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Public Access User Guide  
 
 
All planning applications submitted to Northumberland County Council can be viewed 
in the relevant Area Planning Offices or online using our Public Access system.  
 
The Public Access system allows you to search, view and comment on applications 
and is continually being updated as applications are received.  
 
Anyone can use Public Access to view planning applications but you have to register 
to comment on an application or use some of the system’s more advanced features.  
These features include tracking the progress of an application and receiving email 
notifications of applications you may be interested in.  
 

 
 
 
 
 
Advice on the following options is given in this guide:          Page 
 
1.  Registering………………………………………………………………………..2 

 
2.  Viewing planning applications: a simple search………………………………4 
 
3.  Viewing planning applications: an advanced search…………………………7 
 
4.  Searching for weekly/monthly Lists……………………………………………10 

 
5.  Searching for a property/address………………………………………………11 

 
6.  Searching using the interactive map (suitable for broadband users only)…12 
 
7.  Viewing details of an application……………………………………………….14 

 
8.  Storing searches…………………………………………………………………16 

 
9.  Tracking applications……………………………………………………………18 

 
10.  Commenting on an application……………………………………………… 19 

 
11.  Further information…………………………………………………………….20 

 
 
 
 
 
 
 
To get started go to http://publicaccess.northumberland.gov.uk/online-
applications/ 

 

Please note: The help pages within Public Access are very useful and 
can be accessed by clicking on the question mark  

 



Northumberland County Council – accessing planning information online using Public Access 

2 
 

 
Registering to use the Public Access system 
 
When you have accessed the Public Access site you have the option to register your 
details. This is not compulsory and anyone can use the site to view planning 
applications. If you do register, you can benefit from being able to:  
 

 submit comments on a planning application online 

 create your own personal profile 

 save details of searches that you have made 

 track specific applications which you are interested in 

 receive automatic email notification of changes to applications that you are 
tracking. 

 
 
1. Go to http://publicaccess.northumberland.gov.uk/online-applications/ 
 
2. To create a new user account click on Register in the menu bar. 

 

 
 
3. Register your personal details by completing the following fields: 
 

 Title 

 First name 

 Surname 

 Email address 

 Password – enter a password that will allow only you to access your account. 
The password must be five characters or longer and may not contain any 
spaces.  
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4. Click to read the Terms and Conditions and Privacy Policy that apply to the use 
of the site. Tick the check box to indicate that you agree to them. 
 
5. When you have entered your personal and login details, click on the Register 
button.  
 
6. An email will be sent to the address that you have given. This provides final 
confirmation that you want to create a Public Access account. When the email 
arrives, click on the link to be returned to the Public Access site. 
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Viewing planning applications: a simple search 
 
This allows you to search for an application using an application reference number, 
part of an address or a keyword. 
 
 
1. Go to http://publicaccess.northumberland.gov.uk/online-applications/  and click on 
Simple. 
 

 
 
2. Enter some text in the Search box that corresponds to one of the following: 
 

 Application reference number (eg 13/01234/FUL) 

 The partial or full postcode (eg NE61 or NE61 2EF) 

 One line of an address (eg 21 High Street) 

 Keyword (eg conservatory or change of use) 
 
3. Wildcard searching, such as when case details are only partially known, can be 
performed using the * character on any of the above search criteria. For example: 
 

 To find cases in Elm Street, Elm Road or at Elm House enter *Elm 

 To search for all cases that have 13 and FUL in the reference number enter 
13*FUL 

 To search for all postcodes starting with NE61 enter NE61* 
 
4. Click on the Search button to display the results of your search. 
 
5. You can sort the search results to help you find applications of particular interest 
by selecting an option from the drop down menu: 
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 Sort by – select a criterion to re-order the results by 

 Direction – choose whether the results are displayed in ascending or 
descending order 

 Results per page – set the amount of results per page. 
 
Then select the Go button. If there are more results than fit onto one page you can 
navigate between the results by clicking on Next to view the next page.  
 
6.  A map of the relevant area is displayed alongside the list of search results. Click 
on Show results on large map to see the location of the applications from your 
search.  
 
7. To view a search result in detail, click on the application title in the list (seen as 
underlined in red).  
 
8. If you have registered you will have the option to save your search. Click on the 
Save Search button. You can then select whether to receive an email if new 
applications arrive that match the search criteria. Click on Save to save the search.  
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This search will appear in your Saved Searches page from where it can be edited or 
updated at any time. 
 
