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Processing Tree Works Applications & Notifications 
For use with Ezytreev v5.766 onwards 
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Recording the basic information about the application (for an application 
received via post or email) 
 

Creating the record 
1. Single-click on Tree Works Applications from the main TPO menu on the left-hand side of the 

Ezytreev screen. 
 

2. Select Create new application from the Application menu, or using the  button on the 
toolbar. 
 

3. Record the date on which the application/notification was received by the LPA, followed by 
OK. 
 
 
Adding tree address 

4. Click the Address button. This is where the address of the trees will be recorded (effectively 
the application site). Before entering any information, search within This Type to see whether 
the current combination of application site and site contact/applicant has featured in a 
previous application on Ezytreev. You can search for Surname or Organisation using the first 
binoculars button, or search for part of the address using the second binoculars. If there is an 
exact match of name and address, double-click them on the list. This will use their existing 
details and save re-entering it. 
 

5. If there isn’t an exact match, close the window using the X, and enter the name of the main 
contact you’ve been provided for the tree address. This might be a tenant/occupier or site 
manager, or if no such contact has been provided, enter the name of the applicant. Enter their 
title, first and last names, then click in the Salutation box to auto-populate this, followed by 
their organisation, if applicable. 
 

6. To populate the address fields, click on the Gazetteer button and enter the postcode or part 
of the tree address in the boxes provided, then click the Search button. 

 
 

7. A list of all matching results will then be offered for you to choose from. Double-click on the 
relevant address to select it. If there was only one match, then this will automatically be 
selected for you. To confirm and close the address window, press OK. 
 

8. Once you’ve entered all details for the application site and contact, press OK to close the name 
and address window. 
 
Recording Applicant, Agent and Owner 
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9. If the site contact and site address you’ve already entered are also the name and contact 
address for the applicant, tick as Address next to the Applicant field. If this isn’t the case, click 
on the Applicant button, to enter their details (again via This Type or the Gazetteer search) 
 

10. If there is also an agent, repeat this for the Agent field. 
 

11. If the owner of the trees differs, or their contact address differs from the info you’ve entered 
so far, you can enter their contact details via the Tree Owner button (again via This Type or 
the Gazetteer search) 
 
 
Adding Application Documents 

12. Application documents (forms, plans, photos, reports) should be stored in the Attachments 
area. To add these: 

a. Click the Add Attachments button (half way down the application details screen, on 
the right) 

b. Click the Add attachment record  button from the toolbar. 
c. Then click the Select Attachment File/Folder button to find and upload the file. 
d. To find the files on your local desktop, just press the Desktop button in the left 

margin of the window 
e. Once this is uploaded, before closing the ‘TPO attachment details’ window, set what 

type of file it is, it’s direction of travel, whether it should ultimately be shared with 
the case officer’s tablet (Onsite), published within the public register of applications 
on ezyPortal (Public), Both or None. 

f. It is suggested that a copy of the redacted application form should be shared with 
‘Public’, a copy of the unredacted form should be shared with ‘Onsite’, 
accompanying documents such as reports, documents and photos should be shared 
with ‘Both’ (but see note below). 

 
13. The basic information for the application has now been recorded. 

 

Recording the proposals, validating and acknowledging the application 

(Start here for applications received via ezyPortal or from a zip file/xml import via the 
Planning Portal/Uniform) 

 
Viewing application documents  

14. Click on the View/Edit Attachments button (half way down on the right-hand side). This will 
list all files received as part of the application submission. 
 

15. Review what files have been received. If they have been submitted via ezyPortal or the 
Planning Portal, decide which should ultimately be shared with the case officer’s tablet 
(Onsite), published within the public register of applications on ezyPortal (Public), Both or 
None. To set this, highlight a file in the list, and from the Attachments menu, choose 
View/amend attachment record. Set the relevant option in the Share area, followed by OK. 

