GUIDANCE NOTES ON HOW TO ADD UNIQUE ADDRESSES  
Once you have clicked on “New Proposal” the following screen appears
[image: A screenshot of a computer

AI-generated content may be incorrect.]Click on the “No Exact Address” tab which will take you to the following screen
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Click the “Continue” button which will then take you to the following screen where you can choose either option. I have picked the second option “I cannot use the non-accessible Mapping Tool”
[image: A screenshot of a computer

AI-generated content may be incorrect.]
Click the “Continue” button which will then take you to the following screen and click the first option “Yes”
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Click the “Continue” button which will then take you to the following screen. Pick “East Lothian Council” from the dropdown menu and then enter the address you wish to use
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Click the “Use as Site Location” button which will then take you to the following screen and click the “Confirm Address” button which will take you to another screen and click the “Next” button.
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You will then be taken to the following screen where you should enter the “Proposal Name” and “Proposal Details” and press the “Confirm Details” button 
[image: A screenshot of a computer

AI-generated content may be incorrect.]






This will then take you to the screen to Select Online Forms
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Confirm Planning Authority

‘You have selected the following:
Site Address: Land to the rear of 32 Court Street Haddington
Planning/Appeal Authority: East Lothian Council
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Need Help

Please complete the Proposal Name and Proposal Details fieids

‘You are required to complete the Proposal Name and Proposal Details felds. The Proposal Name must be unique. This name s for your use only and will ot form part of the submission. Please se a name that clearly identifies the proposal for your purposes.
Site Location: Land to the rear of 32 Court Street Haddington
Proposal Name: *

Proposal Details: *

Max 250 characters 250 characters remaining

Contim Deais
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Select Online Forms

Please complete the Proposal Name and Proposal Details fieids

Ifyou are unsure of the type of proposal o the type of forms that you require you can use the "Which Form?” Wizard on the leftof the screen.

‘The "Which Form?" Wizard will guide you through a series of questions to determine which forms you wil need and hence which type of proposal you wil require.

Please choose how you would like to select the forms that you wish to submit with your application or appeal.

@ Select forms from a list
Choosing this option allows you to explicity select the forms that you need.

@ Create proposal without forms. Add forms later or copy from previous proposals
Choosing this option allows you create a proposal containing no forms. The required forms can be added or copied from previous proposals at a later stage.
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ate a New Proposal - Step 1 0f 5

‘The tabs on this page provide different methods to allow you to ideniy the location of your ste using Address search, Easting and northing search, Map search and No exact address.

‘You should always start with an Address search if you know that your site has a known address. However, if you cannot find an exact address, please follow the instructions provided at that time. Please see the help for more details on the other options

‘You should only use the Map search if your site is on open land.

Address Search || Easting and Northing || Map Search

No Exact Address

E

Postcode:

Postcode Search

Building Name:
Building No:
Street Name:
Town/City:

Postcode:

Address Search

‘Speciy a full postcode and click the Postcode Search buttton to search for a known address matching your site location.

Or enter at least two fields below and click on the Address Search button to search for a known address.





image2.png
New Proposal 10f5

‘The tabs on this page provide different methods to allow you to ideniy the location of your ste using Address search, Easting and northing search, Map search and No exact address.
‘You should always start with an Address search if you know that your site has a known address. However, if you cannot find an exact address, please follow the instructions provided at that time. Please see the help for more details on the other options

‘You should only use the Map search if your site is on open land.

‘This page allows you to identify your site location without selecting a known address. You should use this option only if you cannot find your exact address using the standard search options or where the development covers multple addresses.

Continue
Cancel
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osal - Step 1 0f 5

‘This page allows you to identify your site location without selecting a known address. You should use this option only if you cannot find your exact address using the standard search options or where the development covers multple addresses.

te Location Selection Options

Please select the most appropriate option in order to identify the location of your site:

@ | can use the non-accessible Mapping Tool
By selecting this option and clicking on Confinue, you will be taken to an interactive Map which you'l be able to use to identify the location of your site

O cannot use the non-accessible Mapping Tool
By selectng tis option and ciicking on Continue, you wil be taken to a page which gives you further options i order to specify the locaton of your it

[SR——
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Create a New Proposal

AS we can't continue without an appropriate site location, you need to ask your Planning Authority for help identiying the site.

Contact Your Planning Authority Options.

Have you spoken to your Planning Authority about the site location?

Oves
1 have aiready spoken vith my Planning Authorty and | am retuming to enter the site locaton defails as advised.

@ Notyet
1will contact my planning authority and return to the website at another time with more information.

m contne
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‘This page should only be used if you have already spoken to your Planning Authority and they have advised you to use it An asterisk (") indicates required fields.

Planning Authority Response

Please select your planning authority from the list below:

Select Authorty Name: [EestLoMian Counc

Detailed Location Descriptior

Land to the rear of 32 Court Street Haddington

Max 240 characters 194 characters remaining
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Create a New Proposal - Step 1 of 5

“This page shows the site location information selected o provided.

Confirm Address

Please confirm that the details below are the correct location of th site.

Site Details: Land to the rear of 32 Court Street Haddington

Ifthis is your address but there s a minor error please report it





