
Mobile Election App.  

How to Respond to Job Requests.  

You will receive an email like the one below. 

 

 

 

 

 

 

 

 

 

 

Follow the steps in the email by clicking “here” at step one to go to the log in page.  

Log in as normal.  

When you have been sent a request, your account will 

show a red “1” near the message tab at the top of the 

left hand corner of the page. 

 Click on the message/requests icon with the “1”.  

 This will take you to the message page where you will be able to see any “General 

Messages,” “Availability Requests,” “Job Requests” and “General Documents.” 

 You will then have a request showing under the “Job Requests” section as below. 

 
You will be required to view the document before either 

accepting or declining the request. If you click to accept or 

decline first, then the warning message will pop up.  

 Press “View Document” on the warning, or click on the 

PDF Document. Select either open or save (depending on 

which you would like to do) on the bar that pops up at the 



bottom of the screen.

 
 The letter will be addressed to you from the Returning Officer and will include the 

date of the election, the position being offered, your duties and rate of pay. (See 

below example) 

 



 

 Once you have read the letter you are then able to “Accept” or “Decline” the role. It 

will show a notes box and an option to “Finish and Save” or “Cancel”. Any notes 

written in the box will be visible to the elections team. 

 



 Once you have pressed “Finish and Save,” a green box will appear at the bottom of 

the screen to say it has been successfully submitted and your request will now show 

as either accepted or declined.  

 You will not be able to change your request if you have submitted the wrong answer. 

To change it you will need to contact the Elections team at 

electoral.administration@ipswich.gov.uk  so that it can changed for you. 

 

How to select a training session. 

 If you have accepted the position you will then be able to book onto a 

training session. Click on the training icon at the top of the page 

 This will take you to the following page where you can then book onto 

“Available sessions” of training and view the session(s) that you are 

booked onto.  

 

 Select the drop down box for “Location” to give you the options of the “Orwell room” 

or “Grafton House.” 

PLEASE NOTE: All training sessions, with the exception of that to be held on 17 

April 2019, will take place in the Orwell Room on the ground floor of Grafton House. 

The session on 17 April 2019 will be held within Grafton House, in an upper floor 

room.  

 When you select the location, view the dates available under the “Date/Time” drop 

down box. Select the best one for you and it will show you how many spaces are left 

on that session.  
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 To confirm your place, select “Book 

Space.” A warning will pop up to let you 

know that the booking cannot be undone.  

 If you select confirm and find you have 

made the wrong decision then you will 

need to change it you will need to contact 

the Elections team at 

electoral.administration@ipswich.gov.uk  

so that they can change it for you.  

 Once you have confirmed your session, it will show under the “Booked Sessions” 

box.  
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