m Work and Development
Permit Scheme

Work and Development Permit
eCourts Portal

Sponsor User Guide




Work and Development Permit
eCourtsPortal
Sponsor User Guide

Contents

B 1] oY [ 1o 1o o [P 3
2 What Can WDP Sponsors Do in the eCourts Portal?............cccooooiiiiiiiiiiiiiieeeeeeeeees 3
3 Purpose of This User GUIAE...........uuueiiiiiiiieeeecie e e eeeeeeees 3
B 1o = 11 1= PP PPPPRR 4
5 Registering as an eCourts Portal USer...............uuiiiiiiiiiiiiiiceee e 5
6  Applying t0 Be @ WDP SPONSOX .......uuiiiiiee e ettt e e e e e eeeaana e e e e e e eeeeees 7
7 Submitting a WDP Application on Behalf of a Client............c.ccccoeeeiiiiiiicceee 16
8 Managing Approved or Pending WDP Applications.........c.ccoooviiiiiiiiiiiiiiieeeeee, 22
9 Reporting Approved Activity Hours (or part thereof) Under an Approved WDP ..... 26
10 Sponsor OrganiSatioNS..........cooeuiiiiiiiie e e e e e e e e e e e e e eaeenees 30
11 Contact and SUPPOIT .......cccoiiiiiee e e e e e e e e e eeeeees 33

Page 2 of 33



Work and Development Permit
eCourtsPortal
Sponsor User Guide

1 Introduction

The Work and Development Permit Scheme (the Scheme) is a new initiative to help
people who are experiencing difficulty paying court fines due to hardship. Under a Work
and Development Permit (WDP), eligible people can apply to complete approved
activities under the supervision of a sponsor, in place of paying the amount owed.

Activities include:
e unpaid work
e medical or mental health treatment
¢ educational, vocational or personal development courses
e treatment for an alcohol or drug use problem
¢ mentoring (for under 25s).

The Scheme relies on sponsors to support clients in addressing their fines. WDP
sponsors can be an individual or organisation, including government agencies, health
practitioners, sole-traders and not-for-profit agencies.

The Scheme is delivered in Western Australia in partnership between the Department of
Justice, Legal Aid Western Australia and the Aboriginal Legal Service Western
Australia.

2 What Can WDP Sponsors Do in the eCourts Portal?

The WDP eCourts Portal allows approved sponsors to:
e register as an eCourts Portal user
e apply to be a WDP sponsor
e apply for WDPs on behalf of clients
e vary existing clients WDPs
¢ report the number of hours a client has participated in WDP activity, and
e cancel a WDP

The Attorney General has approved WDP Guidelines that all sponsors should read. A
copy of the WDP Guidelines is published on the Department of Justice’s website at
www.justice.wa.gov.au/wdp.

3  Purpose of This User Guide

This eCourts Portal User Guide aims to ensure that WDP sponsors are supported in
their use of the Department of Justice eCourts Portal. It is a guide to the WDP process
and troubleshooting if issues arise.
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4 Disclaimer

Any customer or sponsor information displayed in this guide is entirely fictional and is
for the purpose of this guide only.
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5 Registering as an eCourts Portal User

Before you can make an application to be a WDP sponsor, you must first register as an
eCourts Portal User. Google Chrome is the supported internet browser for the eCourts
Portal.

Go to https://ecourts.justice.wa.gov.au and in the banner across the top of the screen

you will find a link to Register.

Click the link and complete the required information.
If you are a private practitioner, select ‘Individual’.

If you are employed by a government agency or private organisation, select ‘Employee
of an Organisation’.

eCourts Portal o

A AN

Registration Form

Please do not use a generic email address — only use an email address that is only
ever used by yourself.
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Portal of Westem Australia

Registration Form

%

Once you have submitted your eCourts Portal registration application, you will receive
an email from ctghelpdesk@justice.wa.gov.au to complete the registration process and
set a password.

Once you have completed this step, you will be able to login to the eCourts Portal.
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6 Applying to Be a WDP Sponsor

Go to https://ecourts.justice.wa.gov.au

In the banner across the top of the screen you will find a link to Login.

og in.
EEEEEE -
B e
,,,,,,
o /
content & Paya ;ment

Click on this and enter your registered username (email address) and your password.

Complete the Multi Authentication Code.

}J":‘\ eCourts Porta| of Western Australia Register | Log in | Manage Subscriptions | Accessibility | Help
@ > Login A A A
Log in.

Use your account details to log in. If you don't have an account, Register a new account.

User Name
user@domain com

Password

Forgot your Password or Account Locked?

eCourts Portal of Western Australia v1.58.1.89 - Supported on Chrome
Home | Privacy Policy | Conditions Of Use | Feedback | ContactUs

In the section of Manage Work & Development Permits, click on Work and
Development Sponsor.
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L/} eCourts Portal of We: @iustce wagovau - | CourtList | Manage Subscrpions | Accessbity | Help | Log Out
& Helo - FINES ENFORCEMENT REGISTRY A AN
Assisted Lodgment ~ [l Loggment ~ [l cours information -
Incoming Documents
Criminal Injuries Compensation v | | eLodgment v || Cour Listings for 16 October 2025 v =
- Manage Lodgments
Extraordinary Licence ~ | | Lodge Documents in Bulk (Govt Agencies onty) | | criminat information v o
- Manage My Account
Family Court of WA ~ | | pload Requested items v | | pecisions v
Lodge a Plea of Guilty/Not Guilty v Lodge Opt Out Notice v Notice of Residential Tenancies < * Favourites
Magistrates Court v Personal Injury Summaries v My Current Matters
Manage Work & Development Permits
Restraining Order v Search for a Probate Matter v My Upcoming Hearings
Work and D: Permits v
State Administrative Tribunal v Search for Listings v
Work and D: Sponsor g ‘Search All My Hearings
Suppression Orders v
Prosecuting Agenci M
Lodge/Manage Case v LodgefManage Case v
Lodge Prosecution Notices v Lodge Prosecution Notices v
WA Police v Criminal Information v
Work and Development Sponsor v
Work and Development Permits v
eLodgment v
= View/Pay Fines
= Pay a Jury Infringement
= Pay CIC Recoveries
«Cours Poral o Western Ausirl 1,580,167 - Supperied on Chrame
Home | PacyPolcy | Condions f Use | Feehack | CortactUs
< >

Information will be displayed for you to commence an application to be a WDP sponsor.
It is recommended that you read the information before commencing your application to
be a WDP sponsor.

