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About This Guide 
This guide explains how to use the Resources Online platform to submit, track and 

manage an environment plan, including: 

• New Environment Plan (EP) 

• Revise an Approved Environment Plan 

• Resubmit a Proposed Environment Plan 

• Public Search for a Public Disclosure Document (PDD) 

This guide does not provide environmental policy or regulatory guidance. For information 

about environment plan eligibility, environmental obligations, assessment criteria, and 

other regulatory requirements, refer to Department of Mines, Petroleum and Exploration > 

Environment Plan on the Western Australian government information and services 

website.  

Accessing Resources Online 

Signing in  

To access Resources Online, go to resourcesonline.demirs.wa.gov.au and sign in with 

your My Account credentials. 

There are two scenarios: 

1. If you have previously used the Environmental Assessment and Regulatory 

System (EARS) Online EX-Account, your EX-account has been used to create a 

My Account. Sign in using your EX-account email and password. 

• If your password does not meet current security requirements, the system will 

prompt you to update it. 

• You will still use your EX-account to access application types that have not 

transitioned to Resources Online. 

2. If you do not have an EARS Online EX-Account or a My Account, you will need to 

create a My Account before using Resources Online. The system will guide you 

through the setup process, where you will: 

• Enter your email address 

• Provide your first and last name 

• Create a passphrase that is at least 14 characters long 

For more help, see: Create a My Account 

https://www.wa.gov.au/organisation/department-of-mines-petroleum-and-exploration/environment-plan
https://resourcesonline.demirs.wa.gov.au/
https://www.wa.gov.au/government/multi-step-guides/my-account/create-my-account
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Understanding Authorisation and Access 
Requirements 
Signing in with My Account is the first step. To use Resources Online, you must also be 

authorised to represent a business or individual. 

There are two types of authorisations: 

• Service Administrator authorisation 

Allows you to invite and manage other representatives. Also gives you full access 

to all transactions for the entity. 

• Service User authorisation 

Allows you to transact on behalf of the entity. Your access level (Full or 

Restricted) is set by the Service Administrator. 

Access levels: 

• Full access – lets you view and manage all applications for the entity, regardless 

of who lodged them. 

• Restricted access – limits you to applications that you lodged for the entity.  

Getting Authorisation to Represent an Entity 

Before you can lodge applications or transact in Resources Online, you must be 

authorised to act on behalf of the entity you represent. 
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If you are representing a business or company: 

You can either: 

• Request authorisation through the WA Relationship Authorisation Manager 

(WARAM), or 

• Accept an invitation from your Entity Administrator. 

If you are representing an individual: 

• You must send a request to the DMPE Business Support team by emailing: 

resourcesonline@dmpe.wa.gov.au 

Need help? Refer to the WA Relationship Authorisation Manager User Guide or contact 

the DMPE Business Support team. 

Selecting an Entity 

If you are authorised to act for only one entity, the system will take you directly to the 

homepage after you sign in. 

If you are authorised to act for multiple entities, you must select the entity you want to 

transact on behalf of, before continuing. 

 
To switch between entities, click the Entity Name in the top-right corner and Select Entity. 

You will return to the Select Entity page without signing out. 

 

  

mailto:resourcesonline@dmpe.wa.gov.au
https://www.wa.gov.au/government/multi-step-guides/wa-relationship-authorisation-manager-user-guide
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Updating Representative Details 

You can update your details (such as your position and contact information) for each entity 

you are authorised to represent. 

1. Click your username in the top right corner and select Profile. 

 
2. Select the Representative Details tab.  

3. Update your information and click Save. 

Representative details are managed separately for each entity. If you represent multiple 

entities, you will need to repeat the steps for each one. 
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Navigating Resources Online 

Homepage Features 

The homepage includes key features to help you track updates and monitor your 

applications: 

• Bulletin – Displays important announcements, including upcoming system 

updates or outages. If there are no current announcements, this section will not 

appear. 

• Average Assessment Timeframe Last Month – Shows the average time taken 

to assess each type of application over the past month. Timeframes are 

calculated in calendar days from lodgement to final decision, excluding any on-

hold periods. 

• Timeline – Shows the key dates, status changes and upcoming deadlines for 

your applications. Click an event to view the details. If no applications are lodged, 

the timeline won’t appear. 
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Overview Screen 

To view and manage your Petroleum applications, select Petroleum > Overview from the 

top menu. 

The overview screen shows a list of applications based on the selected filter: 

• Draft, Submitted or Finalised. (Draft is selected by default.) 

