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Introduction 
In the WDO scheme, sponsor organisations, health practitioners and social 
workers can submit applications on behalf of clients 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 Communities and Justice (DCJ) changed 
the WDO guidelines to allow sponsors to self-assess the client’s 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 client’s 
■ vary existing client’s WDOs 

■ report the number of hours a client 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 client 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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1  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 email 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 under 
‘Easy access’ by selecting ‘Work and development order self-service’, 
then click on the orange button ‘Go to the WDO self-service portal’ (see 
figures below) 

 

        

~•1 !:!@l Revenue About us Hep centre Nev.rs Log in Cont.Jct us Search Revenue NSW 

Taxes, duties, levies and roya lties v Fi nes and fees v 

Easy access 

$ Make a payment 
P.:iyyour t.:ix or fine qu,ckl_y anlinc 

Online services 
Log tn ,:md access .:i riJngc ot our services. in one pl;icc 

Im Use a calculator 

Estimate the value of a grant or liab ty. 

~ myPena l ty self-service 
Pay your fincon1·nc. 

~ 
myEnforcement Order 

P.:iy you, overdue f ine on line. 

@ Bu siness p artners 

Access the business partner sc t s.crv cc portal. 

YVDO Work and development order self-service 
Use our onlinc scrv,cc to m.:m.Jgc WDO ;:ipplcations. 

Grants and schemes v 

Q. Se..ectl..angua-,e 

P,ow,ered by Gc.gJo: Tram;;late 

Unclaimed money v 
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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 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, I accept the following 
conditions: 

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

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

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

■ I will keep my login ID and password secure and not intentionally 
disclose them. 

■ I 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. 
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password change 

The asterisk(• ) indicates mandatory f ields. 

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.nswgov.au 

WDO guiderrnes 

Self Service Portal user guide 

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. 
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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.qov au. 

Enter your login details 

The asterisk(• ) indicates mandatory fie lds. 

User name:* 

Login failed 

Password:• 

login failed 

Enter code shown below:• 

Z Refresh 

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

1%+4 iiifi:\Hi 

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) 
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and Development Orders 

Password reset 

You must supply your username and surname to have a temporary password emailed to you. 

The asterisk<• > indicates mandatory fie lds. 

User name • 

Surname to match:• 

Enter code shown below:• 

C Refresh 

iiiii if ii:iiii 

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. 
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Home 

► Create 11ew applicat1011 

► Retrieve application 

► Retrieve WOO 

► SSP user tra11sact1on summary 

► Account profile 

► Change password 

► User maintenance 

► Sponsor details 

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. 

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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Home 

► Create new appl ication 

► Retrieve application 

► Retrieve WDO 

► SSP user transaction summary 

I ► Account profile 

► Change password 

► User maintenance 

► Sponsor details 

2 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) 
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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. 
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Home 

J Crcalc fl!!\¥ applicalicm 

• netrieve applico1io1 

• Retneve WOO 

• SSP user tcrnsa:tion summary 

Work and Development Orders 

Change password 
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ml 

Wt)() ....... 1J0047131'90tM11111• 

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

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. 
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Home 

► Create new appl1cat1on 

► Retrieve application 

► Retrieve WOO 

► SSP user transaction summary 

► Account profile 

► cnange password 

► User maintenance 

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 

■ 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) 
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Work and Development Orders 
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Currently active reporting P"rtOd: 15.09.2018 to 14.10.2018 
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· JOHN DOE 

It thty ,1,- usi-n.neirt; dlttlCVtty complt-ung ~ rt-pom, pl♦.:ise eon~ u... woo Hoatn• on 1300 471 179. 

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) 

Add a new user 
To add a new user, select ‘Add new user’ under the WDO user list. (See 
figure below) 
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Entering details 
Mandatory fields are marked with an asterisk. Enter relevant details and 
select ‘save’ when ready. (See figure below) 
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WDO user list 

1~ SAMPLE 2 SPOnSCft ~fUll 

~ 1-2 of 2 er !Jfes 

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. 

