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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.

Register a new account and login.

Vv

Make a Subject Access Request as
detailed within this guide.

A 4

Request is submitted to the Data Protection Team who will
review your request and the documents you've provided.

v v

Data Protection Team requires
additional information in order to
process your request.

Data Protection Team has received
all of the relevant information to
process your request.

\4 v
You are contacted to provide Data Protection Team processes
additional information. You will be your request and you receive the
advised what additional information requested information within 20
is required. working days (or longer if your
request is particularly large).
v v
You do not provide the You provide all
required additional the required
information within 40 additional
working days. information.
\\/Z \ 4
Request is refused. > Case Closed.
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Registering a new user

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:

Home Services FAQs Contact Us

Register for MyCouncil account.

Register for a MyCouncil account today to Request and Apply for services, Report issues or view your Council Tax
account.

With an account you can manage your service requests with us. Creating an account saves you time with auto-completion of your contact information when filling out forms and the
ability to view a history of your requests.

If would like to access our online services as a guest, go to the ‘Services’ tab above. If you wish to view your Council Tax account, you will need to register for an account

|

[N

Click “Sign Up”.

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

Registration

Please enter your email and a password to register for self

Email *
1

Password *

Confirm Password * i )

ez

Enter your email.
Enter a new password.

Enter the same password just entered in (2).

Click “Submit”.
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Registering a new user

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

Profile Form

Please take the time to update and amend your profile.

Basic details Address details Contact details Equality Information Overview

Title * 1 Select...

First name = 2

Last name * 3

Gender 4 Male Female
Date of birth 5

% Cancel

1 Select your title from the dropdown.
Enter your first name.

Enter your last name.

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

= dd/mm/yyyy.

6 Click “Next”.

Next »

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

(S, ]



Registering a new user

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

Profile Form

Please take the time to update and amend your profile.

Basic details Address details Contact details Equality Information Overview

Please enter your postal address in full below, supplying as much information as possible.

Postcode / street lookup * 1

Manually enter address? 2 C] Yes

You should complete either 1 or 2 — NOT both

Enter your postcode and select your address from the dropdown.

OR

which will appear.

Click “Next”.

Next »

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

()}



Registering a new user

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

Profile Form

Please take the time to update and amend your profile.

Basic details Address details Contact details Equality Information Overview

Home Phone 1
Maobile Phone 2
Email address 3

Enter your home phone number (optional field).

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

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

Profile Form

Please take the time to update and amend your profile.

Basic details Address details Contact details Equality Information Owverview

We want to make sure we treat everyone fairly and ask for your personal characteristic information to monitor our procedures and ensure we are meeting our
obligations under the Equality Act 2010.

To help us to do this, we would like you to answer a few questions. You don't have to answer them and your answers will not affect how we deal with your
requests or feedback.

We will keep any information you give us confidential

Please select your age group 1 18-30 31-50 51-65 66+

Ethnic Crigin 2 Select

Do you consider yourself to have a disability 3 Yes No

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

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

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

Click “Next”.



Registering a new user

Step 7

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

Profile Form

Please take the time to update and amend your profile.

Basic details Qddress detailg Contact detail Equality Information Overview

Before saving your profile, please take a moment to check that everything is correct
Full name: A B

Date of Birth:

Gender: Male Female

Phone number:

Mobile_Number:

Email address:

Postal address:

45
AB

MKS 3EJ

You are attempting to change your email address.

Please authenticate before continuing.

Password * 2

3 |

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.

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

Return to

contents page -




Logging in

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:

Register Login

Home Services FAQs Contact Us

Register for MyCouncil account.

Register for a MyCouncil account today to Request and Apply for services, Report issues or view your Council Tax
account.

With an account you can manage your service requests with us. Creating an account saves you time with auto-completion of your contact information when filling out forms and the
ability to view a history of your requests.

If would like to access our online services as a guest, go to the ‘Services’ tab above. If you wish to view your Council Tax account, you will need to register for an account

Em m [

1 | Click “Log In”.

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

Log In

EMAIL | 1 HvAIL

PASSWORD | 2 HUSSWORD

g -

Forgotten Your Password?

1 Enter your email address.

2 Enter your password.

3 Click “Sign In”.

You are now logged in.

