Government of South Australia

Department for Environment
and Water

My Portal |

Wildlife Permit System
How to manage your online record book

These instructions are for permit holders who:

e Have an established MySAGov account
e Have applied for a fauna permit via your account
e  Wish to maintain electronic records via the online wildlife permit system
e Information included in this document are as follows (click on a heading below to skip to the desired section):
o How to access your online record book
o Howto add an entry
o How to delete a record
o How to clone a record

How to access your online record book

1. Access the Wildlife Permit System: https://myportal.environment.sa.gov.au/

2. Log into your MySAGov account.
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3. Click on the “Permit Management” tile
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https://myportal.environment.sa.gov.au/

4. To access your online record book, select the permit category relevant to your permit type and click “view"*:

> My t 3 Perut Manage

Permit Management

B My online record books

*Note: You will only have access to an online record book if you have been issued with a valid permit. If you have a pending
permit application please wait until you have received confirmation of your approved permit via email prior to accessing your
record book.
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How to add an entry

1. To make an entry into your record book, select the '+ add entry’ button*

Keep and Sell Record Book - My Records
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*If you are an existing permit holder and have completed a stock return for the previous year, your online record book should
already have opening entries that have been prefilled.

2. If you have multiple premises listed under your permit (being the location where animals are kept) you will have one
record book per premises:
a. Prior to adding an entry into your record book ensure that you have selected the correct Premises for which the
entries relate.
b. Animals moving between premises will need to be added and removed from each record book to accurately
reflect the number of animals held at each location.
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3. Complete the required fields and click "save”.

Keep and Sell Record Book - Add

Enter Record Book Information

L

Supplier/Recipint address

[ ) — |

*The picture above is an example of an entry into a Keep and Sell Record Book relative to the purchase of an animal.
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4. Saved records will appear within the "My records’ tab:
If the record doesn't appear straight away or the running total is blank, wait roughly 10 seconds and click the

[ ]
‘refresh’ button.

e Byclicking on the green '+’ button to the right of each entry, you can view details of the supplier/recipient that
relate to that transaction and any remarks you made at the time of entry.

Keep and Sell Record Book - My Records
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L] Aoquired Disposed Ruring botal Actions
QOO26 - Muiga Parrot (Paephateiius vovius)
00672023 Purchased 2 0 D& E
¥ i N

Acquisition/Disposal date Acquisition/Dispassl methad Acgusired Disposed unning tatal Actions
QUO296 - Mulga Parrat (Peaphetellus varius)
01/06/2023 Purchased 2 0 o8 L]

Supplier/Recipient name: Fauna Permit

Supplier/Reciphent permit numbern BHC
Supplier/Recipient address: 81-35 Waymouth Street. Adelside, 5000, 5

Remarks: N/A
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How to delete a record

Before proceeding it is important to note:
If you have incorrectly entered a record and need to make an amendment — we recommend checking the how to clone a

°
record section prior to deleting the record.

e Incorrect entries will not be fully deleted from your record book. The entry will be marked as incorrect and will be removed
from the total tally of your animals, however, it will still be visible to you and to the department for auditing purposes.

1. Identify the entry you wish to delete (if you have multiple record books you will first need to select the record book that has

the entry that you wish to delete)
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2. Click on the red rubbish bin located to the right of the entry.
Bcguesition'Heposal date ArguisitionDisposal method Acguired Disposed Runaireg total Actieng
QOO28E - Mulge Parrof (Prephotellus voriush
01,/06/2023 Purchurted 2 ] 2 :ll [ ] L+
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3. A prompt will appear confirming that you wish to mark the entry as incorrect

Are you sure you want to
mark this entry as incorrect?
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4. By selecting 'yes’, your record book will be updated to reflect the change
a. Please note that the record will now be displayed with a line through it and will be locked from any further action.
b. Your running total will then update to reflect the change.

Aoquisition/Disposal date Acquisition/Disposal method doquired Disposed Bl rnineg total Actions

Q00296 - Muiga Parrot (Psephotellus verius)
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How to clone a record

Cloning records can be useful for Wildlife Carers who are entering records relating to rescue/release (example below) or anyone
wishing to amend an incorrect entry prior to deleting the original (general example provided).

*This can be useful when making entries that occurred on the same day for the same species*

General example for amending a record prior to deleting

1. Access the record book and view your entries
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2. Select the entry you wish to clone and click the clone button (highlighted below).

Bequiiition/Diipoial dabs Aegubil tion/Diigaial metbbd Adguered Dhapeded Rififil figy 1ol Astiand

COrEdE - Covpet Bythen (Moveilo spiteta)
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3. The record entry screen will appear with details of the original entry.
a. This allows you to make a new entry but provides some pre-filled information

b. Remarks from the original entry will be present but can be deleted or updated with information relevant for the
new entry

c. Ifyou change the method of acquisition/disposal (i.e. from sold to purchased) you will be provided with new
entry fields to complete.

