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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
m  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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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)

5 7 NSW act Langu v
Aboutus Helpcentre MNews  Login Contactus Search Revenuc NS\ Q Sedect Language

M.smﬂ ‘ Revenue e = e - Fowersd by Gocgle Translate

Taxes, duties, levies and royalties ~ Fines and fees ~ Grants and schemes Unclaimed money v

We manage taxes, fines, debts, and
administer grants. Through this we

give back to the community and
help fund the future of NSW.

Easy access What's happening now

Make a payment T,

Pay your tax or fine quickly anline.

Online services

H % &

Log in and access a range of our services in one place.
Revenue NSW Customer Satisfaction & Effort Survey October 2022
Customer feedback is important to us and customers are a great source of
Use a calculator knowing what they think about our services.
Estimate the value of a grant or liability

myPenalty self-service
Pay your finc online. Updated Customer Education Library
Learn more about t| ious ta: uties, grants and schemes administered by

(i

Revenue NSW by watching our short informative videos

myEnforcement Order

I

Pay your overdue fine online

Business partners

5

Duties Regulation 2022
#Access the business partner self-service portal The Duties Regulation 2022 was published on 26 August 2022 and has
retrospective operation from 13 May 2022.

WDO work and development order self-service

Use our online service to manage WDO applications

‘View more news
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WDO self-service portal

Go to the WDO self-service portal

Approved sponsors support applications for Work and Development Orders (WDOs) and supervise the completion of

activities or work undertaken by the applicant.
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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, | 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.

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

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 nswgov.au

WDO guidelines
Self Service Portal user guide

WDO Self-Service Portal — User Guide | September 2022 Page 8



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:*

I ]

Login failed

Password:*

| ]

Login failed

Enter code shown below %

2 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 asterisk (#) indicates mandatory fields.

User name %

Surname to match:#

Enter code shown below #

WDO Self-Service Portal — User Guide | September 2022 Page 10



» Home

» Create new application

» Retrieve application

» Retrieve WDO

» SSP user transaction 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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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

Personal details
The asionss & indicates Mmandatony Nields
Tha dagger i indicatas 32 keast ona Tiald miust B antered

vod
W
FIrst mamse
Taid ST
i

Candort
e |
2l ired SOCES 53D 35 SRONLOTE
Frocde
Phonat
R N
A b
Prafermod contacie
StatuE BT
Wl This casowariker B working wah chidran™s

iy it Chlldran chock nuembans
Exp I

= o -
La | CiiTiced 1Feg Wi weith Chiddre Fi A e
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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

» S5P 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

Change password

ot arberesk {a ) ndecalis mandaliny e
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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

= 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)

» Create new application
» Retrieve application

» Retrieve WDO

» S5P user transaction summary

» Account profile
¢ Change password

» User maintenance

b 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)

Work and Development Orders

[ Lol

Currently active reporting peried: 15.09.2018 to 14.10.2018

There are caseworkers who have Client Activity Reports that are Overdue or Delinquent. please advise them o go to the
Retrieve WDO screen and complete all outstanding reports. Caseworkers with Overdue or Delinquent repons:

*NANCY DREW
= JOHN DOE

If they are experencing difficulty completing the reports, please contact the WDO Hotline on 1300 478 8739.

Add a new user

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

Work and Development Orders

WDO user list
l Add new user I
Show theows[w]  onkigs & Advanced search

Sherwirg 1-1 of 1 enilmes

WO Hotling 1300 478 879 o dmsl &1 woofrenvonus nsw gov su

WD guidilnes

el Servce Poral user guck
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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

Add user

Pleaso ansure 2My MNow USENE YO Craata 105 your OQanEation haee The COMecT qualificamsins 1o SarThlipats i e WD
Ecmantd with your CHEnEL Fa0 hurthd Infammaticn SBout QuSIMETESn AGuindiarts Shosta fOMir 13 I SOOF00NaTS
I3cEohadt Sor Vo SAQSNISEon on ThaBawa nds MW wobcnn of ContacE tha WDD Hotine on 00 £78 875