Once you are ready to commence an application to be a WDP sponsor, click on Start
Application.

eCourts Portal of Western Australia @justicewa.gov.au ~ | Accessibility | Help | Log Out

»

> Before you start - Work & Development Permit Sponsor Application

Before you start

« Need further assistance?

For assistance in complefing this You can start a Work and Development Permit (WDP) sponsor application through this online wizard.
application click here to view the The completed application will be reviewed by the Department of Justice and you will be notified by email when your approval is granted.
Sponsor Application Fact Sheet
If you or your organisation are already an approved sponsor you do not need to complete this online application. You can view the ‘Register of approved sponsors' by
If you would like further

assistance with your application,

clicking here. Contact your Sponsor Coordinator who will be able to setup your account

you can contact Legal Aid WA on
1300 650 579 or email WDP

Sy —— The following is a summary of the and that may be required to successfully complete your online application:
aonanallegal SeviceWalon) 1. An ABN or AHPRA registration number.

6371 4600 or email WDP Service

by clicking here 2. Information relating to relevant experience, vocational or tertiary qualifications.

WDP Scheme 3. If educationalivocational or lfe skills courses are to be provided by your organisation, you will need to provide details of the courses offered or run by your organisation.
For further information relating to 4. Insurance documentation for Public Liability; Professional Indemnity; and/or Voluntary Workers (only for Non-Government Organisations). Copies of certificates of

the WDP Scheme click here currency for all relevant insurances need to be attached as part of the application process.

Sponsors need to meet certain criteria. Refer to the Sponsor Application Fact Sheet for information and the documentation you require to complete an application by clicking

here.

art Application

Courts Portal of Western Australia v1.58.1.89 - Supported on Chrome
Home | Privacy Policy | Conditions Of Use | Feedback | Contact Us
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The first part of the application to be a WDP sponsor asks you to complete the following
details:
e agency type or Individual;
name, position and contact details;
ABN (if applicable);
website and address details;
which regions you will be offering to support; and
do you or your organisation identify working with specific group of people

Complete these details as shown in the screen capture on the next page and select
Next.

Postal address
(if different to physical address) Address:

Suburb:

Postcode: State: wa Country: Australia

Which area do you provide support to? * Perth Metro

(select all that apply)
O Kimberley
Pibara
[ Gascoyne
I Mid West
O) Wheatbelt
[Peel
[ South West
Great Southem
[ Goldfields-Esperance

0 Outside WA

Do you or your organisation identify as working
with

(select all that apply)

9 Aboriginal and Torres Strait Islander persons.
Culturally and Linguistically Diverse persons
LGBTQI+ persons.

0 None of the above

* Indicates mandatory fields

Save for later Delete Document

eCourts Portal of Westem Australia v1.55.0.187 - Supported on Chrome:

&

If you would like further assistance with

eCourts Portal of Western Australia

@iusticewa govau ~ | Accessibility | Help | Log Out

Sponsor Information

What type of sponsor are you? *

Provide a brief description about your
organisation

Website
(enter the URL of your website)

Physical address

O Govemment Agency
® Organisation

O Health Practitioner

your application, you can contact Legal Aid O Individual
WA on 1300 650 579 or email WDP Service
by clicking here or Aboriginal Legal Service. __ .
Or i
WA on 6371 4600 or email WDP Service by rgenisation nam:
clicking here.
ABN*
WDP Scheme
Type of organisation * O For profit

O Notfor profit

Complete the application details to become a Work and Development Permit (WDP) sponsor for eligible cients.

{For a Health Practitioner, enter the Practice Address: *
address)
Suburb: *
Postcode: * Stat wa p° Austral

At any time throughout the WDP sponsor application process, you can click on Save for
later and come back and complete your WDP sponsor application at another time.
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Save Application

Please enter a name for your application (for your use onl

Work & Development Permit Sponsor Application

The second part of the application to be a WDP sponsor asks you to complete the
Sponsor Representative details. This is the person that oversees the WDP Scheme
within your organisation.

Gy . ’
i .‘h"\ eCourts Portal of Western Australia Eetmrmprn e || ety (| D ) tegen
L)

Sponsor Representative

Provide the contact details of your WDP sponsor representative.

Individual's name.

(provide the full name) Surname; - EG.CITIZEN

eg. Jane Mary

Contact details

(These contact details may be used for electronic notifications)

* Indicates mandatory fields

Courts Portal of Western Ausiralia v1.58.0.137 - Supporied on Chrome
Home | Privacy Poiicy | Conditions Of Use | Feedback | Contact Us

The third part of the application to be a WDP sponsor asks you to complete the details
that will be displayed on the Department of Justice website, which lists all approved
WDP sponsors. These are the contact that people wanting to connect with you will use.

Complete these details as shown in the screen capture below and select Next.

If your organisation is offering the WDP scheme in other areas of WA, you may add the
additional regions or contacts to the register. Once completed select Next.
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eCourts Portal of Western Australia Biustice wa govau - | Accessibity | Help | Log Out

& > Viork & Development Pemit Spansor Appiation

 Sponsor Information }
Contact details for the WDP webpage
v Sponsor Representative

“The following information il be published on the WDP webpage for cients fo make contact with you.
‘Contact detals for the WDP webpage

Organisation name *

Enter the offce detalls and then ciick Add Conact

Region *

Suburb *

Posteode

Contact name *

(frst name only required)

Contact details

Email address: *

Mobile:

Phone:

(These contact details may be used for electronic noffications)

Add Contact

WDPS webpage contact details

Region Suburb Postcode Contact name Contact phone Contact mobile Contact email

* Indicates mandatory fields

The fourth part of the application to be a WDP sponsor asks you to complete the
following details:

activities supported

upload any relevant insurance documents

select the expiry date of relevant insurances and

confirm if you will be referring any clients to a third-party provider.

