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This document has been developed as part of the WA Government Environmental Offsets Register 
project to assist users from the Department of Environment Regulation (DER), Office of the EPA (OEPA), 
Department of Mines and Petroleum (DMP) and Department of Parks and Wildlife (DPaW) to create and 
update offsets information in the Offsets Register.    
 
This user manual should be read in conjunction with the internal business processes and systems of 
each agency.  DER users for example should refer to their Environmental Offsets Register procedures.   
 
Location 

The User Manual is located / linked to the Offsets Register Internal Application for easy access by all 
agency users.  
 
User Manual Amendments 

Future amendments to this document will be managed and maintained by the Native Vegetation 
Conservation Branch at the Department of Environment Regulation (DER) for processes relating to Part 
V of the Environmental Protection Act 1986 (EP Act).  The Office of the EPA will maintain amendments 
to processes relating to Part IV of the EP Act.   
 
All amendments to the User Manual should be directed to the Manager, NVCB at DER. 
 
Offsets Register User and Application Support: 

User Support – for assistance on how to use the application, each agency has allocated the following 

user support personnel.   

DER/DMP:  John Riley – Agency Administrator and User Support 

OEPA:   Tracy Marshall and Pat Cavalli (User Support), Luke Jacenko (Agency Administrator and 

User Support) 

Application Support – for application technical issues only: 

  Randhir Singh – Application Custodian (NVCB, DER) 
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1 Introduction 

1.1 Offsets Register Overview 
The WA Government Environmental Offsets Policy commits to the development of a public 

Environmental Offsets Register as part of the State Government’s commitment to approvals reform.  

The Environmental Offsets Register provides a central public record of all offset agreements in Western 

Australia, contributing to the broader objectives of transparency and accountability.  

Environmental offsets are most often applied to proposals subject to environmental impact assessment 

and as a condition of permits for clearing of native vegetation under the Environmental Protection Act 

1986 (EP Act), but may be considered in relation to other legislation. 

The aim of the Environmental Offsets Register is to:  

1. Facilitate transparency and accountability of offsets; 

2. Provide a single cross-Government record for environmental offsets; 

3. Monitor offset implementation;  

4. Improve auditing and quality control of offsets; and 

5. Provide for efficient retrieval of offset information in flexible ways to meet Government, 

industry and community needs. 

1.2 Purpose and Scope 
This manual supports users of the internal Environmental Offsets Register application in adding, editing 

and publishing environmental offset information within the system.  

The manual does not provide advice or instructions on assessment, decision or management processes 

employed by responsible agencies in relation to the management of offsets. 

This manual is limited to the internal Register application and does not include supporting information 

for the public Environmental Offsets Register website. Please refer to the ‘Public Website – Offsets 

Register ‘HELP page’ for information on using the public Environmental Offsets Register. 

1.3 Who uses the Offsets Register 
The Environmental Offsets Register allows members of the public, agencies and industry to access 

information relating to environmental offsets in WA.  

The Environmental Offsets Register allows: 

 members of the public using the public offsets website: 

o to search for and view offsets information 

o to view offset information geographically 

o to search for and export offsets information for further analysis 

 registered agency users viewing information using the internal application: 
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o to search for and view offsets information 

o to view offset information geographically 

o to search for and export offsets information for further analysis 

 registered agency users to be involved in the preparation of offsets information for publication 

including the ability: 

o to create a new project and submit it for approval for publication for public viewing 

o to create a new version of a project which has previously been published and submit it 

for approval for publication for public viewing 

o to review and approve / reject submitted versions of projects 

o to view the history of published projects and the full details of any previously published 

version of a project. 

The agencies with registered users are: 

o The Office of the Environmental Protection Authority; 

o The Department of Environment Regulation  (formerly DEC);  

o The Department of Parks and Wildlife (formerly DEC); and 

o The Department of Mines and Petroleum. 

As at 1 July 2013, DEC separated into the Department of Environment Regulation and the Department of 

Parks and Wildlife.    These new Departments will be formally recognised in a future upgrade to the 

Offsets Register Application.  However, in some circumstances, continued references to DEC after this 

upgrade may still be applicable when for example, uploading historical data. 

1.4 Information held in the Environmental Offsets Register 
The Environmental Offsets Register contains information relating to a project, an offset and the 

milestones and implementation of that offset.  

1.4.1 Project 

A Project is defined as a development or other work which has environmental impacts and that is the 

subject of an application for approval (i.e. Native Vegetation Clearing Permit or Ministerial Approval). 

Project information includes: 

 Project Number: The unique identification number assigned to the project. 

 Project Name: A short name or description of the project which makes it easily identifiable. 

 Project Status: The status of a project which must be Current (live), Complete (when offset 

conditions have been implemented) or Not implemented (approval period has lapsed or 

project withdrawn by proponent/permit holder). 

 Project Version: A sequential number which indicates the version of a project. Where a 

project is amended or updated with new information a new project version will be created. 

 Proponent(s): The name of the person or company which is responsible for the proposal. 

