
PERMIT APPLICATION
(By Trader)



DEPARTMENT OF DOE 
Hazardous Substances Division

Permit Name: IMPORT CLEARANCE LETTER FOR 
NON-SCHEDULED WASTES (CHEMICAL)
Permit Code: CL/NSW/CHEM/I



Login as Trader.



Go to Menu > PERMIT/QUOTA > Permit > Permit Application.



Permit Application List appear. 

Click at the browse button       to browse the permit available to apply.

*Note: For the Second Permit Application & Onwards, refer to the Activated Permit Application & click 
button “Copy and Edit” to apply the same permit. 

Next, follow the same process as the first permit application.  



Permit List appear as shown.

Key in the desired Permit Name and click “Search” button.



Click the desired Permit Name and click “Search” button.



Click “New” button. 



Permit Application form appear with “NEW” status.  Fill in all mandatory field with *.



After finished filled in all mandatory field with *, check the declaration status box and then 
click “Create”.



Status changed to “CREATED”.  Click at repository link      and choose “Permit Application 
Supporting Documents”.



Upload Documents pop-up page appear as shown.  Kindly upload all mandatory 
documents as required, and then click “Close” button.



Then, scroll down at the bottom page till Permit Item Details, click “+” to add new item.



Permit Item Details form appear with “NEW” status, fill in all mandatory fields and then click 
“Create” button. 



Status  now changed to “CREATED” status.  Go to link repository      and choose “Consignee 
Details”.  



Consignee List pop-up page appear and click “+” to add new list.    

With “NEW” status, fill in all required fields, and then click “Create”.    



Status now changed to “CREATED” and then click “Back”.

And then click close icon       . 



Next, we go to link repository      and choose “Consignor Details”.  



Consignor List pop-up page appear and click “+” to add new list.    

With “NEW” status, fill in all required fields, and then click “Create”.    



Status now changed to “CREATED” and then click “Back”.

And then click close icon       . 



Scroll down at the bottom page till Product/Item Category Details List, click “+” to add new list.

Form appear with “NEW” status. Fill in all required details and then click “Create”.



Status now changed to “CREATED”. 



At repository link       , choose Permit Application Product/Item Category Supporting Document”. 



Upload Mandatory Document required, Click Upload and Close 



Form appear with “CREATED” status. 

Now click Back 



Permit Item Details can be Submitted.  

Click Submit.  



Status of Permit Item now changed to “SUBMITTED”. Click “Back” button



Check at the disclaimer checkbox at the bottom of page and then click “Submit” button to submit 
the application. 



Status of Permit Application now changed to “SUBMITTED”.  Trader will wait for Permit 
Issuance Agency (PIA) to approve the application. 



Login as Permit Agency (Permit Assigning Officer) and Click at Inbox Notification



Click at latest Permit Application



Click Browse        and choose Permit Verification Officer that has been set  

Click Assign To at the selected Permit Allocation List



Login as Permit Agency (Permit Verification Officer) and Click at Inbox Notification



Click at latest Permit Application 



At the repository link     , click Reviewer Details



At Review Details, put Review Remarks and Click Create



Review Details is CREATED



Permit Application Status is SUBMITTED FOR REVIEWER



At Review Details, Choose Reviewer Decision

Check at the disclaimer checkbox at the bottom of page and then click “Review Completed” 
button to submit the application. 



Assign Request Window will be appear. Choose the selected Permit Approver and click 
Assign



Status Permit Application is “SUBMITTED FOR APPROVER”



Login as Permit Agency (Permit Approver) and Click at Inbox Notification



Click at Permit Application selected



At Permit Item Details, click View/Edit  



At link repository, choose Consignee Details



Choose View/Edit

Click Approve



Consignee Details Status is APPROVED, click Back



Click Close 



At link repository, choose Consignor Details



Choose View/Edit

Click Approve



Consignor Details Status is APPROVED, click Back



Click Close 



Click Approve at Permit Item Details 



Status Permit Item Details is now “APPROVED”, click Back  



At Permit Application page, choose Approver Details at link repository  



At Approval Details page, put Approver Remarks and click “Create”



Approval Details status is “Created”, click Close



Click Approve at Permit Application page



Permit Application in now Activated



Login as Trader one more time and check the Permit Application Status. 
Status Permit is Activated



THANK YOU


