Members Guide to using the Member Contact Form

How to register for a Member Contact account

1. Go to the Member Contact Form using either the App on your iPad device titled
‘Member Contact’ or use this link from any web browser on any device —
https://eppingforestdc-self.achieveservice.com/service/Member_Contact

2. Click ‘Register’ from the toolbar on the top right of the screen.

Epping Forest District Council Self Servic

Epping Forest
District Council

www.eppingforestdc.gov.uk

Register Login

Home  Services FAQs

Before you begin

Sign up for an account to manage your service requests and accounts with us. Creating an account saves you time with auto-completion of your contact
information when completing forms and the ability to view a history of your requests and accounts.

% Log in

or, continue without an account

3. Enter your EFDC email address and the password you wish to use for Member
Contact. The password must be entered twice to confirm, then click ‘submit’ .

Registration

Please enter your email and a password to register for self

Email * [ ]

Password * [ ]

Confirm Password * [ ]

¥ Cancel



https://eppingforestdc-self.achieveservice.com/service/Member_Contact

4. Once you have clicked submit, you will see the pop up as shown in the screenshot
below which is telling you an email has been sent to your mailbox for you to verify it
is you who is setting up the account.

Email Verification Required

Reg | Strati on Yotfr account has been success_fully

registered. Before you can use it, you must
verify your email address. An email has
been sent to
Iwalton@eppingforestdc.gov.uk containing
Email * [ Iwalton@eppingforestdc.gov.uk ] instructions on how to do this.

Cancel

Please enter your email and a password to register for self

Password * [ ......... ] v
Confirm Password * [ ......... ] v
X Gancel v Submi

5. Below is a copy of the email you will receive. You need to click where it says ‘click
here to activate your account’.

Signup | Verification
€ Reply | % ReplyAll | —> Forward

noreply@eppingforestdc.gov.uk
To Louis Walton Tue 22/02/2022 11:54

Thank you for signing up to self service

Your account has been created, you can login after you have activated your account.

Please ivate your account.

The eppin If.achic ice.com/en team

Epping Forest District Council

www.eppingforestdc.gov.uk

Safer spaces is a council-led programme to help kickstart the local economy and reopen high streets in the Epping Forest district Click Here to have your say on social distancing and safer spaces

6. Once you have clicked on the link, your account will now be verified. You need to
click where it says ‘log in” which will take you to the log in page.
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Your account has been activated, you can no

This site is powered by Self



7. You can now log in using your EFDC email address and the password you have set.

How to use the Member Contact Form

1. Go to the Member Contact Form using either the App on your iPad device titled
‘Member Contact’ or use this link from any web browser on any device —
https://eppingforestdc-self.achieveservice.com/service/Member Contact

2. Click ‘login’.

@ | & MembersEnquiry - Epping Fore: X | 4 = o X
<« C @ hitps//eppingforestdc-self.achieveservice.com/AchieveForms/?mode=fill&consentMessage=yes&form_uri=sandbox-publish://AF-Process-{7e215b6-32b3-4e9d-80af-f05591d205... ¥ 1= s

[& EFDC Intranet

Register Login

Epping Forest
District Council
www.eppingforestdc.gov.uk

Home  Services FAQs

Before you begin

Sign up for an account to manage your service requests and accounts with us. Creating an account saves you time with auto-completion of your contact
information when completing forms and the ability to view a history of your requests and accounts.

Sign up now

or, continue without an account

3. Enter log in details. This is your Clir email address e.g.
clir.jbloggs@eppingforestdc.qov.uk and unique password

Log In

USERNAME

| PASSWORD

Sign In Cancel

Forgotten Your Password?

OR

Azure Office Login


https://eppingforestdc-self.achieveservice.com/service/Member_Contact
mailto:cllr.jbloggs@eppingforestdc.gov.uk

4. Select the type of enquiry by clicking the drop-down menu. See explanations
below for examples of what should be logged under each category.

All the forms are set up in a similar format. There will be different tabs for you to populate
with information. Complete the form filling out the sections with as much information as
possible, and click ‘next’ on the bottom right of the form to progress to the next tab. When
you get to the last tab, the next button becomes ‘submit’. Once you click submit the enquiry
will be sent to the relevant area for processing.

¢ Send apologies for at a Council meeting

If you select this option, you will be asked to give details of which meeting you wish
to send apologies for. This enquiry will be sent straight to Democratic Services via
democraticservices@eppingforestdc.gov.uk as they manage the committee
meetings.

