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Information request process 

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

request process. 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Make an information request as 

detailed within this guide. 

More information is required 

to process your request. 

Case Closed. 

Request is submitted to the Freedom of Information Team 

who will review your request. 

You do not 

provide the 

required 

additional 

information 

within 40 

working days. 

Register a new account and login. 

Your request cannot 

be complied with. 

You are contacted to provide 

additional information. You 

will be advised what 

additional information is 

required. You have 40 working 

days to provide the additional 

information.  

 

Your request is 

refused and you 

receive a response 

which fully outlines 

the reasons for the 

refusal within 20 

working days. 

Your request can 

be processed. 

MKC does not hold 

the requested data. 

Information 

provided to you 

within 20 

working days. 

You are notified that 

the data is not held 

within 20 working 

days. 

Information 

provided to 

you within 20 

working days. 

You provide 

the required 

additional 

information 

within 40 

working days. 

Return to 

contents page → 
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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 (you will need to create one). 

  
3 Enter the same password just entered in [2] above. 

  
4 Click “Submit”. 

  

1

1

2

3

4

https://mycouncil.milton-keynes.gov.uk/
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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”. 

  
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 “yes” box to “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 

“Next” at the bottom of 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 

1

2

3

Return to 

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” button 

  You are now logged in. 

End of logging in Process  

1

1

2

3

Return to 

contents page → 

https://mycouncil.milton-keynes.gov.uk/
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Logging a new request 

Step 1 

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

page 10. This will take you to the below page, where you should click “Services” as circled in red 

below. 

 

Step 2 

You will now see the below page, where you should select “Other forms” as circled in red below: 

 

 

 

 

https://mycouncil.milton-keynes.gov.uk/
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Logging a new request 

Step 3 

You will now see the below page, where you should select “Freedom of Information Request” as 

circled in red below: 

 

Step 4 

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

 

1 Read all of the information. 

  
2 Click “Next”. 

  
   

 

1
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Logging a new request 

Step 5 

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

 

1 Enter any keywords in relation to the information you are seeking into this blank box. If there 

are any previous disclosures which might be relevant they will then appear in the area shown 

by a red circle above. You can then click into them and see the disclosure as a pdf.  If there are 

no relevant disclosures you will see a note to advise this (as per the above example).  

  
2 Select “yes” if the previous disclosures (in the area circled red) answered your query and you 

will then see the below message. 

 

Select “no” if the previous disclosures (in the area circled red) did not answered your query or if 

there were no existing disclosures relating to your query. 

  
3 Click “Submit”. 
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Logging a new request 

Step 6 

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

 

1 Enter a “title” for your request – a brief few words that sums up you request which will make 

sense to both you and the Freedom of Information team. 

  
2 Enter full details of the information you are looking for, including where appropriate the time 

period the data is requested for. Please be as clear as possible. 

  
3 Click “yes” if you would like to upload any additional information (e.g. a document referred to 

in your request or a template spreadsheet for the response). If you click “yes” then an upload 

field will appear (as below) where you can upload the additional information. Up to 5 

documents can be uploaded.  

 

Click “no” if do not want to upload any additional information. 

  
4 Click “Next”. 

   

1

2

3

4



 

15 

 

Logging a new request 

Step 7 

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

 

 

1 Your details should appear here. You should double check these are right. 

  
2 If your details are correct then click to tick the box.  If the details are incorrect you will need to 

follow the process for “Amending my details” as page 27. 

  
3 Click “Submit”. 

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

 

 

 

1

2
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Logging a new request 

Step 8 

You will now see the below page to inform you your request is submitted and an email to confirm 

your request has been received. 

  

Your request has now been logged. 

End of request logging process. 

 

 

  

Return to 

contents page → 
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Responding to a request for clarification 

Step 1 

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

the email address provided to advise you of this.  It will also provide 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 per 

page 10. This will take you to the below page, where you should click “My Requests” as circled in 

red below. 

 

 

 

 

 

 

 

 

https://mycouncil.milton-keynes.gov.uk/
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Responding to a request for clarification 

Step 3 

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

 

1 Search the reference number provided in the email you received (as circled in red in step 1) into 

the search bar as circled above. Click “Enter” on your keyboard or the magnifying glass to 

search. 

