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Homepage 
 

• Accessing our public website will take you to our homepage. 
• On our homepage you will find a number of features. 
• There is a section with a short explanation about our 

website and links to useful resources. 
 
 
 
 

• Search Functions for planning appeals and links to recent decisions and new cases. 
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• A link to submitting a planning appeal through the e-planning 
system and registering to our new external case management 
system. 

 

 
• A news section. This will be used for a number of reasons including to update 

users on website changes or current know issues and public holidays. 
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Simple Searching 
• You can to search for all cases that the DPEA have processed 

• If you have the case reference of the appeal, tuse the simple search. 

• Select Search on the homepage. 
 

 
 
 

• This will bring up the Recent Decisions page, select the Simple Search tab. 

 

 
• In the search by case reference box, type in the case reference and select GO. 
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Advanced Searching 
• The website allows for an advanced search for specific cases to be carried out. 

From the homepage select Search 
 

• This will bring up the Recent Decisions page, select the Advanced Search Tab 
 

• This will bring up the Advanced Search Screen. The detail the search goes into 
depends on the information entered. For example, if no data is entered then you 
will receive a list of every case available on the web. This Guidance will show 
how to search for Cases. 
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• In this example, we are looking for a case involving a wind turbine in 
Aberdeenshire in July 2013. The only other information available is that a Site 
Inspection was carried out. 

• To build up the search, enter the known details, the more entered the more 
refined the search. Enter the Date the Case was Received, July 2013, by using 
the Calendar buttons. This will return all Cases Received by DPEA in July 2013. 

 

• To Select the Authority, Aberdeenshire Council, select the drop menu and 
select the Authority. This will return all Cases Received in July 2013 from 
Aberdeenshire Council. 

 

• To select a Case Characteristic, in this case a single wind turbine, select the 
drop- menu and select the Case Characteristic. 

• This will return all single wind turbine cases from Aberdeenshire Council 
received - in July 2013. 
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• To select Method of Determination, in this case site inspection, tick the 
appropriate box. (To search multiple methods of determination, tick multiple 
boxes) 

 
• This will return all single wind turbine cases from Aberdeenshire Council 

received -in July 2013 that were subject to site inspection. 
 

• Select Go to run the search 
 

 
• For the example case search this returns 4 cases. To view further details on the 

cases, select the blue case reference on the left. This will open the case and 
give access to in-depth case details and publicly available documents. 

 
 

 
 
 
 

• Going into an unnecessary amount of detail can lead to results missing from 
your search. In this example Case search, entering that the Post Code 
Contains AB, for Aberdeenshire, would have omitted one of the results 
that met the desired search criteria. 
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Recent Decisions 
 
• To view decisions from the last 28 days, select Read More in 

the Recent Decisions tab on the right hand side 
 

 

 
• This will open a new page with all the Recent Decisions from the last 7 days. If 

you wish to view more or less decisions use the drop down menu to increase or 
decrease the number of days and select go 
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• To access the Case, select the case reference in blue on the left. 
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New Cases 
 

• To view new cases from the last 28 days, select Read More in the New 
Cases tab on the right hand side. 

 

 

 

• This will open a new page with all the New Cases from the last 7 days. If you 
wish to view more or less decisions use the drop down menu to increase or 
decrease the number of days and select go. 
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• To access the Case, select the case reference in blue on the left 
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Searching Case Documents 
 
Once in a case, you will see there is a way to search/filter the documents within it.   
The function sits at the top of each page of documents and searches all documents    
on the case, not just the page’s documents. 

 
 

• It is a keyword search. To use it you need to select the button to the left of 
“Document” then choose whether you want to search only by  document  
Name or within the Content of the documents by selecting the appropriate 
option in the dropdown to the right of “Document. You should then enter 
the word, or phrase, you wish to search on in  the  box  after  “contains”  and 
select on the search button. 

 

• For example, this search is for all documents that contain the phrase “Green Space” 

 

• It will not find documents that only have these words 
separately i.e. not as a phrase. To clear a search, select on 
the “No document filter” button. 

 

Case Bookmarks and URLs 

Case URLs and Bookmarks 
 

• Case Bookmarks and URLs are located within the case summary under the DPEA case 
 
 
 

• To send the case URL, highlight it and copy and paste it into your letter/e-mail etc. 

 

• To create a bookmark for the case, select Bookmark. 
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This will bring up a box to allow you to name and save the case into your browsers favourites  

 

 Document Bookmarks and URLs  

• To send a document URL, select on URL Details 
 
 

 
• This opens a new page. To send the document URL, select copy text or highlight 

it and copy and paste it into your letter/e-mail etc. 
 

 

• To go back to the case select Go to Case. 
 
• To bookmark a document, select Bookmark next to the document 
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• You can then name and save the document into your browsers favourites. 
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