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This guide provides an overview of the functions and screen layout in the Environment Portal (also 

referred to as the Environmental Impact Assessment or EIA portal). 

The guide also covers general navigation, how to save as draft and how to withdraw an application or 

enquiry that you have not submitted (status is open).

Information on your Home screen is displayed across four tabs:

• My work – applications cases / enquiries that:

• you started to create but have saved as draft and not yet submitted (status OPEN or NEW)

• have been sent back to you for you to amend and resubmit

• Pending applications – your application cases (class 3) where council consultation is required 

• Organisation applications – applications cases / enquiries / technical help requests you have submitted but 

have not yet been reviewed or approved (PENDING). You can view and track the status of all applications 

made within your organisation (i.e. both your own and your colleagues) and see who the application is with for 

assessment or review

• Conditionally approved applications – applications submitted within 40 days of council consultation.

Case ID is the application or enquiry number (prefixed EIA) or the support request 

number (i.e. “something not working” help request). The system automatically 

assigns the next available number when you create an application

Home screen

Submitted by - user (in your organisation) who 

request (i.e. “something not working” support 

request)

Submitted by - user (in your organisation) who 

created, saved or submitted the application case, 

planning enquiry or technical help request
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Home screen (continued)

Click      Actions to change the settings on any 

column (and click again to remove the setting) 

Search in selected tab 

(e.g. Organisation applications)

Search by part values on any of the 

columns (except date time columns)
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Navigation panel

Navigation Panel. Click the panel to expand / collapse the view…

…or use the arrows to expand / collapse panel

Search for an application (case) – wildcards are not required, search is alphanumeric. When searching by: 

• case ID - you must include EIA- prefix e.g. EIA-50025, not 50025 

• project name – not case sensitive and you can enter part of the name 

Create application (also referred to as a “case”) 

Return to your Home screen from any screen in the portal

Recents lists all items you have recently 

worked on (i.e. saved as draft or submitted)

Your initials (and your log in ID) 

- link to log out of the Portal
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EIA application or enquiry (case) screen

A red asterisk * denotes a 

mandatory field / question

The steps (i.e. screens to complete) 

are displayed below the current stage

The stages (or lifecycle) of the application are displayed 

on the top bar (green tick denotes Completed) and the 

current lifecycle stage is in bold

Click Next to proceed to the next screen (will then have 

Back option to return to previous screen). Information is 

automatically saved when you click Next (Successfully 

submitted message displays)

Details is selected by default. This shows 

all steps (i.e. screens) in the lower section 

of the screen. Select a screen name to view 

the details you entered. You can also view 

the attachments.

Click       to view Additional info (help text)

Click       to display the Utilities section.  This displays any attachments you have uploaded to your 

case but also includes links to supporting documentation, policies and external websites
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EIA application or enquiry (case) screen  (continued)

Select an impact section or the site details 

(from the list on the left of the screen) to view 

the map screenshot you captured and saved. 

Select Details to return to the screen (tab) 

format in the lower section of the screen

Page 5 of 8  17/08/2025



User Guide – Environment Portal Overview and Navigation for ASP 3

EIA application or enquiry (case) screen  (continued)

There are arrows to expand / collapse screen areas (use the screen format you prefer)

Page 6 of 8  17/08/2025



User Guide – Environment Portal Overview and Navigation for ASP 3

Save as draft

6

1

On any screen, you have the option to save your application (save as draft). Note that you can save if mandatory 

fields have not yet been completed and if there is an error message. 

1. Click  

2. Task saved message briefly displays

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

3

4

5

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.

2

6. Click             to open the application in edit mode
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Withdraw open application or enquiry 

If you want to cancel or delete an application or enquiry that you have not yet submitted, you can withdraw the 

application case.

1. Display the case and click         (Actions)

2. Select Withdraw

2

3. You are then prompted to choose the Withdraw Reason 

(if the reasons listed are not applicable, select Other and enter an explanation in the Other Reason field)

4. Click 

The Successfully submitted message confirms the information is saved 

1

5. The case status changes to                                           and the Withdraw stage is completed 

3

4

5

5
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