End of Logging in Process

Return to

contents page -




Making a request for your own information

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:

& Welcorme 1o MyCouncil

My Account | ALK My Requests V3 Contact Us

Welcome to your MyCouncil Account

To Request and Apply for Services of Report an issue, please use the "Services' tab above

If you want o view the progress of any Requests, Applications or Reports, then use the ‘My Requests’ tab above

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

Conthet Lis My Reguesis ety AcDourits

Report It Request It Apply for It

Plagsort s i e Conrcdl Flacumet servicen bom T Gourc Apphy lor serAces wEh e Courcl

M W ACourts: remove an oo R Fecycing Sacks Delvery
Wy o0 res Fegaranon Prooes it Bre] PnCying
Flauast hor Cave Bl Support. and ERgisty
N. hectite Ta EAd Tonarcy e

P Parvng - Decmon Notics Reguest
Parring PG Crathon Foeacs m
T Terancy Rcesion
Teranty Improvemners
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Making a request for your own information

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

Subject Access Request (SAR)

Request a release of your personal data under Article 15 of General Data Protection Regulation.

Before You Begin Your Details Request Declaration

Before You Begin

1 The General Data Protection Regulations (GDPR) 2018 provides you, the data subject, with a right to receive a copy of the persenal datafinformation we hold
about you or to authorise someone fo act on your behalf.

Pleass complete this form if you wish to receive your personal data. You will also need to provide proof of your identity. Your reguest will be processed within 1
manth upon receipt of a fully completed form and proof of identity.

Proof of Identity

We require proof of your identity before we can disclose personal data. Proof of your identity should include a copy of two documents such as your birth
certificate, passport, driving licence, official lefter addressed to you at your address e.g. bank statement, recent utilities bill or council tax bill. If you have changed
your name, please supply relevant documents evidencing the change.

2

Read all of the information.

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

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

Subject Access Request (SAR)

Request a release of your personal data under Article 15 of General Data Protection Regulation.

Before You Begin Your Details Request Declaration

Your Details

Phease fill in your detsils bedow. i you sne not the dats subsect and you asne sppiying on behal! of somecne sise, pleass indicabe this bafiow and enter fher details
on the nect soreen. Yiow will be ssked o provide prood of identity and sddress for you and the dats subject

Acceptable Forms of 10:
- Passpor
= Driving Licence
= Dher form of ID
Acceptable Proofs of Address:
= ol Tace bill
= Wity bl
- Bani sistament

R Tl ]

Wit ernad sdcness 1

¥our address

Are these details comect? *

Yes

Mo

s, but | wesh to use different detsils

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.

Please update your Self profile before completing this form.

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

13



Making a request for your own information

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

Fars? Naemee

1

Sumamg =

Phong Nurnber

Ermad Address *

Address 15 * n Ares

Ot of Area

Who gre you maiing this request for? = 2 Wyl

Proaf of yout identity *

w

Updosded: V5

Proof of your sddress *

H

o Lo

Uploaded: VS

= = |

1 This partis only relevant to those who selected “Yes, but | 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).

Do you have any prior addresses or names that are [] Prior name(s)
relevant to this request? * D Prior address{es)
[] Ne

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”.

14



Making a request for your own information

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

Request

Dieseripbion of the informaton you want o see, intluding dentficaion of redevant records and any known referance numbers

Please do not simply ask for “everything you hold on me”. If you namow your request bo the specific information which you want, this helps us provide it to you
more quickly

If you would ke a copy of & particular fla/document, or information about & specific event or issue then please state this below. In addition, if you do not want
particular infonmation, thin please el us know,

Departmentis) you ane requesting information from * [ Adult Serdces

[_] Benafits
(] Chikdrens Services
1 [C] Finance
(] Housing
(] R
[ Parking
[ Rewvenues (inchuding Councl Tax)
(] Scheols & Education (inchuding special needs)
(] Muttipie andéor other

Description of the information you want i ses, inchuding identification of relevant records and amy known reference numbers *

Supporting Attachments

Upload any documentation to support your request here, such as documents or images

Drop files here fo ual:ad-m 3

e mm e o mmm o mm e e e e e e e e e Uploaded: 05

= = + | =

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:

Specify which department  subject srea =

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.

Upload any supporting information (you do not need to upload the proof of ID or proof of
address previously provided). This field is optional.

Click “Next”.

=] ]
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Making a request for your own information

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

Subject Access Request (SAR)

Request a release of your personal data under Article 15 of General Data Protection Regulation.

