
Get Started with eCasework 
Welcome to eCasework! This guide will show you how to get 
started. You’ll be adding your first case in no time. 

If at any point you get stuck, click this yellow 
button to speak directly with one of our support 
team. They’ll be able to help guide you 
immediately. 
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Register 
The easiest way to manage casework awaits, but first you need to get registered 
and logged in to the app. 

1. Visit the registration page at ​https://ecasework.com/account/newuser 
2. Enter your name and email address. 
3. Choose the ward you represent. 
4. Enter your phone number (optional) and we'll call to help you get set up. 
5. It’s free for the first 30 days, but choose whether you’d like to pay monthly 

or yearly. (You can change this later.) 
6. Click 'Get started now'. 
7. Open your email inbox and find the email we've sent. You may need to 

check your spam folder, but let us know if it doesn't arrive within 5 
minutes. 

8. Open the email from us and click 'Verify your email address' or the link. 
9. You'll be asked to choose a password. Make sure it's at least 8 characters 

long, containing both letters and numbers. This makes it secure. 
10.Click 'Set password'. 
11.Choose an eCasework email address. We recommend 

firstname.lastname​ but be aware choices are permanent! 

You're in! Now it's time to explore the app. 

 

   

3 

https://ecasework.com/account/newuser


Dashboard 

 

This is the first thing you'll see when you log in to eCasework. The dashboard 
features an array of widgets designed to give you insight on your ward and your 
casework. 

In summary 
Your casework 'at-a-glance' split by due date. Click a case title to see its details. 

Case stats 
A graph showing the number of cases you’ve opened and closed recently. Click 
the drop-down to change the date period. 

Case breakdown 
The different subjects covered by your casework. Useful for identifying recurrent 
problems. 
 
Let's take a look at the other sections of the app – the black tabs with white 
icons.   
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Casework 

 

This is where we expect you'll spend most of your time, the place where you'll 
record and complete all of your casework. The list on the left shows all of your 
cases, and clicking on a case will show its details. 
 
We'll look at the Casework section in more detail later. 
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Email 

 

● Picked up a case on your walk to the shops? 
● Found a case while quickly sorting your council inbox? 
● Want to accept casework over Twitter and see notifications? 

Every eCasework account comes with its own email address, to help you sort the 
clutter of other inbox and provide a place dedicated to solving problems. 
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People 

 

Keep track of everyone you deal with on the People tab, from assistants to 
constituents and beyond. The list on the left shows each person, and you can 
quickly view their details, location and related cases on the right. Think of it as an 
advanced address book and you'll always be at your best when interacting with 
anyone. 
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Calendar 

 

Organise your second life as a councillor using your calendar, and see when 
deadlines clash with events you're attending. Feed it directly into your personal 
calendar and never lose track of anything. 
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Files 

 

Never lose any of those important documents again. Anything you're sent that's 
related to a case will be automatically stored here and is accessible from 
anywhere in the world. All you need is access to eCasework. 
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Add a case 
Now it's time to add your first case. Adding and managing cases with eCasework 
makes it easy for councillors to handle their workload. Follow these instructions 
to add a case. 

1. Click the 'Add Case' button at the top of the screen. A box will pop up. 

 
2. Give your case a brief description in the 'Case title' box. 
3. Cases are assigned to you by default. Click the 'Change' button to assign it 

to someone else. 
4. Tags group cases into categories, and you can see which types of case are 

most common on your dashboard. We recommend adding tags to get 
more insight on your ward. 

5. Set a due date for your case, either an initial or ultimate deadline, it's up 
to you! 
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6. If you need to add a photo, letter or other file to your case, attach a file to 
the case from your device. 

7. Associate your case with the contact who raised it, if any. You can add 
them if they're not yet in your contacts list. 

8. Describe the case and any action you would like taken to solve it. 
9. Finally, click the 'Take me to my new case button' and click 'Add case'. 

You've created your first case! It will show up in your case list on the Casework 
tab, and you can work on it however you see fit. Next we'll show you the 
different ways to work on and complete a case. 
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How to complete casework 
There's many different ways to complete casework and each councillor has their 
own method. We've designed the app to help you take whichever route you like, 
so here's a list of features and how to use them. 

