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WILMA Non-compliance Manual 
When a non-compliance case is raised 
 
Letter or notice 
Email to Licensee and Licensee Management about the non-compliance 
The Licensee receives an email from the system regarding the non-compliance letter or notice. When an 
Analyst sends a non-compliance to the Licensee, the system automatically sends an email to the Licensee, 
informing them about the non-compliance record. This email ensures that the Licensee is promptly 
informed about the non-compliance and can take the necessary actions. 

 
 
 
A Licensee management user, will receive a letter or notice regarding non-compliance (for view only) 
that they do not need to reply on. Additionally, the system sends an email to Licensee Management, 
informing them about the raised non-compliance record. This ensures effective communication and 
awareness of the non-compliance issues. 
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Responding to a non-compliance letter or notice 
A Licensee contact will have the ability to respond to a non-compliance letter or notice. They can access 
the assigned task, review the attached letter, and provide a response by either entering text or 
submitting mandatory files.  
 

 
 
Once they complete the requirements and submit their response, the task's state changes to 
"Responded"  
 

 
 
The overall case will be marked as "Letter - response received." With these capabilities, can effectively 
address the non-compliance as a Licensee.  
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RFI (Request for Information) 
Licensee responding to the RFI 
A Licensee contact will have the ability to receive and respond to RFI (Request for Information) requests 
from the iPART Analyst. 

 
 
When an RFI is received, they can proceed to respond to it. After submitting RFI response, the state of 
the RFI is changed to "Responded." It's important to note that the user cannot make any further 
modifications to my response once it has been submitted.  
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For the additional attachments, one  can upload  on the “Submitted Details” section

NOTE: Licensees will have access to delete attachments that were added by IPART but ensure NOT TO 
delete. Audit tracking is enabled to track such changes. 

Once the documents are uploaded make sure to add a category by clicking on the “Edit Row” icon under 
“Actions column”, then the Edit Row dialog box will pop-up and the Licensee will have the op�ons on 
what categories to add accordingly to the specific RFI.
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Once the RFI has been completed you can select the “Submit RFI” button 

 

 
 
Enforcement action letter 
Responding to enforcement action letter  
A Licensee contact will have the ability to receive and view the enforcement action letter with or 
without financial penalty. When the letter is sent by iPART, the system sends an email to Licensee 
contacts.  
 

 
 
Upon logging into the system, user can access the task details and navigate to the corresponding case 
details. This allows them to open and view the received enforcement action letter. 
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If with financial penalty, the Licensee has the ability to attach proof of payment in response to the 
enforcement letter. They can then upload the payment evidence and provide task response, which is 
mandatory. After submitting response, the state of the task changes to "responded."  
 
 
 
If letter received is without financial penalty, after submitting the response, the state of the task 
changes to "responded," and the state of the case is set to "Action without FP response received." The 
Analyst can then proceed with the necessary actions based on the response received. 
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