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sSummary

This guide provides step-by-step instructions for users (or an authorised representative) on how
to submit an annual fee for a licence under Part V of the Environmental Protection Act 1986 to
the Department of Water and Environmental Regulation through the Environment Online (EO)

Portal.

This guide covers how to:

2

Start a new annual fee application

Navigate through the key sections of the online form (including Instrument details, Fees
components and Attachments)

Review and submit your application

Prerequisites

Before submitting an annual fee 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 to select the correct licence that is relevant to the fee
application.

Supporting documents ready (if applicable): Prepare any supporting evidence that
may be required for your circumstances (e.g. proposed fee calculations or other relevant
evidence).
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3 Start an annual fee submission

After logging in to the EO Portal:

1. Go to the My environment dashboard.

Home Interactive map Getinvolved - Guidanc.
My environment
Ash Smith Co =
S| mi

Welcome, New New

JETSTAR ENTERPRISES PTY LTD v application project

EO/ServiceAdministrator West Perth Cb

Email Phone Submit Submit
compliance enquiry

ash@org.com vt

2. Start an annual fee submission using one of these methods:
e Submitting from an Obligation
e Submitting directly from the New application link.

3.1 Submitting from an Obligation
1. Navigate to the Obligations section at the bottom of the My environment dashboard.

2. Checkif an annual fee obligation under the Upcoming obligations tab is displaying for
the year period. If yes, select the relevant obligation to submit the annual fee.

Home Interactive map Getinvolved - Guidance My environment Q

I© Projects 0 Applications Compliance plan or report ¢) Instruments | B Obligations o Planning advice requests

(%)) Enquiries B) Fees = Survey data packages

Obligations (13)

Upcoming obligations (10) No set date obligations (0) Submitted obligations (3)

Annual audit or compliance Due Date:
0037860 werdue -
CELmo=TES report (AACR) AACR ® Overdo 30 Jun 2025, :00am
Annual audit or compliance - Due Date:
0037870 Auaiti 2
OBL-0037870 report (AACR) AACR ® Awaiting 20)un 2026, 8:00am

Due Date:
OBL-0045815 Annual fees Annuzl fee 2026 ® Awaiting . lie Ha
27 Sep 2026, 8:00am
Annual audit or compliance Due Date:
0037871 Awaiting
OBL-00378 report (AACR) AACR ® fuwaiting 30 Jun 2027, 8:00am
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Read the instruction on Obligations details section carefully, then select New
application to start the submission process.

Home / My environment / Instrument Dashboard / Instrument Details / Obligation

OBL-0045815

Annual fee 2026

Obligation details

Obligation type: Annual fees
Instrument: Industry Regulation Approval - L5982/1994/12
Due date: 77/0%/2026

Instructions

Act 1986.

Plezse see the fact sheet for more information.

New application

Home Interactivemap Getinvolved - Guidance My environment g

Annual fees are required to be paid on the anniversary of the grant date for all licences issued under Part V of the Environmental Protection

Submit your annual fee application in sufficient time for the department to verify the details of your submission. You wil then receive an
invoice which must be paid before the annual fee due date to aveoid late fees or potential suspension or revacation of your licence

The department takes no responsibility for a licence holder’s late initiation of the fee payment process or late payment of the fee.

Awaiting

From this point onwards, refer to instruction from Section 3.2 - step 3 to proceed. If
there is no annual fee obligation displayed, submit your annual fee application directly

from the New application link instead.

3.2 Submitting directly from New application

1.

From My environment, select New application.

AS

My environment

Welcome, AshSmith

JETSTAR ENTERPRISES PTY LTD v
Role ocation
EO/ServiceAdministrator West Perth
Emal
ash@org.com

Home Interactive map Getinvolved - Guidance My environment Q.

Ce

New
application

Submit
compliance
report

(H

Submit
enquiry

2.

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

Regulation.
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New application

Start a new application

What do you want to apply for?