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 www.ocg.nsw.gov.au/working-children-check 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) 
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Edit user 
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Mandatory fields are marked with an asterisk. Enter correct details and 
select ‘save’ when ready. (See figure below) 
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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’. 
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Work and Development Orders 

Currently octlve reporting period: 1S.10.2018 to 14.11.2018 
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Sponsor details 
You can view your sponsor details by selecting ‘Sponsor details’ under the 
account management menu. (See figure below) 

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 Self Service Portal 

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) 
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Sponsor details 
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02. 12.2019 

06.112018 

30 112018 

r.OO • blMcklal service with one tocalion 

SAMPlE SPONSOR 

SAMPt.E SPONSOR 

FIIH·U 

Insurance Details 
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 
every year. 

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) 
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ysoo give conserit for Legal Aid NSW, Abollig;inal Leg.ii Setvire No 

ACT arud NSW or Revei,ue NiSW to co1dacl yo11 diireolly aboot 
poterilial c lierit placemertts? 

Do ysoo give permissi:oo for your spoosordeta s lo be listed on Hie Revenue NSW website?• 

Are you w il ing to include your ciienfs Viciirns Restiltili1111 Onte;r (\liRO} debt as pa:r1 of ~heir WOO?• 

YVi your org .inisatioo be working vmh chilclr,en 1mder the age of 18?• 

As the Primary Administration user, you will also need to answer the three 
questions below. (See figure below) 

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. 

WDO Self-Service Portal – User Guide | September 2022 Page 23 



           

  
 

       

 

 
 

further info,mJtton about qualification rc-Quircmcnts 
please refer to the app,opnatc factshcct for your 
orgJn1sation on the.• Rc,v, ·nuL NSW 11,,,_·bs,ttr,, 01 cont.let the 
woo Ho:hnc on 1300 478 879. 

CtiewCK'kef qualiraoon expiry. 29.09.2023 

Grounds 

Serious addiction to drugs.-'alcohoi or vo!Atilt- substan«s 

Acut@ economic hardship 

lnte!IKtual dtSabilitylcogn,we impa, rm+nt 

fi~ncialorothef'counselling 

Drug Of alcohol treatment 

Educational/vocationa: or ,uf• skills cou,w 

Voluntary unpaid work 

Mef\toring Pfograms 

Address d etails 

St reet address 

1 SAMPLES REET 

un<> 2: 

suburb, scat.:,. postcode·• 

SYDNEY NSVy'. 2000 

IIB 
WOO contact pcr$0n: 

Status Approval date lnactlwdate 

Acti'.·• 29.09.2022 

ActiVe 2'.l.09.2022 

Actow 29.09.2022 

Active 29.09.2022 

Act"" 29.09.2022 

Satus Appl'O\lal date 

Activt- 0: 29.09.2022 
R: 29.()'.).2022 

Active 
0: 29.09.2022 
R: 29.09.2022 

Active 
0: 29.09.2022 
R: 29.09.2022 

ActM! 
0: 29.09.2022 
R: 29.09.2022 

Acti\·e D: 29.09.2022 
R: 29.09.2022 

Active 
D: 29.09.2022 
R: 29.09.2022 

V 

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) 
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Home 

► Create new application 

► Retrieve application 

► Retrieve woo 

► SSP user transaction summary 

► Account profile 

► Change password 

► User maintenance 

► Sponsor details 

3 WDO Management 
Create new application 
Once you have confirmed the client 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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Work and Development Orders 

lili·+HF 

Application saved 

Incomplete application saYed. Not submitted to Revenue NSW. 

Note,: 

• Atry Activity start date that ,s prior to today's date will IX> am4>nded to tod;)y's date when the application is 
submitted. 

• Any supporting documents lhal wefe previously uploaded.as part of the original application. must be uploaded 
again prtOf to submission 

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 later. (See figure 
below). 

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 client 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 
1300 478 879 for advice. 

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

Court fines 
If your client has outstanding fines with a NSW court they can ask for 
them to be early enforced to be included on a WDO. Once you lodge 
the WDO application on the SSP, your client needs to contact the court 
of issue and ask for the fine to be early enforced. They do not need to 
complete any paperwork. 
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and Development Orders 

it!H 

Add WOO application 

CW,~fil-.--119inelilldMlltlttioWOQ. 
lfY'O'II' cllffitNS ~ nr-ttwt- not yet Oll'eJdue IMilM oonblcl Ole WOO Hotllroe ot1 1300 <11'1 ffl IO dlw;vt.-. 

Doc~~ence~o 

I 12W769 

--
O..orbW#I . 