Complete these details as shown in the screen capture on the next page and select
Next.

eCourts Portal of Western Australia @ijustice wa.govau ~ | Accessibility | Help | Log Out

@ > Work & Development Permit Sponsor Application

v Sponsor Information .
Activities and Insurance

v Sponsor Representative

v Contact details for the WDP Sponsors who provide WDP activities must have the appropriate qualifications, training or relevant experience:

webpage
If the proposed Work and Development Permit activities involve child-related work within the meaning of the Working With Children (Criminal Record Checking) Act
Activities and Insurance 2004, a “Working with Children Gheck’ must been undertaken (and evidence retained) for a client.

I confirm | have read, fully understood Yes, | agree
and agree with the above statement *

Which activity types will you support? Unpaid work
(select al that apply) MedicallMental health treatment
(J Drug or alcohol treatment

(J Educationalivocational or personal development course

O Mentoring programs (under 255)

Provide the expiry date for the insurance required for the selected Activity Types.

Professional indemnity insurance expiry P
date *

Public liability insurance expiry date * &
Voluntary workers insurance expiry date &
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As part of the application process, the Department of Justice must confirm that you have the relevant insurance policies which are current. See the WDP Fact Sheet for
guidance about the insurance documentation you need to provide.

For each of the insurance types above, upload copies of the certificate of currency.

Upload file:
(supported file formats: doc, .docx and

PDF)

Attachment(s)

File Name

Approved sponsors are able to refer clients to third party providers, while the sponsor continues to supervise the client. Itis the responsibility of the sponsor referring the
client to ensure that the third party provider satisfies the eligibility conditions of a sponsor.

Will you be referring any clients toa ~ OYes O No
Third Party Provider? =

* Indicates mandatory fields

eCourts Portal of Western Australia v1.58.0.187 - Supported on Chrome
Home | Privacy Policy | Conditions Of Use | Feedback | ContactUs

If you have indicated that you will be referring clients to a third-party provider, you will
be prompted to give the following details:

e name of the third-party provider, and
¢ which activity types the third-party provider will support.

} eCourts Portal of Western Australia @justicewa.govau - | Accessibilty | Help | Log Out

@ > Work & Development Permit Sponsor Application

v Sponsor Information

Third Party Details
v Sponsor Representative

v Contact details for the WDP webpage:

Name * Dr Anthony Jones (Psychologist)
v Aciivities and Insurance

Third Party Details. Which activity types will you support? * 0 Unpaid work
(select al that apply)
MedicallMental health treatment

) Drug or alcohol treatment

" ) Educationalivocational or personal development course
clicking here.

O Mentoring programs (under 25s)

Agree to the conditions as shown in the screen capture and select Next.

Third Party Details

Third Party Name. Activities to be undertaken

Courls Portal of Western Australia v1.55.0.187 - Supported on Chrome
Home | Privacy Policy | Condtions Of Use | Feedback | Contact Us

The fifth part of the application to be a WDP sponsor asks you to complete the following
details:

list the programs you are offering for the purpose of the WDP Scheme
confirm relevant qualifications

confirm and attach a copy of health and safety policies and procedures, and
confirm and attach a copy of complaints management and resolution process.

Complete these details as shown in the screen capture below and select Next.
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@ustice wa.govau ~ | Accessibility | Help | LogOut
@ > Work & Development Permit Sponsor Application

v Sponsor Information

Qualifications \ In this section please provide details of all the programs your
v Sponsor Representative

List the education/vocational or lfe skils organisation is offering for the purpose of the WDP Scheme.
v Contact details for the WDP webpage

course
@ ETTESe s (It activity ‘educational/vocational or personal
development course' is supported)
v Third Party Details
Qualifications
I agree that our staff have the relevant [ Yes, | agree.
training and/or experience
requirements as outlined on the Sponsor
« For further information about what Application Fact Sheet. *
qualifications are required in order to
be able to provide these activities,
refer to the Sponsor Application
Fact Sheet by clicking here.

Tips

Provide supporting evidence of the
relevant qualifications, training andior Upload files:
experience

(supported file

formats: jpeg. .png.

doc, .docx and

PDF)

Attachment(s)

File Name

or

Provide details:

The final part of the application to be a WDP sponsor is the sponsor application
certification.

In this screen you can preview your WDP sponsor application and check if you entered
everything required.

Click on Lodge to submit your application to be considered by the Registrar of the
Fines Enforcement Registry (FER).

1agree that this organisation has health O Yes, | agree.
and safety policies and procedures in
accordance with the WDP Guidelines *

Upload supporting evidence of health and
safety policies and procedures *

Upload file: *

(supported file formats: .doc, w

docx and .PDF)

Attachment(s)
File Name
1 agree that this organisation has a O Yes, | agree.
and
system in accordance with the WDP
Guidelines *
Upload supporting evidence of complaints
management and resolution system Upload file: -

(supported file formats: .doc, w

docx and .PDF)

Attachment(s)

File Name

* Indicates mangatory fields

eCourts Portal of Western Australia v1.58.0.187 - Supported on Chrome

Home | Privacy Policy | Conditions Of Use | Feedback | ContactUs
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Lok

1 '
].?\ eCourts Portal of Western Australia @iusticewa.gov.au v | Accessibiity | Help | Log Out
~

‘Sponsor Information ~ ) ” R
Sponsor Application Certification
‘Sponsor Representative

As an approved organisation for WDP, | understand that we may be audited and therefore | agree to ensure this organisation, in line with the WDP Guidelines, will:
Contact defails for the WDP webpage

- comply with any directives by the Fines Enforcement Registry o the Department of Justice (i required):

Activities and Insurance + seek advice from the Fines Enforcement Registry when confronted with any confict of interest or perceived confict of interest that may arise when supervising a WDP:
« acknowledge any false or deliberately misleading reports may lead to a prosecution under the Fines, Penalties and Notices 1994,
Third Party Details
« provide reports on all WDPs that | oversee
TS + report any non-compliance with the WDPs to the Fines Enforcement Registry.
« notify the eligible person if the WDP is revoked by the Fines Enforcement Registry;
Sponsor Application Certifications and + comply with record keeping requirements for information relating to a WDP
Submission « have a complaints handling procedure in place;

Please note that you are able to apply directly to the Fines Enforcement Registry at ferwdp@justice.wa gov.au to vary and add 1o the activities your agency provides at any time following the
approval of your sponsorship under the program.

