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Contact the Council  
This tutorial walks you through the steps to contact the Council through the online request form. 
 
You must be logged on to contact the Council via the online request form. Refer to the Create a New 
Account tutorial under the Help menu for more information.  
 
Contact Us When Not Logged On 

 
1. From the Sign In or Create an Account page: 

a. Hover over Help 
b. Select Contact Us 
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The Contact Us page shows the Council address, contact information, and business hours when you are not 
logged in. 
 
 
 

Contact Us When Logged In 
Once you are logged in, you will see the My Dashboard page. Follow the instructions below to contact 
the Council through the online request form. 

 
1. From the My Dashboard page: 

a. Hover over Help 
b. Select Contact Us 
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2. From the Individual Request Information form: 

a. Click the arrow beside Activity and make your selection 
b. Click the arrow beside Reason and make you selection 
c. Enter a summary regarding your request in the Summary section (maximum 50 characters) 

 
2. From the Individual Request Information form: 

d. Enter the details regarding your request in the Detail section 
e. Click on the Browse button to upload any files 

Note: Refer to the Upload a Document tutorial in HELP for detailed instructions on how to upload a 
document. 

f. Uncheck the Email Confirmation box if you do not wish to receive an email confirmation 
g. Click Submit to send the request 
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