Before You Begin Your Details Request Declaration

Declaration

1 | certify that the information provided on this form is comreet to the best of my knowledge and that | am the person to whom it relates. | understand that the

Council is obliged to confirm proof of identity/authority and it may be necessary to oblain further information in order to comply with this subject access request.
Authorised person - Declaration (if applicable):

| confirm that | am legaily authorised to act on behalf of the data subject. | understand that the Council is obliged to confirm proof of identity/authority and it may
be necessary to obtain further information in order to comply with this subject access request

‘Warning: a person who uniswiully obtains or attempts to obtain data is guilty of a criminal offence and is liable to prosetution.

2 [:|scerwmnhrm|mmhmmsmmlqmmuwmm

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:

Submitting Form, Please Wait...

16



Making a request for your own information

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.

Thank you for your request.

Your reference number is SAR1692380685.

You will receive a response from us within one month, given that you have provided acceptable forms of identification. If further proofs of identification or
clarification about the requested information is required, you will be nofified and asked to provide it in order o progress your request.

1 £ Download PDF

1 Byclicking 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.

Return to

contents page -



Making a request for someone else’s information

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:

& Welcorme 1o MyCouncil

My ACcount: | ALY My Requests V3 Contact Us

Welcome to your MyCouncil Account

To Request and Apply for Services of Report an issue, please use the "Services' tab above

If you want o view the progress of any Requests, Applications or Reports, then use the ‘My Requests’ tab above

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

Conthet Lis My Reguesis ety AcDourits

Report It Request It Apply for It

Plagsort s i e Conrcdl Flacumet servicen bom T Gourc Apphy lor serAces wEh e Courcl

M W ACourts: remove an oo R Fecycing Sacks Delvery
Wy o0 res Fegaranon Prooes it Bre] PnCying
Flauast hor Cave Bl Support. and ERgisty
N. hectite Ta EAd Tonarcy e

P Parvng - Decmon Notics Reguest
Parring PG Crathon Foeacs m
T Terancy Rcesion
Teranty Improvemners
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Making a request for someone else’s information

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

Subject Access Request (SAR)

Request a release of your personal data under Article 15 of General Data Protection Regulation.

Before You Begin Your Details Request Declaration

Before You Begin

The General Data Protection Regulations (GDPR) 2018 provides you, the data subject, with a right to receive a copy of the persenal datafinformation we hold
about you or to authorise someone fo act on your behalf.

Pleass complete this form if you wish to receive your personal data. You will also need to provide proof of your identity. Your reguest will be processed within 1
manth upon receipt of a fully completed form and proof of identity.

Proof of Identity

We require proof of your identity before we can disclose personal data. Proof of your identity should include a copy of two documents such as your birth
certificate, passport, driving licence, official lefter addressed to you at your address e.g. bank statement, recent utilities bill or council tax bill. If you have changed
your name, please supply relevant documents evidencing the change.

2

Read all of the information.

Click “Next”.

19



Making a request for someone else’s information

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

1

2

Subject Access Request (SAR)

Request a release of your personal data under Article 15 of General Data Protection Regulation.

Before You Begin Your Details Request Declaration

Your Details

Phease fill in your detsils bedow. i you sne not the dats subsect and you asne sppiying on behal! of somecne sise, pleass indicabe this bafiow and enter fher details
on the nect soreen. Yiow will be ssked o provide prood of identity and sddress for you and the dats subject

Acceptable Forms of 10:
- Passpor
= Driving Licence
= Dher form of ID
Acceptable Proofs of Address:
= ol Tace bill
= Wity bl
- Bani sistament

R Tl ]

¥iowr #mad Sddness

¥our address

Are these details comect? *

Yes

Mo

s, but | wesh to use different detsils

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

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.

Please update your Self profile before completing this form.

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

20



Making a request for someone else’s information

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

Fars? Naemee

Ermad Address *

Address I8 I A

\Who ang you makdng this request for? = o=

Proaf of yout identity *

Updosded: VS

Proof of your sddress *

Uploaded: VS

€ Previoos u Cancel 5

1 This partis only relevant to those who selected “Yes, but | 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

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

Subject Access Request (SAR)

Request a release of your personal data under Aricle 15 of General Data Protection Regulation.

Before You Beqgin Your Details Subject Details Request Declaration

Subject Details

Flease complete this section of the form with your details if you are acting on behalf of someocne else (i.e. the data subject).