This could be an organisation, company, person or another government agency (e.g.: 

Department of State Development) 
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 Project Location: Information relating to the spatial location of a project which may include 

Cadastral Details (i.e. Lot 123 on Plan 12345) or locality information (Albany). 

 Project bioregion(s): The Bioregion that the project is located in. A Bioregion is a 

geographically distinct region based on common climate, geology, landform, native 

vegetation and species information. Classified by Interim Biogeographic Regionalisation for 

Australia (IBRA); or a Provincial Bioregion as classified in Integrated and Marine and Coastal 

Regionalisation of Australia (IMCRA) 

 Assessment criterion: Description of the criteria used in determining the extent of the 

residual environmental impact arising from the actions proposed in the proponent’s 

application. Source of information is reports or advice. 

 Residual Impact: Text describing the loss of environmental values which will occur as a 

result of the project after all mitigation measures have been put in place. Source of 

information is reports or advice. 

 Offset Conditions: Statement of the Offset Conditions as specified in the Ministerial 

Statement or as specified in the Clearing Permit. 

 Statutory Process: The applicable statutory process through which the project was 

approved (Either EP Act Part IV or EP Act Part V). 

 Approved project area (ha): The approved project area in hectares. 

1.4.2 Decision 

The date of the decision to approve the Project. Each Decision may be related to one or more Offsets.  

 For DER/DMP Part V processes, there will be one Decision and the date of the Decision will 

apply to the entire Project.  

 For OEPA Part IV process, there may be multiple Decisions related to the Project. Each of 

these Decisions will be in the form of a Ministerial Statement with its own date of Decision.  

1.4.3 Offset 

An Offset is defined as one or more actions to offset the environmental impacts of a Project, required as 

part of the decision to approve a Project. There can be multiple offsets required under each decision to 

approve a Project. Offset information includes: 

 Condition status: Indicates whether the offset conditions have been met and must be either 

Current (live) or Complete (offsets have been met) 

 Type(s): Categorises the Offset into one or more types which are selected by multiple choice (i.e. 

Land acquisition and/or Restoration). 

 Rationale: A description of how the offset was derived sourced from EPA advice, DPaW or DER 

(formerly DEC) advice or Ministerial correspondence. 

 Security arrangements: The method for securing the offset (i.e. acquisition of land, covenant, 

land transfer). 

 Governance arrangements: Information relating to the controls and accountability of how the 

offset is implemented. This could include written agreements, or a framework for delivery and 

governance boards, or administration of an offset fund. 
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 Offset Location: Information relating to the spatial location of an offset which may include 

Cadastral Details (i.e. Lot 123 on Plan 12345) or locality information (Albany). 

 Approved offset area (ha): Offset area in hectares (may not always be applicable) 

 Offset bioregion(s): The Bioregion that the offset is located in, as described for “Project 

Bioregion” above (if the offset has physical location). 

 Delivery agent: The agent delivering the offset. Legally, the proponent is always responsible for 

implementation however the agent delivering the offset on behalf of the proponent is recorded 

here.   

 Advisor: The agency responsible for providing specialist information on the offset. 

 Advice: Advice relating to the Offset which may be text or in an attached document. Note advice 

and advise attachments are not visible to the public. 

 Document attachments: One or more documents attached to provide additional information 

relating to the offset advice or governance arrangements. Note attachments relating to 

governance arrangements are visible to the public. 

 Offset spatial boundary: This is the spatial boundary of the offset (geographical), if applicable. 

An offset may have zero, one or multiple spatial boundaries. An offset spatial boundary can be 

located anywhere and does not have to be enclosed by the project spatial boundary. 

1.4.4 Offset Condition Milestone 

 Condition Milestone: The actions required to be completed as part of the Offset Conditions 

o Milestone: The criteria for successful completion of all or part of an offset condition. 

o Timeframe: A textual timeframe for the milestone to be completed within (i.e. prior to 

clearing, or 6 months prior to expiry of the permit). 

o Timeframe Date: A date (i.e. dd/mm/yyyy) by which the milestone is to be completed. 

o Milestone complete: Applies to each Offset Condition Milestone and must indicate 

whether the milestone is complete or incomplete. 

1.4.5 Offset Implementation Milestone 

 Implementation Milestone: The actions required to be undertaken to complete an Offset 

Milestone usually required to be completed as part of an agreement between the Proponent 

and the Delivery Agent. 

o Milestone: The criteria for successful completion of all or part of an Offset Milestone. 

o Timeframe: A textual timeframe for the implementation milestone to be completed 

within (i.e. prior to clearing or within 6 months of expiry of the permit). 

o Timeframe date: A date (i.e. dd/mm/yyyy) by which the implementation milestone is to 

be completed. 

o Milestone complete: Applies to each Offset Implementation Milestone and must 

indicate whether the implementation milestone is complete or incomplete. 
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1.4.6 Offsets Register Main Entities 

The following diagram summarises the relationship between the main information held in the Offsets 

Register. 

 



Last updated 22-Jul-13 Version 1.0 Page 11 

 

1.5 System Roles 
All users of the internal system will be assigned a system “role”. The role defines the tasks that a user 

performs in the system.  