Note: In order to comply with GDPR, application forms and other documents 
containing personal information should only be marked for sharing with ‘Public’ or 
‘Both’ if all relevant personal information has been redacted. 
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16. Double-click on the application form to view it. The tree schedule and sketch plan(s) will 

usually be attached to the end of the form, but if the applicant/agent has submitted separate 
plans/files then these will be stored as separate documents. 
 
 
 
 
 
Associating a map 

17. The first stage is to specify the geographic area affected by the application. With the sketch 
plan open, drag it out of the way/onto another screen and close the list of attachments. Now 
press ‘Map’ in the top-right of the ‘Tree Work Application’ screen. 
 

18. Choose what size of map area to open (100m square will be fine for most applications) and 
wait for all of the tree layers to finish drawing. The map will be centred on the application 
address and will show the Conservation Area layer and also all TPO trees, so at this stage you 
are likely to be able to identify whether or not the trees referred to on the sketch plan are 
protected. 
 

19. Zoom in/out if necessary and make sure the map shows all of, and is centred on the area 
covered by the application/notification. Then drag the map window to one side, press the 
Assoc button on the application screen (just below the Map button) and then close the map 
window. 
 
 
If the trees aren’t protected 

20. If it’s clear at this stage that none of the trees identified in the application are protected (i.e. 
there were no TPO trees or Conservation Area showing on the associated map), mark the 
application as invalid. To do this, press the ‘Validated’ button, tick ‘Mark as invalid’, and then 
you may wish to send a letter to the applicant to inform them that the work may proceed 
without an application. If marking an application as invalid you should also add yourself as the 
case officer (by clicking on the Officer button) before generating a letter, as case officer is 
likely to be a merge field in your letter templates. See step 35 onwards for generating standard 
letters. Otherwise, assuming there appears to be a TPO or Conservation area affecting the 
property/trees, continue to the next step. 
 
 
Identifying the trees affected 

21. The next step is to identify the actual trees affected by the work. You will want to have the 
application form/details of the proposed work and sketch plan(s) open before starting this – 
this may all be within the main ‘Application Form’ pdf, depending on how it was submitted. 
 

22. Now click ‘Proposals’, followed by F1 (or just right click on the maroon-coloured bar, which 
does the same as F1). This will open an empty tree list for this application. Click on the middle 
map button on the toolbar (if you hover over it, it will be called ‘Display tree items via 
associated map’)  
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23. Wait for all layers to finish loading before doing anything with the map. TPO trees will be 

shown in grey on the map, as will any non-TPO trees (for example; Conservation Area trees) 
that have previously been plotted (these will usually be a different style/size) 

 
24. You can only select or plot trees that are of the type that is in the foreground layer on the 

mapping (the ‘Current’ layer). When the map first loads, the Conservation Area individual 
trees layer (usually called ‘Surveyed Tree (/s211)’ or similar) is the ‘Current’ layer, but this can 
be changed by going to the ‘Current’ menu and picking another layer. 
 

25. You can switch on the tree Ids for the ‘current’ layer by going to Options – Show background 
i/d’s – note that trees/groups/woodland/areas are all on their own layers. 
 

26. Conservation Area s211 trees:  
 

a. Unless you’ve changed the ‘current layer’ since opening the map, you will already be 
on the correct layer for plotting/recording work against individual conservation area 
trees, so shouldn’t need to adjust that (unless you need to plot/record work against 
groups) 
 

b. if there are no existing conservation area trees shown in same the position as the 

tree(s) affected by the application, select the plot button on the toolbar (  ) and 
then click on the relevant place on the map.  

 
c. After plotting your first tree, you’ll be asked to create or select a visit record. 