The astonck (&) indicates mandatory hakds

The dagoar ) IBdicates 58 Kass ond Beld mMust BS aftered

Tidey

Frot narmams

siotaley

Brtaaired bodrrat SRS Y

WAl ERis Casarwirhlr B Wil kind weth Chldngn e

- [

Wit kelrig wath Chiaren stk AumBars

Eamiry S3tae

Have yau verifiod tha Working with Children chack Rumbor?e

EEE=

Hona T Senes’ inStrucTikongl © ks foar WDDH Socn soirs.
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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)

Work and Development Orders

i# Logout

WDO user list

Add naw user

Show| 10rows v| | enties © Advanced search

13051 SAMPLE SPONSOR samplesponsoniigmal com Hdmn

13053 SAMPLE 2 SPONSOR sampleduronsoniigmal com Standard B® ]

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

Edit user

The astoncs (o) iIndicates mandatony fisids

Thie dagoad [ dicates 5t B3t and fHeld Must B SNtErsd

W
Fi T
SAMDLE

SPONSOS

Gl

[ e )

MGG SOOGS0 &% SOONSAT e
Errale
= o Il

S%art data 20033
W% Pk 3wl Bl S bl Py e EFldrafi™e

W iy weth Chdarar Sl Mumba .

Expeiry Sxtae
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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

Edit user

o

|\rals || Farmala || NOr-Specibic I

Miling 300MLE S3MG 35 SDORNSOTE

= [

=3 o=
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Sponsor details

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

» Home
» Create new application

» Retrieve application

» Retrieve WDO

]

» 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 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)

Work and Development Orders

Currently active reporting period: 15.10.2018 to 14.11.2018

Your AHPRA registration s coming up for renewal, please update your regisiration detadls on the SpOnsor delails screen
0 Provide feedbask anoul the WDO sohems

WO Hatling 1300 4T8 BTS or emal al
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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)

Work and Development Orders

Sponsor details
These are 2 acive WDOs, Some changes are nol allowed 1o a sponscd walh active WDOs

The astersk («) indicabes mandatory fields.

DOJ number.
Application recered 06.11.2018
D) approval dabe: 30.11.2018
(g Ancsalson marme SAMPLE SPONSOR
Trading narms SAMPLE SPONSOR,
Websie
ABM
IRSUranca bype +
Pubslic liabiity [»|

Insurance polcy number s
123123122333

Insurance expiry dabecs
02122019 =

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

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

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

Are you willing to include your client’s Victims Resfitution Order (WRO) debt as part of their WDO 7
o]

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

-3

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)

For further information about gqualification requirements
please refer to the appropriate factsheet for your
organisation on the Revenue NSW wobsite or contact the
WO Hotling on 1300 478 879,

Caseworker qualification expiry. 23.09.2023

Grounds Status Approval date Inactive date
Homeless Active 29092022

Mental lliness Active 20092022

Serious addiction to drugs/alcohal or volatile substances Active 29092022

Acute economic hardship Active 200 202

Intellectual disabilityfcognitive impairment Active 000 207

Acthvity Status Approval date Inactive date
MedicaliMental health treatment [including disability case management) Active Egg‘gﬁj

Financial or other counsalling Active Egggmz

Dirug or alcohol treatment Active gggﬁg
Educationalivocational or life skills course Active Eg&gﬁg

Violuntary unpaid work Active Eﬁgg;g;;

Mentoring programs Active E’ ﬁﬁ:ﬁ&fﬁ

Address details

Street address
Ling =

1 SAMPLE STREET

Linge 2

Suburb, state, postcodes
SYDNEY. NSV, 2000 ’

Mailing address same as strects

- [

WDO contact person:
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» Create new application

» Retrieve application

» Retrieve WDO

» SSP user transaction summary

*

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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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).

Work and Development Orders

Application saved

Incomplete application saved. Mot submilted 1o Revenue NSW.

Mote:

» Any Activity start date that is prior to today's date will be amended to today's date when the application is
subrmitted

= Any supporting documents that were previously uploaded, as part of the eriginal application, must be uploaded
Fgain prior to submission

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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Validation screen

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

Work and Development Orders

Add WDO application

The astersk (=) ndcales mandasiony feids
© Validation

Oindy Drwerdise Fines willl be bncluded b ihe W0,
If your client has other fines that are not yet overdue please contact the WDD Hotline cn 1300 478 79 o disouss.