Role Description 

Initiator  Creates a new draft project which has not previously existed in the 
Register. 

 Updates published offset information by creating a new draft project 
version. 

Approver  Reviews and approves the projects for publication for general visibility on 
the public offsets website. 

Implementer  Records implementation information (only) by creating a new draft project 
version. 

Viewer  Views published offset information. 

Administrator  Defines user permissions for their agency. 

 Has the ability to update and correct information in the system with all of 
the permissions of an approver, except the ability to approve information 
for publication. It is expected that this ability would only be used in unusual 
circumstances. 

 

1.6 Internal Process Supported by the Offsets Register 
The main tasks performed in the internal version of the Offset Register are to prepare information for 

publishing to the public Offset Register. 

These tasks and the role of the users involved are summarized in the following diagram.  

Note that the Assessor tasks are performed externally to the system. 
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1.7 Project Versions and Version Statuses 

1.7.1 Version Number 

When a project is initially created and published it has Version number of 1. When it is updated with 

new or amended information and published, the Version number is incremented to 2 and similarly 

incremented for each new version of the project. 

1.7.2 Version Status 

Each version of a project will have one of four Version statuses: 

Version Status Description 

Draft This version of the project is currently being prepared and edited 

Submitted This version of the project has been submitted for the Approver to review 

Published This version of the project has been approved and is currently visible on the public 
Offsets Register 

Superseded This version of the project is an older version which has either been replaced by a 
newer published version or has been removed from public view for other reasons 

 

Only published versions of projects are visible on the public Offsets Register. 
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2 Accessing and Using the Offsets Register 

2.1 System Access 
The internal Environmental Offsets Register is accessible online via URL (https://offsets.der.wa.gov.au/). 

Users will be able to navigate to this URL from their respective agency website.  The URL will display a 

logon screen where the user will be prompted to enter a username and password.    

For DER and DPaW users, who are assigned to an appropriate user role in the Offsets Register, the login 

will be the same as provisioned via Active Directory. 

 

Figure 1: Login screen of the internal Environmental Offsets Register 

For OEPA/DMP users, a username and password an account will need to be set up by the application 

custodian.  The relevant agency administrator will need to approve and assign the appropriate offsets 

register role to the user.   The administration of users is detailed further at section 9 - Administration. 

 

  

https://offsets.der.wa.gov.au/
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2.2 Change Password 
As DER and DPaW users will use their Active Directory credentials to login to the Register, the ability to 

change a password in the Register is not applicable.  

For OEPA or DMP users - once a User has logged on to the system they are able to change their default 

password by selecting ‘Change password’ at the top left hand end of the systems black banner. 

 

 

The user is taken to the password change screen and specifies the ‘old password’, ‘new password’ and 

new password (again). The user then selects to ‘change password’ and their password is updated. 



2.3 Navigation 
 

 

 

 

 

 

 

Log out: Allows the user 

to log out of the 

internal Register 

Public Site: Link to the Public Offsets Register The link to the User Manual is located on 

the menu line. 

Contact Us: this link 

will take users to the 

Offsets Register 

Contact information 

on the public 

webpage 

Go to whole of WA 

Government search: A 

link to Google 

powered search of all 

WA Government 

websites at 

www.wa.gov.au 

Home: An 

individualised view 

which displays 

current workflow 

tasks assigned to 

the user who is 

logged in 

Projects: A menu 

which allows a user 

to ‘Create a new 

project’, ‘list drafts’, 

‘list submitted’ or 

‘list published’ 

projects 

Search Register: Allows the user to search 

the internal Register by defining project 

characteristics  

Reports: Allows the user to generate and 

export a list of published projects in the 

Register  



3 Viewing Offsets Information 

3.1 Searching the Register 
To search the Register for Offset information the user navigates to the Search Register screen from the 

menu. 

 

The following Search Register screen will be displayed. 

 

To search for Offset information: 

1. Enter search criteria in the fields on the screen. A user may enter any combination of Search 

Criteria (one or more) and the Register will return search results filtered by the defined search 

criteria. 

2. The user can also specify the information to be displayed in the search results by check the 

appropriate boxes under the Results Display section (at the bottom of the Search Register 

screen).  

Note: If the user doesn’t select any Results Display filters, the Register will default to returning 

basic project information for each of the search results. 

3. Once all search criteria and filters are defined the user selects the Search button (located at 

both the top and the bottom of the screen). 
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Note: To clear all search criteria, click the Clear button, located at the top of the screen.  

Once the Search button is selected, the system will return the search results which match the search 

criteria. 

 

3.2 Exporting Search Results 
The search results can be exported as a CSV file (for further analysis) into analysis tools, such as 

Microsoft Excel, or as a PDF.  When the user selects to export the search results table as a CSV file or 

PDF the system will start a download and the user then has the option to save, open or cancel the 

download.  

