User Details

Anyone can use the Idox Public Access site without the need to register but to take advantage of
the advanced profile features you must first register a user account.

Registration

Registering for an Idox Public Access user account only requires you to provide your name and
relevant contact details.

1 Tocreate a new user account click on Register in the menu bar.
| Search~ | & MyProfile~ Y Login | [=] Reaister

Registration
Cnce registered the following additional functionality will be available:

= Tracking applications
= Saving Searches
= Email notifications about tracked applications and new search results.

Fields marked with 3 * must be completed

Title = M =]
First Mame = Neil

Surname * Williamsen
Phane Numbsr 0141 574 1900

A confirmation email will be sentto the email address you provide below

Email Address * neil williamsen@idoxplc.com

Canfirm Email Address * neil williamson@idoxplc.com
Your passward must be atleast 8 characters long and be @ mix of [efters and numbers.

Password®™  seessssas

Confirm Password* sceeseses

2 Register your personal details by filling in the following fields:
* Title - 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 eight characters or longer, must contain a mixture of letters and
numbers and must not contain spaces. Enter the password again below to confirm thatit
is correct.

3 Click on Next.



Enter your postcode, the press Next.
Registration

Postcode * sA11 2RY

Back Next

Select your address from the drop down list, then click on Next.
Registration

Please select your address | 44 Thomas Strest Neath West Glamorgan SA11 2RY =

Back Next

If your address is not listed, select My address is not in the list and click on Next.
Enter your address details in the appropriate fields, then click on Next.

Registration

Address Line 1* 44 Thomas Strest

Address Line 2

Town/City * MNeath
Paosicode * SA1T 2RY

Back Next

Click to read the 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.

Check that your personal and login details are correct. To register them, click on the Next
button.

10 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 tobe
returned to the Idox Public Access site.

Subject: Registration Confirmation Request

Hello Meil williamson,
To confirm your registration please click the following link:

http://DEVCORE103/online-applications/registrationConfirm.do?
action=createUsertkey=83ff6b85ebe336d5d6e984be61146f8e

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

Please Logon with the username and password you originally selected.



Log In

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.

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 confir-
mation link. You will now be able to log in with your new password.

Log out

When you are finished using Idox Public Access, remember to log out by clicking on the Logout
button in the menu bar.



My Profile

Once your account has been created, you can access your My Profile area. This area allows you
to configure your personal details as well as manage your searches and applications.

* Profile Details - your full personal details
* Saved Searches - a list of searches which you have saved

* Notified Applications - notifications that applications that you are tracking, or are the subject
of saved searches, have been modified

* Tracked Applications - a list of applications that you have elected to track.

Profile details
The Profile Details pages allow you to view and update your account details.
1 Select Profile Details from the My Profile drop down list in the menu bar.
My Profile » Profile Details

Profile Details Saved Searches Matified Applications Tracked Applications

3 Change Pﬂsswnrdj £ Updste Personal De'lﬂilsJ 2 Delete Profie

Name I Neil Williamsen
Email neil.williams en@idoxgroup.com
Phone Number 0141 574 1900

Address 44 Thomas Street
Meath
\West Glamargan
SA112RY

The Personal Details page allows you to view the details you registered with. You can
change any of those details or update your password.

2 Toupdate your password click on Change Password.
Enter your email address and then enter a new password twice.

4 Press the Change Password button. 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.

5 Tochange your details click on Update Personal Details. Alter your details as required, click-
ing on the Next button to page through the sections.

6 When you no longer wish to use Idox Public Access, click on Delete Profile.

w



Saved searches

The primary activity on the Idox Public Access site is to perform searches for information.
Searches that will be performed frequently can be saved so that they may be repeated easily as
often as you like (see “Searching” on page 13).

Any changes to the status of applications previously found by your search criteria or any new
applications which match the criteria of a saved search will trigger a notification. Notifications are
listed in the Notified Applications page.

1 To view your saved searches, select Saved Searches from the My Profile drop down list.

My Profile » Saved Searches £# Help with this page
Profile Details Saved Searches Notified Applications Tracked Applications
Run Edit Delete Search Title Search Type
= @ @ Map Planning Application 21-Nov-2013 10:29 AN Application
[=] Map Planning Application 21-Nov-2013 10:20 AN Application
@ & @ Map Planning Application 04-Dec-2013 3117 P Application
@ shelone terrace” Planning Application 09-Diec-2013 4:16 PM Application

2 You can sort the list by clicking on the appropriate column headings:
* Search Title - sort the list alphabetically by search title
* Search Type - sort the list alphabetically by search type.

3 Toperform a saved search now, click on the Run button for that search.
Note Circular map searches cannot be run from the Saved Searches page.

4 Tomodify the search criteria, click on the Edit button for that search. This returns you to the
appropriate search form and allows you to change the details of the search.