Drocument reference ramber: gy

1234ZETED

Firat mame s
Jokin

Wddie name

T
Cilizen

Date of barttye
01,01.1850 =

Ausirilian poslcods:
2000

Licence rumber
(Fa ]

£ Bt

WD Hotlne 1300 478 879 or emall ol pedodferernus Do po s

VD ooy
Lall Sarvicn Porial wrsr gusds

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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Sponsor details screen

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

Work and Development Orders

Add WDO application
The asterisk (| indicates mandatory Seids

© Validation

© Sponsor deiads

CASe MENIger s

SAMPLE 3 SPORSOR

WD Holline 1300 4TE 879 of amaal M vedoBrevenue mvw gon au

WD quicksdnees
Solf Senvice 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 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.

Work and Development Orders

Add WDO application

This asarnss: &) indicotes mandacony tialds.
The daggar i#) indicates at least one fiald must be antered.
& Validation

8 Sponsor datalls

& Client details

PHESSE BrEUNS YOU SNEY your cHent's COnMEct Informmation, ot yours. I your clent doesn’t Rawe a pnone, small or
licenca, then kave these fieids blani.

I your client is homeless or doesn't have a street address, than select “Yes” to the "Use sponsor address” gueston
el

o

Phana

an) 1 ==k =}
[ERTE

Ran sora o
E
Usa sponsar asdrassTe igh
S

Street address

Al rginal of Tarres SHraet Skande Dparscn e
Culturally and Ungusticalty Diversa [CALDY comimminity™e
= -
I3 O
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WDO grounds screen
Select whether your client:
= js an existing client

= is anew 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)

Work and Development Orders

= Logout

Add WDO application

The astorisk (#) indicates mandatory ficlds.

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

© Validation

© Sponsor details

© Client details

© WDO grounds

Sourcos

Existing clicnt H Meow client H Referred by another agency

Groundss

O serigus addiction to drugs/alcohol or volatile substances

O Acute cconomic hardship

O Homeless

O intellectual disa bility/cognitive impairmeont
O Juvenile (Under 18)

O Mental lliness

Proof of eligibility:

ﬁ As an approved provider for the WDO scheme, | understand that | must retain decumentary proof of cligibility
for 5 years. Acceptable proof of cligibility is outlined in the WDO Guidelines.

| acknowledge | hawve retained proofs

Yios

Mo
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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)

© Proposed WDO activity

Activity type:
Activity details:*

Is this activity ordered by a courti

Yes No ]

The maximum overall amount of fine debt that can be satisfied through a WDO each month is $1000.

Estimated number of hours/commitments/activities per month:

Start date:x

13.07.2022 =

How will the activity be provided?#

Directly By referral to another service

Please ensure third party providers that will be used by your organisation have the correct qualifications to
participate in the WDQ Scheme with your clients. For further information about gualification requirements please
refer to the Sponsor Application Factsheet or contact the WDO Hotline on 1300 478 879.
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Work and Development Orders

Thir aratecidk (o] Indicated rmandaiony Helda

T dagoper 1§ rdicates 8t least one Pebd must be snuered

© Validation
@ Sponaor detais
© Client detais

o WWERD @roauncy

B Propoied WDO scthdity

The muasicrruurn ovecall arreunt of fine el thatl 2an Be L nfied thraugh & WiDO sach mact b B § 1000

irriaLed FurriBer of Rt arrmilimen LB LR L Ber Sl

Hired W LFil SCLAICY Dol DICA0Ed Te

| Directiy || Uy referral to panother gervice t

Plpads srduie Thind Darmy Srowvelers LRat vwill b wused Dy y0as SIgEnEslion have the correl gualifcalong wo
Bt el Bate i U WD TS Rt et F psur clientd Fad Furthar Inlammalicn ABSUE GunliFic St reguirsasnts pleais
e U0 U 8OO0 S RS est RO WOl OFGE PSSR O L Eersenii s WS st il O COnLECT U Vi DHD Hot R

o 00 £T8 &7

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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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)

@ Working with children

Do any of the activities on this WDO appbeation involve working with children s

Working with children check number-s
Expiry date:s

Hawe you verified the working with children check number?s

i | G o ) wrea |

WD Hotline 1300 473 878 or email at wdof@irsvenus nsw. gov_su

WD guidelines
Self Service Portal user quide
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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.

