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How-to guide for co-holders 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 1 
Click the ‘Visit Water Applications Online’ button. 

 
 

Step 2 
To begin the application, click ‘Start new 
application’ followed by ‘Next’. 

 
 
 

Step 3 
The next page will display the terms of use. 
Please read the information displayed, and then 
click ‘I have read and agree to the terms of use’ 
and click ‘Next’ 

 
 
Step 4 
You will now need to select your application type. 
Click ‘Extend an approval’, followed by the 
surname of the holder or full organisation name.  
to extend the approval. You can then click ‘Next.’ 
 
 

Prior to the expiry of the approval, WaterNSW will send a letter to each holder of the approval 
with information on the steps to take to extend the approval. You will need to visit Water 
Applications Online to begin the process. 
 

https://wao.waternsw.com.au/main/home
https://wao.waternsw.com.au/main/home
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You will need to add your personal application 
number, which can be found on the top right of 
the letter you received from WaterNSW. 

Step 5 
Please enter the email address you would like to 
receive correspondence to regarding this 
application. You will receive an email with a link 
for verification purposes. Once you have clicked 
this link, you can then press ‘Next’ to continue the 
application. 

 
 

Step 6 
You will then be prompted with the next steps 
required to extend your approval.   

 

Step 7 
If your approval has passed the expiry date, there 
will be a section reminding you that a higher fee 
must be paid. 

 
Step 8 
Once you click ‘Next’, step 1 of your application will 
be displayed. Here you will see your details as a 
co-holder of the approval displayed. Click ‘Next’.

 
Step 9 
You will then be shown all co-holders associated 
with the approval’s details. Please click either ‘Yes’ 
if correct, or ‘No’ if incorrect. 

 
Step 10 
You will then be shown the type, size and location 
of the works, and will need to indicate if this 
information is correct using the ‘Yes’ or ‘No’ boxes. 
Click ‘Next.’ 
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Step 11 
You will then be asked to review the responses. 
Click ‘Next’ if correct, or ‘Back’ if you need to 
amend. 

 
Step 12 
You will then be shown a declaration, which you 
must read and click ‘Accept.’ Once you have done 
this, step 1 of the application is complete. 

 
 

 

Step 13 
You will be shown step 2 of the application, which 
involves each co-holder completing the same 
process through Water Applications Online. Here 
you will also be able to see the status of where 
each co-holder’s progress is at.

 
Step 14 
Once all co-holders have completed their 
respective process, one co-holder will need to 
visit Water Applications Online and click ‘Continue 
application’ and ‘Next.’ 

 
 

The holder will then need to complete the 
prompts to pay for the application. Please 
remember that only one co-holder is required to 
make the payment. 

Need help? 
If you need more information, please contact 
our Customer Service Centre on 1300 662 077, 
Monday to Friday between 8am-5pm or email 
Customer.Helpdesk@waternsw.com.au 
 

https://wao.waternsw.com.au/main/home
https://wao.waternsw.com.au/main/home
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