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How to use this guide

This user guide contains:

• a summary or “cheat sheet” format of the instructions for quick reference, and 

• detailed step-by-step instructions with screenshots.

About this guide

This guide covers the steps to create an Environmental Impact Assessment application via the 

Environment (EIA) portal and submit it for review & approval (if required). 

It also shows how to submit a General Planning Enquiry. 

Summary of the steps Detailed instructions with screenshots

How to access the Environment Portal

The Environmental Portal is accessed via the Endeavour Energy Enterprise Customer Portal 

For further information, refer to User guide: How to access the Environment Portal (ASP 3) 

https://dsp.endeavourenergy.com.au/prweb/PRAuth/ECP
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SUMMARY OF STEPS

1. Click         Create (navigation panel on left of screen)

2. Select Environmental Impact Assessment

3. The Create Environment Impact Assessment [case number] dialog box displays. The 

system automatically assigns the next available case number. 

Confirm your contact details (update if required) and click Submit. 

The Successfully submitted message confirms the information is saved 

4. For an enquiry, select “To amend or change scope for a project with an 

environmental approval”. Additional questions then display.

5. Describe your query - this is a free text field. Enter the details of your planning enquiry. 

6. Upload PDF, JPEGs / supporting documentation – drag and drop any file or files you 

want to include in your enquiry (you can also use “choose files” to browse to and select 

the relevant files). . Note that there is a delete icon (if you have uploaded the incorrect 

attachment, delete the attachment and upload again).

7. Click Next to save the information entered and proceed to the next screen. 

8. The Review screen displays your responses. Note that the case type has changed to 

General planning enquiry. If you need to make any changes, click Back to return to the 

previous screen, make the required changes and click Next.

9. If the information in your enquiry is correct, click Submit.

10. A Successfully submitted! system message briefly displays at the bottom of the screen. 

The work status shows Pending-Assessor Response. The Input stage shows completed 

(green tick) and the case is now at the Assess stage.

11. Click        or            to return to your Home page.

12. Select the Organisation applications tab.

13. Your case is listed and has been routed to the Customer Network Solutions (CNS) team. 

Submit General Planning Enquiry

Submit 

General 

Planning 

Enquiry
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On any screen, you have the option to save your application as draft.

1. Click 

2. Task saved message briefly displays.

3. Click        to return to your Environmental Portal Home screen. 

4. Select the My Work or the Organisation applications tab.  

5. A draft application has the status OPEN. Click the Case ID to view the application. 

6. Click             to open the application in edit mode.

7. Continue to complete the application.

Save as draftRetrieve draft and submit or withdraw

Save as draft

Retrieve draft 

and submit or 

withdraw
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SUMMARY OF STEPS

1. Click         Create and select Environmental Impact Assessment

2. Confirm your contact details (update if required) and click Submit. 

The Successfully submitted message confirms the information is saved 

3. For an environmental impact assessment (EIA), select ““To commence an 

environmental approval for a project”. Additional questions display based on your 

response. 

4. Enter your CAMS reference number and click Next to save the information entered and 

proceed to the next screen. 

5. Complete all relevant and required fields. A red asterisk * denotes a mandatory field or 

question. 

6. Supporting documentation or evidence – drag and drop any file or files you want to 

include in your EIA application (you can also use “choose files” to browse to and select the 

relevant files). Note that there is a delete icon (if you have uploaded the incorrect 

attachment, delete the attachment and upload again).

7. Date fields – enter the date or select from the calendar.

8. When you have completed all required fields, click Next to save the information entered 

and proceed to the next screen.

9. Capture site details. Use the + zoom in / - out icons to zoom to a location on the map or 

enter the site address.

Click           to select any additional layers that you want to apply (if available at your 

current zoom level). If there is no address for your site location, enter the address of a 

property which is closest or adjacent to your location. You can then click           to switch 

on the relevant layers to locate the assets and the exact site details. 