Ap s can be s

tted for the

A& k1
EPA Native Vegetation
Environmental impact

assessment activities under Part
IV of the Environmental Protection

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

A

Industry Regulation

Works approval and licensing
relating to the regulation of
prescribed premises activities

Act 1986. 1986. under Part V of the Environmental
Protection Act 1986.
Water

Water licences and permits under
The Rights in Water and Irrigation
Act 1914.

3. Onthe Application type screen, select the relevant application type:
¢ Fees - Annual fee for licence
e Complete the remaining fields on the page as required (e.g. activity, project,
industry sector/industry), then select Start application.

Industry Regulation

What type of application do you want to create? *

For information about the different gypes of spplications, plesse refer to the licence and works spprovsl spplications.

Fees ~
Select application type *
Annual fee for licence '

waicd paricor 1o the: Talkewirg anmual period 1o not airac lag -yl iy

Select application activity *

Licence ~
Select a project * Create a new project
Select L progedt thal this apgplication rebaes W, Create 4 niew project il i does il reldle 10 an exsling projed

Diefault Project R
Industry sector ™
Sl LN main indusry acliilySecton 1Al most clisely relales 1 your apglicalior
[ Select ~ ]
Industry *

L i incustry Ll gerinnaily nelates Lo yeur applicatior

= )

Start application
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3.3 Before you begin - Annual fee for licence

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

2. 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.

Annual fee for licence

When to use this form?

Use this form to submit your annual fee information to the department so the fee for the next annual period of your licence can be invoiced

SDA(3) of the Environmental Protec] 3 ns 1987 (EP Regulations) reguires annual licence fees to be paid before the
v of the grant of the licence, for the subsequent period. Failure to pay the fee before the anniversary of the licence grant date w
incur additional late payment fees as set out under r.5DA(4) of the EP Regulztions.

About the process
To complete your annual fees submission, you will need fill in the reguired fields in the following pages.

Refer to Industry Regulation licensing fees for further information.

Before you begin

@ Review our guidelines and instructions
Make sure you have all the background information you need to fill ocut the form.

Guideline: Industry regulation guide to licensing

Procedure: Prescribed premises works approvals and licences

Fact sheet: Industry Regulation fees

Guideline: Submit an application

3.4 Instrument details

This section allows you select and confirm the correct instrument for your annual fee
application. The EO Portal will display the instrument’s key details and prompt you to confirm
contact information before you continue.

1. In Select the relevant Instrument, choose the correct instrument for this application.

2. Review the Instrument details to confirm you have selected the correct instrument.
Details are auto populated and includes the holder name, instrument number/type,
and relevant dates (e.g. start/expiry date, annual fee due date).
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Annual fee for licence

@ Instrument details
O Fee components
O Attachments

O Review and submit

Instrument details

Select the relevant Instrument ™

nesch thial your iret

Industry Regulation Approval - D053487/2025

ment & visible an the Portal. Ifnol visitle, com:

Instrument details

Holder Instrument number Instrument type

Start date Expiry date Annual fee due date
Contact details

Primary contact ™

Payment details

Invoice details *

o pre-pogulated details 1o ensure ey aie cormedt and u-lo-dale or nominals an

Ling e, Lhis action must be com,
Fees and Payments FAQ lor lurther ir

Primary Address

Default invoice details
Address

Email

Do you need a purchase order number on your inveiee? *

A enAive ifice

Information
Guidance

»  Guideline Industry segulation guide 1o Brensing

*  Procedure Preseribed premises works
Approvals and licences

»  DIWER regulatory decurments

L~

mit an application

*  Application attachments

Fees

Incustry Reguilation lees

3. Confirm that the contact details are correct.
4. If you need to change the Primary contact person for this application, select search

button

, select the correct record and click Select.

Lookup records

Choose one recerd and click Select to continue

v Full Name T Email Phone

[} »@dwerim.onmicrosoft.com

O a@dwerim.onmicrosoft.com 56762617712
O @dwerim.onmicrosoft.com 0450803353
4

Cancel

Parent Party

Single Tenant
Party 3

FROTH CRAFT
BUNBREWERY

Remove value @

x

Sub

-

Joor

Joor
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Important: Primary contact is a required field. The form cannot be submitted if you
leave it blank.