Members Enquiry

Enquiry
Are you submitting an: * Select... w
Send apologies for absence at a Council Meeting
Reporting an ICT issue
* Cancel Reporting a problem or submitting a general enquiry for the first time

Escalate a previously reported problem or general enquiry to the Member Contacl Team
Noatification of Govid-19 Symptoms
Natification of Positive COVID-19 test result

*

Are you submitting an:

Send apologies for absence at a Council Meeting v}

Please provide us with details of the meeting
you are unable to attend i.e. Date, time and
meeting details *

e Reporting an ICT issue

If you select this option you will be asked to give details of the system/device that you
are experiencing an issue with, and to provide an explanation of the issue, including any
screenshots where appropriate. These enquiries go to the Member Contact Team via
memberservices@eppingforestdc.gov.uk so they can raise a ticket with the ICT Service
Desk to investigate and resolve the issue.



mailto:democraticservices@eppingforestdc.gov.uk
mailto:memberservices@eppingforestdc.gov.uk

Are you submitting an: * [ Reporting an ICT issue

What is the issue you are reporting * An issue with a forgotten password

An Issue with accessing Council Wi-Fi

Set up access to Council business on a personal device (e.g. personal smart phone, laptop, ta...

[ Any other iPad issue or fault

Please give us further details of the issue you
are experiencing (including any error messages
you may see; you can also upload attachments
below

Please upload any relevant documents )
Drop files here to upload - & upload

Uploaded: 0 of 10

¢ Reporting a problem or submitting a general enquiry for the first time

If you select this option, you will be redirected to the general enquiry form where you can
raise several enquiries on different topics. This is where you should log all enquiries you are

reporting for the first time. For example, you can report; fly tipping, missed waste collection,
anti-social behaviour, local plan enquiry.

Are you submitting an: * Reporting a problem or submitting a general enquiry for the first time v

Please click here to report an incident.

General Enquiry

If your topic is not listed here, this may be because we do not deal with this topic, but please call us on 01992 564000 to
discuss and if needed, we can redirect you accordingly.

Please type one or more word below to locate the enquiry category *

| Select... v |

o Escalate a previously reported problem or general enquiry to the Member
Contact Team

This option is for use when you have already logged a general enquiry (as per above) but
have not had a response within the agreed timescale and you wish to escalate the matter to
the Member Contact Team. The Member Contact Team will allocate your enquiry to a senior
colleague within the Service Area requesting that they provide you with a response within 5
working days. By escalating the enquiry to the Member Contact Team, your enquiry will be
tracked and monitored to ensure you receive a response within the SLA of 5 working days. If
the Service Area has not provided a response within this time frame, the Member Contact
Team will pursue the matter on your behalf to ensure a satisfactory and timely resolution.



Are you submitting an: * [ Escalate a previously reported problem or general enquiry to the Member Contact Team v]

Please select the service you are making your [ Select... v]
enquiry about *

Please provide a summary of your enquiry,
including any case references you may have
and any other supporting information. *

Please upload any relevant documents )
Drop files here to upload - & upload

Uploaded: 0 of 10

Is your enquiry time critical ? *

¢ Notification of Covid-19 symptoms & Notification of Positive Covid-19 test
result

If you select either of these options, you will be asked a series of questions about your
symptoms and test result. This process is managed by Kelsey Taverner, in liaison with

Democratic Services, to ensure that any close contacts are notified, and cleaning regimes
are put in place as required.

Covid-19 Notification Form

Main Page Notification of Covid-19 Information Page

Which Notification are you giving *

‘ Notification of Covid-19 Symptoms |

Notification of Positive PCR COVID-19 test result |

Further help with Member Contact

If you need any further assistance either using the Member Contact form, or accessing your
account, please contact the Member Contact Team at;
memberservices@eppingforestdc.gov.uk or call 01992 564 443.

How to reset your Member Contact Form password

1. Go to the Member Contact Form using either the App on your iPad device titled
‘Member Contact’ or use this link from any web browser on any device —
https://eppingforestdc-self.achieveservice.com/service/Member Contact

2. Click ‘Log In’.


mailto:memberservices@eppingforestdc.gov.uk
https://eppingforestdc-self.achieveservice.com/service/Member_Contact

[ @& MembersEnquiry - Epping Fore: X | 4 = (] X

<« C @ https//eppingforestdc-self.achieveservice.com/AchieveForms/7m: wser je=yes&form_uri=sandbox-publish://AF-Process-f7e215b6-32b3-4e9d-80af-f05591d205... ¥ ¥

[& EFDC Intranet

Epping Forest
District Council

www.eppingforestdc.gov.uk

Home  Services FAQs

Before you begin

Sign up for an account to manage your service requests and accounts with us. Creating an account saves you time with auto-completion of your contact
information when completing forms and the ability to view a history of your requests and accounts.