I agree to the above terms: * [ Yes

* Indicates mandatory fields

x eCourts Portal of Western Australia @justicewa.govau ~ | Accessibility | Help | Log Out

& > Manage Lodgments > Lodgment

Lodging: Work & Development Permit Sponsor Application

Lodgment Status:

16/10/2025 14:07:08: Validating
16/10/2025 14:07:08: Validation Successful

eCourts Portal of Wester Australia v1.58.0.187 - Supported on Chrome
rttps:ic ce/eCourtsPortal/O: = Home | Privacy Policy | Conditions Of Use | Feedback | Contact Us

eCourts Portal of Western Australia @justicewagovau ~ | Accessibiliy | Help | Log Out

@ > Manage Lodgments > Lodgment
Lodging: Work & Development Permit Sponsor Application

Validate > Lodge >
v v

Lodgment Status:

16/10/2025 14:07:08: Validating

16/10/2025 14:07:08: Validation Successful

16/10/2025 14:07:13: Rendering and Uploading Work & Development Permit Sponsor Application. pdf
16/10/2025 14:07:28: Uploading 4 attachment(s).

16/10/2025 14:07:28: Uploading Certficate of Currency General pdf

16/10/2025 14:07:32: Uploading Complaints Management Policy SS.docx

16/10/2025 14:07:37: Uploading Health and Safety Grievance Policies.docx

16/10/2025 14:07:42: Uploading coi docx

16/10/2025 14:07:47: Lodging

16/10/2025 14:07:50: Lodgment Completed

Q View Lodged Document
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Once your WDP sponsor application has been assessed by the Registrar of the FER,
you will be notified of the outcome by email.

Once you have been approved as a WDP sponsor, you will be able to submit
application for a WDP on behalf of a client and manage any approved Permit’s.
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7  Submitting a WDP Application on Behalf of a Client

When you, as a sponsor, have agreed to sponsor a person under a WDP, you will be
required to submit on the behalf of a person their WDP application to the FER.

It is the responsibility of your client to provide you with the details of their cases that are
registered with the FER, plus any details and supporting documents to demonstrate that
they meet the hardship criteria.

Go to https://ecourts.justice.wa.gov.au

In the banner across the top of the screen you will find a link to Login.

Click on this and enter your registered username (email address) and your password.
Complete the Multi Authentication Code.

rjji eCourts Porta| of Western Australia Register | Log in | Manage Subscriptions | Accessibility | Help
@ > Login A A A
Log in.

Use your account details to log in. If you don't have an account, Register a new account.

User Name

user@domain.com

Password

Forgot your Password or Account Locked?

In the section of Manage Work & Development Permits, click on Work and
Development Permits.
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eCourts Portal stralic @justce wa govau - | CoutList | Manage Subscripions | Accessibity | Help | Log Out
FINES ENFORCEMENT REGISTRY A A A
: [ incamog Docams
Criminal Injuries Compensation v eLodgment - Court Listings for 17 October 2025 v o
[ Manage Lodgments
Exraordinary Licence v Lodge Documents in Bulk (Govt Agencies only) v Criminal Information v ®
a Manage My Account =
Family Court of WA v Upload Requested ltems v Decisions v
Lodge a Plea of Guilty/Not Guilty v Lodge Opt Out Notice v Notice of Residential Tenancies v * Eavourites
Magistrates Court Personal Injury Summaries v = My Current Matters
Manage Work & Development Permits I
Restraining Order v Search for a Probate Matier v -
Work and D Permits 53] My Upcoming Hearings
State Administrative Tribunal v Search for Person/Matter Listings v
Work and Develop Sponsor Search All My Hearings
ion Orders ~
Proseculing Agencies v Most Used ~
Lodge/Manage Case v Lodge/Manage Case v
Lodge Prosecution Notices v Work and Development Permits v
WA Police v Work and Development Sponsor ~
Lodge Prosecution Notices v
Criminal Information v
eLodgment v

View/Pay Fines

Pay a Jury Infringement

—
—

Pay CIC Recoveries

Pay Invoice

ss0.187
Home | Piivacy Poiy | Condlions OfUss | Fesdback | ContactUs

Click on Apply for a Work and Development Permit.

Email@hotmailcom ~ | Accessibilty | Help | Log Out

ines Enforcement Registry

Work and Devel

Fines Enforcement Registry Home - Sponsor

Matmge Wotk e Develnprient Paove The Fines Enforcement Regisiry page of the eCourts Portal is used by Prosecuting Agency staff to register outstanding infringements for enforcement or approved sponsors to apply for and manage Work

and Development Permits

To gain access to the page piease contact the Courts Technology Group helpdesk on (08) 9425 2645, or cighelpdesk@justice wa.gov.au

An application form must be completed by the applicant specifying their detals and what securiy level they require. The relevant security roles are:

« Prosecuting Enquiry Officer, and Prosecuting Officer. The first role allows the person 1o search for previously lodged infringement batches, but not lodge new ones. Wnereas the second role can both
search for batches and lodge them
+ Work Permit Sponsor. This role alows the sponsor 1o apply for and manage Work and Development Permits on behalf of a client

The following search screen will appear. To search for your client, you need to enter
their last name and at least 2 other fields in the search screen then click on search.

Important Information
If your client’s record does not appear, it may be due to one of the following reasons:

« They do not have any eligible court fines

o The client has infringements only

« The FER has not yet issued a Notice of Intention to Enforce (this document is
issued approximately 28 days after the court hearing).

« A WDP may already be in place with another sponsor

e The client may be on a breached Time to Pay arrangement.

If any of the above situations apply, it is recommended that you contact the Work and
Development Permit Team to discuss the client’s options.
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f]fi eCourts Portal of Western Australia
L Sl

# Fines Enforcement Registry Apply For Work Permit

Apply for Work and Development Apply For Work Permit-  Sample WDP Organisation

Permit

Manage Work and Development You must complete at least two (2) of the options as well as the client's surname

Permits
Case Number

Charge Number

Customer Reference Number

Date of Birth

Surname*

Search

* Indicates mandatory fields

The first part of the application for a WDP asks you to complete the following details:

select the hardship type

enter the details of the hardship that the person is experiencing

upload any documents that the person has given to you that will support and
demonstrate that they meet the criteria of hardship

select the activity type that you are proposing to sponsor the person with (if the
activity is to be provided by a third-party, please select the relevant activity with
the option “Third Party Provider” as shown on the screen capture on the next
page

enter the permit location; the suburb where the permit will be held for example if
it were the Cannington branch you would select Cannington

enter the details of the activities that the person will undertake, it is
recommended that you complete as much detail as possible that will describe
what activities the person will be undertaking

if the person has consented, verbally to you, to receive electronic notifications
from the FER, select this option and enter the persons email address

confirm if you have a perceived conflict of interest in sponsoring the person, and
confirm if the person is an existing client of yours.