Just press New then OK, and OK again. 
 

d. The tree details screen will now display. Set the species, then press OK. 
 

e. On the next screen, add a description of the proposed work and reasons for it in the 
Proposals and Reasons boxes (perhaps copying and pasting this from the schedule 
attached to the application), followed by OK. 
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f. If the proposed work and/or reasons are unclear for any of the trees, these fields can 
be left blank until such time as clarification has been received. 

 
g. Click on the plot button again to repeat this process and record more Conservation 

Area trees, if required. 
 

h. Occasionally you might find that one or more of the conservation area trees in the 
notification appear to already exist as plotted trees on the map. In this situation, you 
could use the existing tree record(s). Double-click on the tree and then enter 
Proposals and Reasons on the next screen. After adding an existing tree to the 
application, be sure to check that it’s species (as now shown on your tree list) matches 
that stated in the submitted notification. If it appears to be a different tree, remove it 
from the application using the ‘-‘ button at the top of the tree list, and plot a new tree 
on the map instead.  - If in doubt, there’s no harm in plotting a new tree rather than 
trying to use an existing one. 

 
i. After plotting/recording proposals against all of the affected trees, view your tree list 

and check that the tree refs correlate with those on the tree schedule on the 
submitted notification, or as well as they can do. To adjust a tree ref, highlight a tree 

in the list, then choose the ‘View/amend details’ (   ) button from the toolbar. 
Adjust the tree ref (to the right of the species box), then press Ok.  

 
 

27. TPO application trees:  
a. If the tree(s) affected by the application are protected by TPO, after making the 

relevant TPO layer ‘current’ (TPO tree/Group TPO/Woodland TPO/Area TPO), you 
may wish to make tree id’s visible (go to the Options menu – Show background i/d’s) 
 

b. Using the Select Features  tool, now double-click on the relevant tree feature on 
the map, and add a description of the Proposals and Reasons (perhaps copying and 
pasting this from the schedule attached to the application), followed by OK. Repeat 
this process for other trees. 

 
c. Having recorded proposals against a tree record, the tree will be added to your tree 

list. From the list, you can double-check that the TPO tree species matches the tree 
species quoted in the submitted information. You can also double-click a tree in the 
list to view/amend the Proposals or Reasons. 
 

d. If the tree numbers used by the applicant on their plan/list of work differ from the 
official tree refs on the TPO, make it clear with what you type into the Proposals box, 
which tree on the sketch plan the work relates to. For example, if for TPO tree T6, 
they have called this ‘Tree 2’ on their application, you might add the following as the 
description of the proposed work, in the Proposals field: 

 
(Tree 2 on submitted plan) – reduce height to 16 metres 

Note: don’t adjust the ref of a tree that already existed on Ezytreev prior to this 
notification, as it may relate to a previous notification. If you need it to have a 
different tree ref, plot a new tree instead. 
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e. If the proposed work and/or reasons are unclear for any of the trees, these fields can 

be left blank until such time as clarification has been received. 
 

f. If the proposed work is to trees within a TPO group, area or woodland then the 
proposals for all work within that group/area/woodland will be entered into the one 
Proposals box and is likely to need to include a description of how many trees of what 
species are affected by the work, and how they can be identified. For example, if TPO 
group G1 protects 6 Sycamore and 6 Ash and the proposed work is to 5 of those trees, 
the Proposals and Reasons could be entered as follows: 

 
Group G1 Proposals field: 

2 x Sycamore (trees 1 & 2 on submitted plan): crown lift to 5m above ground level. 

3 x Ash (trees 3, 4 & 5 on submitted plan): fell to ground level. 

 
Group G1 Reasons field:   
trees 1 & 2: to provide more light to the garden. 
trees 3, 4 & 5: due to concerns over branches falling on the road. 
 
 

 

Undoing mistakes with Proposals and/or unlocking from a TPO or Conservation Area 
28. If you start recording work against a tree and then realise it is the wrong tree, this can be 

undone very easily. If the erroneous tree is a TPO tree, then all you have to do is to exclude it 
from the application. To do this, select the relevant tree in the list and press the ‘-‘ button 
above the tree list, followed by F1 (or right click no the bar). The tree will then be removed 
from the application. You can then continue to add other trees in the usual way, or repeat this 
to exclude other trees. 
 

