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Guide to reporting Public Rights of Ways problems using 
the Countryside Access Map Webpage 
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1. Register and manage your account 
 
To be able to report or track a problem, you will have to register or login first. 
 

 
 
 

1.1 New Users 
 
If you do not already have an account, please enter the details into the registration 
section of the Log in page. 
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Next, to complete the registration and activate your account you will have to follow 
the link you have been sent by email. 
 

 
 

 

1.2 Logging in 
 
To log in enter the details into the “Returning User” section of the Log in page. 
 

 
 
 

1.3 Forgotten password 
 
In case you have forgotten your password, enter your User Name into the “Forgot 
Your Password?” section of the Log in page to receive a password reset email. A 
temporary password will be emailed to your registered email address for the 
account.  
 
To change this temporary password click on to “Manage My Account” section (see 
1.4 below). 
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1.4 Managing your account 
 
If you need to update your details, change your password or delete your account, 
login and click on ‘Manage My Account’ tab. 
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2. Navigate through the webpage 
 
 

 
 
 
 

2.1 Moving around the map 
 
On the map you can:  
 
➢ Drag the slider or click on ‘-‘ to ‘+’ to zoom in and out on the map.  
➢ Move around the map by clicking on the map, holding down the mouse 
and dragging the map.  
➢ Zoom in to a specific location by holding the ‘Shift’ key and using the 
mouse to click and drag a box on the area you wish to zoom to. 
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2.2 Searching the map 
 
 

Select the search type you want to use, enter the criteria 
into the box and click ‘search’ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

2.3 Current and saved location  
 

 
If your device has a GPS, you can centre the map 
to your current location by pressing the ‘Go to 
current location’ button.  
 
A place on the map can be saved by clicking on 
‘Set My Saved Location’. To move the map back to 
this saved location click on the ‘Go to My Saved 
Location’ button.  
 
 
 
 

 
 

2.4 Map legend 
 
 

The legend explains all the map symbols. To view the legend, 
click on the cross symbol next to ‘Map Legend’ at the bottom of 
the map. To hide it, click on it again. 
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2.5 Turn layers on/off 
 

To turn on/off any of the layers, move the mouse 
over the layers button and the list of layers will 
appear.  
 
Then click to the tick box next to each layer to 
turn it on or off. 
 
 
 
 
 
 
 
 
 

 

2.6 Enlarge or reduce map 
 

 
 

The map area can be expanded by selecting the “Enlarge” button at the bottom of 
the map. 
 
To reduce it back to the original size select the “Reduce” button. 
 
 

2.7 Print Map function 
 
The  “Print Map” function can be used to save a plan of the current area shown as a 
pdf document. 
 
The title will appear at the top of the plan, and from the drop-down options you could 
change the format and orientation of the document. 
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2.8 Identify tool 
 

Select the identify tool and then click on an item on the map to see further 
information of the feature. 
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3. Report path problems 
 
To report a problem, please register or login first and then select the 'Report a 
Problem' option in the menu. 
 
 

3.1 Locate the problem on the map 
 
Use the search map function (section 2.2) or navigate with the mouse to the correct 
location to find the Public Right of Way. You can only report problems within the 
County and 50m of a path. 
 
 

3.2 Selection of the path 
 
Select the path that the problem relates to by using the selection tool. 
 

 
When the path is selected a pink buffer area will appear around the feature. Please 
note that if the path is not highlighted, you will not be able to make the report. 
 



 

Page | 10 
 

3.3 Mark the location of the problem 
 
Once the path is selected the add new issue tool will be activated. Select this 
tool and click on the map to add the location of the issue. If not the correct 

location, click on the map again to re-position the problem marker.  
 
Then press the “Problem details” button to enter the relevant information. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3.4 Enter details of the problem and submit 
 
In the problem details pop up window, select the “Problem type” and add any further 
information including the location details. 
 
Before submitting check that the request updates box is ticked in case you want to 
receive email updates. Sometimes the box is not automatically ticked. 
 
Lastly select ‘add photos’ to browse to any photos you wish to add to your report. 
You can add multiple photos but please remember to keep them as small as 
possible. 
 
And final step, submit! A confirmation message will give your reference number. 
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3.5  Existing reports - requesting updates or adding comments 
 
If the problem has been reported already you can request updates or add a 
comment. 

 
First select the 
identify tool  and 
click the issue on 
the map for 
which you want 
to find out more 
information. 
 
Once the pop-up 
window appears, 
select the option 
“Click here to add 
comment/receive 
updates”  
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Then submit information or comments about the existing problem into the box and 
submit the update. 
 

! Remember to check that the request updates box is ticked if you want to receive 

any email updates. Sometimes the box is not automatically ticked. 
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4. Track path problems 
 

4.1 View problems you have reported 
 

To view a list of your reports select the “My Reported 
Problems” tab in the left-hand side. 
 
The list includes all the problems you have reported 
using your account. 
 
You could narrow them down by using the following 
filter options: 
 

• All outstanding 

• All completed 

• Completed in the last six months 

• Reported in the last month 

• Reported in the last year 
 

 
 
Use the page numbers at the bottom of the list to view more problems. 
 

! When you select an item in the table, the map below will zoom to its location. 

 
 

4.2 Track a problem 
 
Select the “Track a Problem” tab in the left-hand side.  
 
Then enter the reference number into the search box and 
click “Find”. 
 
The map will zoom to its location. 
 