© Existing debt

Authorise Revenue NSW to add new enforcement orders to WDO:%

Authorisation terms and conditions:

© sclecting *YES' means that any new enforcement orders issued while the WDQ 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 still be
eligible to apply for the fine to be annulled.

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

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

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

Put all eligible EOs on the WDO

On WDO gr:' Neither EO details
456000000, Offence amount 5..... Offence description.
@® O
456000000, Offence amount $..... Offence description.
@® O
® (@) 456000000, Offence amount S..... Offence description.
456000000, Offence amount S..... Offence description.
® O
® [®) 456000000, Offence amount S..... Offence description.
Prospective amounts
wDO PP MNeither

$2,067.00 | $0.00  $0.00

0 Please be aware that your client will be responsible for resolving any ocutstanding fines not included in their

WDOC or Payrment Plan.
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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 client is going to make the

payments. (See figure below)

Has an existing payment plan? Mo
Setup payment plan along with WDO?«

-

Will vour client be paying their Payment Plan themsclves or via Contrelink deductions?s

Themsclwes Centrelink

Payment Amounts

Choose the enforcement orders for inclusion on the WDO/PE g

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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@ Financial circumstances

Is this application being created due to your client's exceptional circumstances?s

Please describe your applicant's exceptional circumstances:x

Gross weekly income:* e
Weekly expenses:s
How many adults in the household?% e

How many children in the household? @

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

© Upload Documents

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

For all other grounds or if you have answered NO to the Exceptional Circumstances question, then providing
supporting documentation is optional.

Examples of documents you can provide to assist with assessing/processing of your client's application are:

= your client's last three payslips

= your client's current Centrelink statements

= your client's bank staterment

» proof of any other income for your client and their partner

Attachment: @

Browse...

X Upload file

Files uploaded

No files

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)

@ Submission

Conflict of interest:

o 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. If a
conflict of interest cannot be avoided, it must be declared in this application and appropriately managed.

What to do if a conflict exists: If a conflict exists between you and your client, then make sure Lo disclose the conflict
and how it will be managed, if you are unsure contact the WDO hotline on 1300 478 879.

Is there a conflict of interestx

| Yes MNo ‘

Terms and conditions:
o As an approved provider for the WDO scheme |fwe agree to comply with the WDO guidelines issued by the
NSW Department of Attorney General and Justice under Section 991 of the Fines Act 1996,

| understand providing a false or deliberately misleading staterment may lead to prosecution under Section 307A of
the Crirmes Act 1900.

| understand the information | provide through the WDO self service portal is required by Revenue NSW. 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 audit such that | may be required to provide copies of documentation
relating to WDOs upon request.

Caseworker acknowledgment of terms and conditions:

[ Yes No
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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

Success

WO record created wilh status: Open

Application saved

Thee WD application made on behall of your cend has been approved. The WDO and contrac! will be posbed 1o you shortly. If you have
any quesbons, please conlact the WD holine at Revenue NSW on 1300 478 §T9.

WO Hollins 1300 478 579 or emal al wdodSrevenues ngw gov, Su

WD) guiciedines
Seil Service Podal user guide
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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.

Work and Development Orders

Application saved

Iscomplels applcation sived. Mol submilled 1o Revenus NSW

Mote: Any Activity star! dale that is prior 1o foday's date vwill be amended to today's dale when the application i submified

WO Holline: 1300 478 E79 or email al vwdofiirevenus new gow au

DA qupiiebres
Sl Senvice Poral user guide
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» Home

¢ Create new application

» Retrieve application

¢ Retrieve WDO

» SS5F user transaction summary

¥ Account profile

¥ Change password

¢ User maintenance
¥ Sponsor details

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)

Work and Development Orders

WDO application list

Show| 10sow[w]  enires

@ Advanced search

T1TETS | Mot valelntad SALPL

Showing 1-1 of 1 énlries

E 2 SPONSOR SAMPLE SPONSOR Em | B

WDO Holine 1300 478 879 or email af el reenue i oo au

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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Retrieve WDO

You can retrieve WDO applications to:

= View details
= Edit details
m  Close the WDO

= Report client activities.

