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Registering for an Account  

  

When registering for an account, you will be taken to our registration page. Previous 

accounts have not been carried forward, so a user will need to re-register for their account.  

  

Link: https://publicaccess.easthants.gov.uk/registration/index.html   

  

  
  

To create an account, you must provide:   

  

 An Email Address  

 Password   

 Name  

 Address  

  

Your password must contain more than 7 characters, contain uppercase and lowercase 

letters, a number and special character  

  

https://publicaccess.easthants.gov.uk/registration/index.html
https://publicaccess.easthants.gov.uk/registration/index.html


  
  

Your first name should be your first name.  

  

Your last name should be your last name.   

  

  
For the address field, please enter your building number AND postcode to tie your account 

to an address. If you do not have a building number, please leave the field blank. Once the 

details have been completed, click search   

  

  
  

The search box will populate with the results found  

  



  
  

Select the relevant address and the field will automatically populate.   

  

If the correct address is not present, you’ll need to manually enter your address.   

  

For phone number and mobile number, please complete the fields.   

  
  

To create an account, you will need to agree to the Terms and Conditions of the Platform. To 

do this, you can click the box to state your agreement.   

  

  
  

Prior to your account being made, you will need to complete a CAPTCHA. This is to avoid 

the spam registering of accounts by bots.   

  

  
  

Once complete, click register in the bottom right corner of the page  

  



  
  

YOU WILL HAVE BEEN SENT AN EMAIL TO VERIFY YOUR ACCOUNT  

  

  
  

YOU WILL NEED TO CLICK VERIFY MY ACCOUNT WITHIN THE EMAIL.  

This will take you to the sign in page, where you can enter your email address and 

password to log into the system   

  
If you forget your password, please use the ‘Forgot Password’ option.   

  

Upon logging in, you will be directed to the Home Screen  

  

Home Screen  

  

  



  
  

As more services are brought online, more options for navigation will be present. Currently, 

only Planning and Edit Profile are present.   

  

Down the side of the system, this bar will be present  

  

  
This quick navigation bar enables you to access the relevant areas of our Public Access 

system as you require. This navigation bar is constant and can always be used to navigate 

the system. You can click on the relevant fields to expand the options available to be 

viewed.  



 

  

 

  

This is the home screen for the Public Access system. By clicking any of the buttons on the 

screen, you will be taken to the relevant section in the system   

  

  

  

Planning Hom e   

  

  



  

You are able to:  

  

Submit a Pre-application request  

Search for Planning Applications using the Search Planning Applications function  

See the most recent applications under Planning Applications  

See the Weekly Decision List under Weekly Determined List  

See the Weekly List under Weekly received list  

See Enforcement Notices under Enforcement Register  

See Planning Appeals and associated documents under Appeal Register  

Search the map for specific applications under Search Map  

  

Planning Applications   

  

The Planning Applications option shows a list of the latest Planning Applications which have 

had officer input on recently for quick access.   

  

  
  

This information cannot be filtered as it is real-time information.   

  

To view the applications, against the relevant entry, please click the ‘View’ button. This will 

open the relevant case in a new tab  

  

Application View  

  

Upon clicking view, you will be taken to the record of that application.   

  

  
  



The first display is all related to the application details. The left column provides key 

information relating to the application. This includes  

  

 Reference number   

 Type of Application  

 Proposal   

 Applicant   

 Agent   

 Site Address  

 Ward  

 Parish  

 Case officer  

 Decision Level – This will update depending on whether an application is going to 

Planning Committee   

 Current Application Stage   

  

  
An application will have 3 stages  

  

1) Received   

2) Pending Consideration   

3) Decided   

  

While an application is Pending Consideration, representations will be able to be made 

through the website  

  

On the left hand side, key applications dates will be displayed   

  



Received Date is the date the application was received by the Council   

Valid Date is the date in which the application was made valid   

Expiry Date is the initial date of expiry, which will either be 8 or 13 weeks from the valid 

date.  This date will update if an extension of time agreement is present in the system  

Extension of Time indicates whether an extension of time agreement is present in the 

system  

Extension of Time due date is the agreed extension date  

Planning Performance Agreement (PPA) indicates whether a PPA has been agreed for the 

application   

Planning Performance Agreement Due Date is the agreed PPA date  

Proposed Committee Date is the expected committee attendance date of the application, 

should it need to go to Planning Committee.   

Actual Committee Date is the date the application went to Planning Committee  

Decision Issued Date is the date in which a Planning Decision has been issued   

Decision is the outcome of the application   

  

The following fields will only populate if there is an associated entry in the Appeal Register   

  

Appeal Reference is the reference number for the Appeal. This will always be the reference 

set by the Planning Inspectorate   

  

Appeal Status refers to the current position on the appeal  

  

Appeal External Decision is the decision reached by the Planning Inspectorate   

  

Appeal External Decision Date is the date in which the Appeal decision was reached  

  

In the top right corner of the screen, there is a bell icon. This can be clicked on the relevant 

application(s) so that you receive email notifications should the case update.  

  

  
  

The next display is Application Location.   



  
This will show a polygon which identifies the site in question for the application.   

  

This does not take the place of a Location Plan for the application and is only to enable 

easy identification of the land in question to the Application.   

  

The next section enables the submission of a Representation   

  
  

You must be logged in in order to make a representation.   

  

The size for the box can be adjusted by the user. A user can drag the comments box from 

the bottom right corner to increase the size of the box. Depending on your browser settings, 

you are able to paste in comments with or without the formatting should you wish to.   

  

To submit a comment, you need to mark your comment either  

  

 Support – Supportive of the Proposal  

 General Comment – Neutral  

 Object – Object to the proposed development  

  

Enter your comments into the comment box.   