 

The Draft view shows applications that have been started but not yet lodged. 

The Submitted filter consists of applications that are: 

• Progressing through the assessment process such as Awaiting Assessment 

and Being Assessed. 

• On Hold – the assessment is paused while we wait for required information or 

action from the submitter, or for advice from other government departments 

and/or completion of title transfers. 

• Withdraw Request - the submitter has withdrawn the application and is waiting 

on the assessor to confirm the withdrawal. 

The Finalised filter shows applications that have reached a final outcome, including: 

• Approved 

• Refused 

• Declined 

• Withdrawn 
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Managing Applications 

Using the down arrow (∨) next to each record, you can: 

• View application details, including attachments, documents, correspondence and 

application timeline.  

• Send New Correspondence relating to any application (regardless of status). 

• Delete application in draft status. 

• Request Withdrawal of a lodged application that has not yet been finalised. 
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Application Details 

To view more information about an application from the overview screen, select its 

Application ID or click View using the down arrow (∨) next to the record. 

 
On the application details page, you can complete various actions depending on the 

application type and status, including: 

1. View key information, such as: 

• Operator, submitter and primary contact 

• Application status 

• Important dates (e.g. Lodgement Date and Outcome Date) 

• Associated instrument title/s  
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2. Continue a draft application. 

3. Delete a draft application. 

4. Send, view, or respond to correspondence. 

5. View the Timeline to track status updates of the application. 

 
6. View or download any previously uploaded attachments. 

7. View or download key documents generated by DMPE, such as the application 

summary or approval letter. 
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Correspondence 
Correspondence allows you to communicate directly with the Department about a specific 

application  

If your application type involves assessment and an environmental officer has been 

assigned, your message will be sent directly to that officer. Otherwise, it will be routed to 

the appropriate team within the Department. 

You can only initiate correspondence from within the Resources Online portal. 

All responses from the Department will be sent to you via the portal - no emails are 

generated. 

You will be notified in the portal when a response is received. 

Sending and Managing Correspondence 

You can send and manage correspondence in two ways: 

1. From the Petroleum overview tab: 

Use the drop down arrow (∨) next to the relevant application to send a message 

about that specific application or notice. 

2. From the top menu: 

Select Correspondence to access the following options: 

• Inbox – view responses from the Department 

• Sent items – view messages you have sent 

• Drafts – return to saved but unsent correspondence 

• New enquiry – create a general enquiry not linked to a specific application 

When you receive a new or unread response from the Department, a red notification circle 

will appear next to the Correspondence menu item, showing the number of unread 

messages. 
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Correspondence vs Enquiries 

Correspondence is always linked to a specific application and is used for questions or 

updates about that specific application. You can access correspondence in a few different 

ways: 

• Using the down arrow (∨) next to the record and selecting New Correspondence 

in the Petroleum overview screen.  

 

• In the application details page, selecting New Correspondence in the top right 

corner. 

 

• Also in the application details screen, scrolling down to the Correspondence 

inbox heading to view sent and received messages. Click on View details to 

read the message. 
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Enquiries are general messages not linked to any application and can be submitted using 

the New enquiry option under the Correspondence menu. 

 
You can view all received correspondence and enquiries under the Correspondence 
Inbox, and any messages you have sent to the Department through RO in Sent items. 

 
Correspondence will be display with an associated application ID in the inbox, while 
enquiries show no information under the heading Regarding. 
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Lodge a New Environment Plan (EP) 

Before You Get Started 

1. To lodge a new Environment Plan application, go to the Petroleum drop-down 

menu and select New Environment Plan.  

 
2. The introduction includes links to resources that can assist you in completing your 

application. Once you are ready to proceed, click Start to begin your application. 

Note: The lodgement process is completed in several steps. A preview of these steps 

appears on the left side of the screen. You can move through the form using the Next 

and Previous buttons. Selecting Exit will save your progress so you can return to 

your draft application at any time. Some fields are mandatory, and you will not be able 

to proceed until all the required information is provided. 
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Enter Contact Details  

3. Follow the on-screen prompts to complete the Contact Details. This includes:  

• Petroleum Environmental Group (PEG) Name – enter the name of your 

Environment Plan. PEG is used by DMPE to group all revisions of an EP so the 

Department can efficiently review all information related to the same plan. 

• Document Title – create an appropriate title which is clearly identifiable. 

• Location – details should include coordinates, relevant petroleum title(s), 

landmarks, towns and environmentally significant features. 