29. If the erroneous tree is a Conservation area tree that you have just plotted, then rather than 
just excluding it from the application, delete the tree record entirely, so as to keep the system 
clear of wrongly created tree records. To do this, select it in the tree list, and from the Trees 
menu choose Delete tree item, followed by F1 (or right-click on the bar). Don’t delete a tree 

Note: The first tree you add to an application/notification record will determine whether 
it is a Conservation Area s211 notice, or a TPO application. From that point forward you 
can only add more trees/groups/areas or woodlands of the same type. 

An Ezytreev application record therefore can’t be both a Conservation Area (s211) notice 
and a TPO application. Additionally, if it’s a TPO application, it can only relate to trees that 
are all part of the same TPO. So, if the first tree you add is a TPO tree, then you can 
subsequently only add further TPO trees that are protected by the same Order. 

If an application form is received that includes work to trees protected by more than one 
TPO, or work to both TPO and Conservation Area trees, then the application record will 
need to be split (duplicated), so they can be processed separately. This is so that relevant 
timescales and tree/TPO references are all respected. 

To duplicate an application record, select it in the list of all applications, then choose the 
Create new application from this one option from the Application menu. 
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record that you didn’t create (i.e. if you just double-clicked on an existing tree on the map), 
because this tree record may be also be in use by another existing conservation area notice. 
 

30. If you wish to free the application up entirely because the correct trees are actually protected 
by a different TPO, or you’ve recorded work against TPO trees when the affected trees are 
actually only protected by a Conservation Area, simply empty the Proposals tree list 
completely, using one of the methods described above, and then once you have no trees 
associated with the application, close the tree list using the X. After closing, you will be asked 
if you wish to clear the Proposals field. Press F1 (or right click on the bar) to confirm that you 
wish to do this. The application type will then be cleared, as will the TPO ref (if applicable). 
You can now go back into the Proposals area and start the tree identification process again 
from scratch. 

 
Setting the Conservation Area 
31. Click on the Cons Area button near the top of the application details screen. You will now be 

asked whether you would like Ezytreev to check whether the application address is within a 
Conservation Area. Press F1 (or right-click on the maroon-coloured bar) and it will be set 
automatically. Note that this occasionally this wont necessarily mean that the affected trees 
are or aren’t in a conservation area, if the property is close to the edge of the conservation 
area, but in most cases will save you setting the conservation area manually 
 

32. If you need to override this automatic function, click the Cons Area button again, and this 
time press any key (or left click on the maroon-coloured bar). You can now manually choose 
a conservation area from the list, or to clear the field just press the X to close the window. 
 

33. Note that if received via ezyPortal, the Conservation Area field will have already been set by 
the applicant/agent, but following the above steps is still a good idea, to ensure the 
applicant/agent has set it accurately. 

 

Setting the Case Officer 
34. You should now set the case officer. To do this, click on the ‘Officer’ button and double-click 

on the relevant person. If you have received enough information to process the application, 
set the case officer as the person who will perform the site visit. If you are not the person 
who will be visiting the application, and need to request further information first, set the 
case officer to yourself for the time-being, until such time as the application has been 
validated. 

 
Requesting further information 
35. If the application doesn’t yet contain enough information to be validated, you may wish to 

issue a letter to the applicant or agent requesting further information. 
 

36. To send a letter to an interested party, open the Interested Parties list, highlight the 
relevant person and address in the list (the Tree Works Agent, or the Tree Works Applicant 
if there isn’t an agent) then choose Send standard letter from the Correspondence menu. 
 

37. Double-click on the letter you want to send, then decide whether you would like to 
customise the letter before sending. If you tick ‘customise letter(s) sent’ then prior to 
whichever of the 3 outputs you choose (see below), you will be presented with the standard 
letter template in Microsoft Word before it becomes mail merged, for you to adjust the 
letter content. Note that when a standard letter opens in Microsoft Word, you will always be 
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asked about ‘Header Record Delimiters’. Just press OK at that point, and then proceed to 
customise the letter. 
 

