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Register for the site via the below link 

https://northumberland-cp.startraqdome.com/ 

Welcome to our new portal, first stage to gain access is to register for an account. Please note 

that the first person to register for an account will be the main admin user for the company and 

can create additional users on the account via the manage user function. Additional 

administrators can also be added to the account via this function. For further information please 

see manage users section. 

 

 

 

 

To sign up for an account, click ‘Register’ 

Complete all fields with required 

information and click ‘Next’ 

https://northumberland-cp.startraqdome.com/
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If you are representing a 

company, you will then be asked 

to complete the following 

information 

Complete necessary 

information and click ‘Next’ 

You can use the postcode 

lookup to search for your 

company address 

Click ‘Create account’ 
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Dashboard 

This is the main landing page after you login to the portal, from here you can apply for a licence, 

view existing applications and manage your account. 

 

 

 

 

 

You will then receive an email with a 

verification link, once this has been 

clicked you will be able to log in using 

the email and password you have 

registered with 

Before applying for a licence 

you need to visit ‘My details 

and documents’ to upload a 

copy of your Public Liability 

Insurance 
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Uploading a copy of your Public Liability Insurance 

For a licence to be granted we require a copy of your Public Liability Insurance, this only needs 

to be uploaded to your account once and then can be kept on record for all applications. 

 

 

 

 

 

 

 

 

 

 

 

 

Click ‘Select file to upload’ to submit 

your document  

Select ‘General Skip 

Licence’ from the 

dropdown, then click the 

upload button 

Using the calendar icon, 

select the expiry date of 

your policy 

To complete the process, click ‘Add 

document’, then ‘Continue’ 



 

 

 

Customer Portal User Guide 

6 © 2024 Polaris Software 

Applying for a General Skip Licence 

To apply for a new licence, select ‘Renew / Apply for a new licence or service’ which is the top 

option on the dashboard, this which will open the below page. 

 

 

Select the licence type from the 

dropdowns  

You will now be asked to complete 

the start and end date which can be 

selected from the calendar icons 

You then need to input the skip 

company name, then the address of 

the property where the skip is to be 

located 

Finally, please input emergency 

contact details for this application 
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Further details are then required 

relating to the size and 

positioning of the skip which can 

be selected via dropdown and tick 

box options 

You are now given the opportunity 

to add the What3Words location of 

the skip, along with any further 

notes before selecting ‘Submit 

application’ 

If you wish to process more than one 

application before making payment, 

click ‘Apply for additional licences’ 

If the skip is located in a 

parking bay you will need 

to enter relevant details 
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If you are satisfied with the 

details submitted, click 

‘Proceed to payment’ 

Please note if you wish to 

cancel an application at this 

stage you will need to contact 

the office 

 

You will now be taken to the 

payment portal 

Once payment is completed 

you will receive two emails, 

a confirmation of your 

request and a copy of the 

receipt 
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Applying for an Unregistered Skip Licence 

 

 

 

You can change the 

licence type via the 

dropdown when applying 

This gives you the option of 

licencing a skip from today 

When selecting location of 

the skip, type the 

corresponding number in to 

the box below 

 

The remainder of the form is 

the same as the General Skip 

licence 
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Renewal of an existing licence 

If you wish to extend a previously approved licence, you can select the ‘Renewal’ option from 

the first page. From here you can input a new expiry date and resubmit to the council for 

consideration. 

 

 

 

My applications 

Once payment has been completed you are taken back to the dashboard, selecting the ‘My 

applications’ section lets you view all previous requests. 

 

 

You can view applications by status 

from the dropdown list 

If you click on an application, details 

will be presented about the case 
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Selecting ‘View correspondence’ 

presents further information below 

with previous communication 

You have the option to preview or 

download these documents 

You can also request an 

amendment to an existing licence  

This opens a dialogue box where 

you can detail any request before 

selecting ‘Submit’ 
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Other Dashboard Options 

 

 

My details and documents 

 

 

 

 

 

 

 

 

Via the dashboard you can 

also view applications which 

are pending, saved or 

requiring payments 

By clicking the pencil icon, you can 

edit account details  
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Manage user accounts 

 

 

 

Change password 

 

You can both edit existing 

users, or add new ones to your 

company account 

Creating a new user allows 

you to input their details and 

select permissions 

If required, you can also 

change your account 

password 