• Submitter (prefilled) - If required, change the default Submitter by clicking X to 

remove the submitter and use the search icon to select from existing authorised 

representatives.  

• Primary Contact (prefilled) - If required, change the primary contact by clicking 

the search icon ⌕, and Select from existing contacts or click Add new for a new 

primary contact. Update the existing Primary Contact details by clicking the 

pencil icon. Click Submit once updated. 

4. Click Next. 
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Enter Instrument 

5. Start typing the Title Name to bring up the instrument titles. 

6. Select the instrument from the list. Only active titles will be displayed. Expired or 

inactive titles will not appear except for pending Special Prospecting Authority 

(SPA) titles. If the incorrect title has been selected, click the drop down arrow (∨) 

on the right and click Remove. Multiple titles can be added to the EP. 

7. Select the checkbox to confirm the title list is complete once all titles have been 

selected.  

8. Click Next. 

Upload Operator Form 

9. To upload the completed Notification of Operator Form: (A blank form is available 

to download if required.) 

• Click Add File  

• In the popup window, click Upload, choose your file, then click Save.  

• Multiple files can be uploaded at this step by following the above steps for each 

file at a time, up to 1GB in size per file. 

 

Note: The Short Description cannot be edited to ensure documents are consistently 

named and correctly aligned with the relevant step, supporting effective assessment. 
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10. Once you have uploaded your file(s) click Next to progress to upload your spatial 

file. 

Upload Spatial File 

11. Click Add File to upload the spatial data for the described activity in your EP.  

• In the popup window, click Upload, choose your file, then click Save. 

• Multiple files can be uploaded at this step by repeating the above process for 

each file, up to 1 GB per file. 

12. Click Next. 
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Self-Assessment Checklist 

13. Review each item in the checklist to ensure it has been fully addressed in the EP. 

14. Select the mandatory declaration checkbox to confirm that all checklist 

requirements have been met. 
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16. Enter the total area of the proposed native vegetation clearing, in hectares, 

rounded to two decimal places. 

17.  Enter the area of the proposed native vegetation clearing that applies specifically 

to Section 51C(c) of the Environmental Protection Act 1986. 

18. Click Next. 
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Upload Environment Plan 

19. Upload the EP plan in PDF format 

• Click Add File  

• In the popup window, click Upload, choose your file, then click Save.  

Note: Only one PDF file can be uploaded under the EP section. Upload any additional 

documents under Supporting Documents, using any file format up to 1GB in size. 
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20. Upload any supporting documents using the same method (optional). 

21. Answer the question about using the uploaded EP as the Public Disclosure 

Document (PDD). The PDD will not be available to the public until the EP has been 

approved. 

• If you click No, you will need to add a public copy of the Environment Plan using 

the same method as adding an Environment Plan file. 

Note: Environment Plan or Public Disclosure Document must be uploaded in the file 

format example.pdf. and as one single document. Multiple supporting documents 

can be added, one file at a time, up to 1GB in size per file. 

22. Click Next. 

 

Declarations 

23. Review and select the mandatory declarations. 

24. Click Lodge. 

 
A message confirming the successful lodgement will display and a copy of the application 

summary will be emailed to the Submitter and the Primary Contact. 
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Note: Click on the Petroleum menu, then Overview. Select Submitted in the drop 

down list, you will see the application that was just submitted. Click on the application 

ID, you will see the attachments uploaded and the system generated documents such 

as application summary. 
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After Lodgement 
Once your Environment Plan (EP) application is lodged, it will be allocated to an 

Environmental Officer (EO) for assessment. If the EO requires further details, they may 

issue a Request for Information (RFI). More information on RFIs is provided below. 

Use the Timeline section on the Application Details page to track the progress of your 

EP. It shows each key status change from lodgement through to the final decision. You will 

receive a notification once a decision has been made. 

Request for Information 
If further information is required during the assessment of your application, the 

Environmental Officer (EO) may issue a Request for Information (RFI). 

You’ll receive an email notification letting you know that an RFI has been issued and 

prompting you to sign in to Resources Online to respond. 

Each RFI may contain one or more items requiring a response. 

• Respond to each item individually, for clarity. 

• You may provide a single overall response - however, this is not preferred and 

should only be used when appropriate. 

