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Searching 
 

Your primary activity when you are logged in to the IDOX Public Access For Planning 
site will be to search for applications according to a variety of criteria. IDOX Public 
Access For Planning provides a variety of methods to allow you to find the information 
you are looking for: 

 
 

• Simple search – search for applications or appeals according to some 
entered text 

 
• Advanced search – search according to a wide combination of factors 

 
• Weekly/monthly lists – search for applications whose status is 

validated or decided within a particular week/month 
 

• Property search – search for a particular property to which 
applications may apply  

 
If the search returns more than one result and you want to go in and out of the 
different results, please use the Back to search results button and not the 
browser back arrow. 
 

 
 

*NB: Please note that Public Access is only able to show the results of a search if it has 
fewer than 1000 results. Anything over will require you to refine the search.* 
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Simple Search 
 

 
A simple search allows you to search quickly for an application or appeal by entering 
some text that will help identify it. 

 
1. Select Simple Search from the Search drop own list. 

 

  
 

2. Click to select whether you want to search for:  
 

• Applications 
 

• Appeals 
 

3.       In the Status box you can choose to search for: 
 

• All – Returns all applications that fit the criteria 
 
• Current – Returns applications that are yet to be decided and fit the criteria 

 
• Decided – Returns applications that have been decided and fit the criteria 

 
4. Enter some text in the Search box that will correspond to one of:  

 
• application reference number (for example, “15/00500”) 

 
• post code (for example, “SO42 7QS”) 

 
• part of an address (for example, “Avenue Road”). 

 
5. Click on the Search button to display the results of your search. 
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6. You can manipulate how the search results are displayed to help you find 
applications of particular interest: 

 
• Sort By – select a criterion to re-order the results by 

 
• Direction – choose whether the results should be displayed in 

ascending or descending order 
 

• Results per page – choose how many results should be displayed on the 
page at once 

 
When you have made your display selections, click on the Go button. 
 

7. The speech bubble at the end of the description indicates applications that are 
still open for commenting.  

 
8. The number of results being displayed (out of the total number of results) is 

shown. If there are more results than fit on to one page you can navigate 
between the pages either by clicking on Next to view the next page or by clicking 
directly on the page number. 

 
9. To view a search result in more detail, click on its description.  

 
10. If there are too many results, or if the results do not contain the applications you 

are looking for, you can go back and amend your search criteria. To do this, 
click on the Refine Search button. 
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11. If this search is one that you will reuse, click on the Save Search button (if you 
haven’t already logged in, you will be asked to before you can save the 
search). You can edit the search name here and select whether to receive an 
email if new applications arrive that match the search criteria. Click on Save to 
save the search. 

 
This search will appear in your Saved Searches page (see Saved Searches). 
From there it can be run as often as you like or edited and updated at any time. 
 

* NB: You cannot save a search unless you have a result to save. * 
 

12. To display the current page of search results in a printable format, click on the Print 
button. 

 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on Print again in the new window to send the page to your local printer. Press 
Close Window when you are finished with this window. 

https://www.newforestnpa.gov.uk/app/uploads/2018/10/COMPLETED-User-Details-login.pdf
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Advanced Search 
 

 
An advanced search allows you to build a complex combination of specific criteria on 
which to search for an application or appeal. These may include: 

 
• Relevant reference numbers 

 
• Application/Appeal details 

 
• Relevant dates 

 
1. Select Advanced Search from the Search drop down list or click on the Advanced tab. 

 
2. Click to display a search page specific to: 

 
 

• Applications 
 

• Appeals 
 

 



6 
 

3. If you know a reference number that identifies a specific application or appeal 
enter it in the appropriate box. 

 
4. The Application/Appeals details allow you to specify an application type, the 

parish, the conservation area or decision type. You can also enter a keyword 
or an address. Enter any combination of these details as appropriate. 

 
5. Enter a Date Range to define the period during which the application or appeal 

was validated, went to committee or decided. Alternatively, put the date that you 
want to search from in the first box and leave the second box empty. This will 
search for anything that fits the search criteria up to the current date. 

 
6. To search for applications on one day (i.e. committee decisions) you have to put 

the date of the committee in the first box and then the day after in the second 
box. If you put the same date in both boxes, no results will be returned. 

 

 
 

7. Click on the Search button to display the results of your search. 
 

 
 
8. You can manipulate how the search results are displayed to help you find 
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applications of interest: 
 

• Sort By – select a criterion to re-order the results by 
 

• Direction – choose whether the results should be displayed in 
ascending or descending order 

 
• Results per page – choose how many results should be displayed on the 

page at once 
 

Once you have made your display selections, click on the Go button. 
 
9. The speech bubble at the end of the description indicates applications that are 

still open for commenting. 
 
 

10. The number of results being displayed (out of the total number of results) is 
shown. If there are more results than fit on to one page you can navigate 
between the results pages either by clicking on Next to view the next page or by 
clicking directly on the page number. 
 