9.  If there are too many results, or the results do not contain the applications you are 
looking for, you can go back to the search and amend your search criteria. To do 
this, click on the Refine Search button.  
 
10. To display the search results in a printable format, click on the Print button. 
 

 
 
11. Click Print again to print the page.  
 
12. Click Close to close the window. 
 



Northumberland County Council – accessing planning information online using Public Access 

7 
 

 

Viewing planning applications: an advanced search 
 
An advanced search allows you to find multiple applications that have something in 
common, such as applications within a parish or ward, applications within a range of 
dates, or by applicant/agent. 
 
1. Go to http://publicaccess.northumberland.gov.uk/online-applications/ 
 
2. Click on the Advanced button.  
 

 
 
 
3. If you know the application reference number or Planning Portal reference number 
then enter it in the appropriate box at the top of this page. Wildcard searching can be 
performed using the * symbol on any of the reference number fields or applicant 
name and address fields eg 13/*FUL, Miss * Smith or Elm *. 
 
 
4. Click on the Search button to display the results of your search. 
 
5. You can also search by date ranges e.g. all applications received in a particular 
month or year. 
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6. As with the simple search, you can sort the search results to help you find 
applications of particular interest by selecting an option from the drop down menu: 
 
 

 
 
 
 

 Sort by – select a criterion to re-order the results by 

 Direction – choose whether the results are displayed in ascending or 
descending order 

 Results per page – set the amount of results per page. 
 
Then select the Go button. If there are more results than fit onto one page you can 
navigate between the results by clicking on Next to view the next page.  
 
7.  A map of the relevant area is displayed alongside the list of search results. Click 
on Show Results on large map to see the location of the applications from your 
search.  
 
8. To view a search result in detail, click on the application title in the list (seen as 
underlined in red).  
 
9. If you have registered you will have the option to save your search. Click on the 
Save Search button. You can then select whether to receive an email if new 
applications arrive that match the search criteria. Click on Save to save the search.  
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This search will appear in your Saved Searches page from where it can be edited or 
updated at any time. 
 
10.  If there are too many results, or the results do not contain the applications you 
are looking for, you can go back to the search and amend your search criteria. To do 
this, click on the Refine Search button.  
 
 
 
11. To display the search results in a printable format, click on the Print button. 
 

 
 
 
 
 
 
12. Click Print again to print the page.  
 
13. Click Close to close the window. 
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Searching for Weekly/Monthly lists 
 
This feature enables you to search for applications according to the week or month in 
which they were validated or decided. 
 
1. Go to http://publicaccess.northumberland.gov.uk/online-applications/ 
 
2. Click on the Weekly/Monthly Lists tab. 
 

 
 
3. Select Weekly List or Monthly List to select which list you want to search. 
 
4. Select the application status from the Status drop down list. You can also select 
the relevant parish or ward if you wish. 
 
5. Select the Week or Month from the drop down list.  
 
6. You can also search for applications which are validated or decided during the 
specified time period by making the appropriate selection under Show applications.  
 
7. Click on the Search button. 
 
8. Applications can be sorted by date, description, status etc, and the list can be 
printed off as described in the simple and advanced search sections above.  
 



Northumberland County Council – accessing planning information online using Public Access 

11 
 

Searching for a Property/Address  
 
This search allows you to find out what is happening at a particular address.  
 
1. Go to http://publicaccess.northumberland.gov.uk/online-applications/ 
 
2. Click on the Property tab and then the Address Search tab. 
 

 
 
3. Alternatively, you can search alphabetically by street, using the A to Z Street 
Search option.  
 

 
 
 
4. Click on the initial letter of the street you are interested in. The results will display 
all addresses, even those that do not have applications associated with them. 
 
5.  Applications can be sorted by date, description, status etc, and the list can be 
printed off as described in the Simple and Advanced search sections above.  
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Searching using the interactive map 
 
The Map Search allows you to identify applications using the interactive map.  
 
Note: This feature is only recommended for broadband users. It is usually faster and 
more straightforward to find applications using one of the other search methods set 
out above.  
 
1. If the interactive map is not displayed, click on the Map tab. 

 

 
 

2.  Select the time period for the application search by scrolling through the from 
options.  
 
3. You can zoom in and out and move the slider bar to locate the desired address. 
As you move around the map using the controls the summary list on the right hand 
side will automatically update.   
 
4. Hover the cursor inside the red line boundary to identify the application 
reference. 
 
5. The applications will be listed by reference number to the right. Click on one of 
these to open it. 
 
6. Alternatively, you can display the applications on the map as a search results list. 
To do this, click on Show Results as a List.  
 