The exported data will appear in the selected format (PDF example below). The exported PDF will also 

include the search criteria (start of document) and the date the search was downloaded (top right hand 

corner of the header).  
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3.3 Viewing Project and Offset Boundaries 
It is also possible to view all of the project boundaries and all of the applicable offset boundaries 

contained in the search results by selecting View Map on the Search Results screen (note some offset 

types have no applicable boundaries). 

 

Expand on + - pan and layers 
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3.4 Viewing Project Details 
Alternatively the user can view the details of a project from the list of search results by selecting the 

hyperlinked Project Number for the desired project.  

 

The Register will display the following Published Project View screen which contains relevant 

information on the selected project and offset(s). 
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3.5 Viewing Versions of Projects 
The user can select to view historical project versions as well as any drafts of new project versions by 

selecting Version History. 

 

The user selects the version of interest and the system displays the following Project View for the 

specified project. 

 

 

3.6 Locked Drafts of Projects 
Where the user selects to view a draft project which has been created by another user the system will 

prevent the current user from editing the draft. If the project is locked from editing a display message 

‘Locked by [User]’ will be visible under the Version History dropdown menu. 
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3.7 Standard Reports 
To export the standard report of current projects from the Register, navigate to the Reports screen from 

the menu.  This action will list all current projects and their total number. 

To export the standard report, the user selects Export PDF.  The system will start a download and the 

user will have the option to save, open or cancel the download.  
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4 Creating a New (Draft) Project  

4.1 OEPA Users – Creating a New (Draft) Project 

4.1.1 Create Project 

To create a new project in the Register, navigate to Projects and select “Create New Project” from the 

drop down list. 

 

Enter project details manually or cut and paste data into each project field from existing excel or word 

documents.   
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After project details have been completed, select Save, and continue.  Or Cancel to end the session 

without saving.   

 

When the user selects to save Project details, a system message will appear at the top of the “Draft 

Project View” screen confirming that the project was added successfully, as shown in the figure below.  

Note the project has now been allocated a Project number. 
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A prompt will appear after the project details that “This Project does not have decisions defined”.  

Version details are shown in the bottom half of the screen highlighting that this is version 1 (Draft), who 

it was created by and the creation date/time. 
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4.1.2 Add Project Boundary 

Add a project boundary to the draft Project by selecting “Load a project boundary shape from file” from 

the Tools drop down menu. 

 

 

The following dialogue box will appear.  Select Choose File.  Navigate to the correct spatial data file on 

database/network and select Load. 

 

A system message, similar to the one below, will appear at the top of the “Draft Project View” screen 

confirming that the project boundary was added successfully. In this example, the shape file contained 5 

shapes defining the boundaries. 
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The User may end the session by logging out, or continue to adding Decisions by selecting “Add a 

decision” from the Tools drop down menu. 

4.1.3 Deleting a Project Boundary 

To delete a project boundary, select “Edit existing project boundary shapes” from the “Tools” menu, as 

shown below. 

The steps for deleting a project boundary are similar to the steps for deleting an Offset boundary 

described in section 4.1.7. 

 

 

4.1.4 Add Decision and Offsets 

To add a decision select “Add a decision” from the Tools drop down menu. 
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Add the Date of decision and Ministerial Statement number.  Select Save (or Cancel), and/or continue on 

by selecting Add another Offset. 
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After completing offset details, select Save.  The following screen will appear.

 

A screen prompt will appear after Offset 1 details that “no condition milestones defined” and “no 

implementation milestones” defined.  

The User can add another offset by clicking on the + sign or continue on by 

selecting “Add condition milestone” and then “Add implementation milestones” if these details are 

known.    These details may be added at a later time if unknown, either before publication (refer section 

6 - Amending Draft Projects) or after publication (refer section 7 - Amending Published Projects).   
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4.1.5 Add Offset Boundaries 

To add an Offset boundary open the Offset menu for the Offset you wish to add a boundary to and 

select “Load an offset boundary from file”, as shown below, and follow the same process as for loading a 

project boundary, as described in section 4.1.2. 

 

 

4.1.6 Editing Offset Boundaries 

Existing Offset boundaries may be edited by moving them onto another Offset within the current 

project. This is described in section 4.3.1. 

 

4.1.7 Deleting Offset boundaries 

To delete an Offset boundary, select “Edit existing offset boundary shapes from the Offset menu for the 

Offset which the Offset boundary is currently attached to. 

The system will show the current boundaries for the Offset, as shown in the example below. In this 

example there are three separate shapes for three boundaries for the Offset. The shapes are listed 

separately beneath the view of the boundaries as Shape 1, Shape 2, Shape 3. 

Determine which of the listed shapes corresponds to the shape on the viewer by clicking on the listed 

shapes in turn. The system will highlight the corresponding shape in the viewer. When you have 

determined the shape that you want to delete, select the check box next to the numbered shape in the 

list. Then click on “Remove selected”. The system will delete the elected shape. 
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4.2 DER/DMP Users – Creating a New (Draft) Project 

4.2.1 Create Project 

To create a new project in the Register, navigate to Projects and select “Create New Project” from the 

drop down list. 