Click         to use the sketch tools to select or draw the area on the map. Single click 

creates a point where the line breaks (vertex) and double-click to finish the area.  

When you have identified the site location, click Save Selection. A saved successfully 

dialog box displays. Click Close.

Site description – enter a description of the site and site boundaries and click Next.

10. There are multiple questions and screens where you are prompted to view the zoning 

or impact, capture a screenshot of the evidence and answer related question(s). Click 

View (e.g. View Land Zoning) and click Take Screenshot. Click Close and then click x to 

close the dialog box.  

11. There are multiple screens in your EIA application where you may be prompted to read 

and accept mitigation measures. These are standard mitigation measures and the 

mandatory mitigation measures are selected by default. Comments are not mandatory 

but can be entered if there is something unique / out of the ordinary that you want to 

highlight for your site.

12. When you have completed the screens from Environmental planning and Part A through 

to Part I, the next screen is Declaration. Read and select the checkbox for each 

declaration statement (Declare that). Select the relevant response to the last question 

and click Next.

13. The Review screen displays. Select a screen name if you want to review the information 

you entered at that specific step / screen. If you need to make any changes, click Back to 

return to the previous screen, make the required changes and click Next. If the information 

is correct, click Submit. A Successfully submitted! system message briefly displays at 

the bottom of the screen. The work status shows Pending-Assessor Response.

14. Click        or            to return to your Home page. Select the Organisation applications 

tab. Your case is listed and has been routed to the Customer Network Solutions (CNS) 

team. 

Create an Environmental Impact Assessment and submit for review

Create an 

Environmental 

Impact 

Assessment 

and submit for 

review
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Create – Environmental Impact Assessment

1.  Click          (Create)

The Create Environment Impact Assessment 

[case number] dialog box displays. The system 

automatically assigns the next available case 

number. 

2.  Select Environmental Impact Assessment 

3. Confirm your contact details (Name, Email 

Address) and update if required. 

4.  Click 

Successfully submitted! system message 

displays at the bottom of the screen

1

A red asterisk * denotes a mandatory field

As you have confirmed your contact details, the Apply stage shows 

completed (green tick) and the current lifecycle stage is Input

2

The Successfully submitted message 

confirms the information is saved 

The first screen to complete is Environmental 

Planning

All screens (steps) are listed in the lower 

section of the screen

3

4
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5. For the question (To help us manage your inquiry…) - select the relevant response: 

A red asterisk * denotes a mandatory field / question

Additional questions display (based on your response in step 5)

• To amend or change scope for a project with an environmental approval – follow the steps 

below to submit a General Planning Enquiry

• To commence an environmental approval for a project – follow the steps detailed on page 8 

to 17 to submit an Environmental Impact Assessment

5

General Planning Enquiry

6

7

6. Describe your query - this is a free text field. Enter the details of your planning enquiry. 

7. Upload PDF, JPEGs / supporting documentation – drag and drop any file or files you want to 

include in your enquiry (you can also use “choose files” to browse to and select the relevant files).

For help text on what to enter, click For help text on what to enter, click 
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8. Click              to save the information 

entered and proceed to the next screen 
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General Planning Enquiry  (continued)

The attached document(s) is listed. Note 

that there is a delete icon (if you have 

uploaded the incorrect attachment, delete 

the attachment and upload again).

8

Note that the case type has changed to 

General planning enquiry

The number of screens to complete 

has reduced to two

9. The Review screen displays your responses. If you need to 

make any changes, click Back to return to the previous 

screen, make the required changes and click Next.

If you click Save on this screen, your case 

is saved as a draft and can be accessed 

again via your Organisation applications 

tab. The case type still show as 

Environment Impact Assessment (it does 

not change to General Planning Enquiry 

until you click Next to proceed to the next 

screen (step 8)

10. If the information in your enquiry is correct, click 

9

10
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General Planning Enquiry  (continued)

11. Click        or           to return to your Home page

A Successfully submitted! system message briefly displays at the bottom of the screen.

