
West Coast Council – Public Requests Web App – User Guide 

Welcome to the West Coast Council Public Requests Web App User Guide.  

In this Document you will find information on how to Register, Login and submit a 
Public Request with the Web App 

 

1. Register as a new User of the West Coast Council – Public Requests Web App 
Go to https://wccpublicrequests.azurewebsites.net/ and click the Register button at the top of the 
screen.  

To Register, fill out the following form and click the ‘Register’ button 

Note: When Registering passwords must conform to the following requirements: 

 

 



 

Once you have successfully registered you will see this screen 

 

The system will send you an email containing a verification link to verify your registered email. Go to 
your email and click the verification link (remember to check your ‘Junk’ and ‘Spam’ folders if the 
verification email does not appear in your main ‘Inbox’ 



 

Once you have clicked on the verification link you will be redirected to the below page. You are now 
a register User 

 

2. Login as a registered User 
To Login click the Login link at the top of the screen. You will see the below form. Enter your 
registered email and password and click the ‘Remember Me’ button – this will keep you logged in on 
the device that you are using, then click the ‘Login’ button 

 

3. Enter and Submit a Public Request 
On the Home Page click the ‘Submit a Request’ button to view and search for Customer Requests 



 

Enter details of your Request filling out all the available user fields.  

 

If you do not wish to upload an associated file or photo you can now click the ‘Submit Request’ 
button to submit your request 

If you do wish to upload a file or photo that relates to your Request, click the ‘Upload and Image or 
Take Photo’ link (Note: Take Photo is only available on compatible devices). 

Click the ‘Choose File’ button to select a file from your PC and click Open. 

 

 

Once you have chosen your file click the ‘Upload’ button. 



 

Once the ‘Loading’ pop up disappears your file has been uploaded. If all user fields are populated 
you can now submit your request by clicking on the ‘Submit Request’ button. 

 

If your Request has been submitted successfully you will see the below notification. You can now 
close the Web Page or click the blue button to enter another request. 

 

You will receive receipt of your Request via email. Again, remember to check your ‘Junk’ and ‘Spam’ 
folders if the email does not appear in your main ‘Inbox’. 

 

 

 

 