  

Should you need to submit evidence to support your representation, you can do so through 

the file attachment section. However, please note the 8MB file size restriction, and only 

one attachment can be accepted per representation. If you have multiple files, you will need 

to merge them into one document to attach them to your representation.   

  



When making your representation, please do not include in the text of your objection:  

  

 Your name and address – this is identified through the account made at registration  

 Any inappropriate content that can be considered defamatory  

 Any personal information you do not wish to be publicly disclosed  

  

Once you hit the submit it may take a few moments for your comments to upload.   

  
Please note that Public Comments will not immediately be published onto the system.  

  

An email confirming submission will be sent to the email address associated with your 

account.  

  

  

  

  

  

The next section is the Documentation submitted with the Application.   

  

  
  

  

This section can be filtered and sorted. If you are looking for a specific document, you can 

type into the Filter bar at the top of the Documents section to filter the documents for any 

document which has that word in the Description.   

  

  
  

Alternatively, you can sort the documents by clicking the headings of the display which will 

order them alphabetically/in date order (depending on column filtered)   

  

  
  



  

  

Some documents will have a thumbnail to show what the document is. Where a thumbnail 

isn’t present, it is to preserve the functionality of Public Access as thumbnail display in bulk 

on a record can cause the system to slow.   

  

To view the document, click the download button displayed against each document.   

  

There is no batch download feature.   

 

To measure plans, please see Appendix 1.  

  

The final section is Representations.   

  

  
  

This section is where Public Comments are displayed.   

Public Comments will not immediately be published onto the system and are first 

checked by a member of staff to ensure that which EHDC publishes is:   

  

 In line with the EHDC Privacy Policy  

 Complies with GDPR  

 Is not considered inappropriate content  

  

This means comments can take up to 5 working days to publish.   

  

  

Where a file is present, it can be downloaded to be viewed  

  
  

  

Searching Planning Records  

  

The search function is the default page you will see if accessing the system through the 

links on the EHDC Webpage.   

  



  
  

There are a number of parameters that can be completed to search the system for relevant 

applications.   

  

Not every parameter needs completing to search the system.  

  

If you know the Planning reference number, you only need to complete the Application 

reference number field  

  

  
If you are searching for a specific application, but only know the address, please use the 

Address and Postcode search parameters  

  

  
  

  

If you are searching for applications within a certain Parish, you should apply the 

Community filter to that relevant Parish.   

  

  



  
  

  

On any of the above options, you can use the Dates parameters to narrow down the options 

(i.e if only looking for live applications)   

  

  

  

Once you have entered the information, click search and the relevant options will be 

displayed in the search result field   

  

  

  

To view the relevant records, click the view button which will the application record in a new 

tab.   

  

Searching Planning Records – Map View  

  

The map function will currently show any applications the Council has made valid from the 

27th November 2024 onwards.   

  



To Navigate the map, use your mouse to move the map to the relevant area you wish to 

undertake a search within.   

  

There are a variety of search options   

  

  

Rectangular Search – Undertakes a search in a direct rectangle centring on the middle of 

the current map position  

  

  



  

Circular Search – Undertakes a search in a circle based on the maps current position, the 

size of the circle depending on the option chosen  

  

  

  

  

Where an application is identified, the polygon identifying the site will be flagged within the 

search area. These can be clicked to view the application.   

  



  

  

You can name and save your searches in the Map search function   

  

  

  

Appeal Register   

The Appeal register will show all relevant appeals from the 01st January 2025 onwards for 

both Planning and Enforcement.   

  



  

  

You can search the Register using the top section to filter those records in the register.   

  

The Appeal register will display the case, provide a link to the relevant planning application 

and provide a link to see all the associated Appeal Documentation.   

  

  

To see the associated Planning application, please click the blue planning application 

number   

  

  

  

To see the associated Appeal Documentation, please click the view button under Non 

Decision Supporting Documentation.   

This will provide a document list.   



  

  

Any documentation can be viewed by clicking the download button.   

  

  

Reporting issues using the system and feedback  

  

Should you have any queries regarding the Portal, you can use our Feedback form found 

here where an Officer will be able to look into any issues being experienced.   

  

PLEASE DO NOT EMAIL THE PLANNING DEPARTMENT OR INDIVIDUAL PLANNING 

OFFICER DIRECT – THE LINK ABOVE IS THE QUICKEST WAY TO CONTACT 

SOMEONE REGARDING PORTAL ISSUES.  

  

 

 

https://planning.selfservice.easthants.gov.uk/w/webpage/planning-feedback
https://planning.selfservice.easthants.gov.uk/w/webpage/planning-feedback


Appendix 1: Adobe Measuring to measure Plans 

 

If you do not already have Adobe Acrobat you will need to download it. 

Download the plan you want to measure and save it somewhere. 

Open Adobe Acrobat (if you don’t have an icon, you’ll need to do a quick search at the bottom of 

your screen for it) 
 

 
 
 

 

 
When Adobe opens click on measure object: 

 
 
 



If Measure Object is not showing, click all tools in the right corner and it will appear for you to click 

on: 

 

 

 

 
Once you have clicked on Measure Object click on select file and find the plan you have saved to 

measure: 
 

 



Click on measuring tool in the top left menu: 
 

 

 
This will open the types and distance tools 

 
 
 



Right click anywhere on the plan to bring up a drop down menu and pick Change Scale Ratio 

Precision 
 



This box will pop up: 
 

 

 

 
Here is a quick guide to pick the Scale Ratio: 

 

 

 
There are 3 different ways to measure: 

Distance tool 

 

 
Perimeter tool 

 

Area tool 

 



 

When you are using the tools, a box will pop up with the details in it: 
 

 

 