11. To view a search result in more detail, click on its description. 
 
 

12. If there are too many results, or if the results do not contain the applications 
you are looking for, you can go back and amend your search criteria. To do 
this, click on the Refine Search button. 

 
13. If this search is one that you will reuse, click on the Save Search button. This 

search will appear in your Saved Searches page (see Saved Searches). From 
there it can be run as often as you like or edited and updated at any time (you will 
be asked to log in/register if you haven’t already). 

 
14. To display the current page of search results in a printable format, click on the 

Print button. Click Print again in the new window to send the page to your local 
printer. Press Close when you are finished with this window. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.newforestnpa.gov.uk/app/uploads/2018/10/COMPLETED-User-Details-login.pdf
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Weekly/Monthly Lists Search 
 

The Weekly/Monthly Lists feature allows you to search for applications according to the week 
or month in which they were validated or decided. 

 
 

1. Click on the Weekly/Monthly Lists tab or select from the Search drop down.  
 

  
 

2. Click on Weekly List or Monthly List to select which list you want to search. 
 
 

3. You can narrow your search to a particular area by selecting from the Parish 
drop down list. 

 
4. Specify the Week or Month by selecting from the drop down list. 

 
 

5. You can display applications which were validated or applications which were 
decided during the selected time period. Make the appropriate selection under 
Show applications. 
 

6. When you have made your selections, click on the Search button. 
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• You can re-order the list by reference number, date received, description or status. 
Select one of these from the Sort by drop down list, then click on Go. 

 
• To change the direction of the list select Ascending or Descending from the 

Direction drop down list, followed by Go. 
 

• To change the number of results displayed, select from the Results per 
page drop down list, followed by Go. 

 

• If there are more results than fit on one page, navigate to further pages by 
clicking on Next or by clicking on the Page Number directly. 

 

7. To add this search to your Saved Searches page, click on the Save Search 
button. This search will appear in your Saved Searches page (see Saved 
Searches). From there it can be run as often as you like or edited and updated 
at any time (you will be asked to log in/register if you haven’t already).  

 
 

8. You can print off this list by clicking on the Print button. 
 

9. If there are too many results you may want to add more information to the 
search. Click on the Refine Search button. 
 

 

 
  

https://www.newforestnpa.gov.uk/app/uploads/2018/10/COMPLETED-User-Details-login.pdf
https://www.newforestnpa.gov.uk/app/uploads/2018/10/COMPLETED-User-Details-login.pdf
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Property Search 
 

The Property Search feature allows you to search for a specific property. There are two options: 
 
 
 

• Address Search – search for applications at a specified address. 
 

• A-Z Street Search – search for applications on a specified street chosen 
from an alphabetical list 

 
Address Search 

 

 
1. Click on the Property tab or select Property Search from the Search drop down. 

 
 

2. To search for a specific property by its address, select the Address Search 
tab. 

 

 
 

3. Enter as many details as you know in the appropriate boxes, then click on the Search 
button. Alternatively, click on the Reset button to clear the fields and start again. 
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• To change the direction of the list, select Ascending or Descending from the 
Direction drop down list, followed by Go. 

 
• To change the number of results displayed, select from the Results per 

page drop down list, followed by Go. 
 

• If there are more results than fit on one page, you can navigate to further 
pages by clicking on Next or by clicking on the Page Number directly. 

 

4. To add this search to your Saved Searches page, click on the Save Search 
button. This search will appear in your Saved Searches page (see Saved 
Searches). From there it can be run as often as you like or edited and updated 
at any time (you will be asked to log in/register if you haven’t already). 

 
 

5. You can print off this list by clicking on the Print button. 
 

6. To view a property in more detail, click on its title. 
 

7. If there are too many results you may want to add more information to the 
search. Click on the Refine Search button. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

https://www.newforestnpa.gov.uk/app/uploads/2018/10/COMPLETED-User-Details-login.pdf
https://www.newforestnpa.gov.uk/app/uploads/2018/10/COMPLETED-User-Details-login.pdf
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A to Z Property Search 
 

 
1. Click on the Property tab or select Property Search from the Search drop-down. 

 
 

2. To search for a street alphabetically, select A to Z Street Search. 
 

 
 

3. Click on the initial letter of the street you are interested in. Select from the list to 
display the addresses on that street. 
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• To change the direction of the list, select Ascending or Descending from the 
Direction drop down list, followed by Go. 

 
• To change the number of results displayed, select from the Results per 

page drop down list, followed by Go. 
 

• If there are more results than fit on one page, you can navigate to further 
pages by clicking on Next or by clicking on the Page Number directly. 

 

4. You can print this list by clicking on the Print button. 
 

5. To view a property in more detail, click on its title. 
 

 
6. To go back and chose a different street, click on the Refine Search button. 
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