38. After making any changes you should then save and close the word document, then press F1 
when prompted, to use the customised version of the letter. 
 

39. If you don’t tick customise, the letter will generate immediately without offering the above 
opportunity to adjust the letter wording. 
 

40. Choose one of the following options: 
 

a. Print: will generate the letter and send it straight to your default printer. 
b. Preview: generates the letter and opens it for you to view. You then need to 

manually send it to print, before closing the document. 
c. Email: opens a window before generating the letter that allows you to type a 

message to the email recipient and edit their email address. The letter is then 
generated and sent immediately to the recipient via email, directly from Ezytreev. 

 
41. By default, all correspondence is generated and saved as PDF, with an actual copy saved 

against the relevant interested party in Ezytreev, for your records. 
 
 
Validating and Invalidating the application 

42. If the application needs to be marked as ‘invalid’ (as opposed to being not yet valid), press 
the Validated button, then tick Mark as invalid, followed by OK. 
 

43. If/when the application is valid, click on the Validated button and record the date on which 
it became valid. If it has been previously marked as invalid, clear that tick-box, before 
pressing OK.  
 

44. If an application has been marked as valid, but then subsequently needs to be marked 
invalid, just click on the Validated button, then tick Mark as invalid, followed by OK. 
 
 
Whether to consult/setting consultation dates 

45. After recording the date that the application became valid, the application expiry date will 
now be auto-calculated from this date (based on the application type) and the Objections by 
date will also be automatically calculated, based on 3 weeks following the validation date, 
although this can be manually adjusted if necessary. 
 

46. You can record whether you will be consulting the public on this application/notification by 
ticking/unticking the Consult Public tickbox, above the Objections by date. This determines 
whether the consultation deadline is publicised on the online register of 
applications/notifications and also whether the public or only invited consultees are offered 
an online channel to respond through via ezyPortal (if this function is in use). 
 
 
Adding neighbours or other individuals/consultees as interested parties 

47. You can review the list of people already recorded, and their role in this application by clicking 
the Interested Parties button (this is halfway down the application details screen on the right-
hand side) 
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48. If you need to add a neighbouring householder or nearby address as an interested party, this 

can be done easily from a map, as follows: 
 

a. In the Interested Parties list, from the EzyMaps menu choose Display addresses via 
associated map, or press on the white map button as shown below:

 
b. Address points of interested parties that are already in your list will show with their 

label displaying (for example; house name or number). Others will display as a grey 
blob on top of nearby properties. 

c. To add a nearby interested party, double-click on their grey address point. 
d. Now define what their role is, for example Neighbour or Adjacent Landowner by 

double-clicking the relevant name-type on the list. 
e. Now enter their name and any other contact details if you know them. When 

finished (or if you don’t know these details), press Ok. 
f. Repeat to add further interested parties. 

 
49. To add an interested parties whose address isn’t shown on the map/isn’t local to the 

application (for example a solicitor, a councillor, a parish council): 

a. from the Interested Parties list, click on the   (Add a name and address to this 
application) button. 

b. Next, choose what type of party they are from the list, by double-clicking on the 
relevant type. 

c. If they are someone who might have been contacted about applications before (in 
the same capacity), click the ‘This type’ button in the top-right. If the person is in this 
list of individuals who’ve already been added to Ezytreev, you can double-click one 
and this will save you from typing their details again. 

d. If there is a long list, use the binoculars buttons to search for their 
Surname/Organisation, or their address. 

e. If they’re not listed, press the X to close the window, and enter their name and 
Organisation (if applicable). 

f. Then, if their contact address is within the Council’s area, press the Gazetteer 
button to search for and select their address. If their address is outside of the 
Council’s jurisdiction, their address can’t be searched for and should be typed into 
the boxes manually below their name. 

g. After entering all details press Ok to save their details. 
 
