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Introduction

In the WDO scheme, sponsor organisations and health practitioners can
submit application on behalf of customers with outstanding debt with the
Revenue New South Wales (NSW). The debts can be satisfied via
programs of work or completion of approved courses or treatment.

In March 2012, the Department of Justice (DoJ) changed the WDO
guidelines to allow sponsors to self-assess customer eligibility for a WDO.

To support this, Revenue NSW expanded its online service options and
implemented an online WDO Self-Service Portal (SSP).

What can WDO Self-Service Portal users do?

The WDO Self-Service Portal allows approved sponsors to:

= apply for WDOs on behalf of customers

= vary existing customer’'s WDOs

= report the number of hours a customer has participated in WDO
activity.

Purpose of this guide

This user guide aims to ensure that WDO sponsors are supported in their
use of the WDO SSP. It is a guide to the WDO process and
troubleshooting if issues arise. You will find this user guide and a copy of
the WDO guidelines linked to each page of the portal.

Disclaimer

Any customer or sponsor information displayed in this guide is entirely
fictional and is for the purpose of training only.

Enhancements

We are committed to continually improving the WDO SSP to meet the
needs of sponsor organisations and health practitioners. We are also
committed to providing you support in the use of these system
enhancements.

This guide will be updated each time an enhancement is made.

If you have suggestions on how the SSP can be improved, you can submit
feedback online at revenue.nsw.gov.au or via the SSP directly.
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Navigation and start-up

Email notification

On initial enrolment, an account for the WDO Sponsor will be set up by
Revenue NSW based on the information supplied in the ‘Sponsor
Enrolment’. An email notification will be sent by the system to the
supplied email address containing important information such as the
details for the administrator account (including a system generated
temporary password) and instructions for accessing the WDO SSP.
The administrator will need this emalil to login for the first time.

For more information, you can contact the WDO Hotline on 1300 478
879 (Monday to Friday, 8:30am to 5:00pm) or by email at
wdo@revenue.nsw.gov.au.

Finding the WDO Self-Service Portal

Instructions for accessing the WDO SSP are emailed out by the system
to the supplied email address.

You can access this page from the Revenue NSW home page by
selecting ‘WDO self-service portal’ under ‘Fines and Fees’ menu, click
on ‘More options’, followed by ‘Show All' and select ‘Advocates and
sponsors’ . (see figures below)

{(“"’5 Select Language v
N_sw Aboutus Helpcentre Newsand mediareleases Contact us Powered by Go-gle Translate
&2 |Revenue

& BETA. We are building this new website to better deliver information. Learn more about this site. Visit revenue.nsw.gov.au

Taxes, duties, Fines and fees Grants and Unclaimed
levies and schemes mohney
royalties

Make a payment =y Pay your fine First home owner grant Search for unclaimed money

>
>

Payroll tax Request a review First home buyer assistance - Make a claim
Land tax Nominate someone else Small business grant Lodge unclaimed money =

Transfer duty Overdue fines and fees fore optior

tions =9 Mor ptions

Search our site Search Revenue NSW

Easy access What's happening now

$ Make a payment
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Fines and fees

About =

We process payments for more than
250 organisations.

Request a review >
Here's how to ask for a review of your
penalty.

Fines and fees

About =

We process payments for more than
250 organisations.

Request a review -
Here's how to ask for a review of your
penalty.

Authorise someone else -

You can give someone permission to
act on your behalf.

Pay your flne >

We offer a range of options for you
make a payment.

Camera images >
Request a photo of a driving offence.

Pay your fine -

We offer a range of options for you
make a payment.

Camera Images -
Request a photo of a driving offence.

Can't pay your debt? -

Find out if you can apply for a Work
and Development Order.

Managing a fee -

We recover debts on behalf of NSW
government agencies.

Nominate someone else -

If you're not responsible for a penalty,
here's what to do.

Show all |,

Managing a fee -

We recover debts on behalf of NSW
government agencies.

Nominate someone else -

If you're not responsible for a penalty,
here's what to do.

Advocates and sponsors -

Providing support to people who
need help with a debt.

Show less P
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Overdue fines and fees -

Missed the due date? Here's what you
need to do.

Go to court >

How to ask for your matter to be
decided in court.

Overdue fines and fees >

Missed the due date? Here's what you
need to do.

Go to court -

How to ask for your matter to be
decided in court.
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You will be taken to the ‘Advocates and sponsors’ page and click on
‘6. WDO self-service portal’. (see figures below)

Fines and fees

About -

We process payments for more than
250 organisations.

Request a review -
Here's how to ask for a review of your
penalty.

Authorise someone else -

You can give someone permission to
act on your behalf.

Pay your fine -

We offer a range of options for you
make a payment.

Camera Images >

Request a photo of a driving offence.

Can't pay your debt? -

Find out if you can apply for a Work
and Development Order.

Managing a fee -

We recover debts on behalf of NSW
government agencies.

Nominate someone else -

If you're not responsible for a penalty,
here's what to do.

Advocates and sponsors -

Providing support to people who
need help with a debt.

Show less

Overdue fines and fees -

Missed the due date? Here's what you
need to do.

Go to court -

How to ask for your matter to be
decided in court.

Home » Fines and fees » Advocates » WDO self-service portal

1. Help and information 3. Become a sponsor

2. WDO sponsors 4. Sponsor's checklist for

supporting documents

5. WDO self-service portal

6. Completing a WDO report

Make a payment -

| F“, Listen

s

Home » Fines and fees » Advocates » WDO self-service portal

1. Help and informaticn 3. Become a sponsor

2. WDO sponsors 4. Sponsor's checklist for

supporting documents

WDO self-service portal

Go to the WDO self-service portal
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5. WDO self-service portal

6. Completing a WDO report

Make a payment -

Online services —

Calculators =
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Conditions of entry

You can view the conditions of entry by selecting ‘Conditions of entry’ on
the login screen. (see figure below)

Conditions of entry

Personal information provided to or collected by the Revenue NSW
is regulated by the Privacy and Personal Information Act 1998. All
information and images on the Work and Development Order (WDO)
Self Service Portal are confidential.

Unauthorised access and use of the WDO self-service portal is
prohibited and may breach privacy law.

As an approved provider for the WDO scheme, | accept the following
conditions:

= | will maintain confidentiality and privacy of information accessed
or obtained as part of my duties as an approved WDO provider.

= | will not disclose any information except as authorised by the
consent of the person on whose behalf | am acting or as
required by law.

= | am responsible for all access to the WDO self-service portal
using my login ID and password.

= | will keep my login ID and password secure and not intentionally
disclose them.

= | will log out or lock my WDO Self Service Portal screen when
not in view of my workstation.

Use of Revenue NSW applications may be monitored and recorded
for compliance with Revenue NSW policies, to investigate conduct
that may be illegal or adversely affect Revenue NSW or its
employees and to prevent inappropriate use.

Work and Development Orders

Enter your login details
The asterisk (#) indicates mandatory fields.

User name:#

Password

If you have forgotten your password, please click here to reset it.

Conditions of entry
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Login
The WDO SSP secured login view is the initial screen for users.

Enter your Revenue NSW user name and password and then press
‘Enter’ or select the ‘login’ button.

Your username will be the same as your email address.

The password will initially be system generated and emailed to the
email address specified in the user’s profile.

Once the WDO administrator has access to the WDO SSP they will be
able to create additional standard accounts that will allow additional
WDO case managers to access to the WDO SSP.

The password is case sensitive so you must type in every character as
it appears on your email. This includes capital letters and punctuation
(such as# %!).

Password reset

On initial login to the WDO SSP, you will be prompted by the system
to change your password to one of your choosing.

Enter your new password into the ‘New Password’ field. Then re-
enter it into the ‘Verify Password’ field. When ready, press Enter or
select the ‘Save’ button. (see figure below)

You can change your password at any time.

Force password change

The asterisk (#) indicates mandatory fields.

Your password has expired.
Passwords must include at least one digit, at least one lower-case and at least one upper-case characters

Old password:#

must be entered

New password:#

Verify password:#

WDO Hotline 1300 478 879 or email at wdo@revenue nsw.gov.au

WDQ guidelines
Self Service Portal user guide
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Failed login

If your initial login fails, a message will be displayed asking you to
correct the error. (see figure below). If you can remember your user
name and password, you can enter them again. For extra security, you
will also need to enter the CAPTCHA code shown on the screen. If
you cannot read it, you can reload it by selecting the ‘reload’ icon next
to the code.

Once you have entered the correct details, press Enter or select the
‘login’ button.

If you have forgotten your password, you can reset it. You will be able
to do so by selecting ‘click here’. Please see the instructions on the
following page.

