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Responding Online: A Guide



3 Key Steps

1. Login and Registration
To comment you must be registered

2. Viewing the documents

3. Commenting on the consultation
documents




1. Login and Registration
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Environmental Report (Strategic Environmental Assessment)
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If li fi

Go to www.tayplan-sdpa.gov.uk

Click here to go to
the Limehouse
Portal and register
or make comments




You are now In the Limehouse Portal

The first thing to do is register your details
If you have already done this then you need to login
To do either of these click the Login/Register button at the top of the screen
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Registration

In arder to be kept informed of TAYplan developments and te participate on a TAYplan consultation, please register vour details using the ‘Login/Register link above.
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Click and select from the menu
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Registration of your details
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Simply selectthe registration option that applies te you:
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Register as a consultee if you wish to make Register as an Agent if you will be making
comments expressing. comments on behalf of:

]
+ your own opinions (i.e. persenal views) or + other individuals that you represent or
+ the opinions of your organisation (i.e. views + third-party organisations that you represent.
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If you are going to be If you are commenting on
responding yourself click on behalf of somebody else click
Register as Consultee and fill on Register as Agent and fill in
in as many details as possible. as many details as possible.




Fill in your detalls
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Don’t worry if you don’t
have an email address.

I When registering as an agent you will be asked for additional information to help
the Limehouse system recognise that the comments you make are on behalf of
another organisation/person — especially if you represent numerous clients.




Once complete you will see this
screen...

If you have an email account you will receive confirmation from Limehouse.




Limehouse Confirmation Emalll

Click on the link

Don’t worry if you do not have an email address.

Just return to www.tayplan-sdpa.gov.uk, click the consultation portal link and
then login using your chosen username and password.




You now need to login

Now you have registered
you need to login.
Enter your username
and password

If you forget your user
name and password
click here and limehouse
will email your details




You now need to complete some
additional detalls

If you are representing as an
organisation tick the
organisation button and add
the details.

You must provide a postal
address for Limehouse to
work. Even if you receive all
contacts by email.

This data will not be disclosed.

Please select your preferred
method of contact. We are
geared to provide information by
email or post.

This allows us to keep you
informed about the consultation
and future consultation event.

Please do not choose phone,
fax or SMS.




Choosing contact preferences




Completing your detalls

It helps us if you fill
in the details of your
organisation type
and details.

These will not be
disclosed.




Your details are now complete

To amend your
details click here

To log out and
return later
click here.

To continue and
view the consultation
documents and make

comments click here




To view your account details

Click on ‘My Account’ and
you can view any
comments you have
made or amend your
details




2. Viewing the Documents
Consultation Screen

Once you have logged in you will see a screen like this, but it will include three
consultation options for you to view:

*The Environmental Report

*The Equalities and Human Rights Impact Assessment

*The Main Issues Report

To see each document and its supporting documentation click on the blue title text




Once you have chosen which
document to view

Having chose which document to view you will see a screen like this (this one is for
the Main Issues Report — the other two documents will look similar).

Click here to read the
Main Issues Report
and comment on it

Click here to view
supporting documents
such as the Monitoring

Statement and the
Background Technical Note




Main Issues Report

Browse the
document by
clicking here

as appropriate




You can view
Different sections
by clicking on
the contents

You can expand
the contents by
clicking on the

+ symbols

Navigating quickly




3. Commenting on the
Consultation Documents

The questions for each chapter are listed in that chapter in the ‘questions’ section.
Although you can see the questions you will need to click on the ‘add comment’ button to make your
comments

To comment
| click here




Responding to questions

A new section will appear where you can respond

Most questions are
options based. Select
| Your preference.

Responding to some
guestions requires
you to provide
reasons. Type your
reasons in the box
provided.

When you want to
move on to the next
guestion click here.




Submitting or saving your response

You do not have to submit immediately. You can save
your comments and return later.

When you reach the
final question in each
chapter the foot of the
screen will look like
this.

Limehouse provides
guidance on how to
use this facility:
-To save and return
later
-To submit comments
as final
-To disregard your
comments




View supporting documents

Click on the
Supporting
Document
tab

Click on the
links to view
each document




I’'m Stuck...

If you get stuck at any point then click the help button

Help
Button

Alternatively phone TAYplan on 01382 307180 and we  will do our
best to help you.




Consultation Toolbar

Click here to
change the
text size

Click here to
login or register