Update case 
The most common way to progress a case. It's good practice to communicate 
clearly with colleagues and constituents, to ensure that cases are solved 
satisfactorily. This is called 'signposting' and it allows people to see each step in a 
case's history. Use the 'Update case' button to mark down each step or record 
an instruction. It will help to change the case's due date for each new step. 

Due date 
Whomever the case is assigned to, the due date gives that person an indication 
of when to complete a task. A case is marked 'Overdue' when today's date is 
later than the due date, meaning something has not been completed in time. We 
recommend setting due dates for tasks, not deadlines for cases. 

Assign a case to an assistant 
If you have an assistant that helps you complete cases, you can pass a case to 
them. They'll receive a notification and will be able to use eCasework to manage 
cases. 

Send email from a case 
If you don't have an assistant or need to contact a department, you can email 
them from within a case. All messages and any replies will be automatically 
added to the case history, meaning you'll never lose track of messages, 
instructions or key notes. 

Manage casework from your email address 
You don't always need to log in to eCasework to manage your cases, you can do 
it from the comfort of your inbox. See page 13. 

Mark case complete 
Solved the problem? Click the 'Case complete' button to mark the case as closed. 
Don't worry if you make a mistake, you're able to reopen the case whenever you 
need. 
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Manage casework from your email address 
You don't always need to log in to eCasework to manage your cases, you can do 
it from the comfort of your inbox. 

eCasework uses two key elements to record case updates from external sources. 

● Emails sent to your eCasework email address, e.g. 
your.name@ecasework.com. 

● A case identifier, e.g. RFHUP. 

If your eCasework address is cc'ed into a message ​and​ the subject line contains 
the identifier, the message will be recorded in a case's history. We recommend 
raising cases in the app first, as you'll be able to copy the case identifier and use 
it in emails.  

Follow these instructions to manage casework from another email. 

1. Log in to your eCasework account. 
2. In the top-right corner, click the arrow next to your name. 

 
3. Click Add Case to add a new case. 
4. Enter the case information and click Add Case to create the case. 
5. You should now be viewing the case you created. Make a note of the case 

identifier. 
6. Now head over to your other email inbox, e.g. yourname@council.gov.uk. 
7. Compose a new message, making sure to add your @ecasework.com 

email as a recipient (usually in cc). 
8. Add the case identifier to the subject line, e.g. [ec:RFHUP]. Make sure it's 

preceded by 'ec:' and that it's all encased in square brackets. 
9. When you've finished composing your message, send the email. 
10.The message should be added to your case in eCasework. 

If you'd rather not copy the case identifier into your subject line, simply cc your 
@ecasework.com email into messages. You can then attach those emails to the 
relevant case or raise a new case from the Email tab. 

If the person you've contacted hits 'Reply All' and copies in your eCasework 
address with the identifier in the subject line, replies from them will be picked up 
by the app too. You'll need to remember to log in to the app to update due dates 
on the case, but let us know if you have any feedback.   
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Add a case by email 
You needn't log in to eCasework to create cases, you can add cases 
automatically via email. It's especially helpful when residents send casework to 
many different email addresses. 

1. Log in to eCasework. 
2. In the top-right corner, click the arrow next to your name. 

 
3. Click Settings. 
4. Click Automatic case creation. 
5. Type an email, e.g. yourname@council.gov.uk, in the box and click +. 
6. Click Save Emails. 

The email address you've added can create cases automatically by forwarding 
messages to your eCasework inbox. For example, when you're sorting through 
your council.gov.uk inbox and come across a case, forward it on to your 
eCasework inbox. 
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Import your address book 
You can import your existing address book from Outlook, Gmail, Nation Builder, 
mailing lists and canvassing software straight into eCasework. All you need to 
get started is a CSV or XLSX file with each column named (also known as a 
header row), which you can export from wherever your contacts list is currently 
held. 

Follow these instructions to import your existing address book. This feature is 
not available on tablets or mobile devices. 

1. Click the Add Person button. 

 
2. Scroll down and click the Import button. 

 
3. Choose your CSV or XLSX from your computer. 
4. You'll need to match the columns in your file to the columns in our 

database. For each column, select the corresponding field using the 
drop-down. If the corresponding field doesn't exist in our database, you 
can use the Notes field or skip it. 