  
2 Click on the relevant Case ID. 

 

You have now completed the providing clarification stage.

  

1

2

Return to 

contents page → 
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Responding to a request to refine your request 

Step 1 

If your request is deemed too large to comply with within the limits of the Freedom of Information 

Act 200 or manifestly unreasonable under the Environmental Information Regulations 2004 you will 

receive an email to advise you that you need to take action.  

Step 2 

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

page 10. This will take you to the below page, where you should click “My Requests” as circled in 

red below. 

 

 

Step 3 

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

 

1 Search the reference number provided in the email you received into the search bar as circled 

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

  
2 Click on the relevant Case ID. 

1

2

https://mycouncil.milton-keynes.gov.uk/
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Responding to a request to refine your request 

Step 4 

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

 

1 Click “Continue”. 

 

Step 5 

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

 

 
 

1

1
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Responding to a request to refine your request 

1 Comments from the Freedom of Information Team will be visible here for you to review. 

  
2 A suggested refined request can be viewed here.  You may also be given options for refined 

requests.  

  
3 If you have been provided with only one option of a refined request which you are happy to 

accept, select “Yes”. 

If you are not happy to accept the refined request or if you are happy to accept only one of the 

put forward refined requests then select “No” and then resubmit a new request as per page 11.  

  
4 Click “Submit” button. 

   

Step 6 

You will now see a message to confirm that your response has been received.  If you are accepting a 

refined request you do not need to take any further action. 

If you have responded “No” but want to resubmit a refined request then please submit a new 

request as per page 11. 

 

You have now completed the refining of your request stage.

 

 

Return to 

contents page → 
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Viewing responses 

Step 1 

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

page 10. This will take you to the below page, where you should click “My Requests” as circled in 

red below. 

 

 

Step 2 

You will now see the below page, where you can view each case by clicking on each request within 

the area circled in red below. 

 

 

 

 

 

 

https://mycouncil.milton-keynes.gov.uk/
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Viewing responses 

You will then see the case specific details, for example: 

 

By clicking “Continue” (as circled in red above) you can see more details about your request. 

 

End of Process 

 

  

Return to 

contents page → 
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Requesting an internal review 

If you are unhappy with the response to your information request you 

can request an internal review of the request/disclosure within 40 

working days of the response being sent. 

You cannot make a complaint to the Information Commissioner’s Office 

until our internal review process has been completed. 

Step 1 

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

page 10. This will take you to the below page, where you should click “My Requests” as circled in 

red below. 

 

 

Step 2 

You will now see the below page. Click on the relevant request within the area circled in red below. 

 

 

https://mycouncil.milton-keynes.gov.uk/
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Requesting an internal review 

Step 3 

You will now see the below page. Click “Continue” on the relevant request. 

 

 

Step 4 

You will now see the below page which shows the response to your request. 
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Requesting an internal review 

Step 5 

Scroll to the bottom of the page where you will see the below. Click “Yes” as circled in red below. 

 

The below text box will then pop up. Enter as much detail about why you are requesting an internal 

review / why you are unhappy with the response as possible. 

 

Click “Submit” as circled in red below: 

 

Your request for an internal review has now been submitted and you will 

receive an acknowledgement email. 

A response to your internal review will be sent to you by email within 

the next 20 working days. 

  

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 per 

page 10. This will take you to the below page, where you should complete the following: 

 

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

 

  
  Step 2 

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

 

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).  

  
2 Click “Next”. 

  

1

1

2

https://mycouncil.milton-keynes.gov.uk/
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Amending my details 

  Step 3 

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

 

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

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

address manually (as for when you first registered).  

  
2 Click “Next”. 

  
   

Step 4 

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

 

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).  

  
2 Click “Next”. 

  
   

 

1

2

1

2
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Amending my details 

Step 5 

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

 

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).  

  
2 Click “Next”. 
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Amending my details 

Step 6 

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

 

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 

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

  
2 Click “Submit” button. 

  
  End of details amendment process 

 

 

 

1

2

Return to 

contents page → 
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Amending my details 
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