01 Ot 1950 --,.., 

""""',,,... 

am 
'IIOOttollne 1,00,'7'8 81tor em.: ••-""""""'~-~•~uu,_..,.u, 
"POsr 1 +t 
w 'SmMif Pqlll!..,... 'lrffl" 

• 

Validation screen 
The screen helps to identify the right client on our system. (See figure 
below) 

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

■ Document reference number – such as an overdue fine number, client’s 
statement number, Court case number, Fine notice number, or property 
seizure order number. 

■ First Name 

■ Family name 

■ Date of Birth 

■ Australian Postcode 

■ Licence number 
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and Development Orders 

Add WOO application 
The as1crisk C•) indie,1.es maio.toryWds 

0 Valklation 

0 Spontor Cletlell• 

Caseman~ .. 

Ill 
V'IOOHoline 1300 478879or «nail 311 1 C !lffl!C nswMt •• 

Y!P'27 Ii Nb 
Sf! $m:wxc Pg1fl Wt':?•S!t 

Sponsor details screen 
This is where you get to choose a case manager for the WDO application. 
(See figure below) 

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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Work and Development Orders 

,, .. ,w 

Add WOO applicat ion 
~,;:i~~:.-.1• ,nc11c.:T.~rr.:.,&1.-:•·v •.oQld:!;. 

~,;,o..,~r:-t ll'ld•=;<:11C..l:=Clf"'0•.;.1;::m...i:;t ::.00"1~ 

0 SClonsotOIJQils. 

_,.__...., ... P.,.,_.:fO',ICl.ent'sC0ni::aa•~~~ff)IO,Jtd«tloc.sn'l~al)he:l,n,e.-l°' 
llc-.ttien--i:r...~blan,I(. 
2'~~,s~o,~tw,wa~aod,-.S.a-.Aillla~U>UW.,,_SDOl"ISCl'~ao..es:t.an -

V 

Q40~ tom'\,lt ~ 

Street address 

mlG 

G Ii 
~r,:i.r-...11or T.-~Qtl:r;~l)ollrson..,.• 

G~II ~~¥,_~:;~~ I 

G Ii 

Client details 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 10 characters and in 9999999999 format. 

■ Mobile – must be at least 10 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 client 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. 
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and Development Orders 

Add W DO applicat ion 

The asterisk(• ) ind icates m andatory fields. 

The d ag g er (t ) i ndicates at least o ne field m ust be en tered . 

0 Validat ion 

0 Sponsor details 

0 Client details 

0 WDD grounds 

Source:• 

I Existi ng c lient 11 New client 11 Referred by another ag ency I 
Grounds:• 

D Se rious ad d iction to d rugs/alcohol o r volatile su bstances 

D Acu te economic hardsh ip 

□ Homeless 

D In tellec tual d isability/cog n it ive impairm ent 

0 Ju-,cnilc (Under 18) 

D Mental Illn ess 

Proof of el igib ility: 

iihH·i+:i 

0 As an approved provider for the W OO sch eme, I u nderstand that I m ust retain docu mentary p roof of elig ib ility 
for 5 years. Accep tab le proof of elig ibility is outlined in the W OO Guidelines. 

I ackn owfcdgc I h ave retained p roof:• 

N~H§I P·IMH 1,fi@H 

WDO grounds screen 
Select whether your client: 

■ is an existing client 

■ is a new client 

■ 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 client’s eligibility 
for a WDO. When ready, select the ‘next’ button. (See figure below) 
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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) 
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Proposed WDO activity 

Activity type:• 

Activity deta ils:• 

Is this activity o rdered by a court:• 

The maxim um overall amount of fine debt that can be satisfied t h rough a W OO each month is $7000. 

Estimated num ber of hours/com m itments/activit ies per month:• 

Sta rt d ate:• 

13.07.2022 

How w ill t he activity be p rovided?• 

[ Directly 11 By referral to anothe r service 

V 

V 

Please ensure third party providers that wil l be used by your organisation have the correct qualifications to 
pa rticipate in the WOO Scheme with your clients. For further information about qualification requirements please 
refer to the SQonsor AP-Rl icat ion Factsh eet or contact the WOO Hotline on 1300 478 879. 

