Instructions for enabling a submission to be saved as a draft and copied to others for
reviewing
1. Register and log in
Although the Expressions of Interest process is set up as ‘no log-in required’ if you want to save
your proposed response as a draft before submitting it – and make a copy of that to send to
others to review – you will need to Register and Log-in (see instructions for this attached as
Appendix 1).
2. When you’ve registered your details and used your new username and password to log in to
Council’s Consultation portal proceed to the “Expressions of Interest for Social Investment
Funding” page, read the content on the landing page and click on the ‘Start survey’ button.
3. That will take you to a page with the privacy statement and Introduction. When you’ve read that
click on the ‘Next’ button and continue on though the form adding your comments as
appropriate and clicking on the ‘next button at the bottom of each page when it is complete.

4. On the last page – where the ‘Submit’ option appears – use the ‘Save as draft’ option instead.

5. That will then take them to a page as below – from here they will need to click on the ‘My
Submissions’ link which will take them to a page where they can save their draft submission as a
pdf.

6. On the ‘My Submissions’ page you can tick the box in the far right hand column that corresponds
to your draft submission (you’ll probably only have one unless you’ve made previous
submissions using the same log-in). Then click on the ‘Create PDF’ button at the top of that
column. It’ll take a few minutes to do that for you. You can then email that PDF to others to
review.

Appendix 1:
Step 1: Registering
(Note: the registration process should take approximately 5 minutes.)
a)

When you have reached our online submissions page you will need to register by clicking on the
Login/Register tab:
(Note: You will only need to go through this online registration process once. Thereafter you will
have login access to Council submissions processes)

b)

A drop-down box will appear as below. This will enable you to choose to Login or Register.
Choose ‘Register’ on your first visit. (Note: You will choose ‘Login’ after your registration is
activated so that you can complete your online submission).

c)

You will then see a screen as below. Fill in your name, email address, enter a username and
choose a password. This is the only mandatory information required to establish your login.
Please record your username and password as you will need this to Login shortly (and for
future online submissions).

d)

Please note our Terms and Conditions and Privacy Statement at the bottom of the registration
page above. Click on ‘OK’ at bottom right when you’ve completed the above page.

Step 2: Acknowledging your account ‘activation’ email
a)

Once you have registered you will see a confirmation screen as below and the website will send
an ‘activation’ email to your given email address as a security verification.

b)

You now need to check your emails as your ‘activation email’ will arrive promptly to the email
address you entered in the registration page (the example below is indicative only):

John Doe

c)

You then need to click on the link in your email and it will take you to the Login page on the
website as below:

d) Enter your username and password in the boxes provided (depending on your browser
your username may already be showing) and click on ‘Login’.

Step 3: Completing your registration
a) You will then be asked to provide some details about yourself (see below). Please note
most of this information is optional, however we do require contact details to enable us
to reply to your submission. The red asterisk at the right of some boxes shows the
required fields.

b) When that screen is completed click ‘OK’.
c)

The following screen will appear, you will then just have to click ‘OK’ to complete your
registration.

You will now be able to proceed to click on the ‘“Expressions of Interest for Social Investment
Funding” process and complete the form following the instructions on the first page of this guide.