Complete these details as shown in the screen capture on the next page and select

Next.
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@justice wa govau - | Accessibility | Help | Log Out

eCourts Portal of Westem Australia

@ > Fines Fnforcement Renistry

Apply for Work and Development Permit Apply For Work Permit - FINES ENFORCEMENT REGISTRY

Manage Work and Development Permits
Full name: Customer Reference Number

Hardship Type*
Financial hardship

Details of Hardship®
Our clientis in receipt of Centrelink benefits and is suffering financial difficulies in paying off his fines and other daily expenses

(Maximum characters 1000)

Supporting Documents™
Supported fle formas: docx, doc, i, bt xis, xisx, o, jpg, ipeg, .png

Select fles.

Work and Development Permit (WDP) Pre-agreement Form pdf

Activity Type®
Educational, vocational or personal development course
Permit Location’. Entr the Suburb ofthe Permit Location
Cannington

Description of Activity*
Digital 4 work -An instructor led training program. Itis an engaging program that supports individuals to overcome digital barriers and enhance their employability and capacity to find work.
These skills wil support the start of a customer's job search journey. This program has 3 levels to meet the various needs of cohorts who are at varying levels of digita lteracy and skil
Level 1 - Being able to start in the digtal world safely. Level 2 - Having the confidence to search and apply for a job. Level 3 - Getting ready to start a job

(Maximum characters 1000)

0 Client has verbally consented to electronic service of FER documents?

Is there a perceived Confiict of Interest between yourself and the client?* OYes ONo
Ifyes, plase upload detals of your confic as a supportng document

Is the client an existing client?” O¥es  ONo

om

*Indicates mandatory fields

Courls Portal of Western Austalia v1.58.0.157 - Supporied on Chrome
Home | Prvacy Policy | Condifons Of Use | Feedback | Contact Us

Supporting Documents*
Supported file formats: .docx, .doc, .rif, .txt, .xIs, .xIsx, .pdf, .jpg, .jpeg, .png

Select files...

Activity Type*

Educational, vocational or personal development course
Educational, vocational or personal development course - Third Party Provider

Medical or mental health treatment provided under a treatment plan

Medical or mental health treatment provided under a treatment plan - Third Party Provider
Mentoring programme (under 25yrs only)

Mentoring programme (under 25yrs only) - Third Party Provider

Treatment for alcohol or drug use problem under a treatment plan

Treatment for alcohol or drug use problem under a treatment plan - Third Party Provider
Unpaid work

Unpaid work - Third Party Provider

IS UITIC d POILGIVEU UL Ul HIWGIG3L UTLWESTT yUUISGIH Ay UIS LIGIHILT 16D “INY

If yes, please upload details of your conflict as a supporting document.

Is the client an existing client?* Oves ONo

The second part of the application for a WDP asks you to select from the list of eligible
court fines that the person has registered with the FER. You will note in the screen
below, that all eligible court fines have been selected and in doing so it tells you the
Total Hours Required for Selected Cases.
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ourts Portal of Westem Australia Email@hotmail.com - | Accessibiliy | Help | Log Out
& ment Registry
Apply for Work and Development Permit Apply For Work Permit - Sponsor
Manage Work and Development Permits Pl orrect the errors and try again X

e correct
« The value of the selected Cases exceeds the hours offered, please de-select one or more cases

Full name: John Doe Customer Reference Number: 6035234291
Permit Hours™ Total Hours Required for Selected Cases
102 107
Eligible Cases
Case Number Status Amount Outstanding ~~ Selected
1386552022 Enforcement Warrant Issued 82150 $821.50
9539012023 Enforcement Warrant lssued $985.80 $985.60
144016/2023  Enforcement t Warrant Issued 52,085.80 $2,085.80

192278/2023  Enfor ssued $587.30 $587.30

34469712023 Enforcement Warrant lssued 5203730 $2,037.30

S s o @@

35991512025 Suspended $658.00 $658.00

35991612025 Suspended $258.00 5258.00

EE=

*Indicates mandatory fields

If you are unable to offer the person the number of hours required to complete the
activities, you will have to deselect some of the court fines.

If, for example, a person’s cases require 107 hours of activity and you can only offer 10
hours, it will let you proceed. However, a message will be displayed that the person will
still have an outstanding balance at the end of the hours approved under the WDP.

The person can choose to enter into a time to pay arrangement at the end of the WDP
or alternatively, may choose to engage with another sponsor to undertake further
activities on another WDP.

Complete these details as shown in the screen capture on the next page and select
Next.

The final part of the application for a WDP is the confirmations. In this screen you can
click on Confirm & Lodge and your application for a WDP will be submitted for
consideration by the Registrar of the FER.

Email@hotmail.com | Accessiilty | Help | Log Out

Apply for Work and Development Permit Apply For Work Permit - Sponsor

Manage Work and Development Permits
Full name: John Doe Customer Reference Number: 6035234291

Activity Type: Educational, vocational or personal development course

rent Permit.If you wish to continue with the current offer of hours, please be aware that upon
need to be satisfied by payment or a further Work and Development Permit

Confirm & Lodge.
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eCourts Portal of Westemn Australia Email@hotmailcom  ~ | Accessibility | Help | Log Out

> Fines Enforcement Registry

Apply for Work and Development Permit Apply For Work Permit - Sponsor
Manage Work and Development Permits
Lodgment Confimmation
The work and development pemit applcation has been lodged ith the Fines gsty. The appiication il be vee to five working days and you il be notfied of the

outcome. If you have any queries, please contact the Fines Enforcement Registry via email on ferwdp(@iustice wa govau

Both you and the client will receive an email or letter in the post advising of the
outcome.
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8 Managing Approved or Pending WDP Applications

When you, as a sponsor, have agreed to sponsor a person under a WDP, you will be
required to manage their Permit.

