

ash@org.com 

Ash Smith 
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6. Click Save and then Next to continue or click Save and Exit at the top of the page if you 

want to leave your application and return at a later time. 

3.4 Occupier status 

In this section, confirm your relationship to the premises/instrument so the Department of 

Water and Environmental Regulation understands the basis of the transfer. 

1. In Occupier status, click on the dropdown list and select the option that best describes 

your occupier status (for example, the most relevant category for how you 

occupy/operate at the premises). 

2. If you are unsure which option to choose, select the option that most closely matches 

your current arrangement (e.g. owner/registered proprietor, lease holder, operator or 

other category). Once selected, check that the chosen status is displayed correctly. 

3. If you need to provide proof of occupier status, you can include this in the Attachments 

section later. 

4. Click Save and then Next to continue or click Save and Exit at the top of the page if you 

want to leave your application and return at a later time. 
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3.5 Other approvals  

This section captures whether there are any related approvals or arrangements that could affect 

assessment of the transfer application. 

1. Review each Yes/No question and answer as it applies to your situation. 

2. Where you select Yes, additional fields may appear. Provide the relevant details as 

clearly as possible (for example): 

• the approval/authorisation type 

• any reference numbers 

• the current status (e.g. active, pending, expired) 

• the relevant dates (if requested) 

• brief context on how it relates to the premises/instrument being transferred 

3. Use clear, factual wording (short paragraphs or dot points are fine). 
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4. If you don’t have all details immediately available, provide what you can and include a 

note to state that supporting documents will be provided later. 

5. Click Save and then Next to continue or click Save and Exit at the top of the page if you 

want to leave your application and return at a later time. 

3.6 Attachments  

Upload any required supporting documentation for your application in this section. This may 

include evidence needed to support the information in the Contact details, proof of occupier 

status and Other approvals sections. 

1. Select Add files and upload all required documents, including: 

• the completed Application form annex: New Occupier of Prescribed Premises history 

form, and 

• any supporting evidence required for your circumstances. 

2. Ensure each attachment meets the EO Portal requirements (e.g. individual attachments 

must not exceed 1GB). 

3. Only click on the Confidential folder if you are making a confidentiality request using the 

Add files button; otherwise upload documents normally. 

4. Click Save and then Next to continue or click Save and Exit at the top of the page if you 

want to leave your application and return at a later time. 
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3.7 Review and submit 

The Review and submit page is the final step before you submit your transfer application. Use 

this page to confirm all information is correct and that you have attached the required 

documents. 

1. Click to expand and review each section: Instrument details, Contact details, Occupier 

status, Other approvals and Attachments. 

2. Select Edit if you need to make changes. 

3. Review the fee information shown on the page (fee applies for the transfer application, 

and you will be notified when payment/invoice is issued). 

4. Read the declaration(s) and confirm you are authorised to submit the application by 

selecting the declaration checkbox(es). 

5. Select Submit. When prompted, confirm submission (Important Notice) to lodge your 

application.  

 

 

3.8 Validating application  

1. The EO Portal will go through a validation process when you click Submit. This might 

take a few seconds to complete.  
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2. If the status is marked as red, as shown in the example for the Contact details, Other 

approvals and Attachments fields, add any incomplete information by clicking on the 

item. This will navigate to a new tab.  

 

 
 

3. After filling in the missing information and updating any incomplete sections, click Save 

at the bottom of each edited screen and close the open tab before returning to the 

validation page. 

4. Once done, click Revalidate on the validation page. 

3.9 Submission confirmation 

After you submit your application, a confirmation (success) page will display. This page includes 

your application reference number. Note this reference number for your records. 

The confirmation page may also include information about next steps and indicative assessment 

timeframes. Timeframes can vary depending on the completeness of the information provided 

and whether further information is required. 
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4 Support and troubleshooting 

If you encounter any issues or require additional help while using this guide, there are several 

support options available to assist you. 

Account and login 

For help with accessing your account, resetting your password, or resolving login error, a self-

service guide is available on Environment Online – Get started.  

Guidance and help materials 

A wide range of related materials, resources and user guides are also available on the 

Environment Online website. We encourage you to explore these for further guidance. 

Contact support 

For EO technical or system-related assistance, you can reach out to our support team during 

business hours 8.30 am – 4.30 pm, Monday to Friday via Environment Online – Support and 

select your support type enquiry. 

Submit feedback or issues 

You can also log issues, suggestions or feedback through the Environment Online – Issues and 

feedback by selecting your enquiry type. This helps us improve and address common challenges 

faced when using the system.  

https://environmentonline.dwer.wa.gov.au/article/?code=KA-01164
https://environmentonline.dwer.wa.gov.au/
https://environmentonline.dwer.wa.gov.au/new-enquiry/
https://environmentonline.dwer.wa.gov.au/new-enquiry/
https://environmentonline.dwer.wa.gov.au/new-enquiry/
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