The work status shows Pending-Assessor Response.

The Input stage shows completed (green tick) 

and the case is now at the Assess stage

12. Select the Organisation applications tab

13. Your case is listed and has been routed to the Customer Network Solutions (CNS) team 
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6. CAMS reference number – enter your CAMS reference number (project ID)

7. Click              to save the information entered and proceed to the next screen 
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6

Environmental Impact Assessment

When you select “To commence an environmental approval for a project”, the next question displays: 

The next screen displays

7

Successfully submitted! system message displays at the bottom of the screen

A red asterisk * denotes a mandatory field / question

The steps (i.e. screens to complete) are displayed below the current 

stage (Input). This example shows the current screen is Part A

The Successfully submitted message displays 

when you click Next as the information is auto-

saved (you do not have to click Save and then 

Next to continue to the next screen)

You can click                 on any screen in your application, to save your EIA 

case as a draft.  It is saved under the Organisation applications tab on your 

Home screen (with status OPEN)
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Free text fields (e.g. Description of project or work and Project Justification) show the number of characters you’ve 

entered, and the maximum allowed 
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8. Complete all relevant and required fields. A red asterisk * denotes a mandatory field or question

9. Supporting documentation – drag and drop any file or files you want to include in your application (you can 

also use “choose files” to browse to and select the relevant files).

Environmental Impact Assessment (continued)

8

11. When you have completed all required fields, click 

9

9

The attached document(s) is listed below the question / field. Note that there is a delete icon (if you have uploaded 

the incorrect attachment, delete the attachment and upload again).

Note

The Successfully submitted message confirms the information is saved and the next screen displays 

10. Date fields – enter the date or select from the calendar

10

Click       to view help text on what 

to enter, or guidance for a question  
Click       to view help text on what 

to enter, or guidance for a question  

11

Note that HEIC image (iOS Live photos) are NOT supported. 
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Environmental Impact Assessment (continued)

The next screen is Capture site details.

12. Use the + zoom in / - out icons to zoom to a location on the map, or enter the site address

Specific layers have been automatically applied. All layers have not been set to default as this may impact 

ArcGIS system performance. 

13. Click           to select any additional layers that you want to apply (if available at your current zoom level).

If there is no address for your site location, enter the address of a property which is closest or adjacent to your 

location. You can then click           to switch on the relevant layers to locate the assets and the exact site details. 

Capture site details

14. Click          to use the sketch tools to select or draw the area on the map. Single click creates a point where the 

line breaks (vertex) and double-click to finish the area.  

15. When you have identified the site location, click                            (top right of map, the save icon is not in the 

Graphic dialog box).

16. A saved successfully dialog box displays. Click 

17. Site description – enter a description of the site and site boundaries.

18. Click               to save the information and proceed to the next screen. Successfully submitted message 

displays. 

12 1213

15

14

16

17

18
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Environmental Impact Assessment (continued) View zoning / View impact

There are multiple questions and screens where you are prompted to view the zoning or impact or 

classification, capture a screenshot of the evidence and answer related question(s). This example shows Land 

Zoning on Part B screen.

19. Click View … – in this example 

20. The relevant layers are automatically applied. Click            if you want to view the layers that have been 

applied. 

21. The site area is marked in orange. Change the zoom setting on the map, if required. You can also click on a 

location to see more details.

22. Click                                  

23. A message confirms the screenshot was taken successfully. Click                and then click x to close the map 

dialog box.

19

22

20
21

23

Remember that you can click      to view 

additional information. This also includes links 

to policy documents, external websites etc.
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Environmental Impact Assessment (continued)

Based on your responses, there are multiple screens in your EIA application where you may be prompted to 

read and accept mitigation measures.

24. These are standard mitigation measures and the mandatory mitigation measures are selected by default. 

Use CTRL + F if you want to search for a specific mitigation measure using a key word. 