Go to https://ecourts.justice.wa.gov.au

In the banner across the top of the screen you will find a link to Login.

Click on this and enter your registered username (email address) and your password.

Complete the Multi Authentication Code.

h’:l\ eCourts Portal of Western Australia Register | Log in | Manage Subscriptions | Accessibility | Help
48

4 > Login A A A
Login.

Use your account details to log in. If you don't have an account, Register a new account.

User Name

user@domain.com

Password

Forgot your Password or Account Locked?

eCourts Portal of Western Australia v1.58 1.89 - Supported on Chrome
Home | Privacy Policy | Conditions Of Use | Feedback | ContactUs
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In the section of Manage Work & Development Permits, click on Work and
Development Permits.

eCourts Portal stra @justice wa.govau - | CourtList | Manage Subscriplions | Accessbiity | Help | Log Oul
& Helo FINES ENFORCEMENT REGISTRY A A A
EETEUNT I ~ R —
Criminal Injuries Compensation v eLodgment g Court Listings for 17 October 2025 v i
[~ Manage Lodgments
Extraordinary Licence ~ Lodge Documents in Bulk (Govt Agencies only) v Criminal Information ~ °
- Manage My Account =
Family Court of WA v Upload Requested ltems v Decisions v
Lodge a Plea of Guilty/Not Guitty ~ Lodge Opt Out Notice v Notice of Residential Tenancies v * Eavourtes
Magistrates Court Personal Injury Summaries ~ '. My _Current Matters
Manage Work & Development Permits I
Restraining Order v Search for a Probate Matter v .
Work and Development Permits & My Upcoming Hearings
State Administrative Tribunal v Search for Person/Matter Listings v
Work and D Sponsor v Search All My Hearings
Orders v
Prosecuting Agencies v Most Used 4
Lodge/Manage Case v Lodge/Manage Case A
Lodge Prosecution Notices e Work and Development Permits
WA Police e Work and Development Sponsor
Lodge Prosecution Notices hd
Criminal Information v
eLodgment ~

— Pay a Jury Infringement

s80.187 -

Home | Piivacy Poiy | Condlions OfUse | Feedback | Contoct Us

Click on Manage Work and Development Permits.

a
“‘;“l eCourts Portal of western Australia samplesponsoreO@gmat com = | Ste Map | Accessisty | FAQs | Log O

As shown in the screen below, a sponsor will see Pending Permits and Approved
Permits.

Pending Permits are WDP applications that you have submitted on behalf of a person
that are pending the approval of the Registrar of the FER. It should be noted that a
person cannot start a WDP until the application has been approved.
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Approved Permits are WDP applications that have been approved by the Registrar of
the FER.

Gk
?; eCourts Portal of Western Australia Email@hotmailcom ~ | Accessibility | Help | Log Out

4@ > Fines Enforcement Registry > Manage Work Permits

Apply for Work and Development Permit Manage Work Permits - Sponsor

Manage Work and Development Permits
Pending Permits

Permit
Client Activity Hours Action
DOE John Educational, vocational or personal development course 10 [ Amend
Approved Permits
Approved Permit Completed
Client Date Activity Hours Hours Action
SMITH, Jan 1210612025 Z;ZZSE;ZQ:’;T;? drug use problem ) 19 N
S dan ovonzozs | Ao sooboarangusepotien s nen ] cnce | e
FAKE, Jake 13/02/2026 I;Ztr':;‘e;:e'f;z:' drug use problem | o 6 [ /Amen |
SMITH, Jan 13/02/2026 I:ae‘rm:re;:eliﬂz:r drug use problem 0 [ Amend
o [roes e o CDEmE
SMITH, Jan 17/11/2025 I;ZZ‘T:;;:;?:?Z:? drug use problem 18 [ Amend |

With both Pending Permits and Approved Permits, a sponsor can amend or cancel
WDP applications at any time.

If you select to amend a Pending Permit or an Approved Permit, you will be returned
to the WDP application and can amend any details submitted.

A sponsor may cancel a Pending Permit or an Approved Permit.
Select Cancel Permit and as shown in the screen below, you will be asked to select the

reason why the WDP is being cancelled and provide additional details. Click on Save,
and the WDP application will be cancelled.

Important Information
Please ensure that you record all activities prior to cancelling the WDP. Once a WDP
has been cancelled you cannot record any activities on the permit.

» A eCourts Portal of Wester Australia Emai@hotmailcom - | Accessibility | Help | Log Out

4@ > Eines Enforcement Registry

Apply for Work and Development Permit Cancel Work Permit - Sponsor

Manage Work and Development Permits
Full name: John DOE Customer Reference Number: 6035234291

Permit Location
East Cannington

Activity Type

Educational, vocational or personal development course

Permit Hours: 10 Completed Hours: 0
Cancellation Detail
Reason”

eCourts Portal of Western Australia v1.58.1.92 - Supported on Chrome
Home | Privacy Policy | Condilons Of Use | Feedback | ContactUs
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Below are the reasons a WDP can be cancelled.

Cancellation Details

Reason*

Client has exited program

False or misleading information supplied in support of WDP

Fine Expiation Order

Offender no longer eligible for WDP

Offender without reasonable excuse, failed to undertake the required activity
Other

Sponsor has contravened requirements of WDP

Sponsors approval has been revoked

Unable to continue to supervise the performance of the activity

Page 25 of 33



Work and Development Permit
eCourtsPortal
Sponsor User Guide

9 Reporting Approved Activity Hours (or part thereof) Under an
Approved WDP

When you, as a sponsor, have agreed to sponsor a person under a WDP, you will be
required to manage the reporting of the hours that person undertakes in agreed
activities.

Go to https://ecourts.justice.wa.gov.au

In the banner across the top of the screen you will find a link to Login.

ViewPay Fines

Pay a Jury Infingement

Pay Invoi

Pay GIG Recoveries

H
HHF

Click on this and enter your registered username (email address) and your password.

Complete the Multi Authentication Code.

A eCourts Portal of Western Australia Register | Log in | Manage Subscriptions | Accessibility | Help

& > Login A A A

Log in.

Use your account details to log in. If you don't have an account, Register a new account.

