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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:
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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

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:
Go to the My environment dashboard.

Home Interactive map Getinvolved - Gu\dam:.
My environment
. Co ~
Welcome. Ash Smith
: New New
JETSTAR ENTERPRISES PTY LTD v application project
AS .. —
Eo/serviceAdministrator West perth h
Submit Submit
compliance enquiry
report.
2. Select New application.
Home Interactive map Getinvolved - Guidance My environment Q.
My environment
(o =
Welcome, Ash smith New New
JETSTAR ENTERPRISES PTY LTD v application project
EO/ServiceAdministrator West Perth D,_J
Emai Phone Submit Submit
. compliance enquiry
ash@org.com report

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

Regulation.
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New application

What do you want to apply for?

Pt

Environmental impact
assessment activities under Part
IV of the Environmental Protection
Act 71986.

Start a new application

Applications can be submitted for the areas below.

qa
Native Vegetation

Clearing of native vegetation
regulated under Part V Division 2
of the Environmental Protection Act
1986.

Water

Water licences and permits under
The Rights in Water and Irrigation
Act 719174,

A

Industry Regulation

Works approval and licensing
relating to the regulation of
prescribed premises activities
under Part V of the Environmental
Protection Act 1986.

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

e Other - Transfer

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

industry sector/industry), then select Start application.

New application

Industry Regulation

What type of application do you want to create? *

For information a

select application type *

Transfer

equired when a new occupier takes control of a prescribed pr

Select application activity *

Works Approval

Select a project *

he project that this application relates to. Create a new project if it does not relate to an existing project

Default Project

Industry sector *
Selact the main industry activity/sector that most closely relates to your application.

Electricity, Gas, Water and Waste Services

Industry *

he main industry that primarily

Please Select a value.

Start application

Create a new project

v
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Before you begin - Transfer

Read the information page to ensure you understand the process, guidelines and key
considerations relevant to your application.

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.

Note the fee/payment information shown.

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.

Transfer of licence or works approval

When to use this form?

Llse this farm to apply to transfer 3 licence ar works approval under Part V, Division 3 of the Environmenta! Protection Act 1986 [EP Act).

upier of 2 prescrined oremizes nas 30 calendsr days of becoming the oocupier to 3oy o

remizss and cEnnot be
rmal occupation or

cantral of the premises.

About the process

download and complete the
r supporting documents in the

To complete your applic;
Application form annex: New Occupier of Prescribed Premises history form, upl
Arzschments’ section of this form.

Before you begin

@ Review our guidelines and instructions
Make sure you have all the background information you need to fill qut the form.
Guideline: Industry regulation guide to licensing

Procedure: Prescribed premises works approvals and licences

CWER regulstory documents

Guideline: Submit an application

@ Download application form
Mzke sure you have the apolicstion forms you need to include in submission.

Application form annex: New Occupier of Prescribed Premises history

@ A fee is required for this application

c=tion to wrarsfer 2 lcence or works sooroval iz $TL20. A fee
ezusrons

t spartment will fEsue you 3n invaice with the correct fee. You will be reguired wo pay the fes
within 30 days of the date on the invoice.
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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).

) Instrument details Information
APP-OT122 Guidance
’ « Guideline: Industry regulation guide to licensin
Transfer Instrument details * N , y
P « Procedure; Prescribed premises warks approvals
PRJ-0491556 - Default Project Enter the full instrument number of the instrument you are seeking to transfer e.g. L1234/2025/1 and licences

« DWER regulatory documents

« Submit an application

" « Application attachments

@ Instrument details

Transfer details * Forms

Provide details of the reason for this transfer. « Transfer: Applicant history and declaration
O Contact details

| Fees
Guidance on calculating application fees
O Occupier status « Industry Regulation fees
4

O Other approvals
O Attachments
O Review and submit © Instrument expiry and assessment

nstrument has fewer t

f yo 90 business days remaining until its expiry date, we may not be able to

assess your application before the expiry.