5. Inthe Payment details section, review the invoice details and indicate whether a
purchase order number is required (No/Yes).

6. If you need to select invoice details using a lookup, choose the correct record using the
magnifying glass icon.

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.

7. If you need a purchase order number on your invoice, select Yes and enter the
information required in the field as prompted.

Do you need a purchase order number on your inveice? ™
. -

Purchase order number *

8. Click Next to proceed to the next page.

3.5 Feecomponents

In this Fee components section, provide the components information on Part 1 Premises, Part
2 Waste and Part 3 Discharge, as applicable for the prescribed premises.
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Fee components

f not applicable, pleass select "No emissions incur a fee' before

All components are required to be completed below
proceeding

Part 1 Premises components

. Instrument details Part 1 premises component fees are based on the proguction or design capacity of the category spedfied on the
| licence. These categories are listed in Schedule 1 of the EP Regulations. The amount should be based on either:

@ Fee components
d maintenance, either

O Attachments component for 3 specific category in Schedule 4 of o

production of the preced

ion or design

west fee units for the Part 1 - Premises

O Review and submit Premises components *
+ Add
Category T Capacity range Estimated/Actual Throughput Unit Actions

There ore no records fo displgy.

Part 2 Waste components

In this section, indude Part 2 waste components relating to Categories 5,6, 7, §, 9, 12, 14, 44, 46, 53, 544, 70, 80,
and/or 858, but do not indude Part 2 waste components where:

nat appl 2
3 discharge companent fees will be applied instead

Refer 1o the Fact sheet: Industry Regulation fees to determine where this s the case.

1. Click the +Add button under each section to enter in the following information:
Part 1 Premises components - Category, capacity range, Estimated/Actual

°
throughput, Unit type
Add premises component x
&
Category ™
Select Y
Capacity range *
Ensure that the selected capacity range aligns with the estimated or actual throughput entered below.
Select
Estimated/Actual throughput
Pravide an estimated or actual throughput based on infrastructure in the same units of measurement
used for the relevant category in Schedule 1 of the EP Regu
Fact sheet: Industry Regulation fees to comedly determing the Part 1 fee component.
e Part 2 Waste components - Waste type, Discharge quantity bracket, Discharge

quantity, Unit type
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Waste type *
Select the relevant type of Part 2 waste, as set out in Schedule 4 of the EP Regulations.

Select v
Discharge quantity bracket *
Ensure that the selected bracket aligns with the discharge quantity entered below.

Select
Discharge quantity
Pronvide the amount (numerical value) of the discharged waste in tonnes per year. The amount should be
based on either the accurate estimar & guantity of waste to be discharged during the
period, or the acourate measuremeant of waste discharged from the premises in the year immediately
preceding the licence period. =

e Part 3 discharge components (Discharges to air/water/land) - Waste type,
Location/qualifier, Unit type, Discharge amount

. . X
Add discharges to air
a
Waste type *
Select the relevant kind of waste, a5 set out in Schedule 4 of the EP Regulations.
Select o
Location/qualifier *
Choose the appropriate location qualifier for the discharge based on the EP Regulations and the
ocation re multiple options could apply, you should sele
specifi jour premises. For example, a premises in Kwinana should select Kwinana EPP area and not
Wetro and Swan Coastal Plain if both options are available.
Select
Unit type
v

Important: If no other categories apply, choose No emissions incur a fee under each
component this is applicable for.

Waste type *

1A
i
i

ct the relevant type of Part 2 waste, as set out in Schedule 4 of the EP Regulations.

Mo emissions incur a fee S

Discharge quantity bracket *

Ensure that the selected bracket aligns with the discharge guantity entered below.

Mot applicable A"

11
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As part of your application, you are required to provide the detailed calculations of fee
components. Refer to section 3.4 on how to upload the attachment.