User Name

user@domain com

Password

Forgot your Password or Account Locked?

Page 26 of 33



https://ecourts.justice.wa.gov.au/

Work and Development Permit
eCourtsPortal
Sponsor User Guide

In the section of Manage Work & Development Permits, click on Work and
Development Permits.

das
[
& Hello FINES ENFORCEMENT REGISTRY A A A
v ———
Criminal Injuries Compensation ~ eLodgment ~ Court Listings for 17 October 2025
Manage Lodgments
Extraordinary Licence v Lodge Documents in Bulk (Govt Agencies only) v Criminal Information
Manage My Account =
Family Court of WA ~ Upload Requested ltems v Decisions
Lodge a Plea of Guilty/Not Guilty v Lodge Opt Out Notice v Notice of Residential Tenancies Favourites

Magistrates Court

Personal Injury Summaries My Current Matters

Manage Work & Development Permits

Restraining Order v Search for a Probate Matter

My Upcoming Hearings

Work and D

Permits

< < < < < < < <
Ofed @ 4 1Y (1<

State Administrative Tribunal v Search for Person/Matter Listings
Work and Development Sponsor Search All My Hearings
Orders

Lodge/Manage Gase v Lodge/Manage Case v
Lodge Prosecution Notices v Work and Development Permits v
WA Police v Work and Development Sponsor ~
Lodge Prosecution Notices v
Criminal Information ~
™

eLodgment

View/Pay Fines

Pay a Jury Infringement

Pay Invoice

—
—

Pay CIC Recoveries

sa0.187

Home | Piivacy Poiy | Condlions OfUse | Feedvack | ContactUs

Click on Manage Work and Development Permits.

’i eCourts Portal of Western Australia Emaii@hotmailcom  ~ | ACCessiity | Help | Log Out

8 > Eines Enforcement Reoisiry
ApPIY 10T WOrK and Development Permit Fines Enforcement Registry Home - Sponsor

and Development Permis,

To gain access lo the page please contact the Counts Technology Group helpdesk on (08) 9425 2645, of Clohelpdesks

a.00¢au
An application form must be completed by the applicant specifying their details and what security level they require. The relevant securiy rales are:

+ Prosecuting Enquiry Officer, and Prosecuting Officer. The first role allows the person to search for previously lodged infringement batches, but not lodge new ones. Whereas the second role can both
search 1of batches and loage them.
+ Work Permit Sponsor. This roke allows the sponsor o apply for and manage Work and Development Permits on behalf of a client

As shown in the screen below, a sponsor will see Pending Permits and Approved
Permits.

Pending Permits are WDP applications that are pending the approval by the Registrar
of the FER. It should be noted that a person cannot start a WDP until the WDP
application has been approved.

Approved Permits are WDP applications that have been approved by the Registrar of
the FER.

You, as a sponsor, will be required to report on the agreed activities that person
undertakes. To do this click on Manage Activities, as shown in the screen below.
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eCourts Portal of Western Australia : mailcom ~ | Accessibilty | Help | Log Out

4 > Fines Enforcement Regisiry > Manage Work Permits
Apply for Work and Development Permit Manage Work Permits - Sponsor
Manage Work and Development Permits
Pending Permits
Permit
Client Activity Hours Action
DOE John Educational, vocational or personal development course 10
< Approved Permits )
Approved Permit Completed
Client Date Activity Hours Hours Action
E Treatment for alcohol or drug use problem
SMITH, J; 12/06/2025 22 19 Cancel
ot under a treatment plan m @
Treatment for alcohol or drug use problem
FAKE, Jake % Cancel | Manage
20N under a treatment plan 2 W m -
Treatment for alcohol or drug use problem
SMITH, Jan 06/06/2025 28 8 Cancel
under a treatment plan m m
Treatment for alcohol or drug use problem
FAKE, Jake 13/02/2026 9 6 Amend || Cancel | Manage
under a treatment plan -
Treatment for alcohol or drug use problem
SMITH, Jan cancel | Manage
0028 under a treatment plan £ 9 m
Treatment for alcohol or drug use problem
1/051; 1 1 cancel | Manage
EAKE Inks Gl under a treatment plan 3 2 m
Treatment for alcohol or drug use problem
17/11/2025 a7 18 Cancel
SUTH, Jan under a treatment plan m w

To record the approved hours, select the date the activity was undertaken and enter the
number of hours (or part thereof).

For example, if you as a sponsor, undertook a counselling session (as an approved
activity) under an approved WDP for 1.5 hours, you would select the date the
counselling took place and enter 2 hours.

Once, you have added the activity date and activity hours select Add Activity.

Email@hotmailcom  ~ | Accessibility | Help | Log Out

) Enfarcement Reaistry > Manage Activites.

Apply for Work and Development Permit Manage Activities - Sponsor

Manage Work and Development Permits
Full name: John DOE Customer Reference Number. 6035234291

Approved Date: 26/02/2026

Activity Type

Educational, vocational o personal development course
Permit Location

East Cannington
Permit Hours: 10 Completed Hours: 0 Remaining Permit Hours: 10
Required Hours to complete cases on Permit 30
New Activity Details

Activity Date” Activity Hours™
26/02/2026 23 Add Activity
Previously Recorded Activities

There are na recorded activities on this permit

* Indicates mandatory fields

Previously recorded activities will be displayed as below.
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siry. > Manage Activites

Apply for Work and Development Permit

Manage Activities - Sponsor

mailcom * | Accessbility | Help | Log O

Manage Work and Development Permits
Full name: John DOE
Approved Date: 26/0212026
Activity Type

Educational, vacational or personal development course

Permit Location

East Cannington

Permit Hours 10

Required Hours to complete cases on Permit 28
New Activity Details

Activity Date”
26/0212026

Previously Recorded Activities
Activity Date
26/0212026

2610212026

Customer Reference Number. 6035234291

Completed Hours: 2

Activity Hours”

Recorded Hours Cases
1 144016/2023

1 144016/2023

Remaining Permit Hours: &
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10 Sponsor Organisations
The Department of Justice has enabled for sponsor organisations to approve additional
eCourts Portal users within their own organisation.

A sponsor organisation does not have to have every person within their organisation
sign up as a sponsor. To facilitate this, the Department of Justice has approved that a
single employee can be a sponsor manager for that organisation.