5. Once you've finished matching or skipping columns, click Upload. 
Your file will be processed automatically and the contacts will be added to 
your contacts list in the People tab. Get in touch if you have any issues. 
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Tips 
Set due dates for tasks, not deadlines for cases 
You can stay on top of your casework by breaking up the process into multiple 
tasks, and reviewing cases frequently. You'll be much more productive by 
focusing on completing small, achievable goals.  

Next time you add a case, add a case update and describe the task that needs 
completing. Set the due date for a week's time, or whenever the task can be 
reasonably completed. You'll be prompted to review the case on the due date 
and can update the case. You can also set a default due date and time for your 
casework. See page 18. 

Remember: a case often has several factors that determine when and how it can 
be solved. You don't need to solve each case immediately, but by completing 
each step in a timely manner, you're more likely to stay on top of your casework. 

Tagging cases builds a picture of local problems 
When it comes to campaigning, you need to know the issues you'll be expected 
to face. If any particular issue prevails as the most common, you'll need to vow 
to tackle the related problems. By tagging your casework, you can build a picture 
of pertinent local issues and make your cases work for you. 

 

Quickly find cases, people, emails, events and files by searching 
Have you tried the search tool? It'll help you find anything in eCasework quickly, 
whether that's a group of people or an individual case. 
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Follow these instructions to use the search tool (not supported on tablet or 
mobile). 

1. Click the search button. 

 
2. The search box will appear. 
3. Start typing a word or tag to find the case, contact, email, event or file 

you're looking for. 

 
4. Use the Up and Down arrow keys to select a case, contact, email, event or 

file. Press the Enter key to view the case, contact, email, event or file. 

Launch eCasework like an app 
Instead of opening a web browser and typing in our web address on your iPad, 
tablet or smartphone, you can speed things up by adding the login page to your 
Home screen. 

In Safari, tap the Share button, then tap Add to Home screen. Confirm you're 
happy with the title and then tap Add. An icon will appear on your Home screen. 
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In Chrome, tap the Settings button (the three dots in the top-right of the screen), 
then tap Add to Home screen. Confirm you're happy with the title and then tap 
Add. An icon will appear on your Home screen. 

 

Set a default due date and time for your cases 
Due dates can help you stay on top of your casework, reminding you to revisit 
your casework frequently. Residents will expect to hear about your progress, 
and setting a default due date makes it easy to check in with them. 
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Follow these instructions to set a default due date and time for your casework. 

1. Log in to eCasework. 
2. In the top-right corner, click the arrow next to your name. 

 
3. Click Settings. 
4. Click SLA. 
5. Click the 'Change' button. 
6. Use the drop-downs to choose a default due date. We recommend 10 

working days at the time the case was created. 

 
7. Click Save. 

Receive reminders for cases due today 
What's on your plate for today? With our Notifications feature, you'll be sent an 
email reminding you which cases are due today, helping you to keep on top of 
your casework.  

Follow these instructions to receive a reminder when cases are due today. 

1. Log in to eCasework. 
2. In the top-right corner, click the arrow next to your name. 

 
3. Click Settings. 
4. Click Notifications. 

19 



5. Turn on the button next to 'a case is due today'. 

 

If you have cases due today, we'll send you an email in the morning to remind 
you which cases need attention. 

You can also receive alerts when a case is updated, helping you to keep track of 
officers, replies from the council and more. 
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Join us for a product demo 
Want to find out more about how eCasework works? We can give you a quick 
demonstration of its features via video conference. You don't need any special 
software or even a camera, and you can pick a time to suit you. 

 

Click the yellow live chat button to speak to one of our 
support team and we’ll arrange a time for the demo. 
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Need more help? 
If at any point you get stuck, click this yellow 
button to speak directly with one of our support 
team. They’ll be able to help guide you 
immediately. 

You can also find helpful videos on our YouTube channel. Search 
for us on youtube.com 

We also have a help site with lots of step-by-step guides, which 
show you how to use all features of the software. Visit the help 
site at ​http://help.ecasework.com 
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