 
Sending an acknowledgement letter 

50. Once the application/notification is valid, you may wish to send an acknowledgement letter 
to the applicant/agent and potentially also notify other interested parties. To do this, click 
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on the Interested Parties button. To send a single letter to one interested party, follow the 
method outlined from step 35, sending the acknowledgement to the Tree Works Agent, or 
to the Tree Works Applicant if there isn’t an agent. 
 
 
 
Sending a batch of letters (e.g. consultation letters) 

51. If you need to send the same standard letter to more than one interested party you may 
wish to generate a batch of letters. Choose Send batch of letters from the Correspondence 
menu. You’re then offered the option to send the same letter to all interested parties that 
have the same ‘Name Type’, for example all neighbours. Either double-click on a name type, 
or press the X at the top-right of the window to skip this step and to instead choose from a 
list of individuals. 
 

52. Now decide exactly who to send the letter to. Double-click on an interested party to 
add/remove the X next to their details. Anyone with an X against them will be sent the 
letter. Once ready, click on the tick at the top of the list to confirm. 
 

53. Then double-click on the letter you wish to send. 
 

54. Now decide whether you would like to customise the letter before sending. If you tick 
‘customise letter(s) sent’ then prior to whichever of the 3 outputs you choose below, you 
will be presented with the standard letter template in Microsoft Word before it becomes 
mail merged, for you to adjust the letter content. After making any changes you would then 
save and close the word file and then press F1 when prompted, to use the customised 
version of the letter. If you don’t tick customise, the letters will generate immediately 
without offering this opportunity. 
 

55. Choose one of the following output options: 
a. Print: will generate the letters and send them straight to your default printer. 
b. Preview: generates the letters and opens them for you to view (not very helpful for 

batches of letters). You then need to manually send each letter to print, before 
closing the document. 

c. Email: opens a window before generating the letters, that allows you to type a 
message to the email recipients. You can also overwrite the contents of the ‘To’ field 
with an actual email address (for example, your own), to which all letters will then 
be sent, rather than to each individual contact. The letters are then generated and 
sent immediately via email, directly from Ezytreev. 
 
 

View and add correspondence sent/received, and other files 
56. To view all correspondence that has been sent/received to/from a particular interested 

party, highlight the relevant person in the list, and choose Letters sent/received from the 
Correspondence menu. You’re then presented with a list of documents. 
 

57. From this screen you can also add extra files to the system that you’ve received from, or that 
relate to, this interested party; for example something you’re received by email or post. To 
add this: 

a. Choose Add letter record from the Letters menu. 
b. Then click the Select Attachment File/Folder button to find and upload the file. 
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c. Once this is uploaded, before closing the ‘Correspondence record details’ window, 
set what type of file it is, it’s direction of travel, whether it should be shared with the 
case officer’s tablet (Onsite), published within the public register of applications on 
ezyPortal (Public), Both or None. 

 
 

Requesting a site visit 
58. If the application/notification requires a site visit, now change the application status to 

Inspection required, by clicking on the relevant radio button. The application/notification 
will then be exported to the case officer’s tablet when they next sync their device. 
 

59. Double-check at this stage that the person who needs to carry out the site visit is listed as 
the case officer in the Officer box. 
 

60. When you now close the application by pressing OK, you’ll be asked whether you want to 
apply the status change to all associated trees. Press F1 (or right-click on the bar) to confirm 
this. 
 

61. The case officer now needs to sync their tablet to receive the application on their device 
ready for their site visit. 
 

 

  

Note: in order to comply with GDPR, application forms and other documents 
containing personal information should only be marked for sharing with ‘Public’ or 
‘Both’ if all relevant personal information has been redacted. 
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Visiting the application site using the Ezytreev Onsite app 

 
Switching to the Applications dataset 

62. In the Ezytreev Onsite app, press the Menu button (top right of the map), then press 
SmartSync. Now press the green Sync button and wait for the process to complete, then 
return to the map. 
 

