
CREATING A PORTAL ACCOUNT 
 

 

2 
You will need a 

company 
reference number, 

which will be 
provided. Fill in 

your details, and 
click continue 

3 A verification email will be sent to the 
email address you have provided. 

Click the link to verify your new account 

4 
You can now sign 

in to your new 
Portal account 

using the details 
you provided 

1 
To begin creating 
an account; from 
the Portal home 

screen, select Sign 
up now 



SELECTING AN ONLINE FORM 
 

3 From the drop down list, select the 

form you wish to complete 

4 To move on, select either Fill 

Out The Form or Continue 

 

  
 

2 

Select Create New 
Online Form from 

the sidebar 

1 
From the 

Current View 
drop down 

menu, select 
My Forms 



COMPLETING AN ONLINE FORM 
 

3 You will prompted to check you are 

sure you want to complete the form 

Remember: clicking Yes will complete 
the form: which sets it to Read Only 

format 

 

  

2 

Answer all of the 
questions in the 
form; and once 
complete, click 

Save Form 

1 Fill in the details for the form with as much 
information as possible. Once complete, click 

Next Page 

Remember: 
Questions 

marked with 
a red 

asterisk (*) 
are 

mandatory 



REVIEWING A COMPLETE FORM 
 

3 

To back out of the 
form Review, click 

Back, and to 
continue click Next 

Page 

 

 

 

Remember: 
Completed Online 

Forms are 
available to review 

only 

 

  

2 

After opening 
the form, in 
the sidebar, 
you will have 
the option to 
Review Form 

1 
Find a complete 
from in the My 

Forms section of 
the Portal. 

Highlight the form 
you wish to review, 

and click Open 
Selected Online 

Form 



HELP TEXT AND FORM PROGRESS 
 

 

1 

When completing an online form some questions 
may have Help Text associated clicking the green 

circle next to the question will make the text 
available on the Right Hand Side 

2 
To view how many questions have been answered 
and how many are still to be completed click Form 

Progress 



ADDING DOCUMENTS 
 

to select the 

 

1 
While completing an 
online form select 
Attachments from 
the left-hand panel 

 

 

 

 

 

 

3 
Use the 

Browse button 

document to 
attach 

4 
Click 

Attach 

2 
Select Create New 



 

 