To view and respond to an RFI: 

1. Select the Request for Information tab in the top menu. 

2. Select the Petroleum tab in the RFI menu. 

3. Click the down arrow (∨) next to the relevant RFI or application ID. 

4. Select Respond RFI. 



Resources Online – Guidance for Lodging EP  

 

Page 23 

5. Enter your response and upload any supporting documents if needed. 

6. Click Save.  

7. Click Save & Send to submit the full RFI response. 

Your response will be sent directly to the EO via the RO portal. 

For detailed instructions on how to respond to an RFI, refer to the Quick Reference Guide 

- Responding to a Request for Information (RFI) 

  

https://www.wa.gov.au/media/154447/download?inline
https://www.wa.gov.au/media/154447/download?inline
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Revision to Approved Environment Plan 

Before You Get Started 

1. Click on the Petroleum dropdown menu, then click on Revise an Approved EP. 

 
2. Click on the magnifying glass in PEG box.  
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3. Use the search bar to filter the list by entering in the application number or the PEG 

name. Select a record by clicking the circle next to it. Then click the Select button 

to submit your choice. 

 
4. Select the reason for revision from the below options: 

• Regulation 18 – Revision because of a change, or proposed change, of 

circumstances or activity 

• Regulation 19 – Revision required by Minister 

• Regulation 20 – Revision every 5 years 

• Regulation 23 – Additional requirement for revision of oil spill contingency plan 

(OSCP). 

5. Click Start to begin the revision. 

Confirm Contact Details 

6. The contact details will be prefilled from the original application. The Submitter or 

Primary Contact information can be edited (if required) as per the Enter Contact 

Details instructions. 

7. Click Next. 

Confirm Instrument(s) 

8. Confirm the prefilled instrument titles are correct. Titles can be removed by clicking 

the drop-down arrow and clicking Remove (if required). 

9. Tick the checkbox to confirm that you have selected all relevant titles. 

10. Click Next.  
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Notification of Operator Form 

11. If you need to upload a new Notification of Operator Form, select Yes. 

• Click Add File 

• In the popup window, click Upload, choose your file, then click Save.  

 

12. If no updated form is required, select No. 

13. Click Next.  
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Upload Spatial Data 

14. If you need to upload a new spatial file, select Yes. 

15. Follow the same steps outlined in Step 11 to upload the new file. 

16. If no updated form is required, select No. 

17. Click Next  

Self-Assessment Checklist 

18. Review each item in the checklist to ensure it has been fully addressed in the EP. 

19. Select the mandatory declaration checkbox to confirm that all checklist 

requirements have been met. 
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20. If required, update the area of proposed native vegetation clearing, including the 

portion that relates to Section 51C(c) of the Environmental Protection Act 1986. 

21. Click Next. 

Upload Revised Environment Plan 

22. Upload the revised EP plan in PDF format. 

• Click Add File  

• In the popup window, click Upload, choose your file, then click Save. 
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23. Upload any revised supporting documents using the same method (optional). 

24. Answer the question about using the EP as the Public Disclosure Statement. 

• If you click No, you will need to add a public copy of the uploaded Environment 

Plan using the same method as adding an Environment Plan file. 

25. Click Next. 

 

Declarations 

26. Review and select the mandatory declarations. 

27. Click Lodge. 
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A message confirming the successful lodgement will display and a copy of the application 

summary will be emailed to the Submitter and the Primary Contact. 

 

 

Refer to After Lodgement. 
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Resubmit a Proposed Environment Plan 

Before You Get Started 

1. If you need to amend or add to an environment plan that has not been finalised 

and is still under assessment, you can do this by going to the Petroleum menu, 

select Resubmit a Proposed Environment Plan. 

 
2.  A list of environment plans will be displayed. Locate the application you want to 

amend, select the drop down arrow (∨) to the right of it, then click Resubmit. 
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3. Select one or more reasons for resubmitting the EP from the list provided. 

• Address DMPE feedback 

• Describe works or operations not previously included in the activity description 

• Modify the chemical disclosure 

• Correct an error or omission 

• Update the petroleum, geothermal or pipeline instrument 

• Other reason(s) not specified above 

 
4. Use the free‑text box to provide additional details that explain your reasons for 

resubmitting your EP. This information will help the EO to assess your application 

in a timely manner. 

5. Click Start to begin amending your application. 

 

Note: When you click Start, the status of your application will change from Awaiting 

Assessment or Being Assessed to On‑Hold. The application cannot be finalised 

until you have lodged your updated information. 
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Confirm Contact Details 

6. The contact details will be prefilled from the original application. The Submitter or 

Primary Contact information can be updated (if required) as per the Enter Contact 

Details instructions. 

