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Responding to an Annual 

Review
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You have received an email

Click on the link in the email 

OR

Copy/type the link into your 

internet browser 
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Sign in using your details from registration

1.Enter your user name 

and password to access.
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Annual Review

Select Customer 

Requests
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Annual Review

1. Select show me 

against Annual 

Review.
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Annual Review

1. Download the User Guide

2. Click Respond 
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Annual Review

• General Tab

‘Validate’ will check that 

all mandatory information 

is provided

You can ‘Save’ a draft 

and continue whenever 

required.

Fields depicting a ‘*’ are 

mandatory and must be 

completed

1.Review the details 

on the ‘General’ tab 

and then click on the 

next Tab ‘Questions’
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Annual Review

• Questions Tab (1) 1. Please Answer all 

the questions about 

your organisation. 

Some Questions and 

Sections are conditional 

on your responses.

2. Click the arrow to 

open each question 

section.
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Annual Review

• Questions Tab (2)
Questions may 

require you to select 

from a drop down list, 

enter text, numbers 

or add 

documentation. 

Please answer all 

questions thoroughly.

Mandatory Questions 

and Documents are 

identified by a * (red 

asterix) and must be 

uploaded before 

submitting the 

response.

.
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Annual Review

• Questions Tab (3)
1. Click to attach file 

and browse

3. Select document 

and Click open to 

attach

4. The file is 

uploaded

2. Alternatively you can 

drag and drop the file
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Annual Review

• Validate and Submit
Click Validate.

If you have answered all the mandatory

questions this will be confirmed on screen

Click Submit.

Your response confirmation is

displayed on screen

If you do not get a green 

confirmation box on the top 

right of the screen the 

application has not been 

submitted.