Note: After three failed attempts, your account will be suspended
and you will not be able to try to log in again for one hour. An email
will be automatically sent by the system telling you when you can try
to log in again.

Password expiry

Passwords will expire after 180 days. If your password is expired you
will see a message saying ‘Your password has expired’. You will need
to request a new password. See the instructions on the following page.

Resetting your password

If your initial login fails or your password has expired, you can reset
your password by selecting ‘click here’. (see figure below)

Work and Development Orders

Please correct the errors on the form

= If you have trouble logging in, please contact the WDO Hotline on 1300 478 879 or wdo@revenue nsw.gov.au.

Enter your login details
The asterisk (%) indicates mandatory fields.

User name %

[ )

Login failed

Password. #

| |

Lagin failed

Enter code shown below:#

& Refresh

If you have forgotten your password, please click here to reset it.
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If you can supply your username and surname, a temporary password
will be emailed to you. Remember your username is the same as your
email address.

For extra security, you will also need to enter the CAPTCHA code
shown on the screen. If you cannot read it, you can reload it by
selecting the ‘reload’ icon next to the code. (see figure below)

Once you have entered all details, press Enter or select the ‘submit’
button. An email will be sent to you with a temporary password.

When you login to the WDO SSP using the temporary password, you
will be prompted by the system to reset your password to one of your
choosing. You cannot use one of your previous 10 passwords.

Note: If you remember your password after you have requested a
temporary password to be sent, you can still login using your
original password. The temporary password will be cleared once
you have logged in successfully.

Work and Development Orders

Password reset
You must supply your username and surname to have a temporary password emailed to you.
The astenisk (%) indicates mandatory fields

User name #

Surname to match

Enter code shown below

<> Refresh

WDO Self-Service Portal — User Guide | December 2018 Page 11



WDO main menu

Once you have accessed the WDO main menu (see figure below), you
have the following options:

WDO Management

= Create new application
= Retrieve application

= Retrieve WDO

SSP Reporting

=SSP user transaction summary

Account Management
= Account profile
= Change password

= User maintenance (this option will only appear on the main menu for
administrators)

= Sponsor details (this option will only appear on the main menu for
administrators)

The following modules will guide you through the various functions of
these options.

» Home
» Create new application
» Retrieve application

» Retrieve WDO

wn

» SSP user transaction summary

» Account profile

» Change password

» User maintenance

» Sponsor details

Returning to the WDO main menu

From most screens, you can return to the WDO main menu at any time by
clicking on ‘Home’.

Note: You cannot return to the main menu if you are in the
process of adding a new WDO application. You will have to save

your application first.
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User Account Management

Account profile

Your account profile will show the details for your own user profile. You
can change your user profile details by selecting ‘Account profile’ on
the WDO main menu. (see figure below)

» Home

» Create new application
» Retrieve application
» Retrieve WDO

» S5P user transaction summary

» Account profile

» Change password

» User maintenance

» Sponsor details
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Mandatory fields are marked with an asterisk. Type your correct details
in the fields provided. (see figure below)

Select the ‘save’ button when ready.

Work and Development Orders

* Cymaie new applcation

;e seniesen Welcome SAMPLE SPONSOR
¢ Fimtrieve WOO (M142782 - SAMPLE SPONS0OR)
SRR e Personal details
¥ HAsaount prodlles The asherisi (=) ndicabes mandeiony f=ids.
m The dagper (T} Indicates af least cne fisdd must be enbened
First marme: &

Family marme:w

EPOMNI0R

Fenders

ml Female ” Hon-sp=ciic

Malling address. same B3 SPOMSOrS
= [T

Emails

sampiesmonsong mal oom

Prefemed confacts

Cafs: Agenin

St date 03423018
Wiorking with Chiidren chsck numbers

WANTDI0000C DA

Expiry dabe:«

44473045

Have you werfied the Working with Chikdren check numbes T
= [
ﬂ Flemse g0 bo hipsiwases Kidsg used an. e gosy sy booverlly the momber

WD Hotline 13300 478 873 or=meall sk woolSrsysenus nw ooy, 8
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Change password

You can change your password at any time by selecting ‘Change
password’ on the WDO main menu. (see figure below)

* Home

» Create new application
» Retrieve application
» Retrieve WDO

» SSP user transaction summary

» Account profile
» Change password

» User maintenance

» Sponsor details

Instructions (see figure below)

= Enter your old password in the ‘Old Password’ field.
= Enter your new password into the ‘New Password’ field.

= Then re-enter it into the ‘Verify Password’ field.

When ready, press Enter or select the ‘save’ button.

Work and Development Orders

w applicaton

L Welcome SAMPLE SPONSOR
e WDO (N142782 - SAMPLE SPONSOR)
b SSP user ransachion Summany Change passwgrd
¥ Account prodie Thie &sterisk (o) mdicales mandalony bilkds

Ohd password s

New password «

Warity password «

@ Passwonds must be between & and 32 characters and include at least one digit, at least one lower.case, and at least ona upper

Casg charachod

WDO Hotlang 1300 478 B9 o armssl & woodiaver
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User maintenance

Types of users

There are two types of user access to the WDO SSP.

Standard users

Standard users can create new WDO applications, view existing WDOs
for which they are the caseworker, reassign existing WDOs to another
case manager, and manage their own account and password.

Administrators

As well as being able to do what standard users can do, the
administrator can also:

= view all WDOs for the sponsor including those managed by other
users

m create up to two active administrator accounts per sponsor
organisation and unlimited standard accounts

= edit or disable user accounts.

User maintenance on the WDO main menu is only available to users with
administrator access. Administrators can access user maintenance to add
new users or edit the profile of existing users.

To access user maintenance, select ‘user maintenance’ on the WDO main
menu. (see figure below)

» SSP user transaction summary

» Account profile
» Change password

» Sponsor details
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Tips: If you have administration status on the portal, you have access to
all WDOs created within your service. When you log into the portal, you
will be able to see the list of reports that are overdue or delinquent for
your organisations. (see figure below)

*» Home
Work and Development Orders
" Rettieve application Welcome NON GOV ADMIN ST 1
Retrieve WDO (N123123 - ABC S CORP)

SSP user transaction summary

Currently active reporting period: 15.09.2018 to 14.10.2018

Account profile

There are caseworkers who have Client Activity Reports that are Overdue or Delinguent, please advise them to go to the

Change password Retrieve WDO screen and complete all outstanding reports. Caseworkers with Overdue or Delinguent reports:
) *NANCY DREW
User maintenance « JOHN DOE

p— If they are experiencing difficulty completing the reports, please contact the WDO Hotline on 1300 478 879.
Sponsor details

Add a new user

To add a new user, select ‘Add new user’ under the WDO user list. (see
figure below)

E Work and Development Orders

» Create new application

Welcome SAMPLE SPONSOR
(N142782 - SAMPLE SPONSOR)

» SSP user transaction summary WDO user ||St

» Account profile [

Add new user

» Change password

» User maintenance Show| 10mows[v] entries © Advanced search
» Sponsor details
s = = s e
13051 SAMPLE SPONSOR samplesponsor@gmail.com Admin

Showing 1-1 of 1 entries

WDO Hotline 1300 478 879 or email at wdo@revenue.nsw.qov.au

WDO guidelines
Self Service Portal user guide
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Entering details

Mandatory fields are marked with an asterisk. Enter relevant details and
select ‘save’ when ready. (see figure below)

Work and Development Orders

* Creafe new applicabion

* Feirieve applicafion

Welcome SAMPLE SPONSCR m
(N142782 - SAMPLE SPONSOR)

* SEF user tmnsaction summarny Add user

Plepss Ensure any NEW LSEMS you Creale for your ormanisation have the comect gualfications 1o participate In the WIDO Scheme with
Your clienis. For further IRfcimaiion atout QUATTCETICN NEqUiFsmEeRts piease reter 1o e SpoRsor AppICAton Factuest Or CoRRact the
WDD Hotiine on 1300 478 ETE.

¥ Home

+ Licar malntsnanos The esterisk () Indicates mandatary feids.

The dagger [Th Indicates at least one Ni=id must be entened
* Sporsor detals

First mesme:a

Midd = marmes:

Famiy name:e

CeEnders

| Mlmj= || Female ” Mon-speciic

Maling addness. Same BS SpONSOrs

Slart datea

EA2.2018 =
Wiorkdng with Chiidren check numbens
Expiry date:s

Have pou werfied the Werking with Children check number T

D Fizase oo to Ritos e Eidsgusstian. new gov sy B verlty the nember

= =3

WD Hotiine 1300 478 873 cr =mall at wdodSinss s nus naw ooy B

Please make sure the email address is correct, as this will be used to
issue the new user with a temporary password.

