Frequently Asked Questions
How do I find a particular Consultation?
From the Have your say on current consultations page
( http://www.kapiticoast.govt.nz/Your-Council/Planning/Consultation/Have-your-say/ ) Click on
Make an online submission. This will bring up a list of consultations you are able to give feedback
on. Click on the consultation you wish to give feedback on.

What if I get an already registered message?
This can indicate several things. Either you have registered already, OR someone else with the same
name has already registered, OR you have previously made a submission by email or letter and your
details have been entered into the system. If in doubt you should ring the Council 0800 486 486 and
you will be given or directed to the appropriate help.

What do I do if I forget my password?
There is a ‘Forgotten Password?’ option available when you click on the ‘Login/Register tab below.
Click on that and you will be asked to provide your username. Your password will be reset by the
system and you will be sent the new password to your email address.

What do I do if I forget my username?
There is a ‘Forgotten Username?’ option on the Login/Register drop-down. Click on that and you will
be prompted for your email address. Your username will be emailed to you.

How do I Login?
You need to ensure you are registered first. Follow the steps in the User Guide or watch the video
(both are available on the main Consultation Portal page (http://consult.kapiticoast.govt.nz/portal/).
Why do I have a username and password?
It is a unique way of identifying you in the system and improves the security of the submissions
process. We recommend using your email address as your username. This is because it is generally
unique to you and will be easy to remember in the future.
How do I change my username, password or contact details?
Login using your existing username and password. Go to the ‘My Account’ tab on the menu bar.

Click on that and again on ‘My Details’ in the drop down menu that will open (as below).

This will open up your ‘My Details’ page where you can update your username, password, address,
email address etc.
Can I retract a Submission?
Any comments you have made in your online submission can still be changed if it is still in draft form.
Once an online submission has been submitted it cannot be retracted unless you contact the
Council, stating your details and your submission ID.

How do I request ‘No further contact’ or not to be involved in future consultation events
If an individual: Login to the submission database and click on the ‘My Account’ tab (as per changing
password/username etc above). Then click on the ‘My Details’ link in the drop down, go to the
‘Other Contact details’ section and under ‘Method of Contact’ select ‘No further Contact’ from the
bottom of the drop down menu.

Alternatively, you can ‘unsubscribe’ from Consultation portal emails. There is an unsubscribe option
at the bottom of every email you receive from this web portal.

