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Prerequisites 
To create 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 an application to refer a proposal to the EPA, a project and proposal need to be linked. 

Refer to the following Reference Guides to create a project and proposal before starting an application: 

• Reference Guide - Create a project (proponent) 

• Reference Guide – Create a proposal (proponent) 

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 application 
1. Log in to the Environment Online Portal 
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2. Navigate to My Environment to view your current applications 

 

3. Select New application 
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4. On the New Application page, enter the required information: 

a. Who do you want to submit to? 

b. Who is applying? 

c. What type of application are you creating 

d. The application type 

5. Select Start application 
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6. Familiarise yourself with the EPA referral form. Review all instructions and download the required 

information, then select Continue to progress  
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7. Select the related proposal using the drop-down menu, then select Next 

a. Note: If the related proposal has not been created, select Create new proposal 

 

8. Confirm the Contact Details for the referrer and proponent are correct. Select the magnifying glass 

icon to change the referrer details 

a. Note: only the users that have access and have previously logged in will be available in the 

lookup 
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9. Select Next 
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10. On the Decision Making Authorities page, select Add DMA’s to add the decision making authorities 

 

11. Select the magnifying glass icon to search for a decision making authority. Use the checkbox option 

to choose the decision making authority, or use the search option, then choose Select 
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12. Enter the required approval information and mitigation, then select Add DMA 

 

13. Select Next 
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14. On the Tenure and local government approvals page, enter the required information, then select 

Add Tenure Detail 
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15. Add the required tenure details, then select Add Tenure Detail 

a. Note: You must add at least one tenure 

16. Enter the following: 

a. Element/Activity 

b. Land tenure 

c. Type of approval and regulating legislation 

17. Select Add Tenure Detail 
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18. Select Next 
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19. On the Stakeholders & Consultations page, enter the required information by: 

a. using the Add Stakeholder button to choose a stakeholder 

b. using the Add Consultation button to add a consultation 

20. Select Next 
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21. Choose if the proposal has a lead agency status and provide the required information, then select 

Next 

 

22. On the Commonwealth Government Approvals page enter the required information, then select 

Next  
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23. On the Environmental Review page, select the Edit icon to add Environmental Review Details 

24. A pop-up menu will advise you that you will be leaving the current form; select Yes 
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25. Familiarise yourself with the Environmental Review submission form. Review guidance and 

instructions  

26. Select Continue to progress 
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27. On the Alternatives page, select Add alternative, if required 

a. Note: An answer must be provided for each alternative type 

28. Use the drop-down menu and select Edit for each of the alternatives, then enter the required 

information 

29. Select Next 

 

30. On the Aspects page, some aspects may be pre-populated. Select the drop-down arrow to delete any 

aspects that are not relevant to the proposal or to edit an aspect and provide the required aspect 

details 
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31. Select the Create button to add aspects of the proposed activities

 

32. Use the drop-down menu to choose the aspect 

33. Select the Create button to link the aspect to the physical element and activity element by using the 

drop-down menu 

34. Provide the required information, then select Save and return 

35. Confirm all aspects have been edited, then select Next 
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36. On the Mitigations page, some mitigations may be pre-populated. Select the drop-down arrow to 

delete any mitigations that are not relevant to the proposal or to edit a mitigation and provide the 

required mitigation details 

37. Select the Add mitigations button to add mitigations 

38. Provide the required information, then select Save and return 

39. Confirm that all aspects have been edited, then select Next 
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40. On the Environmental Assessments page, enter: 

a. the Legislative context and  

b. the Local & Regional Context 

41. On each Environmental factor, select the drop-down menu and choose Edit 

 

42. For each Environmental Factor, provide a description of the receiving/existing environment 

43. If the Environmental factor is unlikely to be a preliminary or key environmental factor for the 

proposal, then select ‘no’ in the appropriate field, and provide a justification 
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If the Environmental Factor after is likely to be a preliminary or key environmental factor, for the 

proposal, then select ‘yes’ in the appropriate field. 

44. For all Environmental Factors except Greenhouse gas emissions, enter the required information
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45. Under the heading named Environmetal values impact assessments, add each significant value 

that is likely to be impacted by the proposal by selecting the Add value button 

46. Select the magnifying glass icon to add a value  

47. Use the checkbox option to select a species or use the search tool 

48. Choose Select 

49. Once the value is selected, provide the required information 

50. Select Save & return after adding each value, which will take you back to each Environmental Factor 

51. Select Next to progress 
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52. On the Offsets page, any identified significant residual impacts will be automatically populated under 

the Significant residual impacts section. Edit each significant residual impact and provide 

information regarding whether the residual impact will requires an offset, may require an offset or is 

unlikely to require an offset. 

53. On the remainder of the Offsets page, enter the following: 

a. Description of Policy and Guidance adherence 

b. Evidence of addressing all six principles of the WA Environmental Offsets Policy 

c. Confirmation of whether use of the Pilbara Environmental Offset Fund is proposed 

d. Offset summary 

e. Offset location details (if available) 

Note: if an offset is proposed, please ensure that proof of consultation with the Department of 

Biodiversity, Conservation and Attractions (DBCA) is provided as an attachment on the Attachments 

page 

54. Select Next to progress 



 - 24 - OFFICIAL 

 



 - 25 - OFFICIAL 

55. On the Matters of National Environmental Significance (MNES) page, select the Add Value button 

to add an MNES value assessment.  Add multiple values, as necessary 

 

56. Select the magnifying glass icon to add a value by species or common name 

57. Use the checkbox option to select a species or use the search tool 

58. Choose Select
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59. Enter the required information 

60. Select Save & Return 

61. When all values have been added, provide the Policy & Guidance considerations, then select Next 

 

62. On the Object and Principles of the EP Act page, enter the relevant information 

63. Select Next to proceed 
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64. On the Environmental Conclusion page, enter the following: 

a. Holistic impact assessment 

b. Cumulative environmental impact assessment 

c. Environmental outcomes and conclusion 

65. Select Next 
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66. Select Add files to add supporting documentation  

67. Select Next 

 

68. Select the drop-down arrows to review and confirm details within the Environmental Review, then 

select Back to application  

69. On the Environmental Review Document page, confirm the Environmental Factor Assessment 

considerations, then select Back to application 

70. On the Environmental Review page, confirm that all progress items have been completed, select the 

edit button to amend any items not started 

71. Select Next 

72. On the Attachments page, select the Add files button to add supporting documentation, then select 

Next 

 

73. On the Referral Document page, select the drop-down arrow to review the final summary details 

74. Select the checkbox to confirm your authorisation of the application 
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75. Select Submit to the EPA 

76. Select Ok to confirm the EPA referral submission 

77. 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 

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

to referral 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 referral to make the required adjustments 

b. Once updated, return to the Review & Submit page and select Submit to the EPA 

 

79. When your application is successfully validated, it is automatically submitted to the EPA for review 
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80. The Thank You page will display. Take note of your application number 

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

environment. 
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