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Subject Access Request Process 

The below process flow is intend to give you an idea of what to expect from the Subject Access 

Request process. It does not however cover all possible outcomes. 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Make a Subject Access Request as 

detailed within this guide. 

Data Protection Team requires 

additional information in order to 

process your request. 

Request is refused. Case Closed. 

Request is submitted to the Data Protection Team who will 

review your request and the documents you’ve provided. 

Data Protection Team has received 

all of the relevant information to 

process your request. 

You are contacted to provide 

additional information. You will be 

advised what additional information 

is required. 

You provide all 

the required 

additional 

information. 

You do not provide the 

required additional 

information within 40 

working days. 

Data Protection Team processes 

your request and you receive the 

requested information within 20 

working days (or longer if your 

request is particularly large). 

Register a new account and login. 

Return to 

contents page → 



 

4 

 

Registering a new user 

Step 1 

Paste the link https://mycouncil.milton-keynes.gov.uk/ into your web browser. This will take you to 

the below page, where you should complete the following: 

 

1 Click “Sign Up”. 

 

Step 2 

You will now see the below page, where you should complete the following: 

 

1 Enter your email. 

2 Enter a new password. 

3 Enter the same password just entered in (2). 

4 Click “Submit”. 
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Registering a new user 

Step 3 

You will now see the below page, where you should complete the following: 

 

1 Select your title from the dropdown. 

2 Enter your first name. 

3 Enter your last name. 

4 Click either the “male” or “female” button. 

5 Enter your date of birth – clicking into the box will bring up a calendar or you can input as 

dd/mm/yyyy. 

6 Click “Next”. 
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Registering a new user 

Step 4 

You will now see the below page, where you should complete the following: 

 

You should complete either 1 or 2 – NOT both 

1 Enter your postcode and select your address from the dropdown. 

 OR 

2 Click on the box for “manually enter address” and manually enter your address in the boxes 

which will appear. 

3 Click “Next”. 
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Registering a new user 

Step 5 

You will now see the below page, where you should complete the following: 

 

1 Enter your home phone number (optional field). 

2 Enter your mobile number (optional field). 

3 Your email address should pre-populate from step 2 however if it does not you should enter it 

here. 

4 Click “Next”. 
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Registering a new user 

Step 6 

You will now see the below page, where you should complete the following: 

 

1 Select the button which reflects your age group (optional field). 

2 Select your ethnic origin from the dropdown (optional field). 

3 Select the button which reflects if you consider yourself to have a disability or not (optional 

field). 

4 Click “Next”. 
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Registering a new user 

Step 7 

You will now see the below page, where you should complete the following: 

 

1 Review all of the details to ensure they are correct. If any of them are incorrect then you can 

click back into the various tabs (as circled in red above) and amend as required, then clicking 

the “Next” button on each tab screen as you go to move through the process as per the 

previous steps. 

2 Enter the password created in step 2. 

3 Click “Submit”. 

   

You will see a blue box in the top right corner which will confirm your form is being submitted 

and you will then be returned to the home page. You will receive an email to confirm you’ve now 

registered. 

 

End of Registration Process  
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contents page → 
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Logging in 

Step 1 

Paste the link https://mycouncil.milton-keynes.gov.uk/ into your web browser. This will take you to 

the below page, where you should complete the following: 

 

1 Click “Log In”. 

 

Step 2 

You will now see the below page, where you should complete the following: 

 

1 Enter your email address. 

2 Enter your password. 

3 Click “Sign In”. 

   

You are now logged in. 

 

End of Logging in Process 
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Making a request for your own information 

Step 1 

Paste the link https://mycouncil.milton-keynes.gov.uk/ into your web browser and login as 

described on page 10. 

Once logged in you will see a page with a banner similar to the below.  Select “Services” as circled in 

red below: 

 

 

Step 2 

You will then see a page similar to the below – select “Subject Access Request (SAR) as circled in red 

below. 

 

 

 

 

 

 

 

 

 

 



 

12 

 

Making a request for your own information 

Step 3 

You will now see the below page, where you should complete the following: 

 

1 Read all of the information. 

2 Click “Next”. 

  

2

1
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Making a request for your own information 

Step 4 

You will now see the below page, where you should complete the following: 

 

1 Your details should appear here. You should double check they are correct. 

2 Select the relevant button based on the three options. 

If you click “No” you will see the below message and you will need to amend your details under 

“My Accounts” before continuing (see process “Amending my details” in this guide for further 

details). Once amended you’ve amended your detail you should return to Step 1 to make a 

request. 

 

If you click “Yes” or “Yes, but I wish to use different details” you should move to Step 5. 

    

1
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Making a request for your own information 

Step 5 

You will now see the additional boxes on the page, where you should complete the following: 

 

1 This part is only relevant to those who selected “Yes, but I wish to use different details”. It will 

not appear to those who selected “Yes”.  You should enter the details you wish to use in the 

relevant boxes if applicable. 