63. Press the menu button and choose the ‘Applications’ (or similarly named) dataset from the 
dropdown field at the top of the menu. All applications currently awaiting a visit will now be 
listed to the left of the map, in expiry date order (expiring soonest at the top of the list). 
 
 
Viewing an application 

64. Single tap on an application in the list, to make it the ‘current’ application. Single tap on it 
again to centre the map on the associated map area for that application. 
 

65. At the top of the map, tap on the title of the application. This window shows a summary of 
the application details in the middle Application Notes area, and the Documents area at the 
bottom of the page lists any files associated with the application that have been exported to 
the device. Tap on a document to view it, then press your device’s Back button to return to 
the app. 
 
 
Viewing application trees 

66. Returning to the map screen, at the top of the Applications list, switch to the Trees tab. You 
will now have a list of the trees relating to this application. The trees affected by the 
application will be highlighted purple. Other trees of the same type (TPO or Conservation 
Area trees – depending on the application type) in the vicinity may also be listed, but not 
highlighted. 
 

67. Single-tap on a purple tree in the list to select it and highlight it on the map. (Tapping on a 
tree on the map also selects it in the list) 
 

68. If you would like the map to centre on that tree, single-tap on it again, in the list. 
 

69. To open a highlighted tree, press the Details button at the bottom of the map. 
 

70. Most of the tree’s details are read only until you press Inspect in the top-right of the screen. 
 

71. The key information relating to the application is within the Proposal tab in the Attributes 
section (to the far right). The Proposed Works and Reason for Works fields contain the 
application information relating to this particular tree. Single tap on each to view the full 
text contained within it. 
 
 
Recording officer observations 

72. There are two options for adding officer observations to an application. For each application 
you can use either method (but not both): 
 

a. Method 1: Inspect each tree individually… 
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i. open the tree and press Inspect 
ii. After viewing the contents of the Proposal tab, move to the Report tab 
iii. In this section add a new item using the ‘+’ button. Tap on Officer Report, 

then the back button 
iv. Now tap on this item and type your observations about this tree and the 

impact of the proposed work. 
v. Before saving the tree, you may wish to perform an amenity assessment 

(see the Amenity tab) and/or take photos of the tree. 
vi. To take a photo swipe back to the first section of tree details and tap on the 

picture of a tree (this might instead be a thumbnail of an existing photo of 
the tree, if there are existing photos). 

vii. You’ll now be presented with the photo gallery for the tree (which may be 
empty). Tap on the green camera button in the top right of the window to 
take a photo. 

viii. Your device’s camera app will now launch. Take a photo, and confirm that 
you wish to keep it. You can take as many photos as you need. 

ix. You can add comments to a photo, by tapping on it’s thumbnail in your 
photo gallery and typing into the description field. You can also download 
and view any existing photos of the tree (relies on having a mobile data 
connection and your system being SmartSync enabled) 

x. When you save each tree (by pressing the back button in the top left), it will 
ask whether you would like to mark the application as a whole as visited 
(finished with on the tablet). If you plan to inspect further trees choose ‘No’. 
When it asks you after you’ve inspected the last tree of the application you 
can say ‘Yes’ – the purpose of this is to make sure that your tablet doesn’t 
let go of (sync off) applications until you’ve finished with them. 

xi. The individual comments you’ve added to each tree will, once synced with 
the desktop, be compiled into a paragraph of comments listed against the 
tree refs, viewable via the Report box on the application front screen, and 
will also be stored against each individual tree record on the same screen as 
it’s individual Proposals and Reasons. 
 

b. Method 2: Instead of using the above method, for simple applications you may 
choose to write one set of observations for the application as a whole… 

i. On the map screen, tap on the application title in the bar above the map 
ii. Type your observations into the top (Application Inspection Details) box. 