This means that once the organisation has been approved as a sponsor, the sponsor
manager can then add additional eCourts Portal users for the organisation.

Go to https://ecourts.justice.wa.gov.au

In the banner across the top of the screen you will find a link to Login.

ViewPay Fines

Pay a Jury Infingement

coun. Pay Invo

H
HHF

Pay CIG Recoveries

Click on this and enter your registered username (email address) and your password.
Complete the Multi Authentication Code.

eCourts Porta| of Western Australia Register | Log in | Manage Subscriptions | Accessibility | Help
& > Login A A A
Log in.

Use your account details to log in. If you don't have an account, Register a new account.

User Name

user@domain com

Password

Forgot your Password or Account Locked?
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When the organisations sponsor manager has logged in you will see the email address
displayed in the banner across the top. Click on the down arrow and click on Register
User.

G
Fj:‘ CECRITts Portalch Nemtein Aiist mail@hetmailcom | Court Lisl | Manage Subscriplions | Accessibilly | Help | LogOut

Change My Password

" A A A
& neio Sponsor Swilch Organisalion
7 Register Use
s - ' =
Criminal Injuries Compensation ~ eLodgment v Court Listings for 26 Feoruary zuzo ~ =2
. Manage Lodgments
Extraordinary Licence v Lodge Documents in Bulk (Govt Agencies only) Criminal Information v ®
Family Court of WA v Upload Requested ltems v Decisions N - o2 My A
Lodge a Plea of Guilty/Not Guilty v Lodge Opt Out Notice v | | Notice of Residential Tenancies ~ * Favourites
Magistrates Court v Personal Injury Summaries hd P-. My Current Matters
Manage Work & Development Permits ™
Restraining Order ™ Search for a Probate Matter ~ . 5 5
Waork and D pment Permits. b E My Lipcoming Hearings
State Administrative Tribunal v Search for Person/Matter Listings b4 B
Work and Development Sponsor w rch All My Hearings
Suppression Orders ~
Prosecuting Agencies ™ Most Used ~
Lodge/Manage Case b eLodgment v
Lodge Prosecution Notices e Magistrates Court v
WA Palice ¥ Family Gourt of WA v
Criminal Information N
Lodge/Manage Case v
Work and Development Permits e
3 View/Pay Fines
A

Enter the details of the additional users to be registered to the organisation and click on
Register. The person that you have registered as an additional user will receive an
email from ctghelpdesk@justice.wa.gov.au to complete the registration process and set
a password. Once they have completed this step, they will be able to login to the
eCourts Portal to submit applications for a WDP and manage pending and approved
WDPs.

G
?i eCourts Portal of Western Australia @justice.wa.gov.au ~ | CourtList | Manage Subscriptions | Accessibility | Help | Log Out

L,

@ > Register User
Create a New Account

Please complete the below fields to register a new user for FINES ENFORCEMENT REGISTRY

‘You must inform this person that you are creating an account on their behalf, and to expect to receive an email entitled “eCourts Portal - Account password management”

Given Names sample
Family Name Sponsor

Email address samplesponsor@gmail.com
Confirm Email address samplesponsor@gmail.com

eCourts Portal of Western Australia v1.58.1.89 - Supported on Chrome
Home | Privacy Policy | Conditions Of Use | Feedbacic | Contact U

When the sponsor manager has logged in you will see your email address displayed in
the banner across the top. Click on the down arrow and click on Manage Users.
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mailcom * | CourtList | Manage Subscriptions | Accessibilty | Help | Log Out

Change My Passworg

2 A A K
& reto Spensor Switch Organisation
7 Register User
Criminal Injuries Compensation i eLodgment 5 | Court Listings for 26 Feoruary cuzo L =
I — Manage Lodgments
Extraordinary Licence v Lodge Documents in Bulk (Govt Agencies only) Criminal Information ~ ®
Family Court of WA v Upload Requested Items v Decisions v a-a Manage My Accounl.
Lodge a Plea of Guilty/Not Guilty v Lodge Opt Out Notice v | | Notice of Residential Tenancies ~ * Favourites
Magistrates Court ~ Personal Injury Summaries ~ [—) My Gurrent Matters
Manage Work & Development Permits
Restraining Order v Search for a Probate Matter e - = “
Work and De Permits b E Alypcoming, s
State Administrative Tribunal v Search for Person/Matter Listings . 4
Work and Development Sponsor ~ rch All My Hearings
upp ion Orders Az
Prosecuting Agencies Most Used w
Ledge/Manage Case 3% eLodgment <
Lodge Prosecution Notices ™ Magistrates Court v
WA Police 3 Family Court of WA v
Criminal Information b
Lodge/Manage Case Vv
Work and Development Permits e
’ = View/Pay Fines

A list of users who have been registered for the organisation will be displayed. The only
functionality in this section is to remove a user who is no longer acting for the
organisation.

Select a user listed and click on Remove. This will remove that person’s access to the
Department of Justice eCourts Portal.

i eCOurtS Porta| of Western Australia (@justice.wa.gov.au ~ | Court List | Manage Subscriptions | Accessibility | Help | Log Out

@& > Manage Users A AN

Manage Users
For a user to view Criminal Charges, Matters and Listings, they must be a Certificated Practitioner in the State of Western Australia. Employees of a law firm who are not Certificated

Practitioners must not be granted access. The name of the lawyer must match the name of the user. Click on the Link to Lawyer button.
Select to remove user accounts for FINES ENFORCEMENT REGISTRY

Name Email Lawyer

Remove

eCourts Portal of Western Australia v1.58.1.89 - Supported on Chrome
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11 Contact and Support

If you require assistance in relation to a WDP or have questions in regard to the WDP
Scheme, please contact:

Fines Enforcement Registry (FER)
Phone: 1300 650 235 or 9235 0235 (mobile or international callers)
Email: ferwdp@justice.wa.gov.au

If you require assistance in relation to becoming an approved sponsor, please contact:

Legal Aid Commission of Western Australia
Phone: (08) 9261 6353
Email: wdpservice@legalaid.wa.gov.au

Aboriginal Legal Service of Western Australia Limited
Phone: (08) 6371 4600
Email: WDPService@als.org.au
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