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COUNCIL DIRECT ONLINE USER GUIDE

1.0 Introduction

Council Direct is an online portal, working in conjunction with Local Authorities in
Northern Ireland to provide access to online services for Local Councils.

This guide is for the purpose of providing support to users when submitting an online
Service Request.

The Council Direct portal can be accessed at the following URL:

https://council.direct/



https://council.direct/

2.0 Registering & Logging In

Users will be required to register for Council Direct in order to log in — you can do this
by selecting the blue ‘Register’ button on the landing page.




When registering, the following fields are mandatory:
e Email address

Password

Firsthame, Surname

Address

Either telephone or mobile number

Once the correct details have been entered, you should select ‘Register’ at the
bottom of the form. After doing so, you will be shown the following message:

You will then need to check your emails for the verification email that has been sent
to you, and click the ‘Verify My Account’ link in the email.

If you do not verify your account, you will be unable to make any submissions in the
portal and a red error message, as below, will be displayed to you when you are
logged in.

Once you have registered for an account, you will be able to log in to the portal at
any time. It is important to note that if you forget your password, you will be able to
trigger a Password Reset email using the ‘Forgot Password?’ option, as indicated
below.




3.0 Council Direct Homepage

After logging in to the portal, you will be presented with the following home page.

When navigating around the portal, you will have two options. You can use the
collapsible menu to the left of the screen, or you can use the various icons in centre.

Should you need to edit your profile details that you registered with, you can do so in
the top left-hand corner, using the ‘Edit Profile’ option. Alternatively, there is an ‘Edit
Profile’ icon at the bottom of the screen.

‘Your Current Council Area’ will be automatically selected based on the address you
entered when registering — however, this can be changed as needed. Changing this
will filter the options available for the specific Council you choose.

Once you have selected the Council you would like to submit to, you can then select
the appropriate option from the ‘Services Available’ area.



4.0 Requests for Service

After selecting the Requests for Service icon on the homepage of the portal, you will
be taken to the Requests for Service homepage & presented with the following
options:

e Submit Request for Service
¢ Requests for Service History

You will also notice small “?’ icons beside each of the options, giving you an
explanation of what each option contains.




4.1 Submitting a Request for Service

4.1.1 Step One

When you have selected the ‘Submit a Request for Service’ option, you will be taken
to the below screen:

For step one of the submission process, you will need to confirm your Council Area —
this is the Council to which you would like to submit the application.

When you have selected your Council Area, you will be asked to provide ‘Requester
Details’.

These are details of the person who is submitting the Request. Details from your
Council Direct user profile will automatically populate here for convenience but can
be removed as needed.

Next, you must provide Request Address details — this is simply the address or
location that the request relates to. You can select one of the three options from the
available drop-down box, which are:
e Requester’'s Address — this will automatically replicate the Requester details
that you have already entered
e A Different Address — this will give you an option to search for a new
address
e A Council Maintained Site — this will provide you with another drop-down
box, where you can select an option from a list of Council Maintained Sites



When you have populated your Request Address Details, you can proceed to Step 2
of the submission process.

4.1.2 Step Two

Step Two of the submission process will firstly ask for details surrounding your
request.

You must select the General Enquiry Area and the Enquiry Type surrounding your
request.

Selecting an option for the General Enquiry Area will filter the options available for
your Enquiry Type selection.

If the request type that you have selected requires a payment, this will be indicated.

Should you need or wish to provide any further details relating to your request, you
can enter this into the ‘Additional Information’ field.




There is also an option to upload any files that relate to your request — you can drag
and drop files to this area, or click to upload from your device’s file directory.

4.1.3 Step Three

The third and final step will provide you with a summary of the request details that
you have entered.

If you would like to make any amendments, you can navigate back through the
process using the ‘Step’ options.

If you are happy with what you have entered, select the ‘Finish’ option to the top right
of the screen. Depending on the type of Request, you will be presented with a
‘Submission Successful’ message or you will be redirected to make a payment.

When you have submitted your request, you will receive a confirmation email. You
will also be able to see your request within the ‘Requests for Service History’ area of
the portal (Section 4.2).
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4.2 Requests for Service History

Within the Requests for Service History area of the portal, accessible from the
Requests for Service homepage (section 4.0), you will see a list of all of your
previously submitted requests and the associated status.

Selecting the Request entry from the History section will display the following screen,
where you can view the Online Request details and Council Request details.

The Online Request details relate to the details that were submitted initially, while the
Council Request details tab will display any updates that the Council have made
while processing the request.
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4.3 Making a Payment

If the request that you have submitted requires a payment, this will have been
indicated on Step Two of the submission process.

The request will be submitted to the Council for review — the status of the request will
be indicated within the Requests for Service History area of the portal, as below.

When your request has been accepted, you will be notified via email and the request
entry will update as below, enabling you to make a payment. Selecting the ‘Pay’
option here will direct you to the relevant Payment Provider.
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Should you need or wish to provide any further details relating to your request
or order free of charge bins with your paid request you should enter this into
the ‘Additional Information’ field.
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