0 



           

 
 

 

 
   

       
         

 
  

 
 

  
 

    
 

 

   
            

   

  
 

        

          
   

Work and Development Orders 

n,.., •.t.,bt.. • l u••,dhc.11:ea n\al'ld.11\0<yf;•ld.._ 

r,.. ~ ltl 1nciloe•t""" ~-,...., m.- o- -••.O 

o .... ,odlllUOn 

0--
o a-.-

O WOOv~ 

0 Pf'CCM)IMCI w!>Oact,,,,.'b' 

l.)rvQ 0, .ll<Ol'W)I l,_tm.fle 
1.0...Cltl,o,r,al..\,,Q(-11t,on1110, ••o~ls<O,,.,M 
I ,..._,al Of Ot,.,... CQo.onc.Ml""O 

"'""°••~"""-""'~~,..v..-,........,,1~~•-;c•.,.....,_,.~, 
.... N'""9~C9~ ....... 
vi,, ............. -,.-.p..i -" 

'10- .... l t .... .Ct...,,ty_l)~- • 

-
V 

'-e•-••tr,,,dpa•~P•~tMt..,.,!ltJe A.-db,-lf'OU"'O,V•t"Sal-'"-l,._ :,,,.-,tQ...., -l'c.lllt-t<) 
ICMof1ocipat.lft-WOO:S.:~wlthye,u,c-.,r,o,fu,t,,.,Wo,IY\aloon•t>0utqu.,,lol,u.t..,,..,_,,.,....,.u~ 
.. 4'f\OU...•r"1'0Pf"•/11•~ fOf )l(Ouf o,o.,,.-oc,-,OO"IU-. p...,.,.. ft N!aW M!nJ• 0, CO,,U<t ,,.. ,...,:i,o.__,_ 
,...000<4"8879 

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 client’s who are under 25. 

Adding and deleting 
If your client 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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womng with children 

Do any of the aodvi:ies on this \l\tDO appication involve working with children?• 

Working with childre-n CM-ck number.• 

Expiry date:• 

Have you verified the working ,wth children ct-~ck number?• 

\,VDO Hotline 1300 4 78 879 or email a: wdo@revenue-nsw.gov .au 

WOO guiielines 

Self Service Portal user Quide 

Working with Children 
If the activities do involve working with children, you will need to provide the 
client’s working with children check number and expiry date. (See figure 
below) 
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Existing debt screen 
You can authorise Revenue NSW to automatically add new overdue fines 
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 client. 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. 
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0 Existing debt 

Authorise Revenue NSW to add new enforcement o rders to W DO:• 

B Ii 
Authorisation terms and cond it ions: 
0 Selecting 'YES' means that any new enforcement o rders issued w hile the WOO is active will automat ically be 
added to the WOO. Adding enforcement o rders to a W OO is not an admission of liability and the person may still be 
elig ible to apply for the fine to be annulled. 

Selecting 'NO' means you have explained that any new enforcement orders w ill not be included in the WOO and 
may, therefore, resu lt in fu r ther enforcement action such as adding costs, apply ing sanctions, garnisheeing the 
client's bank account or wages, and/or issuing a property seizu re order. 

Has an existing payment plan? No 
Setup payment plan along with W OO?• 

B Ii 
Choose the enforcement o rders for inclusion on the WOO/PP 9 

Put all eligible EOs on the WOO 

O n WDO 
On 

NeiU'-0 " EOdet ails p p 

® 0 0 
456000000, Offence amount$ ..... Offence description. 

456000000, Offence amount$ ..... Offence description. 

® 0 0 

® 0 0 456000000, Offence amount$ ..... Offence description. 

® 0 0 
456000000, Offence amount$ ..... Offence description. 

® 0 456000000, Offence amount$ ..... Offence description. 

Prospective am ounts 

WDO p p Neither 

$2,067.00 $0.00 $0.00 

0 Please be aware that your c lient w ill be responsib le for resolving any outstanding fines not included in their 
WOO or Payment Plan. 



           

 
        

   
 

 
 

      
   

  
 

   
  

     
   

 
  

 
 
 
 
 

 

    
   

  
    

 

  

 

  
  

an existing payment plan? No 
Setup payment plan along with W OO?• 

IIB 
Will your client be paying their Payment Plan themselves or v ia Ccntrelink deduct ions?• 

I Th emselves 11 Cen trelink 

Payment Amount:• 

Choose the enforcement o rders for inclusion on the WOO/PP 9 

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 client is going to make the 
payments. (See figure below) 

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. 