There can be up to two active ‘Administrator users and unlimited
‘Standard’ users.
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Working with Children

As the Primary Administration user you are required to enter Working with
Children Check information. Ensure that all staff that you add have valid/current
Working with Children clearance.

You will need to go to https://www.kidsquardian.nsw.gov.au to verify the
number.

Edit user
You can use this area to edit the details or status of a user.

To edit a user, click on the edit icon next to the user you would like to edit.
(see figure below)

» Home

Work and Development Orders

» Create new application

i Welcome SAMPLE SPONSOR
» Retrieve WDO (N142782 - SAMPLE SPONSOR)
» SSP user transaction summary WDO user ||St

» Account profile [ Add new user

» Change password

» User maintenance ShOWl 10 mws entries © Advanced search
» Sponsor details
O e = = =
13051 SAMPLE SPONSOR samplesponsor@gmail. com Admin
13063 SAMPLE 2 SPONSOR sample2sponsor@gmail.com Standard Edit

Showing 1-2 of 2 entries
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Mandatory fields are marked with an asterisk. Enter correct details and
select ‘save’ when ready. (see figure below)

Work and Development Orders

» Crmsfs new spplcabion

¥ Fxbieve applicafion

Welcome SAMPLE SPONSOR m
(M1427582 - SAMPLE SPONSOR)

¥ 33PF ussr tmnsaciion sommary Edlt user

The asberizk (a) Indlcaies mandsiony feids.
The degper {1} Indicates & least one field must be snbered

b
A

Flrst mamas
¢ Licar malntanmnos EAMFLE 2
& Spomsor detnlks Kidd = mares:

Famly mamae

SPONROR

Genders

ml Female ” Homzp=cHc

Maling sdoress same B SpOnEOrE
= [

Email=s

sampie2sponsaDamal.com
Phome—

SSE555STSS
Moo=t

SSE555STSS
Prefemad comtacts

St *

Slart doder

24122018

Vorking with Chiidnen check numbers

AN D00ODD A

Expiry dabei

042018
Hewve you verifisd the Working with Shikdmen Check numss T
= [

ﬂ Flaa=e oo o biios vy Kidsousedian. new gov oy bo verlly the momber

=
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Disable a user

Before you disable a user, you must retrieve and edit any existing WDOs
to assign them to another caseworker. Refer to the ‘Retrieve WDO’
section in Module 3.

Note: We recommend you always have two active users with
administrator access at all times. If one of your administrators is on
leave, you may choose to disable or edit their access to enable you
to add a new administrator while they are away. The system will
only let you have two ‘active’ administrators at once.

To disable a user, make sure you check the ‘Disabled’ radio button.
(see figure below)

When you are ready to disable the user, select ‘Save’.

Work and Development Orders

& Cregie new application

Welcome SAMPLE SPONSOR
(N142732 - SAMPLE SPONSOR)

& S5P UEEr rEnEaciion summary Edlt user

* ACCOUNE profilz: Thie astensk (=) INdlcateE mandstony feids.
The dagger (#) Ndicates 3t 1236t ane Nald must be entared

» Change passwond
FIrst name:s
» Uszar malntenance SAMPLE 2

* Sponeor detals Middle names:

Family name:=

SPONS0OR
GEnders
m Femalkz Mon-spacific

Maling 2ddress 5amMe 38 EPONSOIs
== (I

Emailx

sampleZepansorfBgmall.com

Phanet

5950393000

Moozt

59903000

Praferred comzct=

=~

Statuea
Lo | e
Start dada: 03.12.2018

Working with Chilldren Check numbs=rs
VASCOD0DO0OW

Expiry datecs

23.01.2019 =
Hawve you varad the Wondng with Chilkiran check numbars

= [IE)

e‘ Piease go 1o Hips:iwww Kidepuaniian new oy gl to vertfy tha number

I N
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Sponsor details

You can view your sponsor details by selecting ‘Sponsor details’ under the
account management menu. (see figure below)

» SSP user transaction summary
» Account profile
» Change password

» User maintenance

» Sponsor details

Most details on this page cannot be amended. If you want to vary your
sponsor details, you will need to do this by lodging a sponsor variation
form via the Revenue NSW website.

Australian Health Practitioner Regulation Agency

If you are registered as a Health Practitioner with Revenue NSW, you are
required to ensure your Australian Health Practitioner Regulation Agency
registration is up to date. If this is not completed by the expiry date, system
access maybe suspended. (see figure below)

Work and Development Orders

» Create new application

» Retrieve application

Welcome HEALTH PRACTITIONER
» Retrieve WDO (H999999 - HEALTH PRACTITIONER)

» SSP user transaction summary

Currently active reporting period: 15.10.2018 to 14.11.2018

» Account profile

Your AHPRA registration is coming up for renewal, please update your registration details on the Sponsor details screen.
» Change password

» User maintenance
 Provide feedback about the WDO scheme.

» Sponsor details

WDO Hotline 1300 478 879 or email at wdo@revenue. nsw.gov.au
WDO guidelines
Self Service Portal user guide
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Insurance Detalils

It is the role of the Primary Administration user to ensure that your
organisation’s insurance details are updated before the expiry date is reached.

Note: At this stage our system is only able to accept one insurance
type. We are aware that your organisation may have more than one
insurance type that needs to be updated. Please email us a copy of
all relevant insurances to wdo@revenue.nsw.gov.au

If this section is not completed, your organisation is at risk of not being able to
access the Self-Service Portal until these updates have been made. (see
figure below)

Work and Development Orders

» Create new application

S Welcome SAMPLE SPONSOR
» Rekieve WDO (N142782 - SAMPLE SPONSOR)
*» SS5P user transaction summary SpC‘ﬂSOI’ deta”s

¥ Account profile There are 2 aclive WDOs. Some changes are not allowed to a sponsor with active WDOs.

The astensk () indicates mandatory fields.
* Change password

DCJ number: M142782
» User maintenance
Application received: 06.11.2018
» Sponsor details DO approval date: 30.11.2018
Mon-government arganisation type: MGOD - Individual service with one location
Organisation name: SAMPLE SPONSOR
Trading names: SAMPLE SPONSOR
Website:
ABMN: 53139559407
Insurance fype+
Public liability

Insurance policy number:+

123123122333

Insurance expiry date:+

02.12.2019 =]

Organisation email:
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wdo@revenue.nsw.gov.au

As the Primary Administration user you will also need to answer the three
guestions below. (see figure below)

Do you give consent for Legal Aid MSW, Aboriginal Legal Service Mo
ACT and NSW or Revenue NSW to contact you directly about
potential client placements?

Do you give permission for your sponsor details to be listed on the Revenue NSW website 7«
]

Are you willing to include your client's Victims Restitution Order VRO) debt as part of their WDO 7+
o]

Will your organization be working with children under the age of 157%

-1

If you indicate Yes to: Do you give permission for you sponsor details to
be listed on the Revenue NSW Website?

Your sponsor contact details will be listed on the Revenue NSW website
available for public view.

You will need to decide on behalf of your organisation if your
organisation is willing to have clients VRO debt included in the WDO’s.

If you indicate No to: Are you willing to include your clients Victims
Restitution Order (VRO) debt as part of their WDO? You will have to
advise any clients with this type of debt that they will be responsible for
managing this debt themselves.

You will need to indicate if your organisation with be working with
children under the age of 18. If you do indicate yes then you will be
required to provide Working With Children check numbers for all users.

Note: As the Primary Administration user you are answering these
questions on behalf of your organisation, so please ensure all users
are aware of these decisions.
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In sponsor details you will also be able to change the primary contact to
another user with administrator access

Select ‘submit’ when ready. (see figure below)

Grounds

Homeless

Mentsl liness

Senous addiction to drugsialcohol or volatie substances
Acute economic hardship

Intellectual disability/cognitive impairment

Juvenile {Under 18)

Activity

Medical/Mental health treatment {incleding disabiity case management)
Financial or other counselling

Drrug or alcohol trestment

Educational'vocational or life skills course

WVoluntary unpaid work

Mentoring programs

Address details

Street address
Line 1:%

1 3AMPLE STREET

Lime 2:

Suburb, state, posicode:

SYDMEY. MSW, 2000

Mailing address same as sireet
o]

Primary contact:

SAMPLE SPONSOR (samplesponsongmail.comi)

8 Submit

WDO Self-Service Portal — User Guide | December 2018

Status

Active

Active

Active

Active

Active

Active

Status

Active

Active

Active

Active

Active

Active

Approval date Inactive date
30.11.2018
30.11.2018
30.11.2018
30.11.2018
30.11.2018

30.11.2018

Approval date Inactive date
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» Create new application

» Retrieve application

» Retrieve WDO

b S5P user transaction summary

e
)

WDO Management

Create new application

Once you have confirmed the customer is eligible for a WDO, you can
create the application. You may create a new WDO application using
the SSP.