 

Type the CPS permit number (must be “granted” in CPS) in the CPS permit search field and press enter.  
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If the permit being searched has not been granted in CPS, the system will respond with the following 

message.  

 

The user should ensure the permit is correctly flagged in CPS as Granted and then re-enter the permit 

number in the Permit Search Field. 

The following screen will appear with the dialogue box prompting the user to confirm that the project 

information sourced from the CPS is correct before saving. If it is, click OK. 

 



The User must complete other mandatory fields manually as required such as Project BioRegion, 

Assessment Criteria, significant residual impact, and statutory process. 

Note that the Offsets Conditions text sourced from CPS requires manual revision to: 

 exclude conditions which are not offset conditions 

 align with the permit conditions, which may be different from those in CPS 

When completed, click on Save to continue or cancel to end the session without saving. 

 



4.2.2 Editing Offsets 

After the project has been saved, the Decisions and offsets (based on permit conditions) will 

automatically appear (sourced from CPS) for the permit, as shown in the example below.    

 

 

In addition, the project boundary and any relevant offset boundaries will also come across from CPS.  

These boundaries may be viewed at the bottom of the screen either individually or combined.  



Last updated 22-Jul-13 Version 1.0 Page 37 

 

 

Note that: 

 an Offset is created for each condition held in CPS. It is likely that only a subset of the conditions 

will be offset conditions.  

 Offset boundaries are attached to the applicable Offsets when they are transferred from CPS 

It will be necessary to: 

 review each Offset 

 enter the relevant information for each Offset so that the actual Offsets indicated on the CPS 

permit are replicated in the Register 

 delete “excess” Offsets, while taking care to retain Offsets which have an Offset boundary 

attached to them 

These tasks are described in the next sections. 

4.2.3 Entering Offset Information 

To enter the relevant information for each Offset, select the Offset to be edited and choose “edit offset” 

from the offset menu (as shown in the figure below). The Offset Conditions status, Rationale and Type 

are mandatory information required before the Project version can be submitted for approval. 
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4.2.4 Deleting Offsets 

Offsets which have Offset boundaries attached to them have this indicated as shown in the figure 

below. These Offsets should not be deleted, since deleting the Offset will delete the Offset boundary. 

Offsets with Offset boundaries attached require the relevant Offset information to be entered. 

To delete an Offset select the Offset to be edited and choose “delete offset” from the offset menu, as 

shown in the figure above. 

Note offsets cannot be manually added to the Register once deleted.  If offsets are deleted in error, the 

user must re-specify the permit number in the CPS Permit search field (refer section 7.3.1).  This will 

result in repopulation of the Project and Offsets in the Register from CPS system which again will require 

review/editing. 
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4.2.5 Editing Offset Boundaries 

Existing Offset boundaries may be edited by moving them onto another Offset within the current 

project. This should not be necessary when the project is first created from information in CPS, but may 

be required when subsequent versions are created. This process is described in section 4.3.1. 

Note that it is not possible for DER/DMP users to delete an offset boundary from an Offset. 

4.3 All Users 
The following tasks may be performed by all users with the authority to create a project. 

4.3.1 Editing Offset boundaries 

Existing Offset boundaries may be edited by moving them onto another Offset within the current 

project. 
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To move an Offset boundary, view the Offset that the boundary is currently attached to. Each boundary 

has an “Edit” link next to it, as shown in the example below. 

 

 

The boundaries may be individually viewed by clicking the “Edit” link. The boundary will be displayed as 

shown below. 

To move the boundary onto a different Offset, select the required Offset from the list of Offsets for the 

project, as shown below, and click “Save”. The system will move the Offset boundary onto the selected 

Offset. 

Note that the Offset descriptions which appear in the Offset selection drop down list are based on 

information which has been entered for the Offset. If no information has been entered for the Offset, 

the drop down list descriptions may not be very helpful in choosing the desired target Offset. 
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4.3.2 Milestones and Attachments 

Condition milestones and implementation milestones can also be added (if known) for each offset, as 

well as file attachments for advice (only visible to the agency) and governance (agreements for 

implementation). These are options are available from the offset menu. 

Save at the end of editing offsets, adding milestones or attachments. 

 

4.3.3 Submitting for Approval 

The User can submit the draft project for approval and publishing (refer section 5 - Submitting a Draft 

Project for Approval and Publishing).  The system does not mandate that condition or implementation 

milestones are defined for the project before the project is submitted for approval, but if they are 

known they should be entered before submission. 
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5 Submitting a Draft Project for Approval and Publishing 

5.1 OEPA Users 
To submit a draft project for Approval, select the relevant draft project from your workflow tasks on the 

home page or from the list of draft projects available from the “Projects” menu.   

 

Check that it is the correct project and that it is accurately completed.  Select “Submit for approval” 

from the Tools drop down menu. 
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If all mandatory fields have been completed, a screen message will appear confirming that the draft 

project has successfully been submitted for approval. 

 

 

 

5.2 DER/DMP Users  
To submit a draft project for Approval, select the relevant draft project from your workflow tasks on the 

home page or from the list of draft projects available from the “Projects” menu.   
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Check that it is the correct project and that it is accurately completed.  Select “Submit for approval” 

from the Tools drop down menu. 