Exceptional Circumstances 

If a client is claiming to be in acute economic hardship and is a member of 
a household with an income above the weekly/monthly threshold, a sponsor 
can submit an exceptional circumstances application and upload all 
supporting documents and details of any extenuating circumstances or 
hardship suffered by the person 

Note: Documents are required ONLY when Yes is selected to Exceptional 
Circumstances. (See figures below) 
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0 Financial circumstances 

Is this application being created due to your client's excep tional circumstances?• 

Please descr ibe your appl icant's exceptional circumstances:• 

Gross weekly income:• f) 

Weekly expenses:• 

How many adults in the household?• f) 

How many children in the household? f) 

0 Upload Documents 

Acceptable file types are: doc, docx, xis. xlsx, jpg, jpeg, png, gif, tif, tiff, pdf, txt with maximum of 5 files, each a 

maximum or 5MB and total upload size of 20 MB per submission. Do not include any credit card details. 

If you have selected Acute Economic Hardship as your client's grounds and you have answered YES to the 
Exceptional Circumstances question in the Financial Circumstances section, then you must provide supporting 
documentation. 

Fo r all other grounds o r if you have answered NO to the Exceptiona. Circumstances question, then providing 
supporting documentation is 2i2lli!llil.1. 
[xamples of documents you can provide lo assist wil h assessing/processing of your cl ient's application are: 

• your c lient's last three payslips 
• your client's current Centrelink statements 
• your client's bank statement 
• proof of any other income for your client and their partner 

Attachment: •9 

-+we 
U·NMHI 
Files u ploaded 

No files 

14911 fiiii , ,11,, 

To upload documents, click on browse, find your document, click on upload 
ant then click on next 

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 fulfilment 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 
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conflict of interest. (See figure below) 
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Submission 

Conf lict of interest: 
0 A con flic t of in terest arises w here the personal interests of someone involved in support ing a W OO c lient has 
in fluenced, m ay influence, o r may be perceived as influencing, their pro fession al decision-m aking regard ing the 
cl ient's e lig ibility for and fulfilment of a W OO. You should seek to avoid conflicts of interest w here possib le. If a 
conflict of interest can not be avoided, it m ust be declared in this applicat ion and appropriately managed. 

What to do if a conflict exists: If a con flic t ex ist s betw een you and your cl ient , t h en m ake sure to d isclose the conflic t 
and how it w ill be m anaged, if you are unsu re contact the WOO hot line on 1300 478 879. 

Is there a conflict of interest:• 

Terms a nd cond it io ns: 
0 As an a pp roved provider for the W OO scheme I/we ag ree to com ply with th e W OO guidelines issued by the 
NSW Department o f Attorney General and Just ice under Section 991 of the Fines Act 7996. 

I u nderstand p rovid ing a fa lse or deliberately m isleading statem ent m ay lead to p rosecut ion under Section 307A o f 
the Crimes Act 7900. 

I u nderstand the in form ation I provide through the W OO self serv ice portal is required by Reven ue NSW. The 
in formation may be provided to th ird parties with the consent of the person on whose behalf I arn act ing or as 
required by law. 

I u nderstand that applications are subject to audit such that I may be required to p rovide copies of docum entat ion 
relat ing t o W OOS upon request . 

Caseworker acknowledgmen t of term s and cond itions:• 

0 



           

           
 

   
          

 
 

 

rk and Development Orders 

itiM 

SIJccess 

Application saved 
The VA'.>O~rNOton bd\#d'J0411 derC hn btcn ~ . Tot \'ft>O#ld QOl"llrac::C "'11be posa«11oyw$hcw'dy lfywtlM' 

-, ~ ~ oon1act tie WOOhalne at ~t~SWon 1300 473879 

ViOO Holline 1300 478879 Cfemai at ...,,,..,...,...,..fl/ 
V,OOq 11 !C:i 
$elf $mg Pprt.Jl lffoude 

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) 
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,,,,.,g 
Application saved 

lneon¥'ele 3C)C)IC-allon S-hed. ttol 9l.b'lilled IO~ NSW 

V\<X> Hollnc 1)00 478 S79 or emal ~ l"'5!9Cremn ,m gay fY 

\)000,tt 
w $f,yice Partl! !M!:9\/dP 

Save client’s 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 completed 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. 