To create a new WDO application, select ‘Create new application’ on
the WDO main menu. (see figure below)
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You will be guided through a series of screens to help you provide all
necessary information to support the application.

At any stage you can save an incomplete application by selecting
‘save’. Your application will not be submitted to Revenue NSW. You
will be able to retrieve and complete your application at a later date.
(see figure below).

» Home

Work and Development Orders

» Create new application

Welcome PRIMARY CONTACT
(G184521 - TEST ORGANISATION)

Application saved

Incomplete application saved. Not submitted to Revenue NSW.

Note: Any Activity start date that is prior to today’s date will be amended to today’s date when the application is submitted.

WDO Hotline 1300 478 879 or email at wdo@revenue nsw gov a

WDO quidelines
Selfi Service Porial user quide

A WDO is created once the application has been submitted. WDO
credits applies from the date application is submitted.

You must confirm that it is more appropriate for your customer to
complete a WDO than to pay the fines. You will need to confirm ‘Yes’
then select ‘Next’. If you select ‘No’, you will need to contact the WDO
hotline at 1800 478 879 for advice.

Note: You do not need to contact Revenue NSW before submitting
an application.

Court fines

If your customer has outstanding fines with a NSW court they can ask
for them to be voluntarily enforced to be included on a WDO. Once
you lodge the WDO application on the SSP, your customer needs to
attend the court of issue and ask for the fine to be voluntarily
enforced. They do not need to complete any paperwork.
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Validation screen

The screen helps to identify the right customer on our system. (see figure
below)

Work and Development Orders

*» Create new application

> Fetreve application Welcome SAMPLE SPONSOR
» Refrieve WDO (N142782 - SAMPLE SPONSOR)

*» SSP user transaction summary Add WDO application
» Account profile The asterisk (+) indicates mandatory fislds.

* Change password @ Validation

Only Overdue Fines will be included in the WDO.

. If your client has other fines that are not yet overdue please contact the WDO Hotline on 1300 478 879 to discuss.
* Sponsor details

Document reference number: g

| 123456739

First name:=

John

Middle name:

Sumame:+
Citizen
Date of birth-+

01.01.1950 ==

Awusiralian postcode:

2000

Licence number:

12345

WDO Hotline 1300 473 879 or email at wdod)

WDO guidelines
Self Semvice Portal user guide

You will need to gather information from the customer to enable you to
create the application. You will need to know following information, if
applicable:

= Document reference number — such as an unpaid fine (enforcement
order) number, customer statement number, Court case number,
penalty notice number, or property seizure order number.

= First Name

= Family name

= Date of Birth

= Australian Postcode

® Licence number

WDO Self-Service Portal — User Guide | December 2018 Page 28



Sponsor details screen

This is where you get to choose a case manager for the WDO application.
(see figure below)

Work and Development Orders

*» Create new application

> Retneve application Welcome SAMPLE SPONSOR
- (N142782 - SAMPLE SPONSOR)

» S5P user transaclion summary Add WDO app”cation

¢ Account profile The asterisk (+) indicates mandatory fields.
TR © Validation

* User maintenance

@ Sponsor details
» Sponsor details

Case manager+

| R N | |

© Next

WDO Hofline 1300 478 879 or email at wdo@revenue nsw gov au

WDO guidelines
Self Service Portal user guide

If you are creating a WDO to be supported by another case manager, you
can choose the case manager from the drop down box. Select the ‘next’
button when ready.
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Client detalls screen

Mandatory fields are marked with an asterisk. Enter relevant details and
select ‘next’ when ready. (see figure below)

Note:
= Phone — must be at least 13 characters and in (99)99999999 format.

= Mobile — must be at least 12 characters and in 9999999999 format.

If the mailing address is different from the street address, click the ‘No’
radio button. More fields will appear so you can add a mailing address.
You can choose to use the sponsor's address if your customer is
homeless or in a residential facility. All correspondence from Revenue
NSW will be sent to the sponsor’s address while the WDO is active.

Work and Development Orders

» Croate new applioaticn
" FEmeve senicsaon Welcome SAMPLE SPONSOR [ o+ Logou |
(MN142782 - SAMPLE SPOMNSOR)

e — Add WDO application

The msherisk (] Indiostes mandstory Seids.
The dagger (1} Indicates =1 least one fsid must be entered

€ Validation

» Uzer manienance

» Sponsordetais € EpOncor dataiic

€ Client gatanc

Plssca ancam you sater your olisat' s contscd irfcemation, not yours. i your olisnt doscn't kave a psona, small ar
lioenos, tham lsave thesca faloc blask.

H your ellont ls bomeloss or doasn't hawe a sboot address, Heen celscf “Yee” to the “Use sponcor sddroscs™ guessiion
belors

Gendera

|Hul: ” Femsie ” Hon-sp=ciic

LicEnceE numbsr
[ |

Licence siafe

Phone:

Reguired format: S555555555

Monls:

Email

U=z= sponsar addness T g

C=1=]

Street address

Lime= 42
Lime= 2

Subern, Styie, DosiCode

Enfer suburiy
Kinling mddress mare B sinesibe
[

F=cehving DenefisT=

=13

Ancriginal or Toemes Strall kslanderTs

Cukoraly and Linguisticaly Doverse (SALDF community 7=

BN -
=3 33 I3
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WDO grounds screen
Select whether your customer:

= s an existing customer
®  is anew customer

= was referred by another agency.

Select the grounds which the WDO application is being made. You are
required to acknowledge that you have retained proof of customer
eligibility for a WDO. When ready, select the ‘next’ button. (see figure
below)

Work and Development Orders

* Create new application

Welcome SAMPLE SPONSOR
(N142782 - SAMPLE SPONSOR)

* S5P user transaction summary Add WDO application

» Account profile The asterisk (+) indicates mandatory fislds.

The dagger (1) indicates at least one field must be enfered.
* Change password

© Validation

» User maintenance

» Sponsor details © Sponsor details
© Client details

@ WDO grounds

Source#

Existing client || Mew client || Refemred by another agency

Grounds:+

[ Juvenile (Under 13)

O Mental lliness

O Intelectual disability/cognitive impairment

[ Serious addiction to drugs/alcohol or volatile substances
[ Acute economic hardship

1 Homeless

Proof of eligibility:

O asan approved provider for the WDO scheme, | undersiand that | must retain documentary proof of eligibility for 5 years.
Accepiable proof of eligibility is cutlined in the WDO Guidelines.

I acknovdedge | have retained proof:+

B Save m © Next
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Proposed WDO activity screen

The activity types on this screen will vary depending on the types of
activities the sponsor is approved to support. (see figures below)

* Home

Work and Development Orders

v Create new application

Welcome SAMPLE SPONSOR =
(N142782 - SAMPLE SPONSOR)

b 55P user transaction summary A’dd WDO applicatioﬂ

+ Account profile The asterisk (#) indicates mandatory fizlds.

The dappger (1) indicates at least one field must be entered.

» Change password

2 Validation
¢ User maintenance
v Sponsor details @ Sponsor details

Q@ Client details

& WDO grounds

@ Proposed WDO activity
Activity typee

Activity details:e

|5 this sctivity ordered by a court:s

e ]

The maxamum owverall amount of fine debt that can be satisfied through a WO each month is $1000.

Estimated number of hours per month:&

Start dates

03122018 =]

Heoaw wall the activity be provided 7s

[ Directly || By r=ferral to another senice

Please ensure third party providers that will be used by your organisation have the comect qualifications to participate in the
WDO Scheme with your chents. For further information about gualification requirements please refer fo the Sponsor Application
Factcheet or contact the WD Hotline on 1300 478 379
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Welcome SAMPLE SPONSOR m
(N142782 - SAMPLE SPONSOR)

Add WDO appicabon

The 3s3ersk o] roices manceo) lecs
The Sagoe (T occERs B Bas ore Sed mus De et

©Q Vihdatos

© Spomser detais

The mwomu= sverdl Broo o Bhe et PR O De simsfed Do 3 DO e moe 3 U000

TIOmames Amder I U D MOSD e

=ou wi S sctvty be poeded™s

| Dty Eynemm e sewor |

Pams erscon D 20y Fowcws 0 wil De 5AC Dy pOUT DATEINON Rave D IDmec JHCRCes © DENCEe & My
MDD Sceme v o e For et rivemancr os uaficanor wourame T peane T T Te Spomsor Sgpicasce
TR o cortacy e BDC Hotice o0 1200 51 173

WOO =otiee 1305 €73 37% o el i g0 Drapen s seg Soe e

For example, a Non-Government Organisation (NGO) sponsor may be
able to support voluntary unpaid work, but not mental health treatment.