 You can print this List by clicking on the Print button.  
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 The application locations are displayed on a small map on the right. You can 
return to the original map by clicking on Show results on a large map. 

7. You can add a map search to your Saved Searches list in one of two formats: 

 Save Map Extents Search – click on this to save the search, incorporating all 
of the applications shown on the map 

 Save Proximity Search – select a proximity distance, then click on this to 
save the search, incorporating all of the applications within the selected 
distance. 

You can preview the proximity search that will be saved by selecting a proximity 
distance from the drop down and clicking the Highlight button.  
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Viewing details of an application 
 
Once you have selected an application from your list of search results, you will be 
able to access details about the application by clicking on the various tabs. 
 

 

 
 

 Summary – shows basic information on the application including the case 
reference and address 

 Details – gives a description of the proposed development, applicant/agent 
details, key dates and contact details 

 Contacts – provides a list of persons relating to this application and their 
contact details (such as address, home phone, work phone) 

 Documents – if publicly available documents exist for this application, you 
can view them from the Documents tab. The documents may include the 
application form, plan drawings, supporting information, the officer’s report 
and the decision notice. An example of this tab is shown next. 
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 Constraints – displays constraints affecting the property (for example, 
whether it is a listed building or lies within a Conservation Area) 

 Comments – displays both statutory and public comments held by the 
system. You can also submit a comment of your own in support of, or 
objecting to, the application if no decision has been made on the application 
(see commenting on an application at the end of this guide) 

 Dates – you can see significant dates for this application eg when it was 
received by the council and when a decision is due to be or was made.  

 Related items – you can see appeals and enforcement cases related to this 
application if there are any. 

 Map – you can view the location of the application on the map. 

 Track (registered users only) – if you are a registered user and click on the 
Track button, the application will be added to your Tracked Applications page 
in My Profile. You will then be notified by email when this application is 
updated. If you are already tracking this application, click on Stop Tracking if 
you no longer wish to be informed when the application is updated.  
 

If you are not already registered, click Register and follow the instructions.  
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Saving searches 

Note: You will need to be registered to save searches. Refer to the section on 
registering on page 2 of this guide. 

When you have registered and logged in then you can save a search.  
 
You can save any search criteria you have used - just press the Save Search button 
above the list of results. 
 

 
 
 
 
2. Once you have saved the search then you will see the following screen: 
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3. You can also save searches on a map based search. There are two types of 
these: 

 Save Map Extents Search – this saves a search based on the map as 
shown on the screen when you click on the Save Map Extents tab. 

 Save Proximity Search – this saves a search based on a radius that you set 
from the centre of the map. 
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Tracking applications 

Note: You will need to be registered to track applications. Refer to the section 
on registering on page 2 of this guide. 

When you have registered and logged in then you can track an application. This 
means that you can be kept up to date with the application’s progress without having 
to search for it again.  
 
If an application you are tracking changes ie an application is withdrawn or returned, 
or a decision has been issued, you will receive notification by email. 

1. Once you have carried out a search, view the details of the application you are 
interested in.  

2. Click on the Track button to add this to your Tracked Applications. 

 

3. To return to this application at a later date, select Tracked Applications under My 
Profile. 
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Commenting on a planning application 

Note: You will need to be registered to comment on an application. Refer to the 
section on registering on page 2 of this guide. 

1. Once you have carried out a search, view the details of the application you are 
interested in. 

2. Click on Make a Comment. 

 

 
3. Some details will be entered automatically based on the information you submitted 
when you registered on the site eg your name and postal address.  
 
4. You will need to enter the following details: 
 

 Commentator type – select the category of person that best describes you 

 Stance – select from the three options: object, support or neutral 

 Your comment – enter your comments on the application in this box (a 
maximum of 2000 characters) 

 Send me an email confirming my comments – tick this box if you would 
like to be sent an email from the council acknowledging that your comments 
have been received. 

 Submit – click on submit when you have completed all the details.  If you 
want to rewrite your comments then click Reset. 

 
Please note: all comments submitted by you about any planning application are a 
matter for public record. Your comments will appear in the comments page for the 
application and a record will be uploaded automatically to the documents section of 
the site. 
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Further information 
 
If you have any questions about any of the details set out in this guide, the help 
Pages or the Terms and Conditions then please contact us by: 
 
Email: planning.central@northumberland.gov.uk 
 
Phone: 01670 627040 
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