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

¢ Home

¥ Create new application

k Retrieve application

+ Retrieve WDO

k 55F user transaction summary

k Account profile

¥ Change password

¢ Lser maintenance

¥ Sponsor details
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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 15t 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.

Work and Development Orders

B Logoul

WDO record list

S?m\-l oo rowa[w| i © Advanced search

Slstun | Heport WG r (= et WO sy

katus balsnce actrerty svpart

aepani

- oo wnm e () (@)
CONTACT

Showing 1=1 of 1 anbhes

WOQ Hotlime 1300 473 §T9 or amall t WO evenis fow gov. gy

WD guidelngs
Soll Sunrvice Porsl uiar Juids

Work and Development Orders

WODO racord list

Ehowi| 98 e[ | e Iﬁlm\lnoﬂ]mh I

e Pnager

&

Bl ED
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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)

Work and Development Orders

WDO record list

W i 1y ertre B RSty BTl ABBPTR

L e

rriIed - LR ] i AL n | cam Lot

Showmng 1.1 oF 1 el

WO raoere 1300 418 0D O el B w0 TTVETE e g

L T o o
ng- F ]

Work and Development Orders

Edit WD record

Frd SEMETRA o | POSCEN MARIETy S0

e g
DA P
WD BT L
ERD aCeemd T
e -

B =)

O AT S st
O 7 s Bt
O WRD s

& WD oy

S gy B ShrlieE Sl e e

Bt 17 BV

O hpom e et

O ey we kg en

O T ef e el sslar el =l

e p—
L L e e T e
PO gty

SR Lavoils LTS LAa il
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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.

@ WDO activity
Activity type Hours per Create Start date | End How will the activity be Deactivate
month date date provided?
Financizl or other Budgeting 2 04.12.2018 D412.2015 By referral to another service Active
counselling

Showing 1-1 of 1 enfries

© Sponsor details

€ Working with children

© Enforcement order information

© WDO details

= B

B Logout

Mew activity

ACTidity Types

wr
Aty detailie
W
1% this activity ordered by a courts
[:I
The masemium overall amount of fine debl that can be satisfied through a WDO each month is S000,
Estimated number of hoursfcommitments/activities per monthos
Starnt datews
2002022 =|
Hioraw weill tha activity be provided e

[ Directly || By referral 1o another Lervice ]

Please ensure third paity peosviders that wall be used by yourl ofgarisation heve the correct qualifications 1o parici pate
im the WDO Scheme with your clients. Fof further information about qualification requirements please refer 1o the
appropriate factshest for your ornganisation on the Bevenus NSW swebeite of contact the WDO Hotline on 1300 &78 879

£ Yan
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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
Awuthorize Revenue N3W to add new enforcement orders to WD
0

Authorisation terms and conditions:

i) Selecting YES means that any new enforcement orders issued while the WDO iz active will automatically be added o the

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

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

Total value of WD 5$1,296.00
Current WDO balance: 5$1,296.00
Amount credited: S0.00
HMotes:
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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 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)

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.

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

Put all eligible EOs on the WDO

On WDO 2;' Neither EO details
456000000,
® @]
456000000,
® @]
® o 456000000,
456000000,
® (o]
® o 456000000,
Prospective amounts
WDO PP Neither

$2,067.00 | $0.00 | $0.00

Offence amount 5..... Offence description.
Offence amount $..... Offence description.
Offence amount §..... Offence description.
Offence amount 5..... Offence description.
Offence amount S..... Offence description.

