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How to make a submission electronically  
(an eSubmission) 

 

Quick overview 

  

 

What more detailed information? Keep reading . . . 

  

•Click on the ePlan link on the BOPRC website, then go to the RPS and  
view the proposed change.

•NOTE: It is really important to read the whole of the proposed change 
before making a submission. As you go through it, you might like to 
make a note of which areas you would like to make a submission on.

Step 1: View the proposed change

•When you are ready, click “Make a Submission” and the system will 
prompt you to Register or Login.

Step 2: Register

•Work your way through the plan, clicking on the paragraphs or points 
you want to add to your submission. You must state the reasons for 
your submission and what you want the Council to do about it.

Step 3: Add your submission points

•At this stage the system will ask you for some personal details e.g. 
name, address and some information to meet our legal requirements 
under the Resource Management Act 1991.

•When you have saved your submission you can leave the website. 
Your draft submission will be saved and ready for you to edit when you 
log back in.

Step 4: Save your submission points

•Once your submission has been accepted by Council, you will get an 
email with your submission number.

Step 5: Submit your submission to Council
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Detailed information on how to make an eSubmission 

Click on the ePlan link on the BOPRC website or click here. 

The following screen will appear.  

Read and click OK, then click on Read the Entire Plan. 

 

The next screen shows you part of the Regional Policy Statement that has been set 
up as an ePlan.  

Click on “Select” to view Proposed Change 5 

Select Proposed Change 5 (Kaituna River) to the Bay of Plenty Regional Policy 
Statement 
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The screen is divided into two columns 

 The left hand side works like a table of contents, use the up and down arrows 
to scroll through the sections. 

 The right hand side contains the text of the proposed change 

Text that is underlined is proposed to be added to the Regional Policy Statement. 

The blue dashed boxes show what sections can be submitted on. 
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When you are ready to make a submission click Make a Submission 
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You need to register before you can make a submission, click Register or, if you 
already have an Iso-Plan account, click Login. 

 

Complete all the fields then click Register 
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An email will be sent to your email address. Go to your email and click the link to 
confirm we have the right email address 
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Now you’re ready to make your submission by clicking on each of the provisions 
you want to submit on. Click OK to get started. 

 

 

 

 

 

 

 

 

 

 

 

Use the up and down arrows to find the sections you want to comment on, then 
click inside the blue dashed box to record your submission point. 
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A new screen will appear. This screen has two tabs – the submission tab and the 
relief sought tab. 
 
Complete the information required under the submission tab first.  
 

1. Check you have selected the right provisions 
2. Use the drop down arrow to tell Council whether you oppose, fully 

support or partly support the provision. 
3. Then type in the reasons for your submission in the free text box below. 

 Then complete the information required under the Relief Sought tab. 
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Tell Council what changes you would like to see.  

NOTE: The Copy Provision box will insert the current text into the box so you can 
edit it. Use strikethrough text to delete text and underline to insert new text. 

Click Done when you have finished with this provision. 

 

You can continue to scroll through the provisions of the proposed change using the 
table of contents, and adding more submission points.  

The “tally” keeps a record of the number of submission points you’ve added. 

When you have added all your submission points or need to leave the proposed 
change screen, click Edit / Submit Submission Points to start saving. 
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Complete the information on the form to let Council know who you are and your 
contact information. 

 
If you are the contact person for the organisation that is lodging the submission, 
click the check box. A new field will appear so you can add the name of your 
organisation. 

 

Use the scroll bar to move down the screen.  

Fields with * must be completed. 
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After you save the contact details, you will be asked for some more information to 
meet Council’s legal requirements under the Resource Management Act 1991. 

 

Use the scroll bar to move down to the rest of the page where you can check or 
edit each of the submission points you have made. You can also add some 
attachments. 
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Remember to save your changes. Once you have saved, you are free to log out.  

NOTE: You can log back in at any stage to review your draft submission and make 
as many changes as often as you need. See “How to log back in and make changes 
to a draft eSubmission” (Page 14). 

 

Of, if you are satisfied your submission is ready, click Submit to send your 
submission to Council.  
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Read the Privacy Statement then click Yes if you are happy to lodge your 
submission. 

 

You’ll know your submission has been sent to Council when the following screen 
appears. 

When Council has formally accepted your submission, you will receive an email with 
your submission number. 
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How to log back in and make changes to a draft 
eSubmission  

You can view your submission at any time by logging back into the eSubmission 
portal. This is also where you come to review and make changes to your draft 
submission. 

Click on the ePlan link on the BOPRC website or click here. 

The following screen will appear.  

This time, click on the Submissions menu button. 

A drop down box will appear, click Login. 
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The login screen will appear. Enter the email address and password you created 
when you registered. 

 

Once you’ve logged in you’ll be able to see your submission. 

Click on the “pencil” icon to continue adding to or editing your draft submission. 

This shows you your draft submission form. Use the scroll bar to move through your 
submission details and click on the pencil icon to edit your existing submission 
points or add a new submission point. 
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This will take you to the following screen, whether you are amending an existing 
submission point or adding a new submission point. 

 

 

Remember to use the scroll bar to move through the whole form. 
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Keep scrolling till you reach the bottom of the form, then save your submission 
point. 

 

You will be returned to your draft submission form, where you can continue to add 
or edit your submission points. 
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When you’re ready to lodge your submission with Council scroll down and click the 
Submit button. 

 

 

Read the Privacy Statement then click Yes if you are happy to lodge your 
submission. 

 

You’ll know your submission has been sent to Council when the following screen 
appears. 

When Council has formally accepted your submission, you will receive an email with 
your submission number. 
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