  
2 Select “Myself” and you will see the below boxes, which you will also need to complete. If you 

then tick the box for having either prior name(s) or prior address(es) then additional blank 

boxes will appear which you should complete with you previous name(s) and/or address(es). 

 

  
3 You should upload proof of your identity. Up to 5 documents can be uploaded. 

  
4 You should upload proof of your address. Up to 5 documents can be uploaded. 

  
5 Click “Next”. 
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Making a request for your own information 

Step 6 

You will now see the below page, where you should complete the following: 

 

 

1 Click the relevant category / service area which your request relates to. If you select “Other” 

then the below additional box will appear and should be completed: 

 

2 Write in the box a full description of what information you are looking for, including dates and 

names of any relevant individuals you have dealt with. Please be as specific as possible to 

enable us to get your information to you as soon as possible. 

3 Upload any supporting information (you do not need to upload the proof of ID or proof of 

address previously provided). This field is optional. 

4 Click “Next”. 
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Making a request for your own information 

Step 7 

You will now see the below page, where you should complete the following: 

 

1 Read the information in full. 

  
2 Click on the box to confirm you’ve provided true information and are happy with the 

declaration. Once you’ve checked the box a “Submit” button will appear on the right and 

should be clicked.  

  You will then see a blue box in the corner to confirm the form is being submitted: 
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Making a request for your own information 

Step 8 

Your request has been submitted and you will now see the below page. You will also receive an 

email to confirm your request has been received. 

  

1 By clicking on “Download PDF” you can download a PDF copy of the information you’ve entered 

in relation to you request (without any uploaded documents). 

   

Your request has now been submitted and you should await contact 

from the Data Protection Team. 

 

  

1

Return to 

contents page → 
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Making a request for someone else’s information 

Step 1 

Paste the link https://mycouncil.milton-keynes.gov.uk/ into your web browser and login as 

described on page 10. 

Once logged in you will see a page with a banner similar to the below.  Select “Services” as circled in 

red below: 

 

 

Step 2 

You will then see a page similar to the below – select “Subject Access Request (SAR) as circled in red 

below. 
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Making a request for someone else’s information 

Step 3 

You will now see the below page, where you should complete the following: 

 

1 Read all of the information. 

2 Click “Next”. 
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Making a request for someone else’s information 

Step 4 

You will now see the below page, where you should complete the following: 

 

1 Your details should appear here. You should double check they are correct. 

  
2 Select the relevant button based on the three options. 

If you click “No” you will see the below message and you will need to amend your details under 

“My Accounts” before continuing (see process “Amending my details” in this guide for further 

details). Once amended you’ve amended your detail you should return to Step 1 to make a 

request. 

 

If you click “Yes” or “Yes, but I wish to use different details” you should move to Step 5. 
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Making a request for someone else’s information 

Step 5 

You will now see the additional boxes on the page, where you should complete the following: 

 

1 This part is only relevant to those who selected “Yes, but I wish to use different details”. It will 

not appear to those who selected “Yes”.  You should enter the details you wish to use in the 

relevant boxes if applicable. 

2 Select “Another person”. 

3 You should upload proof of your identity. Up to 5 documents can be uploaded. 

4 You should upload proof of your address. Up to 5 documents can be uploaded. 

5 Click “Next”. 
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Making a request for someone else’s information 

Step 6 

You will now see the below page, where you should complete the following: 

 

1 Select the button for the relevant of the three options. If you select that you are their solicitor 

or able to act on their behalf the following optional field will additionally appear for you to 

complete if you wish: 

 

    

1



 

23 

 

Making a request for someone else’s information 

Step 7 

You should now scroll down the current page to see the below, where you should complete the 

following: 

 

1 You should upload proof of the data subject’s identity. 1 document can be uploaded. 

2 You should upload proof of your ability to act on the data subject’s behalf, either a birth 

certificate (if a parent) or evidence of your legal right or their consent. Up to 2 documents can 

be uploaded. 

3 Enter the data subject’s first name. 

4 Enter the data subject’s last name. 

5 Enter the data subject’s address. 

6 Type the data subject’s date of birth in the boxes. 

7 Tick the relevant box(es) for if the data subject has had any prior name(s) or prior address(es). If 

you check that they have additional blank boxes will appear which you should complete with 

their previous name(s) and/or address(es). 

  
8 Click “Next”. 
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Making a request for someone else’s information 

Step 8 

You will now see the below page, where you should complete the following: 

 

 

1 Click the relevant category / service area which your request relates to. If you select “Other” 

than the below additional box will appear and should be completed: 

 

2 Write in the box a full description of what infromation you are looking for, including dates and 

names of any relevant individuals you have dealt with. Please be as specific as possible to 

enable us to get your information to you as soon as possible. 

3 Upload any supporting information (you do not need to upload the proof of ID or proof of 

address previously provided). This field is optional. 