Some activities are not allowed to be included in a WDO, such as certain
court ordered activities, compulsory attendance at school or activities
undertaken for Centrelink or as part of a traineeship or apprenticeship.
Depending on which activity type you choose, you may be asked some
questions on the SSP about these activities.

Note: You must specify contracted hours per month.

Mandatory fields are marked with an asterisk. Enter relevant details and
select ‘save’ when ready.

Activities cannot have a start date in the past or more than 90 days in the
future.

Note: If you are approved to support mentoring activities, this
option will only appear for customers who are under 25.

Adding and deleting

If your customer is undertaking more than one activity, they will need to be
entered separately. Select the ‘Add new activity’ button.

You can also delete an activity if you made an error. Select the ‘Delete’
button next to the activity that was created in error.
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Working with Children

If the activities do involve working with children, you will need to provide
the customer’s working with children check number and expiry date. (see
figure below)

¢ Home

Work and Development Orders

¢ Create new application

» Retrieve application

Welcome SAMPLE SPONSOR ™ Logout
* Retrizve WDO (N142782 - SAMPLE SPONSOR)

¥ 55P user transaction summary Add WDO applicaﬁon

*+ Account profile The asterisk (#) indicates mandstory fizlds.

The dapger () indizates at least one field must be entered.
¢ Change password
@ Validation
¢ Usar maintenance
» Sponsor details @ Sponsor details
@ Client details

@ WDO grounds
@ Proposed WDO activity

@ Working with children

Do any of the activities on this WDO appheation involve working with children?s
(]

Working with children check numbere
Expiry date:s

Hawe you werified the working with children check number?s

e =]
zooe Lo Jores

WDO Hotline 1300 473 870 or email at wdo@irevenue new. sov_au

WDO guidelines
Self Service Portal user guids
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Existing debt screen

You can authorise Revenue NSW to automatically add new enforcement
orders to the WDO if they are issued in the future.

You also have the option to set up a payment plan along with the WDO, if
this is appropriate for your customer. You get to choose the repayment
amount.

Select the ‘next’ button when ready. (see figure below)

Note: If the client has been verified at the validation screen a “Yes”
will be populated when you reach the question about an existing
payment plan with Revenue NSW. You can elect to close the current
payment plan by selecting “No” to keep the payment plan with the
WDO.

© Existing debt

Authorise Revenue NSW to add new enforcement orders to WDO %

-3

Authonisation terms and conditions:

i} Selecting "YES® means that any new enforcement orders issued while the WDO is active will automatically be added to the
WDO. Adding enforcement orders to a WDQ is not an admission of liability and the person may still be eligible to apply for the fine
to be annulled.

Selecting ‘NO” means you have explained that any new enforcement orders will not be included in the WDO and may, therefore,
result in further enforcement action such as adding costs, applying sanctions, garnisheeing the client's bank account or wages,
and/or issuing a property seizure order.

Has an existing payment plan? No
Setup payment plan along with WDO?%

[es [0

Choose the enforcement orders for inclusion on the WDO/PP @

OnWDO On PP Neither EO details

(O] O @] 32 . 534.00, FAIL TO VOTE LOCAL GOVERNMENT GENERAL ELECTION
(O] O O 3 . $221.00, Drive motor vehicle on road during disqualification period - first offence
(O] O O a7 . $1,296.00, Use unregistered registrable Class A motor vehicle on road, Use uninsured motor vehicle

Prospective amounts
WDO PP Neither

$1,551.00 S0.00  30.00

o Please be aware that your client will be responsible for resolving any outstanding fines not included in their WDO or Payment

Plan.
o

WDOQ Hotline 1300 478 879 or email at wdo@revenue. nsw.gov.au

WDO guidelines
Self Service Portal user guide
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If you indicate yes to setting up a payment plan along with a WDO as the
sponsor you will need to indicate on how the customer is going to make
the payments. (see figure below)

Has an existing payment plan?
Setup payment plan along with WDO 7%

C-10

(remsetes | conote |

No

» Home

+ Create new application

Please be aware that if your client is going to make the payments
themselves and would like to enter into a direct debt payment
arrangement they will need to contact the WDO Hotline.

Financial circumstances screen

This screen only appears if ‘Acute Economic Hardship’ was selected as
the ground for the WDO application, and you have indicated no to the
client receiving a Centrelink. (see figure below)

Mandatory fields are marked with an asterisk. Enter relevant details
and select ‘next’ when ready.

Work and Development Orders

DT E Welcome SAMPLE SPONSOR
» Retrieye WDO (N142782 - SAMPLE SPONSOR)

b S5P user transaction summary Add WDO applicaﬂon

» Account profile The asterisk () indicates mandatory fields.

¢ Change password

@ Validation

» User maintenance

b+ Sponsor details @ Sponsor details
@ Client details

& WDO grounds

@ Proposed WDO activity

'@ Waorking with children

@ Existing debt

@ Financial circumstances

Gross weskly income:« g

The dagger (1) indicates at least one field must be entered.

How many adults in the household?« g

How many children in the household? g

[oooe Lo L o]

'WDO Hotline 1300 472 E70 or email at wdoi@revenue new.gov.au

WDO guidelines
Self Service Portal user guide
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Submission screen

Conflicts of interest

A conflict of interest arises where the personal interests of someone
involved in supporting a WDO client has influenced, may influence, or
may be perceived as influencing, their professional decision-making
regarding the client’s eligibility for and fulfiiment of a WDO. You should
seek to avoid conflicts of interest where possible.

Sometimes conflicts of interest can’t be avoided. In this case, it must be
declared to Revenue NSW and appropriately managed.

You will be asked to declare any conflicts of interests to Revenue
NSW. If there is a conflict, you will be able to describe the conflict and
explain how it will be managed. Revenue NSW may contact you to
discuss the conflict of interest. (see figure below)

@ Submission

Conflict of interest:

® A conflict of interest arises where the personal interests of someene involved in supporting 3 WDO client has influenced, may
influence, or may be perceived as influencing, their professional decision-making regarding the client's eligibility for and fulfilment of
a8 WDD. You should seek to avoid conflicts of interest where possible. If 3 conflict of interest cannot be avoided, it must be declared
in this application and appropriately managed.

What to do if a conflict exists: If 3 conflict exists between you and your client, then make sure to disclose the conflict and how it
will be managed, if you are unsure contact the WO hotline on 1300 478 378,

|5 there @ conflict of ntereste

Terms and conditions:

© s an approved provider for the WO scheme liwe agree to comply with the WOO guidelines issued by the NSW Department
of Attorney General and Justice under Section BBI of the Fines Acf 1336,

| understand prowiding a false or deliberately misleading statement may lead to prosecution under Section 3074 of the Crimes Act
1500,

| understand the information | provide through the WDO self service portal is required by Revenus MEW. The information may be
provided to third parties with the consent of the person on whose behalf | am acting or as required by law.

| understand that applications are subject to sudit such that | may be required to provide copies of documentation relating to WDOs
upen request.

Acknowledgment of terms and condition:s:
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To submit the WDO application, you must first read the terms and
conditions.

If you agree, select ‘Yes’ for acknowledgement of the terms and
conditions. When you are ready, select ‘submit’. (see figure below)

Work and Development Orders

+ Create new application

» Reewe sppleaton Welcome SAMPLE SPONSOR
» Retrieve WDO (N142732 - SAMPLE SPONSOR)

* S5P user transaction summary —_—

¥ Account profile WO record created with status: Open

+ Change password

Application saved

" LERmIT The WDO application made on behalf of your client has been approved. The WDO and confract will be posted fo you shorily. If you have

any questions, please contact the WDO hotline at Revenus NSW on 1300 478 879.

* Sponsor details

WDO Hofline 1300 475 879 or email at wdo{@revenue nsw.gov.au

WDO guidelines
Self Service Portal user quide

WDO Self-Service Portal — User Guide | December 2018 Page 38



Save customer applications without submitting

We understand how busy sponsor organisations and health practitioners
can be. You can save partially complete WDO applications so you can
retrieve and complete them at a later time. (see figure below)

At any stage you can save an incomplete application by selecting
‘Save’. Your application will not be submitted to Revenue NSW. You will
be able to retrieve and complete your application at a later date.

Note: If you choose another person as the case manager and then
save a partially complete an application, it will be saved into that
case manager’s application list. You will not be able to retrieve it.

Note: If you do not submit a saved application your client will be
disadvantaged as the WDO activity will only be considered if the
WDO is active.

Saved applications will be automatically deleted after 90 days if they
have not been submitted.