7. Click Next. 

 

Confirm Instrument(s) 

8. Confirm the prefilled instrument titles are correct. Titles can be added or removed 

by following the instructions at Enter Instrument. 

9. Tick the checkbox to confirm that you have selected all relevant titles. 

10. Click Next  

 

Operator Form 

11. If there are updates to the operator, select Yes and click Add File to upload a new 

Notification of Operator Form. If no changes have been made, select No and click 

Next to continue. 

Note: Only upload new documents if something has changed. The previously 

submitted forms from your initial application will carry over.  
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Spatial Data 

12. If there are updates to the spatial data provided previously, select Yes and click 

Add File to upload a new Notification of Operator Form. If no changes have been 

made, select No and click Next to continue. 

 

 

Self-Assessment Checklist 

13. Review each item in the checklist to ensure it has been fully addressed in the EP. 

14. Select the mandatory declaration checkbox to confirm that all checklist 

requirements have been met 

15. Update the area of native vegetation clearing, if required. 

16. Click Next to proceed. 
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Upload Environment Plan 

17. Submit an updated Environment Plan (EP), select Add File, and upload the 

document. Follow the instructions at Upload Environment Plan. Only one PDF file 

can be uploaded under the EP section. 

18. Upload any additional documents under Supporting Documents, using any file 

format. 
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19. Select Yes if you want to use the uploaded Environment Plan (EP) as the Public 

Disclosure Document. (PDD). 

20. Select No if you want to upload a separate PDD, then choose Add File to upload 

it. 

 

Note: Previously submitted documents from your initial application will be shown at 

the bottom of the page. If these documents are still current, you do not have to upload 

them again. 

21. Click Next. 
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Declarations 

22. Review and select the mandatory declarations. 

23. Click Lodge. 

 

 
A message confirming the successful lodgement will display and a copy of the application 

summary will be emailed to the Submitter and the Primary Contact. 

 

Refer to After Lodgement 
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Public Search 
1. To search for a Public Disclosure Document (PDD) or PEG for an approved 

Environment Plan (EP), select the Petroleum menu, then Public Search. 

Alternatively, Public Search - Resources Online can be accessed on the Western 

Australian government website.  

 
2. Use the search bar to search by PEG Name or Code, Operator, Title/Lease, 

Location, or Document Title. 

3. Click Download next to the relevant item to view the PDD.   

https://resourcesonline.demirs.wa.gov.au/public-search/
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Glossary of Terms 
Term Description 

DMPE (The 

Department) 

Department of Mines, Petroleum and Energy – the agency 

responsible for administering RO and regulating exploration and 

mining activities. 

EARS Online EX 

Account 

Legacy account used for accessing application types not yet 

transitioned to RO. 

Environment Plan 

(EP) 

A document required for petroleum and geothermal activities 

that demonstrates how environmental impacts and risks will be 

identified, managed, and reduced. 

Environmental 

Officer (EO) 

A DMPE staff member responsible for assessing applications 

and overseeing compliance. 

Instrument 
A geothermal, pipeline, or petroleum permit, reservation, lease, 

licence, access authority or special prospecting authority. 

My Account 
A secure digital identity used to access RO. Required for all 

new users. 

Oil Spill 

Contingency Plan 

(OSCP) 

A plan required as part of an Environment Plan that outlines 

how an operator will prevent, prepare for, respond to, and 

recover from a potential oil spill. 

Operator 
The person responsible to the instrument holder for the overall 

management and operation of the activity. 

Petroleum 

Environmental 

Group (PEG) 

A Petroleum Environment Group (PEG) is a grouping to 

organise EPs by location, operator, or project.  A PEG can have 

multiple EPs for different activities listed against it.   

Primary Contact 
The individual nominated as the main point of contact for all 

correspondence and enquiries from DMPE. 

Public Disclosure 

Document (PDD) 

The version of an Environment Plan made available to the 

public on the DMPE website. This may be the full Environment 

Plan, a copy of the full plan with confidential information 

removed, or an EP Summary. 

Request for 

Information (RFI) 

A formal request issued by an EO when additional information 

or clarification is needed to assess an application. 

Resources Online 

(RO) 

The digital portal for lodging and managing environmental and 

petroleum applications. 
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Submitter The person submitting the application on behalf of the operator. 

Unlock and Amend 

A process where the EO temporarily unlocks a PoW so the 

applicant can make minor corrections without needing to 

withdraw and resubmit. 

 


