
  

DPEA Portal External Users’ Guidance 

The Planning and Environmental Appeals Division (DPEA) of the Scottish Government is 
responsible for dealing with planning and related appeals in Scotland.  The division is committed 
to continuous improvement and in order to improve our service to the public and the planning 
community an external case management system has been developed.  This document provides 
step by step guidance on using the system. 
 
The site offers significant advances over the information previously available on-line.  It is updated 
throughout the day as documents are received, scanned and processed by our case workers.  It is 
currently populated with over 22,000 case records.       
 
The system will allow users to:-  
 

 Customise a list of book marked cases and documents  
 

 Set alerts where they will be sent details of any cases that fall into the specified request.  
Users can change settings or remove alerts at any time.   
 

 Provides a list of all current active cases with DPEA 
 
In the near future the system will allow users to submit documents to DPEA directly.   
 
If you have any comments or suggestions to improve the site further please contact 
DPEA@gov.scot. 
 
 
 
 

31 October 2017 

mailto:DPEA@gov.scot


DPEA Portal External Users’ Guidance  
 

  
Page 1 

 
  

 

Table of Contents 
 
 

Registering as a User on the DPEA Website 2 

Homepage 5 

Case Alerting Criteria 6 

Quick Search 6 

Active Cases 6 

Searching the Active Cases list & searching cases for documents 7 

Searching with Multiple Criteria 9 

Bookmarking Cases or Documents 10 

Removing Case and Document Bookmarks 13 

 

 
 
 
 
 
 
 
 

  

  



DPEA Portal External Users’ Guidance  
 

  
Page 2 

 
  

Registering as a User on the DPEA Website 
 

To register as a user on the DPEA website and gain access to the portal, first click 

Register in the top right corner of the homepage.  

 
 

The first step of account registration will open, to accept the terms and conditions tick 
the box and click Continue.  

 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

The User Account Details page allows you to enter your contact details and create a 
password. Once all fields are completed click Submit Application. 
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The following screen will appear confirming you have submitted your details and you 

will be sent an e-mail to verify your details.   
 

 
 

 
 

Click or copy the link and paste into your browser, this will take you to the log in 

screen.  Enter your username and password created on registration. The password 
must contain at least one capital letter, at least one number and at least one 

symbol. 

 

 
 

Once you have entered these details, you will be prompted to enter a New Password.  

Once you have entered a new password click Update. 
 

You will now be in the External Case Management System.   
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Forgotten Password Or Account Locked 
 

If you have forgotten your password, please use the following steps.   
 

Click on Forgotten Password 
 

 
 

On the following screen enter your Username and click Continue.   

 

 
 
An email will be sent the e-mail address provided click on the link or copy it and paste 

into your browser, this will take you to the log in screen where you will be asked to 
reset your password.   
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When an account is locked then the Access Denied screen (see below) will be 

displayed.  To unlock or reactivate your account contact DPEA at DPEA@gov.scot.  
You will receive an e-mail confirming your account has been unlocked/reactivated and 

if required password will be reset. 
 

 
  

  

Homepage 
 

When you first log in to the external site, you will be taken to your homepage.  This will show you 
an overview of active and bookmarked (Favourite) cases.  The left-hand menu gives you access to 
the following: 
(You can hide/view this left-hand menu at any point by clicking on hide menu/view menu ) 
 

 
 
Home – This takes you back to your homepage 
 
Case Alerting Criteria – In this section you can set alerts for specific 
councils and characteristics, so you are notified when these appeals 
have arrived in the DPEA 
 
Active Cases – This will show all current live cases with DPEA 
 
Bookmarked Cases – Any cases you have bookmarked to follow 
 
Bookmarked Documents – Any documents from any case you have 
bookmarked to look at further 
 
Document Request  - Any requests sent to you from the DPEA 
regarding any cases you are involved in 
 
Contact Us – DPEA contact details for any assistance regarding the 
Portal 
 
Maintain Your Details – Update your details and password 
 
Logout – To log yourself out of the portal  
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Case Alerting Criteria 
 

Please see separate Case Alerting document. 

 

Quick Search 
 

The Quick Search function is located at the top right hand corner of the screen.  Quick 

Search is the easiest method of finding a case if you have the case reference or 

surname of the Main Contact.   