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 Contactdetails

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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Contact details

Transfer

Instrument holder details

Revie

Instrument details

your pre-populated details to ensure o

Contact details
Instrument holder details

Occupier status
Organisation ABN ACN

Other approvals

IARN Email Phone

Attachments

Address

O—O0—0O0-0O00e

Review and submit

Instrument representative

The instrument repress orrespondence and P

of the applicant un
or nominate an altemnative user as

Instrument representative

Ash Smith

Fullname *

Ash Smith

Email *

ash@org.com

Phone *

Address

Primary contact details

Primary contact *

nominate an

Akhil Sharma

Payment details

Invoice details *

= addressor e existing o
ase refer to the Fees and Payments FAQ for fus

is action mi

cetsils o snsurs they

different fram
nd up-to-date or

Information

Guidance

Guideline; Industry regulation guide to |
Procedure: Prescribed premises works
and licences

DWER regulatory documents

Submit an application
Application attachments

Forms

« Transfer: Applicant history and declarat

Fees

Guidan

= Industry Regulation fees

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

purchase order number is required (No/Yes).

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

magnifying glass icon.
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Payment details

Invoice details *

Please review your pre-populated details to ensure they are correct and up-to-date or nominate an alternative
invoice address. To create a new invoice address or remove an existing one, this action must be completed by the
service administrator for your entity. Please refer to the Fees and Payments FAQ for further information.

Do you need a purchase order number on your invoice?

o Attachments

Please provide the following attachments as part of your application
1. A current ASIC Company Extract must be provided for new instrument, registration, renewal and
transfer applications. You should also provide this for amendment applications where your previous
ASIC details have changed
2. Authorisation to act as representative of the occupier letter

For more detail on what to incdude, please look at knowledge article

Previous Save m

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. Ifyou 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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O—0O0@© 0@

Instrument details

Contact details

Occupier status

Other approvals

Attachments

Review and submit

Occupier status

Occupier status *

Occupier is defined in section 2 of the
occupying 2 different part of the premises whet

Select

o Attachments
Please provide the following atachments a5 part of your application;
1. Proof of occupier status.

For more detail on what to include, please look at knowledge article

A\

sove m

3.5 Otherapprovals

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)

3. Use clear, factual wording (short paragraphs or dot points are fine).

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

(O Review and submic

~ N
) Other approvals Information
 Transfer Major Project and State Agreement Act

¢ =1

@ cenactdonis
15 the rermises subject 1 a State Agreement Act?

@ occwpiorsiasus [ |

O —
Mining proposal approvals

O seschments i,

Winingprapossos e o

Please provide relevant details

Planning and other approvals

1 required, have al relevant pl

Floase provida relevant doails *

10
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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:
e the completed Application form annex: New Occupier of Prescribed Premises history
form, and
e 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.

Attachments

N)

Transter Process

. Instrument details

. Contact details il

Commercially sensitive or confidential
. Occupier status information

t thal

se look at knowledge article

. Other approvals

@ Attachments

O Review and submit

Attachments *

Pleas oad your forms and any supporting documentatior = <
elated to your application ( exNewfoider ) + Add files

Name 1 Modified

m Confidential 22 minutes ago °

11
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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.

)

Review and submit

PTE e TE v te T aT T eT YO0 T=vE o
Transfer
PRJ-0432833 - Default Project

»  Instrument details 3
. Instrument details ¥ Contact details £
. Contact details ¥ Occupier status [r
. Occupier status ¥ Other approvals [T
. Other approvals ¥ Attachments ®

. Attachments Fees
| A fee of $71.20 is required for the submission of this application. You will be notified when a payment request and

invoice is issued.

@ Review and submit

Confirmation

Please complete the dedaration below.

L1 , confirm that the information contained in APP-0T12451 is true and correct as of today.

I have the authority to consent to the transfer of the works approval or licence (as applicable) to the new occupier,
in the event of the transfer application being granted and do hereby provide that proof of consent.

1 have the legal authority to act on behalf of the current holder of the works approval or licence.

e

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.

12
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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.

\’ Validating application

Industry Regulation
Applicati

o Warning Notice

Status  Validation summary

Q srument devais
©Q comccenns
Q . occupierstans
[ QT e—
(-] Attachm
(< eneragcion )

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.

13
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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.
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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/




	1 Summary
	2 Prerequisites
	3 Start a new transfer application
	3.1 Before you begin - Transfer
	3.2 Instrument details
	3.3 Contact details
	3.4 Occupier status
	3.5 Other approvals
	3.6 Attachments
	3.7 Review and submit
	3.8 Validating application
	3.9 Submission confirmation

	4 Support and troubleshooting