 

If all mandatory fields have been completed, a screen message will appear confirming that the draft 

project has successfully been submitted for approval. 

 

If mandatory fields not completed, a screen message will confirm the fields required to be completed 

prior to submitting for approval. 
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6 Amending Draft Projects 
To edit a draft version of a project, either: 

 from the home page, choose from draft projects in assigned workflow tasks, or 

 select “List Drafts” from Projects drop down menu as described in the next section 

6.1 List Drafts 
To display a list of draft project versions select choose “List Drafts” from the Projects menu as shown 

below. 

 

The List Drafts screen will appear, as shown below.  Select the relevant draft project from the list for 

editing.  Note drafts that are locked for editing by someone else  will not be accessible. 

Note that: 

 Version 1 drafts are drafts which have not previously been published to the Register. Any user 

with the required authority can edit these drafts 

 Version 2 or higher Version number drafts are drafts of revisions to projects which have 

previously been published to the Register. Only the user who created the new draft version of 

the project can edit these 
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If the user wishes to amend project details, select “Edit” from the Tools drop down menu. 

 

The Change project screen appears.  Edit project details as required.   

Note for DER/DMP users: 

Some project fields can only be auto populated by CPS (not manually edited).  Re-specifying the CPS 

permit number in the CPS permit search field will update the auto-populated fields. Note that this 
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should only be done with an understanding of which information will be updated and the consequences 

– as described in section 7.3.1. 

 

Save changes made, or cancel to end.    
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If the user wishes to edit offset details, while still in Draft Project View screen, scroll down to the Offset 

menu for the required offsets and choose Edit offset, Delete offset, Add condition or implementation 

milestones, or file attachments for advice or governance, as shown in the figure below. 

 

Save changes made, or cancel to end.    
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7 Amending Published Projects 
This section describes the process of creating a new version and amending a previously published 

project. 

The tasks involved depend on Agency and role. 

 DER, DMP and OEPA Initiators should start with the tasks in section 7.1 

 DPaW Implementers should start with the tasks in section 7.4 

7.1 DER/DMP and OEPA Initiators 

7.1.1 Create a New Version 

To create a new version of a previously published project either 

 select “List Published” from the Projects menu, as shown in the figure below, to display a list of 

published projects or 

 search the register for a specific project using the Search Register option from the menu 
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Select the relevant project from the list of current published projects or from the list of search results. 
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Select “Create new version” from the Tools drop down menu, as shown below. 

 

The system will prompt the user to confirm this action. Note once created, a draft new version cannot 

be deleted. 

 

 

7.1.2 Amend the Project 

The user can proceed to amend project details (via Tools drop down menu) or scroll down screen to edit 

offsets and milestones. 
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Other details of the next steps in the amendment process, depend on the Agency: 

 For OEPA Initiators refer to section 7.2 

 For DER/DMP Initiators refer to section 7.3 

 

7.2 OEPA Users – Amending Published Projects 
The steps for amending a published OEPA project are the same as for the initial creation of the project, 

as described in section 4.1. 

7.3 DER/DMP Users - Amending Published Projects 

7.3.1 Refreshing Information from CPS 

If editing or updating project details with information from CPS, the user will need to re-specify the CPS 

permit number in the CPS permit search field.  This may include amendments to CPS permits where the 

last number remains the same or may include amendments where the last number of the permit is 

incremented. 

For example, in the figure below if the details for the granted permit 2184/2 have changed, the user 

specifies the same permit number in the CPS permit search field and presses enter. 

However if amendments to the permit require a new permit to be granted, the user specifies the 

incremented permit number 2184/3. 
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The system will prompt the user to confirm that the information repopulated from CPS is correct prior 

to saving.   

 

7.3.2 Review Information from CPS 

After re-specifying the permit, the user will need to review all project and offset details to ensure the 

currency and accuracy of the information (including offset boundaries) in the offsets register aligns with 

the current CPS permit granted. 

Each time information is extracted from CPS (i.e.: when a new version of the permit is created or, in the 

case of a purpose permit, when the permit number is re-specified for the purpose of updating the 

information from CPS) the system brings all of the permit information across from CPS by: 

 overwriting the information at “Project” level, including the Offset Conditions text 

 creating additional Offsets for every condition held for the permit in CPS.  
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Manual intervention is needed to:  

 Restore or update the “Offset Conditions” text similarly to the corrections which were applied 

when the first draft of the project was created (refer to section 4.1) 

 Determine which of the Offsets are duplicates and delete the duplicates, while taking care to: 

o Retain information for Offsets, Offset Condition Milestones and Offset Implementation 

Milestones which has been manually entered in the previous version 

o Determine which Offset boundary shapes are duplicates. This will require taking into 

account the possibility that some Offset boundary shapes which were attached to a 

previous Offset may have been revised and will be required to be replaced by a 

boundary shape which has been imported in a duplicate Offset.  