 
 
Click the box, enter the case reference or main contact surname and either click 

Quick Search or press return on your keyboard. 

 
 

The Quick Search Results will appear with the case listed below, you can then click 
View to access the case. 

 
Active Cases 

 

 
The Active Cases workflow/list shows only cases that are still active, which is any case 
with the following status: 

 Appeal awaiting registration. 
 Not yet ready for allocation to reporter. 

 Ready for allocation to reporter. 
 Case on hold. 

 Case on hold expired.  

 Allocated to reporter. 
 Notice of Intention Issued. 
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 Report Issued. 

 Decision appealed to Court of Session. 
 

Searching the Active Cases list & searching cases for documents  
 

You can use the Search function at the bottom of the active cases workflow to search 

by Case Reference, Date Case Received, Authority, Authority Reference, Case Status, 
Main Contact, Site Address, Site Town, Site Postcode, Case Details, Case 

Characteristics, or Case Owner. 

You can search the Documents List within a case, once you have accessed it, for 

particular documents in exactly the same way using the Search function at the bottom 
of the list. 

When searching workflows, the Search button is located at the bottom of the 
workflow.  Click it and the Search Tool will open above the top of the list (You can jump 

to the bottom of a page by pressing the End key on your keyboard, and pressing the 
Home key returns you to the top of the page). 

 
 

To build a search, select the type of Data Item you wish to look for from the drop 
down menu.  The items listed as Data Items are the column headings from the 

workflow you can only search items that are listed in the columns. 
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Select the Condition for the search.  If searching for a text result it is recommend to 

select Contains if the search is quite general to allow for slight variations that could 
prevent the appropriate results appearing. 

 
 
Type the phrase, number or date into the Value field.  (To select a date here, click the 

calendar icon to the right of the Value box.) 

 

 
 

Click Add. This will add the search to the Search Criteria Box on the right. If this is the 
only criteria needed then click Apply Search  
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The results matching the search criteria will be displayed below the Search Tool, with 

the option to View each case in detail. 

 
 

NB – It is important to clear searches by clicking Clear Saved Search before, for example, moving 
on to view documents on another case, as the search will be applied to that case’s 
documents as well, but it may not be obvious to you that this has occurred. 

 

Searching with Multiple Criteria 
 

If the Search requires multiple search criteria, enter the first search criteria as normal. 

Click Add.  Enter the second search criteria. Check the And or Or, depending on how 

specific you want the search to be.  Click Add.  The second criteria will be added to the 
Search Criteria box. Repeat Step 1 if more Criteria is required. 

 

Once all Search Criteria has been entered, Click Apply Search. The results will appear 

below. 
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Click Clear All to remove current search criteria but keep the previous search results.  

Click Clear Saved Search to completely clear the search process and start from the 
beginning.  

 

 

 
 

 

 

 

 

 

 
 

 

 

Bookmarking Cases or Documents 
 

To bookmark a case for easy access, Click View to open the Case Details.  

 
 

 
The Case will open and the details will be visible.  To bookmark the case, Click 

AddBookmark in the top right. 
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The message The bookmark has been successfully created will appear top left.   

To quickly access cases you have bookmarked, click Bookmarked Cases 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The list of your bookmarked cases will appear.  Click the relevant View against the case 
you wish to access.  

 
 
 
 

To bookmark a document for easy access, open the relevant case and Click 
Documents List  
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The Case Document List will appear. Navigate to the required document using the search function 
at the bottom or the Document Groups at the top. Click View on the required document to access 
it. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To view the document, click View File. To add a bookmark, click Add Bookmark.  

 
 

The message The bookmark has been successfully created will appear top left.  

 
To quickly access documents you have bookmarked, click Bookmarked Documents 
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This will show you the list of your bookmarked documents.  Click the relevant View against the 
document you wish to access.. 

 

 
 

 
 

 
 

 
 

 

 

Removing Case and Document Bookmarks 
 
To remove a bookmark from a case or document, access your bookmarked cases/documents 
using the menu icons. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Click View on the case/document you want to remove the bookmark from.  

 
 

Click Remove Bookmark in the top right of the box.  The message The bookmark has 

been successfully removed will appear. 
 

The case/document will now be removed from your bookmarked case/document list. 
 

 