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

WDOC or Payrment Plan.
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Change the case manager

Select ‘Retrieve WDO’ 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

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

Work and Development Orders

WDO record list
Show| e[  enines @ Advanced search

Chepnl name - i cioen

Showing 1-1 of 1 eniries

WO Holing 1300 478 870 o emad o sl

WDO Self-Service Portal — User Guide | September 2022 Page 47



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

© WDD grounds

SAMPLE SPONSOR

¥

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 daetadls

Sponsor (OO nurmiser ) SAMPLE SPOMSOR
Cass manager+

SAMPLE 2 SPONSOR [~

& Waorking with children
& Enforcerment crder information

9 WD details

Authonise Revenus NSW o add new enforcement onders 1o WDOD s
BN -

Authorisation terms and conditions:

€9 Selecting “YES' means thal any new enforcement orders issusd while the WDO is active will automatically be added 1o the
WDO. Adding enforcement orders o a WDO is not an admission of liability and the person may still be sligible 1o apply for the fine
o be annulled.

Selecting ‘NO’ means you have explained that any new enforcement orders will not be included i the WD and may, therefore,
result i further enforcement acton such as adding costs, applying sancthons, gamishesing the clent's bank account of Wages,
ardd/on Bsuing a property seizure order

Total valus of WDHO: 51.517.00
Current WS balance £1.817.00
Arveount credibed: 50.00

Haotes

e g o i

mm
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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
= edita WDO application, or
= edit a 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 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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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)

* Create new application

* Retrieve application

k Retrieve WDO

F SSP user transaction summany

* Account profile

k Change password

* User maintenance

k Sponsor delails

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

Work and Development Orders

WDO record list

SI'mI\.I 10 :r.-uq.:i enkriet © Advanced search

Client mamss john citeen

112264 Bpan $1.81700 | Yes SAMPLE ﬁ | cam | Lummany |

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 to 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 WD and may, therefore,
result in further enforcement action such as adding cosis, applying sanctions, gamisheeing the client's bank account or wages,
and/or issuing a property seizure order.

Total value of WD $1,517.00
Current WDO balance: 51,517.00
Amount credited: 50.00
Motes:

Adding case notes to monitor engagement with WDO

16335 characters remaining

& Print Bl Save

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)

i Logout

WDO record list

Sh:w.rl 10rows[]  entries © Advanced search

Client name: john citzen

Current Add new - Cleent WDO summary
WDO enforcement actrrity report
balance

112244 Opan 5151700 | Yes SAMPLE [ Ea ] m l m]
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)

& Logout

Activity reports

Clent
WDO

Show | 10rows|w|  entnes

(1] Start End Status Submatier Hours worked Add'amend

126 15022018 14032018 Due L] Ao e
103 1501 2018 14,02 2018 Raporiad 4 l Ao wmend

1oz 15922007 14.01.2018 Raporied

I

101 15.11.2017 14.12.2017 Aoparted 1 [ m]

Showing 1-4 of 4 entries
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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)

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

Client
WD

The astorisk (&) indicates mandatory ficlds,

Did your cliont complete any hours'tommitmentsfactivities this reporting period? ;e
e IS

Actingty 1

violuntary unpaid work

Datails Ganderirg

Estimated hours: 1

Hoursfeammilmenisac tivities worked this reporting period

1

Comimesnls

Proof of completed activity:

0 ssan approved provider for the WDO scheme, | understand that | must retain documentary prood of WDRD acthvity
completed

I acknowiedge | have retained prools

-3

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)

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

Client:
WD0:

The astensk (s) indscates mandatory fields.

Did yawr client complete any hourseommitmentsfactntios this reporting perod? s
| |

-

Mil actaly reaschs

l Acthvity not avallable | Client not avallable [l

Commentis &

Ploase prowvide information such as Client is sick/in hospital; Client has left the arga; Clisnt is in custody; Unabile to

combact Cleent

m
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Choose areason, 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)

* Home
¢ Create new application

¢ Retrieve application

¥ Retrieve WDO

¢ 55P user transaction summanry

» Account profile

¢ Change password

¢ Lser maintenance

¥ Sponsor details
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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

WDO record list

SHWI v rows[v] | eniries © Advanced search

VWDHD nanbesy: B 10G2 00T

Add new WD pummary

roiforoemend report

ordess

) Ogan 00 | Ne PRIMARY r Edz | CaR I Sy
CONTACT

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.