After doing so, you’ll be asked whether the application should be marked as 
visited. If you want the application to be cleared from the tablet the next 
time you sync, choose Yes. Otherwise choose Not Yet. When at a later stage 
you are ready to mark the application as visited, come back to this screen 
and tap on the green Mark As Visited button at the top. You can still take 
photos of the trees if using this method, it is only use of the ‘Officer Report’ 
field against each tree that is incompatible with this simple approach. 

 

Note: Use method 1 or method 2 for each application. Don’t add observations in 
both the ‘Application Inspection Details’ box, and in the officer report field against 
individual trees on the same works application/notification. This would result in 
one set of comments being overwritten by the other when synced. 
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Determining/Completing the application 

 
Reviewing officer observations 

73. After the officer has marked the application as visited and then synced the application off 
their device, the application record on the desktop will show as ‘Inspected’ and the officer’s 
observations (either individual tree or whole application observations) will be visible in the 
‘Report’ field on the main application details screen. 
 

74. Review the officer’s comments to check what their recommendations are, and whether 
these are the same for all trees, or vary between trees. 
 
 
Set the Recommendation status(es) 

75. The next step is to set the Status radio buttons, based on the officer recommendation(s). 
How you do this will depend on whether the recommendation is the same for all trees: 
 

a. Same recommendation for all trees: you can set this using the radio buttons on the 
main application details screen. Set the main status followed by the substatus (for 
TPO applications) by pressing the relevant radio buttons. Click on the white circles 
next to, for example; Consent given and then No conditions). 

b. Different recommendations for different trees: Press the ‘Proposals’ button to view 
the list of application trees. Double-click on each tree in turn, and set the radio 
buttons for the status and substatus, according to the officer comments (which are 
also visible on this screen in the box above). After setting this for all trees and 
closing the tree list, the main application status and substatus will automatically 
update to reflect a summary of what you’ve recorded against the individual trees. 

 
76. Now click on the Recommendation button and choose the relevant decision code. It should 

only offer you those that are relevant to the application’s status and substatus 
 

77. You have now recorded the officer recommendation for how this application should be 
determined. It is at the ‘recommended’ stage. If you now go through a corporate process for 
getting the application decided you can leave the application at this stage, and come back to 
it later. Or move straight to the next step… 
 
Determine the application 

78. Click on the ‘Decision’ box and enter a formal decision date. 
 

79. The application has now been determined. The final step is to generate the decision notice 
by pressing the Decision Notice button in the bottom right of the screen. 
 

80. Decide whether you would like to customise the letter before sending. If you tick ‘customise 
letter(s) sent’ then prior to whichever of the 3 outputs you choose below, you will be 
presented with the standard letter template in Microsoft Word before it becomes mail 
merged, for you to adjust the letter content. After making any changes you would then save 
and close the word file and then press F1 when prompted, to use the customised version of 
the letter. If you don’t tick customise, the letter will generate immediately without offering 
this opportunity. 
 

81. Choose one of the following output options: 
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a. Print: will generate the letter and send it straight to your default printer. 
b. Preview: generates the letter and opens it for you to view. You then need to 

manually send it to print, before closing the document. 
c. Email: opens a window before generating the letter that allows you to type a 

message to the email recipient and edit their email address. The letter is then 
generated and sent immediately to the recipient via email, directly from Ezytreev. 
 

82. After having generated a decision notice, you can view it again by pressing the Decision 
Notice button again and pressing any key when prompted (or just waiting), or you could 
choose to generate a revised decision notice by pressing F1 when prompted. 
 

83. The decision notice can also be found stored against the relevant person via the Interested 
Parties list. 
 
How to review emails sent via Ezytreev 

84. For any correspondence sent by email, if for any reason you later need to see a log of the 
actual email sent, this can be viewed via the main Ezytreev Support menu on the left-hand 
side of the screen. Choose the Sent Emails log option. A list of all emails sent will then be 
displayed. Double-click on one to view further details.  