25. Comments are not mandatory but can be entered if there is something unique / out of the ordinary that you 

want to highlight for your site.       

Mitigation measures

24 25

Note that on some screens, there may be additional questions and further 

mitigation measures below the first Accept Mitigation Measure section (the 

example screenshot below is on the Part D screen)
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Environmental Impact Assessment (continued)

Note that on any screen in the Environmental Impact Assessment, you can select a tab in the lower section of the 

screen to view the responses you entered.

If you need to make any changes, click               to go back to each previous screen. 

When you have made the changes, click               to save & proceed through each screen to return to your current 

screen.

Select a tab to view the details you entered on that 

specific screen. The details display in the lower section 

of the screen.

You can also select an impact section (from the list on the 

left of the screen) to view the screenshot you captured.

Select                                                                   

to return to the tab (screen) format in the lower 

section of the screen
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Environmental Impact Assessment (continued)

f

a

On any screen, you have the option to save your application i.e. save as draft.

a. Click  

b. Task saved message briefly displays

c. Click        to return to your Environmental Portal Home screen.

Save as draft

c

d

e

d. Select the Organisation applications tab  

e. A draft application has the status OPEN. Click the Case ID to view the application.

b

f. Click             to open the application in edit mode
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Environmental Impact Assessment (continued) Declaration

26. Read and select the checkbox for each declaration statement (Declare that)

27. Select the relevant response to the last question

28. Click 

27

26

28

When you have completed the screens from Environmental planning and Part A through to Part I, the next screen 

is Declaration

Successfully submitted! system message displays at the bottom of the screen
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Environmental Impact Assessment (continued) Review Application

29. The last step in the Input stage is Review Application. Select a screen name if you want to review the 

information you entered at that specific step / screen.

30

The relevant status is shown (e.g. PENDING – ASSESSMENT). The Input stage changes to completed 

(green tick) and the application is now at Assess stage.

The submission is routed for review. The assigned group is displayed in the Assignments section of your 

application.  

29

You can also click Back if you want to return to each previous screen and check your responses. Then click 

Next to proceed through each screen, until you reach this screen again.

30. If no changes are required, click                 to submit your EIA application.

Successfully submitted! system message displays at the bottom of the screen

31. Click        or           to return to your Home page

31
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Environmental Impact Assessment (continued)

You will also receive an email notification confirming your 

application case has been submitted.

32. Select the Organisation applications tab

33. Your case is listed and has been routed to the Customer Network Solutions (CNS) team 
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Download SER Report

Log in to the EIA portal.

1. Use the search bar and enter either the Project Number or Application Number (EIA-XXXX).

Option 1 – Search for the application

1

When your application receives approval, you will receive an email with one of the following subjects:

• Application EIA-XXXX received conditional approval, or

• Application EIA-XXXX received SER final approval

The detailed SER report will be available in the portal within approximately 4 hours of receiving this email. 

2. Open the application and click the attachments icon to expand the attachments section (Utilities). 2

3. Select SER Report.pdf to open the full report.

4. Save the PDF to your local system if required.

5. If needed, you can also download the SER Determination document from the same attachments section.

3

Hints and tips! 

• If you cannot see the report immediately, please allow time for the document to generate before checking again 

(the SER report becomes available within 4 hours of the approval email being issued).

• All documents associated with the application can be accessed via the attachments section within the 

application.

Use one of the following options to download the SER report.
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Download SER Report  (continued)

Log in to the EIA portal.

1. Select the Organisation applications tab.

Option 2 – Organisation applications view

Applications submitted by users within your organisation are grouped by Submitted By.

2. Select the application number that received the approval email and click the attachments icon to 

expand the attachments section. 2

3. Select SER Report.pdf to open and download the full report.

4. The SER Determination document can also be downloaded from the same attachments section, if required.

3

1
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