1. To move Offset boundaries between Offsets follow the instructions in section 

4.3.1 

2. It is not possible to delete an Offset boundary from an Offset; it is only possible 

to delete an entire Offset (which includes the Offset boundary). To delete an 

Offset boundary which is not required, from an Offset which is required, it is 

necessary to move the Offset boundary onto an Offset which is not required and 

then delete the entire Offset. 

 

7.4 DPaW Implementers– Updating implementation milestones 
Some DPaW users are approved by OEPA to update offset implementation milestones only for Part IV EP 

Act projects.  This is usually the case when the proponent has entered into an agreement with DPaW to 

implement the offset on their behalf.  Any agreement of this kind will likely be attached as a Governance 

arrangement to the offset. 

As offsets are implemented, DPaW users will need to update published projects by selecting to search 

the register from the internal application homepage.  Search by known details or if unknown, statutory 

process. 



Last updated 22-Jul-13 Version 1.0 Page 55 

 

 

Select the relevant project from the search results list.  

 

The Published Project view screen will display.  Confirm the correct project has been selected, as new 

draft versions created from a previously published project cannot be deleted.  
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If correct, select “create new version” from tools drop down menu, as shown below. 

 

 

The Draft Project view screen will display.  Note system message at the top highlighting that this is a 

new project version.   

 

Scroll down to the relevant offset and select ‘Add implementation milestone”. 
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Note only implementation milestones will be accessible to DPaW Users (Implementers) for amendment. 
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The Add implementation milestone screen will be displayed, as shown below. Complete the relevant 

fields and save. 

 

A screen message will appear confirming that the implementation milestone was added successfully.  
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The user can now submit the draft project for approval by selecting Submit for approval from the Tools 

drop down menu, as shown below. 

 

 

A screen message will appear confirming that the project has successfully been submitted, as shown 

below. 

 

The user can end the session (logout) or repeat this process with another project. 
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8 Approving and Publishing Projects 

8.1 Selecting a Project for Review 
When a project is submitted for review and approval the Approving Manager receives an email 

notification and a workflow task will appear on their home page. 

The Approving Manager selects the relevant submitted draft project from the workflow tasks on their 

homepage. 

 

The system displays the submitted project version. 
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The Approving Manager may record reviewer notes by scrolling to the bottom of the project and 

entering text, as shown in the figure below. If the project version has previously been reviewed and 

reviewer notes entered, they will be visible. Press Save to record the review text. 

 

 

8.2 Approve 
The Manager reviews all project and offset information submitted, and if correct, selects “Approve and 

publish” from the Tools drop down menu. 
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The following system message will appear.  If the Manager is certain of the accuracy of the data, click 

Confirm to make the project version publically available on the Register, or Cancel otherwise. 

 

The system will confirm that the version of the project has been published. 

 

Reviewer notes are removed when the project is published. 
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8.3 Reject 
If the draft project is not correct and cannot therefore be approved or published, the Approving 

Manager selects “Reject” from the Tools drop down menu.   

 

The system presents a list of potential recipients, with the person who submitted the project as the 

default. The Manager selects the required recipient and clicks on Reject. 

 

The system will confirm that the draft project has been rejected and returned to initiator. 

 

The system will send a notification email to the selected recipient and a workflow task will appear on 

the recipient’s home page. The recipient will be able to view the reviewer notes. 
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8.4 Edit 
If the corrections are of a minor nature, the Approving Manager may choose to edit the draft project 

(select from Tools drop down menu) before approving and publishing it. 

8.5 Changing Project Status to Not Implemented 
Under certain circumstances, Approving Managers may need to change the status of a project to “Not 

Implemented”. 

To change the published version to “not implemented”, navigate to the relevant published project and 

create a new draft version.  Select Set Project Status to “Not implemented”.   

 

The following message appears notifying the user of the consequences of continuing.  If ok to continue, 

select confirm.    

 

Select Submit for approval from Tools drop down menu.  As the Approver, the user will need to navigate 

to their workflow tasks on the Home page and approve the submitted project. 
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8.6 Delegation of Approver Role 
Each agency has at least one registered approver (usually a Manager) who can delegate the Approver 

Role to another person.  In most instances, this will be the person acting in their position. 

To delegate their Approver Role, the Manager selects “Delegate” from the Home Page, then selects the 

relevant user from the User drop down list, completes start date and end date, and selects Delegate. 

 

A system message will confirm the successful delegation of the Approver Role. The delegated Approver 

will receive email notifications of request for approval and workflow tasks for approval. 

Note that the Manager can still review and approve submitted projects by choosing the project from the 

list of submitted projects. This is available by selecting “List Submitted” from the Projects menu. 
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9 Administration 

9.1 DER and DMP User Registration and Assignment of Roles 
For registration of new users for the EP Act Part V (Clearing) process:   

1. DER’s Systems Administrator (OIM) creates the user on the Offsets Register after receiving 

approval from the relevant agency (OEPA, DER, DMP).   

2. DER’s Agency Administrator – John Riley (based at the Native Vegetation and Conservation 

Branch) assigns the relevant roles to new users for both DER and DMP. Note: the Agency 

Administrator for DEC is also the Agency Administrator for DMP. 