Sign up now

or, continue without an account

3. Click ‘forgotten your password’.

@ Login x & o - o X
L o C @ eppingforestdc-self.achieveservice.com/authapi/auth?auth_session=b0d437f8d268046f644b9 16858 provider=ssauth&uri=%2FRenderAchieveForms w » 2
i Apps ntranet 0O MiTel @ Dashbozrd CRM Whitespace M MOT B Intranet Mapping 5.. @ BookingLive 3.30.13. Payments System Visitor Managemen... @ Visitor Managemen » | [E Reading list
USERNAME
Sign In Cancel

Forgotten Your Password?

Office Login



mailto:cllr.jbloggs@eppingforestdc.gov.uk

@ self Password Reset - Section 1- X = (-] - X

<« C @ eppingforestdc-self.achieveservice.com, h/E lang=en&provider=ssauth&return_url=%2FRenderAchieveForms e » 2

i Apps @ EFDClintranet 0O MiTel @ Dashboard CRM Whitespace [Vl MOT (8 Intranet Mapping S.. 1© BookingLive 3.30.13.. () Payments System Visitor Managemen... @ Visitor Managemen.. » | [E Reading list

Reset My Password

Email: * [ clir.jploggs@eppingforestdc.gov.uk v

% Cancel

5. You will then receive an email with an automated password.

@ Self Password Reset - Self Service X = [+] - X
< C @ eppingforestdc-self.achi rvice.com/ssauth/passwordr lar 1_url=/RenderAchieveForms8&provider=ssauth Yo * 2
H: Apps @ EFDCintranet 0O MiTel @ Dashboard CRM Whitespace IVl MOT (8 Intranet Mapping S.. © Bookinglive 330.13.. (0) Payments System Visitor Managemen... @ Visitor Managemen... » | [ Reading list

Email Sent!

An email has been sent. If you do not receive an email, please make sure you have entered an email address registered with this
site.

Go Back

6. The email below is an example of the email you will receive. Open the email and click
the link in the email.



L—(_l Reply IL—(_1 Reply All L:)' Forward q:% IM
Thu 27/01/2022 14:43

noreply@eppingforestdc.gov.uk

. Replacement login information for
Cllr.skane@eppingforestdc.gov.uk at My Epping Forest Profile

To @& ClIrS Kane

Cllr.skane@eppingforestdc.gov.uk,

A request to reset the password for your account has been made at My Epping
Forest Profile.

You may now log in by clicking this link or copying and pasting it to your
browser:

http://eppingforestdc-self.achieveservice.com/en/?
recover=496012/1643294564/uTKoPDeiH9IHx8g3Qv4zTnhBtMumgEtRCO0iy9vimEs&

3A//eppingforestdc-self.achieveservice.com/en/ /

This link can only be used once to log in and will lead you to a page where
you can set your password. It expires after one day and nothing will happen
if it's not used.

-- My Epping Forest Profile team

7. When asked if you think the link is safe, click ‘it's safe’.



a Email security training

Do you think the link is safe?

We've randomly selected this link for training purposes. Review the details before deciding whether
it's safe.

Link Clicked

http:/feppingforestdc-self.achieveservice.com/en/?
recover=496012/1643294564/uTKoPDeiH9IHx8g3Qv4zTnhBtMumgEtRCOoiy9vimEs&provider=ssauth&lang=en&return_url=http
%3A//eppingforestdc-self. achieveservice.com/en/

Message Subject
Replacement login information for Clir.skane@eppingforestdc.gov.uk at My Epping Forest Profile

Message Sender
Epping Forest dc

Email Address
noreply@eppingforestdc.gov.uk

It's Safe It's Harmful

8. Click continue to page.

«” Safe link

Well done, this link is safe

You can continue to the page.

Safety TipS <Previous Next>

@ Trust your instincts. If you have a feeling something is wraong, it's always safest to not open the email, click
the link, or download the attachment.

Continue to Page

9. Enter your new password twice and click submit. You have now changed your
password. Go back into the Member Contact form and you can now log in and log
enquiries.

Set My Password

Password: * { ® }

Confirm Password: * { ® J

S @




	How to register for a Member Contact account
	How to use the Member Contact Form
	Further help with Member Contact
	How to reset your Member Contact Form password




Accessibility Report





		Filename: 

		Members Guide to using the Member Contact Form.pdf









		Report created by: 

		



		Organization: 

		







[Enter personal and organization information through the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 0



		Passed manually: 2



		Failed manually: 0



		Skipped: 7



		Passed: 23



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Passed manually		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Passed manually		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Skipped		Alternate text that will never be read



		Associated with content		Skipped		Alternate text must be associated with some content



		Hides annotation		Skipped		Alternate text should not hide annotation



		Other elements alternate text		Skipped		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Skipped		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Passed		Tables must contain the same number of columns in each row and rows in each column



		Summary		Skipped		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Skipped		Appropriate nesting










Back to Top