WDO Self-Service Portal – User Guide | September 2022 Page 39 



           

  
           

 

 
 
 

   
   

 

 
 

          
 

  
 

             
 

         

Home 

, create new appncancn 

• Retneve appl ica1ion 

► Relrieve WOO 

► SSP U!:it:H :t~ll!:idl,;UUII !:iUllllllitl y 

• Acccunl profile 

• Change passw~rd 

~ User maintenance 

• Sponsor details 

Work and Development Orders 

lcf'+#I 

WOO applicalion list 

O Advanoecl llfftCb 

- SN,ftE $PONSOIII I !a I I ~ I 

Show.r,gl,lofl~ 

V.()() Hoeine 1300 ,n ffl « MWl • l'f200:emJee me 1m •• 

YfPCz t 
• iknkt: Pmf .,..see 

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

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

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

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. 
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Home 

► Create new appllcat,on 

► Retrieve application 

• Retrieve WDO 

• SSP user transaction summary 

• Account profile 

• Change password 

► User maintenance 

• Sponsor details 

Retrieve WDO 
You can retrieve WDO applications to: 

■ View details 

■ Edit details 

■ Close the WDO 

■ Report client activities. 

Select ‘Retrieve WDO’ on the WDO main menu. (See figure below) 
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Work and Development Orders 

11uw 

WOO record l ist 

10 C- WOO i,-. M--,. WQ0 -- C,_,.. t<J,I I Ca.n1 ftl)O,--,, 

- · - I U•bJ• - 1 .... ~ ......... ' •<OnlJ 1·--
1 !•-· l•--1 

H7'100 v_. EJEJ 

ShOfMQ l•I ol I tnlrln 

woo HQCllrlt 130047&f79ortm,11 at aftrft!OMtMW99Y&I 

WQQzrtt:= 
Sf!IStm:! PQ!Uf1fitr911!!2t 

Work and Development Orders 

WOO ,eoord list 

s-1 -:-.::1 .... I•~-" 
• 

---
CICllm 

View details 
You can view details of existing WDOs using this screen. 

You can sort your results by clicking on the advanced search button and type 
in the client’s 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 15th of each month. Even if your client 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. 

WDO Self-Service Portal – User Guide | September 2022 Page 42 



Work and Development Orders 

iii(# 

WOO reeord list 

0 -Mw"MC-~ 

o, ,_ - - - ,_ -- ,_ ,. ,_ ... _, - - 0 - ..,. -~- - -· -0 ...... .... -
!ml a 

~1-t (IJ.I ....... 

           

 
               

  

           

 

 

...:,,.-, ... .... 
Work and Development Orders 

---------" --c:a.- , 
·--

--------- - -- - -- - ____ .. - -- - - - 0 -·- .. •.U••• .... _... --·- --
·- -

a::::11 m::I Im --,., ... ., .. _ . ..,..,,.,.., .. ~ ....... -~ 

Edit details 
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) 
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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 client is no longer participating in. 
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You must also select ‘save’ on this screen for your added activity to be 
successfully saved. (See figure below) 
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IIG 
Authorisation terms and conditions: 

8 Selecting 'YES' means that any new enforcement orders issued while the VVOO is active will automatically be added to the 

\NOC>. Adding enforcement orders to a WOO is not an admission of liability and the person may still be eligible lo appty for the fine 
to be annulled. 

Selecting 'NO' means you have explained that any new enforcement orders will not be included in the WOO and may, therefore, 
result in further enforcement action such as adding costs, applying sanctions, garnisheeing the c6enfs bank account or wages, 
and/or issuing a property seizure order. 

Total value of WOO: 

current WOO balance: 
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Notes: 
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Choose the enforcement o rd ers for inclusion on the WOO/PP 9 

Put all eligible EOs on the WOO 

OnWDO 
On 

Neither EOdetails p p 

® 0 0 
456000000, Offence amount $ ..... Offence description. 

456000000, Offence amount $ ..... Offence description. 

® 0 0 

® 0 0 456000000, Offence amount $ ..... Offence descriptiion. 

® 0 0 
456000000, Offence amount $ ..... Offence descriptiion. 

® 0 456000000, Offence amount $ ..... Offence descriptiion. 

Prospective amounts 

WDO p p Neither 

$2,067.00 $0.00 $0.00 

0 Please be aware that your c lient w ill be responsib le for resolving any outstanding fines not included in their 
W OO or Payment Plan. 

Add a new overdue fine 
If you have indicated ‘Yes’ to authorise Revenue NSW to add new 
overdue fines to WDO, any new overdue fines 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 overdue fines 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 WDO’. 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) 

To add an overdue fine/s to an existing WDO, select the ‘on WDO’ radio 
button for the appropriate overdue fine. 