If you are NOT the data subject, but a representative acting on their behalf, you will need to provide proof of the subject's identity and evidence of your right to
act on their behalf. To prove you are legally authorised to act on behalf of the subject, you will need to provide ane of the following:

* Signed leiter of authority f consent
* Lasting or Enduring Power of Attomey
* Evidence of parental responsibility of adult without capacity

“our relationship to the subject = | am their parent

1 I am their salicitor

| am legally able to act on their behalf

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:

Your Client Reference:

22



Making a request for someone else’s information

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

Proof of the subject's identity *

Drop files here to upload m 1
Uploaded: 0N
Evidence that you have the legal ability or subject's consent to act on their behalf *
Drop files here to upload m 2
Uploaded: 012
Subject first name(s) * 3
Subject's sumame * 4

Subject's address *

Subject's date of birth * 6 oD MM | | YOO

Doss the subject have any prior addresses ornames || Prior namegs)
that are relevant to this request? * D Prior address{es) 7

[ No

= = : | I

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

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.

Enter the data subject’s first name.

Enter the data subject’s last name.

Enter the data subject’s address.

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

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

Request

Dieseripbion of the informaton you want o see, intluding dentficaion of redevant records and any known referance numbers

Please do not simply ask for “everything you hold on me”. If you namow your request bo the specific information which you want, this helps us provide it to you
more quickly

If you would ke a copy of & particular fla/document, or information about & specific event or issue then please state this below. In addition, if you do not want
particular infonmation, thin please el us know,

Departmentis) you ane requesting information from * [ Adult Serdces

[_] Benafits
(] Chikdrens Services
1 [C] Finance
(] Housing
(] R
[ Parking
[ Rewvenues (inchuding Councl Tax)
(] Scheols & Education (inchuding special needs)
(] Muttipie andéor other

Description of the information you want i ses, inchuding identification of relevant records and amy known reference numbers *

Supporting Attachments

Upload any documentation to support your request here, such as documents or images

Drop files here fo ual:ad-m 3

e Uploaded: 05

= = : | =

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:

Specify which department  subject srea =

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.

Upload any supporting information (you do not need to upload the proof of ID or proof of
address previously provided). This field is optional.

Click “Next”.

=] ]
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Making a request for someone else’s information

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

Subject Access Request (SAR)

Request a release of your personal data under Article 15 of General Data Protection Regulation.

Before You Begin Your Details Request Declaration

Declaration

| certify that the information provided on this form is comreet to the best of my knowledge and that | am the person to whom it relates. | understand that the
1 Council is obliged to confirm proof of identity/authority and it may be necessary to oblain further information in order to comply with this subject access request.

Authorised person - Declaration (if applicable):

| confirm that | am legaily authorised to act on behalf of the data subject. | understand that the Council is obliged to confirm proof of identity/authority and it may
be necessary to obtain further information in order to comply with this subject access request

‘Warning: a person who uniswiully obtains or attempts to obtain data is guilty of a criminal offence and is liable to prosetution.

2 |:| | certify that all information | have provided in this request is true and | agree to all the above statements.

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:

Submitting Form, Please \Wait...

25



Making a request for someone else’s information

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.

Thank you for your request.

Your reference number is SAR1692380685.

You will receive a response from us within one month, given that you have provided acceptable forms of identification. If further proofs of identification or
clarification about the requested information is required, you will be nofified and asked to provide it in order o progress your request.

1 £ Download PDF

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.

Return to

contents page -



Responding to request for additional information

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.

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 similar to the below, where you should complete the following:

& Wekc o o MyCourcil

Senices FACKHS My Requests V3 Contact Us

1
Welcome to your MyCouncil Account

To Request and Apply for Services of Report an issue, please use the "Services' tab above

If you want 1o view the progress of any Requests, Applications or Reports, then use the "My Requests’ lab above

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

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

Home My Accounts Services FAQs MyRequests V3 Contact Us

My Requests

Show 10 Filter Al Search 1 Q
Case D Process Case Start Date Case End Date
»  SAR168280635 )| 2 Subject Access Request (SAR) 21/01/2020 15:26:17
»  FOI-168271754 Freedom of Information Request 21/01/2020 14:53:44
»  SAR168556131 Subject Access Request (SAR) 17/01/2020 14:55:13
» FOI-166796499 Freedom of Information Request 09/01/2020 12:00:42
»  FOI-166738456 Freedom of Information Request 09/01/2020 11:40:49

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.

Click on the relevant case from the list.