5 Toremove a search from the list, click on the Delete button for that search.



Tracked applications

After locating an application of interest by searching, you can choose to keep a watch on what
happens to it by tracking it. Applications are displayed on the Tracked Applications page. When
applications that you are tracking are modified (Received Date, Address, Description, or Status
has changed) a notification will appear on the Notified Applications page and you will be sent a
notification email.

1 Toview these applications, select Tracked Applications from the My Profile drop down list.

My Profile » Tracked Applications & Help with this page
Profile Details Saved Searches Netified Applications Tracked Applications
View Stop Tracking Reference Address Type Status
¥ 13/00144/FUL  7A Bethel Street Neath West Glamaorgan SA11 2HQ Application  Registered
b 4 13/00197/FUL 13 Shelone Terrace Neath West Glamorgan S411 2UE Application  Awaiting decision
b 4 13/00196/COU 1 Shelone Terrace Neath West Glamorgan SA11 2UE Application  Awaiting decision
X 13/00202/4DV 9 Shelone Terrace Meath West Glamorgan SA11 2UE Application  Awaiting decision

2 You can sort the list by clicking on the appropriate column headings:
* Reference - sort the list alphanumerically by reference
* Address - sort the list alphanumerically by the address that is the subject of the applica-
tion
* Type - sort the list alphabetically by the applicationtype
* Status - sort the list alphabetically by the status of the application.
3 Toview a tracked application, click on the View button for that application.

4 Toremove an application from the tracked applications list, click on the Stop Tracking button
for that application.
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Notified applications

When applications that are the subject of a saved search or are in your Tracked Applications list
are modified, a list of those applications will appear in the Notified Applications page. You will
also be sent a notification email.

[ = 3l H 0 N Saved search results and Tracked Applications have been updated - Message (HTML) ‘El%‘
‘ 1 | Message | Adddns  IDOX  Avaya  Adobe FOF @
- B8l Meeting [ pa 53 SRules- 3 Mark Unread a" #a (5]
«lanore | ] | i i = =
x ol g - 5 To Manager || il Ml oneNote | B Categarize - ?) 3| A
& Junk = Delete | Reply R:;Ijl\y Forward f‘i‘: — &3 Team E-mail = I‘W::v: ) Actions = | ¥ Fallow Up + Translate li = Zoom
Delete Respond Quiick Steps T Moye __ Eoiting | Toom |
From: eddie.mmeilzge@idoxgroup, com Sent: Tue10/12/2013 08:01
Tol # Neil Willamson
Co
Subject: Saved search results and Tracked Applications have been updated
=l
The following results have been updated recently: =
Saved Search Results
"shelone terrace"” Planning Application 09-Dec-2013 4:16 PM
Application to change former butcher shop unit into licenced restaurant. - 1 Shelone Terrace Neath
West Glamorgan SA11 2UE
Ref. No: 13/00196/COU | Received date: Mon 23 Nov 2013 | Status: Insufficient Fee | Case Type: Planning Application
Application to build new driveway. including garden boundary wall and driveway entrance. - 13 Shelone
Terrace Neath West Glamorgan SA11 2UE
Ref. No: 13/00197/FUL | Received date: Thu 28 Nowv 2013 | Status: Pending Decision | Case Type: Planning Application
Application to display signage on gable end of shop building. - 18 Shelone Terrace Neath West
Glamorgan SA11 2UE
Ref. No: 13/00199/ADV | Received date: Thu 28 Nov 2013 | Status: Pending Decision | Case Type: Planning Application
-
S

1

2

3

To view your notifications, select Notified Applications from the My Profile drop down list.
My Profile » Notified Applications & Help with this page

Profile Details Saved Searches Hotified Applications Tracked Applications

Updated Tracked Applications

View Discard Notification Date Description

@ 10 Dec 2013 Application te display billooard on side wall of property.

Updated Results For Saved Search: "shelone terrace" Planning Application 09-Dec-2013 4:16 PM

Discard all results from this search

Vigw Track Discard Motification Date Description

@  10Dec2013 Application to change former butcher shop unitinte licenced restaurant.

=] 10 Dec 2013 Application to build new driveway, including garden boundary wall and driveway entrance.
3) 10 Dec 2013 Application to display signage on gable end of shop building.

@  10Dec2013 Change of use from hairdresser to restaurant.

@  10Dec2013 Changing use from church to pub

@ 10 Dec 2013 Application to display billboard on side wall of property.

@  10Dec2013 Change of use from dwelling house to guest house.

The tracked applications that have been modified are listed at the top of the screen. These
are followed by the modified applications that are subject to your saved searches.

Toview an application, click on the View button for that application.
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4 Toremove an application from the notifications list, click on the Discard button for that appli-
cation. To delete all of the notified results for a particular search, click on Discard All Results
From This Search.

5 Additionally, you can select saved search applications from the notifications list and track
these. Click on the Track icon for the applications of interest. These will now be added to your
Tracked Applications page.
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