Work and Development Orders

» Create new application

> Retieve applicafion Welcome SAMPLE SPONSOR [ @ Losout |
» Retrieve WDO (N1427582 - SAMPLE SPONSOR)

» SEP user transachion summary Appl ication SaVEd
* Account profile Incomplete application saved. Mot submitted to Revenue NSW.
* Change password Note: Any Activity start date that is prior to today’s date will be amended to today’s date when the application is submitied.

» User maintenance

» Sponsor details WDO Hotline 1300 478 879 or email at wdo@revenus nsw.qov.au

WDO guidelines
Self Service Porial user guide
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» Home

v Create new application

» Retrieve application

» Retrieve WDO

» SS5F user transaction summary

Retrieve WDO application

Select ‘Retrieve application’ in the WDO main menu. (see figure below)

» Account profile

¥ Change password

¢ User maintenance

¥ Sponsor details

» Create new application

*» Retrieve application

» Retrieve WDO
» S5P user transaction summary
* Account profile

*» Change password
* User maintenance

* Sponsor details

WDO Self-Service Portal — User Guide | December 2018

You can filter the saved application list by case manager, customer name
or date modified. (see figure below)

Work and Development Orders

® Logout

Welcome SAMPLE SPONSOR
(N142782 - SAMPLE SPONSOR)

WDO application list

Showl 10rows[+¥]  entries © Advanced search
O e e e T N

117875 | Mot validated SAMPLE 2 SPONSOR

JOHN CITIZEN

DE12.2018 SAMPLE SPOMSOR

-ﬂ --D

Showing 1-1 of 1 entries

WD Hofline 1300 473 879 or email at wdoi@rey

WDO quidelines
Self Service Portal user guide

Once you have found the relevant application,
completing it by selecting the ‘Edit’ icon.

you can continue

The WDO application will open at the point you saved it previously. You can
continue to complete the WDO application as normal.

Please note, if your saved application has an activity start date in the
past, the system will automatically change the start date to today’s date.

Saved applications will be automatically deleted after 90 days.

Page 40



Retrieve WDO

You can retrieve WDO applications to:

= View details
= Edit details
m  Close the WDO

= Report customer activities.

Select ‘Retrieve WDO’ on the WDO main menu. (see figure below)

¢ Home

¥ Create mew application

¥ Retrieve application

F Retrieve WDO

¥ 55P user transaction summary

¥ Account profile

¥ Change password

b User maintenance

¥ Sponsor details
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View details
You can view details of existing WDOSs using this screen.

You can sort your results by clicking on the advanced search button and
type in the client name or search by WDO number, status, report status or
case manager (see figures below)

Note: It is a requirement to complete a Client Activity Report (CAR)
on the 15t of each month. Even if your customer did not complete
any hours within the reporting period a ‘nil’ activity report is to be
submitted. We recommend you regularly check for WDOs with
overdue and delinquent reports so you can keep them up to date.

* Home

Work and Development Orders

» Create new application

> Retrieve application Welcome PRIMARY CONTACT
» Retrieve WDO (G184521 - TEST ORGANISATION)

» SSP user transaction summary WDO record ||St

» Account profile

» Change password Showl 10rows[v| entries © Advanced search

» User maintenance Client wDOo Report | WDO Add new Case Client WDO summary
name & | number status | balance | enforcement manager activity report
- orders report
» Sponsor details =

02002  JOHN 210020007 | Open 5070.00 e PRIMARY

CITIZEN CONTACT

Showing 1-1 of 1 entries

WDO Hotline 1300 473 879 or email at wdo@revenue nsw gov.au

WDO quidelines
Self Service Portal user quide

Work and Development Orders

» Creale new application

» Retri licafi ® Logout
s Welcome SAMPLE SPONSOR
» Retrieve WDO (N142782 - SAMPLE SPONSOR)

Show| 10rows[v] entries © Advanced search

WDO number
Status

Report status
Case manager

[ surs | et Jf carce
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Edit detalls

You can edit the details of an existing WDO by selecting the ‘Edit’ icon next
to the relevant WDO.

Select the sub menus to show more details. (see figures below)

» Home

Work and Development Orders

» Create new application

» Retrieve application

Welcome SAMPLE SPONSOR
(N142782 - SAMPLE SPONSOR)

WDO record list

+ Change password Show | 10rows[w] | entries © Advanced search

» User maintenance
Client name: John Citizen

Dg Report | Current Add new Case Edit Client WDO summary
status WDO enforcement manager activity report
e balance orders » port

112244 JOHN 811122425 Open $1296.00  Yes SAMPLE CAR

CITIZEN SPONSOR]

» Sponsor details

Showing 1-1 of 1 entries

WDO Hotline 1300 478 879 or email at wdo@revenue.nsw.gov.au

NDO guidelines
rvice Portal user guide

Work and Development Orders

+ Create new appilcasn

+ RewEva 3ppicaton B Logout
i ‘Welcome SAMPLE SPONSOR
+ Ratrisva WDO (N142782 - SAMPLE SPONSOR)
= lranEaslion summary Edit WDO record
 Account profiie The asterisk (=) Indlcates mandatary Bzl
+ Change paseword Cllent nama JOHN CITIZEN
WDO number: 211122425
WDO approval date 04122018
WD submitied by SAMPLE SPONSOR
EECTE

o= [

@ Clisnt astans

© WDO grounas

© WO activity
| Add new actlty |
Antrurty type Hourc per Craats start oads | Eng How will the astiity ba
menin ntn srtn | provided?
[m]
Francal or otrer Zuogeting 2 D4122018  DA12.2048 Byretemito sncersendes  Acte
counsenng

shawing 1-1071 antries.

© Sponsor detalls

© Working with chiidran

'© Enforcement oroer Information

@ WDO detalls
[-o
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Under WDO activity, you can add a new activity or deactivate an existing
activity. (see figures below)

When adding a new activity, please make sure you deactivate any activity
the customer is no longer participating in.

@ WDO activity
[ Add new activity l
Activity type Hours per Create Start date | End How will the activity be Status | [eactivate
month date date provided?
Financial or other Budgeting 2 04122018 D4.12.2018 By referral to another service  Actwe
counselling

Showing 1-1 of 1 eniries

© Sponsor details

© Working with children

& Enforcement order information

© WDO details

Welcome SAMPLE SPONSOR
(N142782 - SAMPLE SPONSOR)

New activity
Activity type+
Drug or alcohol treatment l

Activity details:»

Is this activity ordered by a court:=

The maximum overall amount of fine debt that can be satisfied through a WDO each month is 51000.

Estimated number of hours per month-x

Start date:+
04.12.2018 =

How will the acfivity be provided?s

[ Direcily || By referral to another service

Please ensure third parly providers that will be used by your organisation have the comect qualifications to participate in the WDO
Scheme with your clients. For further information about qualification requirements please refer fo the Sponser Application Facisheet

or contact the WDO Holiine on 1300 478 879,
0 cors J o1
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You must also select ‘save’ on this screen for your added activity to be
successfully saved. (see figure below)

@ WDO details
Authorize Revenue N3W to add new enforcement orders fo WDO: %
]

Authorisation terms and conditions:

i ] Selecting YES' means that any new enforcement orders issued while the WDO is active will automatically be added to the
WO, Adding enforcement orders fo a WDO iz not an admission of liability and the person may sfill be eligible fo apply for the fine
o be annulled.

Selecting ‘MO’ means you have explained that any new enforcement orders will not be included in the WDO and may, therefore,
result in further enforcement action such as adding costs, applying sanctions, gamisheeing the client's bank account or wages,
andior issuing a property seizure order.

Total value of WDO: 51,296.00
Current WDO balance: 51,296.00
Amount credited: 20.00
Motes:
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Add a new enforcement order

If you have indicated ‘Yes’ to authorise Revenue NSW to add new
enforcement orders to WDO, any new enforcement orders issued to
your client will be automatically included on their WDO. If you have not
ticked ‘Yes’, you will still be able to add new enforcement orders
manually through the SSP.

Note: If a client calls our hotline, we refer them back to their WDO
case manager to discuss further.

From the WDO main menu, select ‘retrieve WDQO'. Locate the relevant
WDO record and select the ‘Edit’ icon.

On the edit WDO record screen, select the ‘Enforcement order
information’ menu. (see figure below)

@ Enforcement order information

[ ] For your client's WDO to remain active at least one Overdue Fine must be selected in the WDO column

On WDO $ MNeither EO details aD;;:d

o (] a2 . 534.00, FAIL TOVOTE LOCAL GOVERNMEMNT GENERAL ELECTION

[ [ 33 3, 5221.00, Drive motor vehicle on road during disqualification period - first offence 0412218

® o 3 K 51,288.00. Use unregistered registrable Class A motor vehicle on road, Use uninsursd 14.12.2018
mator vehicle

Prospective amounts
WD PP Meither

51.517.00  $0.00 | 324.00
[ ] I you would like to et up a Payment Plan along with your client's WDO, please contact the WDO Holline on 1300 478 879.

