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Prerequisites 
To amend an application in the Environment Online portal, you must be a registered individual or entity. 

Refer to the Get Started Guide for details on how to register. 

Before creating or amending an application, a project and proposal need to be linked. Create a project 

and proposal before starting an application or amendment request. Refer to the following Reference 

Guides to create a project, proposal, and application: 

• Reference Guide – Create a project (proponent)

• Reference Guide – Create a proposal (proponent)

• Reference Guide – Submit an application in Environment Online (proponent)

To process an amendment to an application, take note of the application stage, as the amendment 

request will be processed differently per stage.  

If you are unsure what information is required for an application, consult the knowledge database, or 

request a pre-application meeting. Both options are available within the Environment Online portal. 

You must be logged in to the Environment Online portal to create an application. 

Create an amendment to an application 
1. Login to the Environment Online Portal



 OFFICIAL 

2. Navigate to My Environment to view your current applications

3. Select the application that requires an amendment from the Applications list
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4. Select Start an amendment from the right-hand option list
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5. Familiarise yourself with the Change to proposal page. Review all instructions and download the

required information, then select Continue to progress
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6. On the Amendment Summary page, enter the required information.

7. Select Next
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8. The proposal that is related to the amendment request is automatically populated. Select the Edit

icon to amend the proposal details

9. Select Yes to acknowledge you are leaving the current form
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10. Update the proposal details to reflect the amendment request, then select Next to progress to the

Summary page
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11. After reviewing the Summary page, select Back to application to return to the application
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12. On the Proposal details page, select Next to progress through each stepped item
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13. On the Decision making authorities page, enter the required information.

14. Select Next

15. Update each of the following pages, as required:

a. Tenure and local government approvals

b. Lead agency status

c. Stakeholders and consultations

d. Commonwealth approvals

e. Alternatives

f. Impact of amendment

g. Changes to environmental significance
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16. On the Attachments page, select Add files to add supporting documentation

17. Select Next
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18. On the Summary page, select the drop-down arrow to review the final summary details, or select the

Edit icon to make any changes

19. Select the checkbox to confirm your authorisation of the application

20. Select Submit to the EPA

21. Select Ok to confirm the EPA referral submission
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22. The application will now commence an automatic validation process. The Environment Online portal

reviews the entered content to ensure the information has been entered correctly.

23. The validation can take a few minutes to process. If any status checks return an error, select Return to

Proposal change to validate your information

a. If you receive a validation error, select the drop-down menu of the item that requires more

information, then return to the proposal change to make the required adjustments

b. Once updated, return to the Review & Submit page and select Submit to the EPA
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24. When your application is successfully validated, it is automatically submitted to the EPA for review.

The Thank You page will display.

25. Take note of your application number

26. You will receive an email notification, and the referral can be viewed in your tasks list of My

environment.
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