Scroll to the bottom of the screen and select ‘save’ when ready. The 
record will update to include the selected overdue fine. 
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Change the case manager 
Select ‘Retrieve WDO’ on the WDO main menu. (See figure below) 

Locate the relevant WDO and select the ‘Edit’ icon. (See figure below) 
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Selecting 'NO' means you h:iiw explalnod that ainy new enfon::eme,nt «den WIii not be Included In tho \'\'DO and may, thcfefore. 
rosurt In l'Ufthef" enf«cemen.t ac:t;on such as adding costs. illlppfying sanctions. g-"••llisl.celil19 U'O chent's bank account or wapes, 
and/or bllulng a pn:,c,orty MC ... e ordor 

TolM valve Of WOO. 

Current VVOO balance 

$1,517.00 

S1.S17 00 

$000 

Select ‘Sponsor details. (See figure below) 

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

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

...... h"ff:lli c,;s+;a ... 
0 

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

■ add a WDO application 

■ edit a WDO application, or 

■ edit a WDO record 

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

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

• Create new application 

• Account profile 

• Change password 

• User maintenance 

• Sponsor details 

Work and Development Orders 

iiF·M 

WOO record list 

OAc::tvanced seerdl 

~1-1r.t1Cl'rtric$ 

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 client 
activity as it is completed, to make it easier to complete client 
activity reports when they become due. 

On the WDO Main Menu, click on ‘Retrieve WDO’. (See figure below) 

Click on the ‘Edit’ icon next to the relevant WDO record. (See figure below) 
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thorisation terms and condijions: 

0 Selecting 'YES' means that any new enforcement orders issued while the VVOO is active ,inn automatically be added to the 

WOO. Adding enforcement orders to a WOO is not an admission of liability and the person may stil be eligible lo apply for the fine 
to be annulled. 

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

Total value of WOO: 

current WOO balance: 

Amount credited: 

Notes: 

S1 ,517.00 

S1 ,517.00 

S0.00 

Adding case notes to monitor engagement with WOO 

16335 cha!act-:rs remaining 

1-1+:1-1, -~,m- 1~;w11 

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) 

You can view these notes later by going into the ‘Edit’ function for the 
WDO Record. 
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Activity reports 
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ShO¥mg 1-t or 4 eotnes 

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

 

WOO record list 

Show! 10 rowsEf entries O Advancedsem:11 

C11c,ot WOO SUtu!i fhpo,t Curnnt 
narnie number Q !ilabJt. WOO 

0 -· •• $1.517.00 Yes SAMPI.E 
SPONSOR 

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) 
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One activity report period: 15/09/2022 to 14/10/2022 

CloC'nl. 

WOO· 
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IIEJ 
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ComrrwnL:t. 

Ptoof of completed activity: 

Fili-+ ·ii 

0 As .-n .1pprOVCKf p1()Yl(:lo, f~ the WOQ'S«'l(>m,e., un<:lctistand that I must 1q1,a1n <loc-"'.un.,,nta,y J)f"OOf ct WOO ac:tMty 
compl~e<f 

I .-c:kn,ov.t«sgo I ha°V9 19~1ncxt proof • 

IIB 

IUH,HF ifkii-1 

One activity report period: 15/09/2022 to 14/10/2022 

Client. 
woo: 

The astei,sk (• ) ,nci,cates mandatory hclds. 

Did your ch«it con'lplcte .:any hOurJc:0tn,nitmeoulactN,t1cs this reporting J)(.'nod., • 

8 11 
Nil acbvityreason • 

I ActMty not avaUable Client not av.tU.ible 

Comrn90u.· . 

iii++ 111 

~w l)(o,.,ido mform.-toon s1,1e.h .is Cl,t>nt is 1-1t'vin ho$prtal. Cl«-nl h.;1-. It-rt the are-v, CIW.-Ot 1s 1n cu1,tody: Unable to 
coota<:t c:b,'('lt 

If the client completed activity hours during the reporting period, enter the 
number of hours completed for each activity and select ‘save’ when ready. 
(See figure below) 

If the client did not complete any activity hours during the reporting period, 
select the ‘no’ radio button under the question ‘Did your client complete any 
hours/commitments/activities this reporting period? (See figure below) 
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Home 

► Create new appllcat,on 

► Account profile 

► Change password 

► User maintenance 

► Sponsor details 

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 revoked 
because the client 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 client is unable to resume their WDO 
activity in the next month, contact us to discuss the situation. 