© WDO details

Authorize Revenus N3W to add new enforcement orders to WDO:#

Authorisation terms and conditions:

(4] Selecting YES means that any new enforcement orders issued while the WDO is active will automatically be added to the

WDO. Adding enforcement orders to a WDO is not an admission of liability and the person may sfill be eligible to apply for the fine
fo be annulled.

Selecting 'NO’ means you have explained that any new enforcement orders will not be included in the WDO and may, therefore,
result in further enforcement action such as adding costs, applying sanclions, gamishesing the client's bank account or wages,
andior issuing a properly seizure order.

Total value of WDHO: $1,517.00
Current WDO balancs: 51,517.00
Amount credited: 50.00
HMotes:

To add an enforcement order to an existing WDO, select the ‘on WDO’
radio button for the appropriate enforcement order.

Scroll to the bottom of the screen and select ‘save’ when ready. The
record will update to include the selected enforcement orders.
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Change the case manager

Select ‘Retrieve WDO’ on the WDO main menu. (see figure below)

» Create new application

» Retrieve application

» Retrieve WDO

» SSP user transaction summary

» Account profile

» Change password

» User maintenance

» Sponsor details

Locate the relevant WDO and select the ‘Edit’ icon. (see figure below)

Work and Development Orders

» Creale new application

> Fetrere appleaton Welcome SAMPLE SPONSOR
» Refrieve WDO (N142782 - SAMPLE SPONSOR)

* SSP user transaction summary WDO record list

» Account profile

Y — Shuwlm entries © Advanced search

* User maintenance
Client name: john citizen

Status | Report Current Add new
(] status Woo enforcement
o balance orders

112244 | JOHN 811122425 | Open 5151700 | Yes SAMPLE
CITIZEN SPONSCR

* Sponsor details

WDO summary
report

Showing 1-1 of 1 entries
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Select ‘Sponsor details’. (see figure below)

© Client details
& WDO grounds
& WDO activity

& Sponsor details

From the Case manager dropdown menu, choose the appropriate case
manager. (see figure below)

© Client details
€@ WDO grounds
& WDO activity
© Sponsor details

Sponsor (DO.J number): SAMPLE SPONSOR (N142782)
Case manager+

| T | |

Scroll to the bottom of the screen and select ‘save’. The WDO will be
assigned to the case manager you selected. (see figure below)

& Sponsor details

Sponsor (DOJ number): SAMPLE SPOMSOR (N142782)
Case manager+

SAMPLE 2 SPOMNSOR

& Working with children
© Enforcement order information

@ WDO details

Authorise Revenue NSW to add new enforcement orders to WD
=]

Authorisation terms and conditions:

i ] Selecting ES” means that any new enforcement orders issued while the WDO is active will automatically be added to the

WD Adding enforcement orders to a WDO i= not an admission of liability and the person may =fill be eligible fo apply for the fine
o be annulled.

Selecting 'NO° means you have explained that any new enforcement orders will not be included in the WD and may, therefore,
result in further enforcement action such as adding costs, applying sancltions, gamisheeing the client’s bank account or wages,
andior issuing a property seizure order.

Total value of WDH: 51.517.00
Current WD balance: 51,517.00
Amount credited: S0.00
Motes:

185384 charscters remaining

& Cancel m B Save
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Printing WDO records

You can print customer applications and WDO records in a printer friendly
format. This option is available when you:

= add a WDO application
= edit a WDO application, or
= edita WDO record

Click on print’ at the bottom of the screen. (see figure below)

© WDO details

Close the WDO

Before you close a WDO, please make sure you have completed any due
or overdue customer activity reports. Once your activity reports are up to
date, you can close the WDO by submitting a ‘Closing activity report’.
Refer to ‘Report customer activities’ and ‘Add closing activity report’ in this
Module for more details.
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Adding case notes

As a result of feedback from SSP users, we have added the functionality
of adding free text case notes to a WDO record.

Tip: Some sponsors thought this would be useful to record
customer activity as it is completed, to make it easier to complete
customer activity reports when they become due.

On the WDO Main Menu, click on ‘Retrieve WDO'. (see figure below)

* Create new application

* Retneve application

* Retrieve WDO

b S5P user fransaclion summary

k Account profile

* Change password

k User maintenance

» Sponszor delails

Click on the ‘Edit’ icon next to the relevant WDO record. (see figure below)

Work and Development Orders

* Create new application

i —— Welcome SAMPLE SPONSOR
» Refrieve WDO (N142782 - SAMPLE SPONSOR)

* SSP user transaction summary WDO reco I'd ||St

* Account profile
* Change password Showl 10rows[¥] entries © Advanced search

» User maintenance
Client name: john citizen

Client WDOD Status | Report Current Add new i WDO summary
name ;: number ﬂ status WDO enforcemeant il
9 balance orders

112244 | JOHN 811122425 | Open 51.517.00 Yes SAMPLE
CITIZEN SPONSOR

* Sponsor details

Showing 1-1 of 1 entries
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Scroll to the bottom of the WDO record. Add your free text comments in
the ‘Notes’ box. Click on save when ready. (see figure below)

Authorisation terms and conditions:

[ ] Selecting "YES means that any new enforcement orders issued while the WDO is active will automatically be added to the

WD, Adding enforcement orders o a WDO iz not an admission of liability and the person may =till be eligible to apply for the fine
o be annulled.

Selecting ‘MO means you have explained that any new enforcement orders will not be included in the WDO and may, therefore,
result in further enforcement action such as adding costs, applying sanctions, gamisheeing the client's bank account or wages,
and/or issuing a property seizure order.

Total value of WDO: 51,517.00
Current WD balance: 51,517.00
Amount credited: 20.00
Motes:

Adding case nofes to monitor engagement with WDO

16335 characters remaining

You can view these notes later by going into the ‘Edit’ function for the
WDO Record.
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Client Activity Reporting (CAR)

To report client activities, select the Client Activity Reporting (CAR) icon
next to the relevant WDO. (see figure below)

Welcome SAMPLE SPONSOR
(N142782 - SAMPLE SPONSOR)

WDO record list

Shnwl 10rows[>] entries @ Advanced search

Client name: john citizen

Status | Report Current Add new Case WD summary
.ﬂ status WD enforcement manager report
ﬂ balance orders

112244 | JOHN 811122425 | Open $1.517.00 Yes SAMFLE ’ Edn ] [ CAR ] [ Summary ]

CITIZEN SPOMNSOR

Active reporting periods will be displayed. You can add or amend reports
by selecting the icon next to the relevant reporting period. (see figure
below)

Welcome GOV ADMIN1 ST
(G223344 - ST GOV AGENCY)

Activity reports

Clent JOHM CITIZEN
WODO: 810193743

Show | 10rows[w]  entries

Submiiter Hours worked Addiamend

136 15.02 2018 14.03 0018 Due ]
103 15.01.2018 14.02 2018 Repored GOV ST 4
102 15.12.2017 14.01. 3018 Reported GOV ST 2
101 15.11.20M7 14,92 2017 Repored LEONIE MATTHEWS 1

Showing 1-4 of 4 entries
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If the customer completed activity hours during the reporting period, enter
the number of hours completed for each activity and select ‘save’ when
ready. (see figure below)

One activity report period: 15/11/2018 to 14/12/2018

Client: JOHM CITIZEM
WDO: 511122425

The astensk («) indicates mandatory fields.

Are you completing this report because your client did not complete any activities this reporting period ¥+
=

Activity 1
Financial or other counselling

Details: Budgeling
Estimated hours: 2

Hours worked this reporting period
0

Comments:

Proof of completed activity:

& assan approved provider for the WDO scheme, | understand that | must retain documentary proof of WDO activity completed.
1 acknowdedge | have retained proof +

If the customer did not complete and activity hours during the reporting
period, select the ‘yes’ radio button next to ‘Nil activity report’. (see figure
below)

Welcome SAMPLE SPONSOR
(N142782 - SAMPLE SPONSOR)

One activity report period: 15/11/2018 to 14/12/2018

Client: JOHM CITIZEN
WD 811122425

The asterizk (=) indicates mandatory fields.
Are you completing this report because your client did not complete any activities this reporting period?+
o]

Hil activity reason:

[ Activity not available Client not available Cther

Comments: +
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Choose a reason, add a comment and select ‘save’ when ready.

If you have entered a ‘nil activity report’ for two (2) consecutive months a
message will be displayed saying that the WDO is at risk of being
cancelled because the customer has not completed their WDO activity.

However, we understand there may be good reasons why the person has
not been able to participate. If the customer is unable to resume their WDO
activity in the next month, contact us to discuss the situation.

