
 

How to Submit a Representation 
 
Step 1: Select the document you would like to submit a representation on. If 
comments have been enabled on this document, you will see “Comment” 
buttons throughout the document.  
 

 
 
Step 2: When you click “Comment”, you will be prompted to log in (if you 
haven’t already). 
 

 
 

 



 

Step 3: Once you are logged in, you can begin formulating your 
representation. Once complete, hit the “Submit” button and your 
representation will be sent to the system. Upon submission, you will receive 
an email of acknowledgement. 
 
If you do not complete your submission in one go, the system will save it for 
you as a draft and you can come back to it later by selecting “My account” in 
the top-right corner and clicking “Drafts”. 
 

 
 
You can also view any of your submissions by clicking “My account” and then 
“Submitted”. Here you will see the full details of your submission, as well as 
details about whether it has been published. 
 
 
 
 
 
 
 
 
 
 
 

 



 

 

 
 

 
Got any more questions?  

Send us an email at support@jdi-solutions.co.uk 

 