Submit a closing activity report 
Once a client 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) 
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Work and Development Orders 
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WOO record list 
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I o..,..,. ~ 

""' - ,, '°" 00 No 

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) 

To report client activities, select the client 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. 
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One activity report period: 15/11/2018 to 14/ 12/2018 

Client: 

WOO: 

The asterisk (• ) indicates msnda:ory fields. 

At• you compfeti~ this report becsUH your cl~I 6d no! ~e-te any d vitie:s this reporting penocf?• 

G Ii 

Fin.no.al or O'lhef' counselling 

O.ail:8~ 
Estimated houts: 2 

--111;, res,ort,ng penod 

D 

Proof of completed activity: 

9 As an approved provider for me 'WOO scheme, I understand that I must re.tain documentary proof of WOO sct1\lity oompJe-:ed. 

I acknc>Yl.-edge I have re1Uled proof:• 

Close report details 

Non<0mpiiance 

Close comment 

,,.:; .. ;; • .,,g:;.; 

If the client 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 ‘No’ if the client did not complete any hours 
since the last report. 
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One act ivity report period: 15/10/2022 to 14/11/2022 

Chent: 

WDO: 

The asterisk(• ) Indicates mandatory fields. 

Did your client complete any hou1s/commitments/activtties this re-Porting petiod? :. 

B Ii 
Nil activity reason:• 

j Activity not available Chent not available 

comments: • 

Please prO\lide 1nformat1on such as: Chem 1s sick/In hospital. Client has left the area; Client ,s m custody; unable to 
cont.act client 

Close report details 

Close reason • 

Client changed circumstances 

Close coo,mem: 

V 

Choose a close reason and enter any comments. 

Select ‘Save’ when ready. The WDO will be automatically closed. 

If the client did not complete any hours during the reporting period and you 
still want to close the WDO, choose ‘No’ to ‘Did your client complete any 
hours/commitments/activities this reporting period? (See figure below) 

Choose a reason for the client 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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Home 

► c,eate new application 

► Retrieve appU,catirnr1 

► ,Retrieve WDO 

► SSP us,er tranacilio111 :summary 

► Acco1,1nt profile 

► Cilange password 

► User maintenance 

► Sponsor deta ifs 

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

■ SSP user transaction summary 

■ client 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) 
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SSP user transaction summary 
...,, . .,. 
Endcta:e. 

'NOO status; 

OpenWOO~: 

M'OJiN, tnti1111d rrut N wtiolt dobr5 

CARv.-

GJB 

woo Hcf.ltt 1300 478 87Q er eei'Nil • : c 1YICI/S om sec e, 

V?99 Rll6!'nu 

iifi!..Q 

13 

13 

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) 
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user transaction summary - all caseworkers 

OOJ sponsor number: 

Sponsor name: 

Search parameters 

Stan dale: 03.12.2018 

End dote: 03. 12.2018 

All caseworicers: Yes 

Tow c:lient app6cstions subm.."ted: 3 

To'.-1 adMi WOO.: 1 

Dolarvalu• of actiw WOO.: S1.51e.13 

Tow WOO credits appried: S0.00 

Tow WOOs closed: 1 

Do«ar voluo of clOHd WOOs: SU 10, 13 

T o;al di-,,1 ec;ivity rtpOn trtnuct1on1 mocH,ed= 0 

To:al OWfdue reponing periods.: 0 

downfosd gsv 

WOO Hotr:ine 1300 478 879 or ems.ii st wdo@revenoe.nsw.gov.au 
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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 client. (See figure 
below) 
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SSP user transact io n summary - all caseworkers 

DOJ sponsor n umber: 

Sponsor name: 

Search parameters 

All caseworkers: Yes 

Total c lient applicat ions subm itted : 

Total active WDOs: 

Dollar value of act ive W DOs: $ 

Total w o o credits app lied: s 

Total w o os closed: 

Dollar value of closed W DOs: S 

Total c lient act ivity report transactions m od ified: 

Total overdue reporting periods: : 

l down load csvl 

C+ Logout 

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) 
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Cu-rrenLty acti~e reportmg penoo 15.02 2018 to 14.03 2018 
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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) 
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