Keep and Sell

¥

Record Book - Add

Enter Record Book Information

Supplier/Recipient address

5 WAYIMOUTH STREET

4. Select 'save’ once all the details have been updated

Remarks *

| e |
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5. Refer to the 'how to delete a record’ section to remove any incorrect entries that you may be cloning

6. Example below shows the duplicate entry recorded and the incorrectly identified record has then been deleted by
following the how to delete a record steps.

Acquisition/Disposal date Acquisition/Disposal method Acquired Dusposed Running total Actions
C02625 - Carpet Python (Morelia spiloto)
d & @

Supplier/Recipient name: fsuns Serm s Unt
Supplier/Recipient permit number: 8-
Supplier/Recipient address: 81-95 Waymouth Street, Adelaide, 5000, South Australia, Austrahia
Remarks: ¢ ased from The FPU

01/01/2023 Purchased 3 0 3 o8 o
Supplier/Recipient name: Fauna Pe
Supplier/Recipient permit number: 80000000
Supplier/Recipient address: 81-95 Waymouth Street. Adelade 5000, South Australia, Austraba
Remarks: Purchased from The F7 ecorded a5 soid b stake

Rescue and Release example

1. In the example below, an entry relating to the rescue of 1 Koala has been added to the record book on 2.6.2023.
a. As a Wildlife Carer, | now want to record the release of the animal listed above.

EC [Io2? - 2023 RC (2023 - 2033
Wildiife Carer Permit (2023 - 2027) + i emiry
5
J L a W
ACQuiioRDnposal die AU THDSE] MElhd ACipuined Deipirsed Raifining tots ALt
EOTTES - Koola (Phaicalavolod cineneui)
02062023 Rescued 1 0 1 o -]

Location rescued from: Penfold Parc,
Release date and time: M4

Location where released: M4

Tag colour and mummber: /A

Bemerks Vieusl sssesamant information = i

2. Select the clone button located to the right of the original entry

BC (2073 - 2007 BC (2023 - 223

Wildlifie Carer Permit (2023 . 2023} EEa

ReifunitionDspeial dile A quriilion Dol melhed Acqured Ciripuraed g 1ot At
E@T T - Kool [Fhascolardes cireses)
106202 Rescued 1 1 E‘ e
Locabion rescurd brom: Fenfols Park M
Recbrane date and time:
Lacabion shere rebegsed: 1L
Tag sobous and number; "

Remarki: | 1L
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3. Anew entry will be opened with details of the original entry (rescue).
a. Change the acquisition/disposal to “released” (all original remarks entered for the rescue of the animal will
remain).
b. Complete all required fields relating to the release of the animal (date, time, quantity and location).

— for Willifs Carer and Wiklifs Rehabiitation Facilty permits, mal Rescus - rescus and relocation

Enter Record Book Information

Permit %

Wildlife Carer Permit (2023 - 2023) v
Premises %

81-95 Waymouth Street Adelaide [RC2308160P] v

he re the animal/s tly being housed,

Species name

E01162 - Koala (Phascolarctos cinereus)

Method of acquisition or disposal %

Released v

Dote of release %
dd/mm/yyyy ®

Time of release %

Quantity

0

Lacation where released %

Tag colour and No.

Remarks

Visual assessment information - Blinky Bill (individual identifier)

4. Save the new entry.
a. You will now see two separate entries relating to the rescue and then release of the Koala.

RC (2022 - 2023) RC (2023 - 2023)

Wildlife Carer Permit (2023 - 2023) + add entry

Select Premises #

81-93 Waymouth Street Adelaide [RC2308160P] A

There may be a delay updating the running total. Click the Refresh button to update the page.

Acquisition/Disposal date Acquisition/Disposal method Acquired Disposed Running total Actions
E01162 - Koala (Phascolarctos cinereus)
03/06/2023 Released 0 1 (| (]
Location rescued from: N/A
Release date and time: Saturday, June 3, 2023 5:36 PM
Location where released: Penfald Park, Magill
Tag colour and number: N/A
Remarks: Visual assessment information - Blinky Bill (individual identifier)
02/06/2023 Rescued 1 1] 1 (] ]
Location rescued from: Penfold Park, Magill
Release date and time: MN/A
Location where released: N/A
Tag colour and number: N/A

Remarks: Visual assessment information - Blinky Bill (individual identifier)
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5. By keeping the remarks the same for both entries and by entering a unique identifier for each animal (i.e. name), I can
also track records relating to that individual animal by using the ‘search for a record'.
a. Select the ‘search for a record’ tab.

Saock retems e now dee, you have entil 37772023 to valsdate your records
B Export in 5
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‘Wildlife Carer Permit (2023 - 2021) 4 il enibay
Tabgl Pea=igdi w
\ = -

6. In the advanced search section:
a. Enter the unique identifier in the 'keyword’ field (in this example the unique identifier is the animal’'s name).
b. Click the green ‘filter’ button.
c. All entries relating to the unique identifier will be displayed.

D See bstoncal reconds
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