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

My Requests

Show 10 Filter &l Search | SAR169509862 Q
Case ID Process Case Start Date Case End Date
~  SAR169509862 Subject Access Request (SAR) 2210112020 14:42:17

Customer Action Required

Task ID Start Date Completed Date Action

Mew Task 2H/2020 14:43:52
Request

Task 1D Start Date Completed Date Action
SAR169509862 220112020 14:42:17 220142020 14:42:13

28



Responding to request for additional information

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

Action Required

In order to progress your request can you please provide ... 1
Best regards,

Diata Protection Team

Milton Keynes Council

Please respond by * 02/03%/2020

Please provide the required information listed above *

Please attach the documents listed above *

Drop files here to upload m 3

Uploaded: 051

=

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.

Upload any information which was advised as required.

Click “Submit”.

=[] |

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

Submitting Form, Please Wait...
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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.

Thank you for providing the required information.

Z Download PDF Continue #

You have now provided additional information to the Data Protection
Team and you should await contact from them.

Return to

contents page >




Viewing previous requests

Paste the link https://mycouncil.milton-keynes.gov.uk/ into your web browser and login as
described on page 10.

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

Home: My Accounts Senvices FAQS MyRequests V3 Contact Us

Welcome to your MyCouncil Account

To Request and Apply for Services or Report an issue, please use the ‘Services' tab above.
If you want to view the progress of any Requests, Applications or Reports, then use the ‘My Requests’ tab above,

To view your Rent Account use the ‘My Accounts’ tab, you will need to complete a registration process in order to view
your Rent Account online. You will need your Rent account reference number to register.

1 Click “MyRequests”

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

Home My Accounts  Services FAQs  MyRequests V3 Contact Us

My Requests

Show 10 [v] | Filter A Search Q

Casze ID Case Start Date Case End Date
»  SAR1E5280685 Subject Access Request (SAR) 21/01/2020 15:26:17
»  FOI-1B8271754 Freedom of Information Request 21/01/2020 14:53:44

b SAR1B8556131 Subject Access Request (SAR) 17/01/2020 14:55:13

b FOI-166796489 Freedom of Information Request 09/01/2020 12:00:42

¥ FOI-166786456 09/01/2020 11:40:49

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.
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Viewing previous requests

» SAR160481178 Subject Access Request (SAR) 037122019 15:38:23 D3/12/2019 15:47:33

View Response

Task ID Start Date Completed Date Action
SAR1E0484367 03/12/2019 15:47-00 03/12/2019 15:47:33 @
Request

Task ID Start Date Completed Date Action
SAR160481173 031212018 15:38:23 031212019 15:38:23

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 =




Amending my details

Paste the link https://mycouncil.milton-keynes.gov.uk/ into your web browser and login as
described on page 10.

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

& Welcome o MyCourci

My Requests V3 Contact Us

Welcome to your MyCouncil Account

To Request and Apply for Services or Report an issue, please use the ‘Services' tab above
If you want 10 view the progress of any Requests, Applications or Reports, then use the ‘My Requests’ lab above

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

2 Change Email
[# Change Password

@ Logout
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Amending my details

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

Profile Form

Please take the bme to update and amend your profile

Basic details Address getads Contact details Equality Informabion Overview

Titie :'ll W
1

First nome * | v

LLaat rewne | I o

Date of birth [ | o

= >

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”.

Click “Next”.

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

Profile Form
Plaass take the tirme 1o update and amend your profile

Basic details Address details Contact details Equality Information Cerview

Do you want 1o change your sddress? * Yes n 1 W

Fostal address

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

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

Profile Form
Please take the time io update and amend your profile

Basic details Address details Contact detais Equality Information Croendiew

Hemea Phans [ | v
Motile Phone 1 [ | v
Email address [ | o

=] =] | I

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”.

Click “Next”.

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

Profile Form
Please take the time to update and amend your profile.

Basic details Address details Contact details Equality Information Cverview

‘We want to make sure we treat everyone fairly and ask for your personal characteristic information to monitor our procedures and ensure we are mesting our
obligations under the Equality Act 2010

To help us to do thig, we would like you to answer a few guestions. You don't have to angwer them and your answers will not affect how we deal with your
requests or feedback.

‘We will keep any information you give us confidential.

Please sslect your age group 1330 || 3150 @ 5185 | &6+

1
Ethnic Origin Select
Do you consider yourself to have a disability Yes MNa

= = > |

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”.

Click “Next”.

35



Amending my details

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

Profile Form
Flease take the time 1o update and amend your profile

Basic detads Y Address details ) Contact details Overview

Bedore saving your profile, please take o moment (o chack that evenything s comect
Full name:

Deater o Birth:

Genger “ Farmale

T 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.

Return to
36
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Data Protection Team

Data.Protection@milton-keynes.gov.uk