Submit a closing activity report

Once a customer has successfully completed their WDO hours, a sponsor
must report to Revenue NSW within seven days. You can do this by
submitting a closing activity report. You don’t have to wait until the end of
the reporting period to do this.

First, select ‘Retrieve WDO’ on the WDO main menu. (see figure below)

» Home

¢ Create new application

¢ Retrieve application

r Retrieve WDO

¥ 55P user transaction summary

¥ Account profile

¢ Change password

¢ Liser maintenance

¥ Sponsor details
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+ Home

» Create new application

» Retrieve application

» Retrieve WDO

¥ S5P user transaction summary

» Account profile

» Change password

» User maintenance

» Sponsor details

Activity reports

Client: JOHN CITIZEN
WDQ: 810193743

l_

Show| 10rows[w| entries

D Start

136 15,02 2018

103 15.01.2018

102 15.12.2017

101 15.11.2017

Showing 1-4 of 4 enfries

End

14032018

14.02.2018

14.01.2018

14.12.2017

A list of WDOs will appear. You can sort your results (for example, by the
WDO status or case manager) to locate the relevant WDO. (see figure
below)

Work and Development Orders

Welcome PRIMARY CONTACT
(G184521 - TEST ORGANISATION)

WDO record list

Showl 10rows[V] entries © Advanced search

WDO number: 310820807

Client WDO Report WDO Add new Case Client WDO summary
name ;- number status balance enforcement manager activity report
orders report

82002 | JOHMN 810820807 | Open $1,204.00 | No PRIMARY E
GITIZEN CONTACT

To report customer activities, select the Customer Activity Reporting
(CAR) icon next to the relevant WDO.

Select ‘Add closing report’. (see figure below)

Note: The ‘Add closing report’ button will only become available
once all due and overdue reports are completed. Please complete
any due or overdue reports before you try to close the WDO.

Add closing report

Status Submitter Hours worked Addlamend

Reported GOV 8T 2 l Addlamend

Reponed GOV ST 4 | Addamend J

Reported GOV ST 2| | Addiamend

Reported LEONIE MATTHEWS 1| Addamend
O Back
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If the customer completed any hours during the reporting period, enter
the number of hours worked this reporting period and make any
comments. (see figure below )

Note: Only choose ‘Yes’ if the customer did not complete any hours
since the last report.

One activity report penod: 15/11/2018 to 14/12/2018

Client: JOHMN CITIZEM
WDO: 211122425

The asterisk () indicates mandatory fizlds.

Are you completing this report because your client did not complete any activities this reporting period ¥«

fas Mo

Aucivity 1

Financial or other counsslling
Dietails: Budgeting
Estimated hours: 2

Howurs worked this repaorting peniod
)

Commenits:

Proof of completed activity:

B ssen approved provider for the WDO scheme, | understand that | must retain documentary proof of WDO activity completed.
| acknowiedge | have refasined proofe

fas Mo

Close report details
Close reasoncs

Mon-compliance

Close comment:

@ Cancel B Save
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Choose a close reason and enter any comments.
Select ‘Save’ when ready. The WDO will be automatically closed.

If the customer did not complete any hours during the reporting period and
you still want to close the WDO, choose ‘Yes’ to ‘Nil activity report’. (see
figure below)

Welcome SAMPLE SPONSOR
(N142782 - SAMPLE SPONSOR)

One activity report period: 15/11/2018 to 14/12/2018

Client: JOHMN CITIZEN
WDO: 211122425

The asterisk (&) indicates mandatory fields.
Are you completing this report because your client did not commplete any activities this reporting pericd?s

Mil activity resson:&

[ Activity not awvailable || Client not available || Other ]

Comments: =

Close report details
Close reason:s

Mon-compliance

Close comment:

Choose a reason for the customer not completing any hours. If any of the
reasons available are not appropriate, choose ‘Other’. There is a space for
you to add a comment.

Choose a close reason from the dropdown menu and enter any closing
comments.

Select ‘save’ when ready. The WDO will be automatically closed.
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SSP reporting

There are two types of reports that can be generated under SSP reporting:

=SSP user transaction summary

= Customer WDO summary (generated from the WDO records screen)

SSP user transaction summary

This report will give you information about the total of all WDOs managed by
the sponsor.

To access the report, select the ‘SSP user transaction summary’, under
SSP reporting on the WDO main menu. (see figure below)

¢ Create new application
¢ Retrieve application

¢ Retrieve WDO

¢ SSP user transaction summary

* Account profile

¥ Change password

¥ User maintenance
» Sponsor details
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The report will display the following information.

You can download a copy of the report as a Comma-Separated Value
(CSV) file. A CSV file will usually open in a program like Microsoft Excel. To
download the report as a CSV file, select ‘download csv'.

(see following figures)

Work and Development Orders

» Create new application

» Retrieve application = Logout
Welcome SAMPLE SPONSOR
55P transacti H
¢ e e SSP user transaction summary
S-E'T -
=
End date:
=]
mo siatus
Cpen WDO balance:
Amount entered must be whole dollars
Balance comparison:
CAR status:
Al cazeworkers Te
VWhich caseworker?
£ Submit
WDO Hotline 1200 473 270 or emsil at who@revenue nsw. gov.au

WDO guidelines

Self Senvice Poral user guide
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Welcome SAMPLE SPONSOR
(N142782 - SAMPLE SPONSOR)

S5P user transaction summary - all caseworkers
DO sponsor number; N142782
Sponsor name: SAMPLE SPOMS0OR

Search parameters
Start date: 03.12.2012

End date: 032.12.2018

All caseworkers: Yes

Total client applications submitied: 2

Total active WDOs: 1

Dioltar value of sctive WDOs: 51,516.13

Total WD credits applied: 50,00

Total WDOs closed: 1

Diollar value of closed WDOs: $1,518.13

Total client activity report tramsactions modified: 0
Total overdue reporiing pericds: O

download csv

WDO Hotline 1200 472 879 or email at wdo@revenue new.goy.au

WDO guidelines
Self Service Porial user guids
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Client WDO summary
This report will give you information about a specific WDO.

To access the report, select retrieve WDO from the main menu and click on
‘Summary’ on the far right of the screen for the applicable customer. (see
figure below)

» Home

Work and Development Orders

» Create new spplicafion

" Reners spelston Welcome SAMPLE SPONSOR
* Retrieve WDO (N142782 - SAMPLE SPONSOR)
» 55P user fransaction summary WDO record IlSt
* Account profile
Show| 10rows[¥] entries @ Advanced search

» Change password

* User maintenance

Cllant name: jahn citizen

» Sponsor detsils

WD status | Report Current Add new Case Chent WD summary
¢ | mumber 2] atatus Woo anforcament manager activity report
(7] balance orders report
112244 | JOHN 811122425 | Op=n §1.517.00 Yes SAMPLE [ Edit ] [ GAR ] [ Summary ]
CITIZEM SPONSOR

Showing 1-1 of 1 entries

WDO Hotline 1300 473 370 or emsil at who@revenue nsw. gov.au

WDOD guidelines

Self Service Portal user guide
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The report will display relevant information.

You can download a copy of the report as a Comma-Separated Value
(CSV) file. A CSV file will usually open in a program like Microsoft
Excel. To download the report as a CSV file, select ‘download csv’.
(see figure below)

Welcome SAMPLE SPONSOR
(N142752 - SAMPLE SPONSOR)

SSP user transaction summary - all caseworkers
DO sponsor number: N142732
Sponsor name:. SAMPLE SPONSOR

Search parameters
WD status: Open

All caseworkers: Yes

Total client applications submitied: 2

Total active WDOs: 2

Dallar value of aclive WDOs: 53,033.13

Toltal WDO credits applied: 50.00

Total WDOs closed: 0

Diollar value of closed WDOs: 30.00

Total client activity report fransactions modified: 0

Total overdue reporting periods: 0

dovmload csv
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Where to for help?

You can contact the WDO hotline for help with:

= understanding any of the information or instructions contained in this
guide

= fixing any technical problems that cannot be fixed using any of the
information contained in this guide.

The WDO Hotline number is 1300 478 879 (Monday to Friday, 8:30am to
5:00pm) or you can email wdo@revenue.nsw.gov.au

The WDO Hotline details are now visible at the bottom of every screen on
the SSP. (see figure below)

» Home

Work and Development Orders

» Create new application

» Retrieve application

Welcome PRIMARY CONTACT
o (G184521 - TEST ORGANISATION)

» S5F user transaction summary
Currently active reporting period: 15.02.2018 to 14.03.2018

» Account profile

» Change password
WDO Hotline 1300 478 879 or email at wdo@ravenue. nsw.qov.au

» User maintenance

WDO guidelines

Self Service Portal user quide

» Sponsor details
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