For more detail on what to include refer to the guidance on Industry Regulation -
Application attachments.

o Attachments
Please provide the following attachments as part of your application:

1. The detailed calculations of fee components, including all information and data used for the
calculations, labelled as Proposed fee caloulation’.

For more detail on what to indude, pleass look at knowledge article.

3.6 Attachments

Upload the required supporting documentation specified in the Fee components section.

1.

w

Select Add files and upload all required documents, including:
e the detailed calculations of fee components, including all the information and
data used for the calculations and label as ‘Proposed fee calculation’, and
e any other supporting evidence.

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

must not exceed 1GB).
Use New folder if needed to organise files before uploading.

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

the Add files button; otherwise upload documents normally.
Select Next to continue.

12


https://environmentonline.dwer.wa.gov.au/article/?code=KA-00102
https://environmentonline.dwer.wa.gov.au/article/?code=KA-00102

OFFICIAL

)

Annual fee for licence P rocess

PRJ-0452838 - Default Project

Attachments

Please upload supporting documentation regarding your application by dicking 'Add files’ below. Individual
attachments cannot exceed 1GE.

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

. Instrument details

| Commercially sensitive or confidential
. Fee components information

| fyou wish to request that the department keep any or all of this informarion confidential, please save a separate
Attach " redacted version of this information in the folder marked ‘Confidential’ and provide information to support your
achments request. Please also incude the full version of this confidential information in the same folder for the departments
Pleass note that a request for confidentiality does not automatically exempt information from disclosure. Where the
O Review and submit department agrees that the information is confidential, the department will nat putlish the confidential information

as part of the application form. Please note that all the information you submit may become the subject of an
application for release under the Freedom of Information 1992 (WA} (FOI Act).

he
Y.

Name T Modified

I Confidential 18/03/2026 11:26 AM (-]

save @

3.7 Review and submit

The Review and submit section is the final step before submission of the annual fee
application. Use this section to confirm all information is correct and that the required
documents have been attached.

1. Click to expand and review each section: Instrument details, Fee components and
Attachments.

2. Select Edit if you need to make changes.

Review Your total fee information shown on the section.

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

w
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Review and submit

APP-0T12534
. Please review the information you have provided.
Annual fee for licence
PRJ-04582839 - Default Project
» |instrument details [£)
Instrument details » |Fee components (£
Fee components ¥ |Attachments [£)
Attachments Your total fees

Below is a list of fee estimations. You will be notified when a payment request and invoice is issued.

Review and submit

©-0 00

Item Total amount

Part 1 premises components 50

Part 2 waste compaonents 50

Part 3 waste components 50

Your total amount: 50

Confirmation

Please complete the dedaration below.

D 1 , confirm that the information contained in APP-0712554 is true and correct as of today.

=) (D

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

Validating application

The EO Portal will go through a validation process when you click Submit. This might
take a few seconds to complete.

If the status is marked red (as shown in the example for the Fee components), add any
incomplete information by selecting the item. This will navigate to a new tab.

14
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Validating application

o
L. o Warning Notice
Application ) _ _ _ o
After updating any incomplete sections, dick "Save' at the bottom of eadh
PRI-0A92E3S - Defzult Proiect F 2 c
Yrts2825 - Letault Frojec edited screen before retumning to the validation page.
5 v

Status Validation summary

e ¥ Instrument details

o +  Fee components

1. Fee Components
= Part 2 - Waste components - Must have at least 1 item in the list
= Part 3 - Discharges to air - Must have at least 1 item in the list
» Part 3 - Discharges to water - Must have at least 1item in the list
= Part 3 - Discharges to land - Must have at least 1 item in the list

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, Click Revalidate on the validation page.

3.9 Submission confirmation

After submitting the application, a confirmation (success) page will display. 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.

Thanks for submitting an annual fee estimation

Application details

Your application reference number i

You have successfully submitted your application. The department will be in touch with you shortly.

Next steps

Assessment process

After the estimation has been reviewed, the department may reguest clarification in relation to your annual fee submission.

Return to My environment

15
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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.

16


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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