9.2 OEPA (and DPaW) User Registration and Assignment of Roles 
For registration of new users: 

1. The DER Systems Administrator or Application Custodian creates the user on the Offsets 

Register after receiving approval from the OEPA.   

2. OEPA’s Agency Administrator – Luke Jacenko (based at the Strategic Policy Branch) assigns the 

relevant roles to new users for both OEPA, and for DPaW in relation to implementer roles.  

9.3 Assigning a Role 
To assign a role to a user, the Administrator chooses “Assign user roles” from the “Administrator tools” 

menu, as shown below. 
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The system displays a list of users and their current roles, as shown below. 

 

To delete a role click the x next to the role for the user. The system will remove the role from the user. 

To add a role for the user, select “add a role”, as shown in the figure.  

The system displays the “Agency user roles” screen, as shown below. Select a role for the user from the 

Group drop down. Enter a start date for the user assignment to the role and optionally enter an end 

date. Click Save to save the role assignment or Cancel to cancel the changes. 

 

Note that the Assign user roles screen only shows the current role assignments for users. It does not 

show: 

 role assignments for users which have already been made for the future  
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 role assignments for users which have previously existed 

9.3.1 Implementer Role Assignment 

The Implementer role is a special case. It is only currently assigned by the OEPA Administrator to DPaW 

users to enable them to update Offset Implementation Milestones on OEPA projects.  

To assign the Implementer role to a user, use the special tools at the bottom of the Assign user roles 

screen. Choose the required user as shown in the figure below and press the Assign button. 

 

9.3.2 Removing locks 

An agency administrator can remove a lock on a project that has been locked for editing by a user who 
cannot for some reason, complete and submit the project.  The administrator navigates to Project Locks 
from the Administrator tools drop down menu. 
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10 Glossary 
Glossary of Terms 

Term Definition 

Actor An actor is a human (or non-human) role that interacts with the system.  

Agency 
Administrator 

Defines user permissions for their agency. 

Has the ability to update and correct information in the system with all of the permissions of an approver, except the ability to approve information for publication. It 
is expected that this ability would only be used in unusual circumstances. 

Application 
Custodian 

Technical personnel responsible for the technical support of the system. 

Approver Reviews and approves the projects for their respective agency for publication for general visibility on the public offsets website. 

Business 
Custodian 

The owner of the over-arching business process supported by the system. There are two Business Custodians: 

 Business Custodian – Part IV processes (OEPA) 

 Business Custodian – Part V processes (DER) 

CSV Comma Separated Values – a file format for data which can be imported into analysis tools such as MS Excel 

CPS Clearing Permit System (DER) 

DEC Department of Environment and Conservation  

DER Department of Environment and Regulation 

DMP Department of Mines and Petroleum  

EP Act Environmental Protection Act 1986 

EPBC Act Environment Protection and Biodiversity Conservation Act 1999 (Cwth) 

GIS Geographical Information Services (DPaW) 

DEC 
Implementer 

Records offset implementation information (only) by creating a new draft project version.  This role is usually assigned to DPaW staff who need to update offset 
implementation and milestone information.   

Initiator An Internal actor. Creates a new draft project which has not previously existed in the Register. 

Updates published offset information by creating a new draft project version. 

Internal Actor An internal actor is an actor who uses the system by logging into the Register. 

Internal 
application 

The version of the system that is used by internal users to create and maintain the contents of the Register and also to view the contents of the Register. 
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Ministerial 
Statement 

Applies to OEPA (Part IV) processes only. Statement containing the Minister for Environment’s decision authorising a proposal to proceed, including the conditions 
and procedures under which it may proceed. 

A Ministerial Statement is related to specific offsets. There may be more than one Ministerial Statement per Project in the Register. 

NVCB Native Vegetation Conservation Branch (DER) 

OEPA Office of the Environmental Protection Authority 

Offset 
(Environmental) 

Are measurable environmental outcomes resulting from actions designed to compensate for significant residual adverse impacts arising from project development 
after appropriate mitigation measures have been taken. (Adapted from Business and Biodiversity Offsets Programme (BBOP). 2009. Glossary. BBOP, Washington, 
D.C.). 

OIM Office of Information Management (DPaW) 

PDF Portable Data Format – a file format for documents, which can be read by the Adobe Reader 

Public Views published offset information via the public website 

Public Actor A public actor is an actor who uses the system via the public offsets website. 

Public 
application 

The version of the system that is used by the public to view the contents of the Register 

Register 
website 

The internet website from which the public version of the application is launched. 

Significant 
residual 
environmental 
impact 

Are adverse environmental impacts likely to result from the implementation of a new development or activity, which cannot be avoided, minimised, rectified or 
reduced on-site such that they are no longer significant. (adapted from EPA Environmental Offsets – Biodiversity Guidance Statement No 19) 

 

SLIP Shared Land Information Platform (Landgate) 

Viewer An Internal Actor.  Views published offset information. 

 


