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[bookmark: Introduction][bookmark: _Toc91163965]Introduction

The Public Access for Planning website has been designed to provide an efficient and easy-to-use process for users to search for planning permission, appeals against refused consent and planning enforcements.

This document describes how to use the site.


[bookmark: User_Details][bookmark: _Toc91163966]User Details

Anyone can use the Idox Public Access site but to take advantage of the advanced profile features you must first register a user account.

[bookmark: Registration][bookmark: _Toc91163967]Registration
Registering for an Idox Public Access user account only requires you to provide your name and relevant contact details.
1. To create a new user account click on Register in the menu bar.
[image: Registration screen]
2. Register your personal details by filling in the following fields:
· Title - optionally select the title you wish to be addressed by.
· First Name - enter your first name.
· Surname - enter your surname.
· Email Address - enter your email address. Enter it again to confirm that it is correct.





· Password - enter a password that will allow only you to access your account.
Note Passwords must be between eight and 24 characters, must contain an upper case letter, lower case letter and number and must not contain spaces. Enter the pass- word again below to confirm that it is correct.
3. Click on Next.
4. Enter your postcode, then press Next.
[image: Postcode search box]
5. Select your address from the drop down list, then click on Next.
[image: Example drop down box for address searching]
6. If your address is not listed, select My address is not in the list and click on Next.
7. Enter your address details in the appropriate fields, then click on Next.
[image: Entering address into search]
8. Click to read the Terms and Conditions that apply to the use of the site. When you have done so, tick the check box to indicate that you agree to them.
9. Read the Your Data section to understand what personal data Public Access uses and why. When you have done so, tick the check box to indicate that you agree.
10. Check that your personal and login details are correct. To register them, click on the Next button.



11. An email will be sent to the address you entered. This provides final confirmation that you want to create an Idox Public Access account. When the email arrives, click on the link to be returned to the Idox Public Access site.
[image: Example registration email]
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In order to use the full range of features offered by Idox Public Access you need to log in to the site using the username and password you provided when you registered your account.
1. Click on Login in the menu bar.
2. Enter your email address and password, then click on the Login button.
3. If you registered prior to the Public Access 3.1 release, you may be asked to read the new Terms and Conditions and Privacy Policy that apply to the use of the site.
When you have done so, tick the check box to indicate that you agree to them.

[bookmark: Forgotten_password][bookmark: _Toc91163969]Forgotten password
1. If you forget your password, click on the Forgotten password? link.
2. Enter your email address and then enter a new password twice. Press the Change Password button.
3. A confirmation email will be sent to your email address. When it arrives, click on the confirmation link. You will now be able to log in with your new password.

[bookmark: Log_out][bookmark: _Toc91163970]Log out
When you are finished using Idox Public Access, remember to log out by clicking on the Logout button in the menu bar.
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Registration
Once registered the following additional functionality will be available:

= Tracking applications
= Saving Searches

= Email notifications about tracked applications and new search results.

Fields marked with a * must be completed.

Title v

First Name *

Surname *

Phone Number

A confirmation email will be sent to the email address you provide below.

Email Address *

Confirm Email Address *

Your password must be between 8 and 24 characters long, contain at least one uppercase, one lowercase and one numeric
character.

Password *

Confirm Password *
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Postcode * SA12 2RR
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© Please check your registration details

= Noaddresses were found at this postcode. Please enter your full address below or click back to correct your postcode.

Address Line 1* 42 Thomas Street Bl
Address Line 2 |
Town/City * Glamorgan ‘
Postcode * SA12 2RY |

Back.
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Address Line 1+
Address Line 2
Town/City *

Postcode *

42Thomas Steest |

Glamogan |
SA122RY

Back Next
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Subject: _Registration Confirmation Request
To confirm your registration please click the following link:

https://devcore103/online-applications3/registrationConfirm.do?
action=createUsertkey=30213fe2cee65d70d0co2d67f44bbedc

1f required you can also copy the link to the address field of your browser.

Please Logon with the username and password you originally selected.
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