Activity reports

Chant

WO

| Add closing report

Show | 10rowsw]  entnes
[+] Start Eng Status SubmiTer Heurs worked A4 armend
136 1502 2008 14032018 Rported 2 Addl amend
103 1501 2018 14 02 2018 Reported 4 [ .n’dﬂ-'rli;ld.-l
02| 15122007 14012018 fiepontea 2 mm]
10 15912017 14922017 Reported 1 mm_l

Showing 1-4 of 4 entries
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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.

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

Client:
WDO:

The astersk (&) indicates mandatory fields.
Are you completing this report becsuse your client did nol complete any aclivities this reporting period?a

Ba

g

Financial or other counsalling
Details: Budgeting
Estimated hours: 2

Hours worked this reporting peniod

0

Comments:

Proof of completed activity:
® As an approved provider for the WDO scheme. | understand that | must retain documentary proof of WDO activity completed.
I acknowiedge | have retained proof.s

fes Mo

Close report details
Close reason s

Mon-compkance E

Close comment:
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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)

One activity report period: 15/10/2022 to 14/11/2022

Client:
WDO

The asterisk (»] indicates mandatory fields.
Did your client complete any hoursfcommitments/activities this reporting period? =

(]

Mil activity reason:s

I Activity not available Client not available Other |

Caomments: «

Please provide information such as: Client is sick/in hospital; Client has left the area; Client is in custody; Unable to
contact client
P
Close report details
Close reasons
Client changed circumstances w

Close comment:

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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SSP reporting

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

m  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)

 Home

» Create new application

¢ Retneve application

*» Retrieve WDO

¥ 55P user transaction summary

¢ Account profile

¢ Change password

¢ Lser maintenance

» Sponsor details

WDO Self-Service Portal — User Guide | September 2022 Page 58



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

SSP user transaction summary

Saart dati
=
End date
=
WO stabus:
Coen WDO balsnos:
Arncunt entered must be whole doilars
Balance CoOMpanson:
CAR Raws
All casSEwWOTHES T
[te]
Which caseworiopr?

D Subwet

WD Hotline 1300 478 ET0 of email 81 wonBErevenus oiw gov Sy

WDO guidefines
Zoif Sorvice Poral user guds
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SSP user transaction summary - all caseworkers
DCJ sponsor number:

Sponsor name:

Search parameters
Start date: 03.12.2018

End date: 03.12.20128
All caseworkers: Yes
Total client applications submitted: 3
Total active WDOs: 1
Diollar value of actve WDOs: 31.518.12
Total WDO credits applied: 50.00
Total WDOs closed: 1
Dollar vaiue of closed WDOs: 31,516.13
Total client sctivity repon transactions modifed: 0
Total overdus reporting penods: 0

download csv

'WDO Hotline 1300 473 870 or email at wdo@revenue nsw.gov su

WDO guidelings
Self Senane Poral user guide
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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)

Work and Development Orders

B Logout

WDO record list

Shwi! 10 rows [+]  entries © Advanced search

Cland ABMme. [S5° CE2ES

Curneat Add new WO SRy
WD snforcamenl rapart
balance ordars
112204 apen ST e SAMBLE | £m | l can ] | — |
SPONSON

Showing 1-1 of 1 entries

WOD Hotine 1300 478 870 o emad ot wooRrgvinus naw aon g

WOO guidelines
Sal Sernice Porfal user gusdes
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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 CSYV file will usually open in a program like Microsoft Excel.
To download the report as a CSV file, select ‘download csv'. (See figure
below)

Work and Development Orders

= [ogout

SSP user transaction summary - all caseworkers
DO] sponsor number:

SEONsSor NAarme:

Search parameters

All caseworkers: Yes

Total client applications submitted:

Total active WDOs:

Dollar value of active WDO0s: 3

Total WDO credits applied: $

Total WDOs closed:

Collar value of closed WDOs: 5

Total client activity report transactions modified:
Total overdue reporting periods: |

download 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)

Work and Development Orders

Currently active reporting period: 15.02.2018 1o 14.02. 2018

WOO Hotline 1300 478 879 or email at wdo@ravenis nsw ooy ay
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