4 Click “Next”. 
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Making a request for someone else’s information 

Step 9 

You will now see the below page, where you should complete the following: 

 

1 Read the information in full. 

2 Click on the box to confirm you have provided true information and you are happy with the 

declaration. Once you’ve checked the box a “Submit” button will appear on the right and 

should be clicked.  

   

You will then see a blue box in the corner to confirm the form is being submitted: 

 

  

1

2



 

26 

 

Making a request for someone else’s information 

Step 10 

Your request has been submitted and you will now see the below page. You will also receive an 

email to confirm your request has been received. 

  

1 By clicking on “Download PDF” the requestor can download a PDF copy of the information 

they’ve entered in relation to their request (without any uploaded documents). 

   

Your request has now been submitted and you should await contact 

from the Data Protection Team. 

 

  

1

Return to 

contents page → 
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Responding to request for additional information  

 
Step 1 

If additional information is required in order to process your request you will receive an email to 

the email address you provided to advise you of this.  It will include the reference number of your 

request and a date by which the information should be provided or the case will be automatically 

closed.  

 

Step 2 

Paste the link https://mycouncil.milton-keynes.gov.uk/ into your web browser and login as 

described on page 10. 

 

Step 3 

Once logged in you will see a page similar to the below, where you should complete the following: 

 

1 Click “MyRequests”. 
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Responding to request for additional information  

 
Step 4 

You will now see a page similar to the below (cases will differ), where you should complete the 

following: 

 

1 Search the reference number provided in the email you received into the search bar. Click 

“Enter” on your keyboard or on the magnifying glass on screen to search. 

2 Click on the relevant case from the list. 

   

Step 5 

You will now see a page similar to the below, but with your request details. Click the “Continue” 

button as circled in red below. 
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Responding to request for additional information  

 
Step 6 

You will now see a page similar to the below, where you should complete the following: 

 

1 Read here what additional information the Data Protection Team requires in order to process 

your request.  

2 Type here any additional information that has been requested of you. Provide as much detail as 

you can to ensure the Data Protection Team can process your request. 

3 Upload any information which was advised as required. 

4 Click “Submit”. 

   

You will then see a blue box in the corner to confirm the form is being submitted: 
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Viewing previous requests 

Step 7 

Your additional information has been sent to the Data Protection Team and you will now see the 

below page. 

  

 

You have now provided additional information to the Data Protection 

Team and you should await contact from them. 

Return to 

contents page → 
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Viewing previous requests 

Step 1 

Paste the link https://mycouncil.milton-keynes.gov.uk/ into your web browser and login as 

described on page 10. 

 

Step 2 

You will now see the below screen, where you should complete the following: 

 

1 Click “MyRequests” 

   

Step 3 

You will now see a page similar to the below but with details of your requests only. 

 

 

By clicking on each request (in the area circled in red above) it is possible to see the current position 

of the request – as per the image on the next page. 

1
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Viewing previous requests 

 

By clicking “View” as circled in red above you can then see more details about your request. 

 

End of guidance on viewing previous requests. 

 

 

Return to 

contents page → 
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Amending my details 

Step 1 

Paste the link https://mycouncil.milton-keynes.gov.uk/ into your web browser and login as 

described on page 10. 

 

Step 2 

You will now see the below screen, where you should complete the following: 

 

1 Click on your name and the below drop down will appear – click “My Profile” as circled below. 
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Amending my details 

Step 3 

You will now see a page similar to the below but with your details, where you should complete the 

following:  

 

1 Click into the relevant box that you want to amend the information for. If you don’t want to 

amend any of the information on this page move to (2) and click “Next”.  

2 Click “Next”. 

   

Step 4 

You will now see a page similar to the below but with your details, where you should complete the 

following: 

 

1 Click “yes” or “no” for if you want to amend your address. If you click “no” move to (2) and click 

“Next”. If you click “yes” additional boxes will appear for you to either search your postcode or 

enter your address manually (like when you first registered).  

2 Click “Next”. 
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Amending my details 

Step 5 

You will now see a page similar to the below but with your details, where you should complete the 

following: 

 

1 Click into the relevant box that you want to amend the information for. If you don’t want to 

amend any of the information on this page move to (2) and click “Next”.  

2 Click “Next”. 

  
   

Step 6 

You will now see a page similar to the below but with your details, where you should complete the 

following: 

 

1 Click into the relevant box that you want to amend the information for. If you don’t want to 

amend any of the information on this page move to (2) and click “Next”. 

  
2 Click “Next”. 

1
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Amending my details 

  Step 7 

You will now see a page similar to the below but with your details, where you should complete the 

following: 

 

1 Review all of the details to ensure they are correct. If any of them are incorrect then you can 

click back into the various tabs (as circled in red above) and amend as required, then clicking 

the “Next” button on each tab screen as you go to move through the process as per the 

previous steps. 

2 Click “Submit”. 

  
  Your details have now been amended. 
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Return to 

contents page → 
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Continuing Without An Account 

 

 

 

 

 

  

Data Protection Team 

Data.Protection@milton-keynes.gov.uk  


