
New comments 
functionality on ESS 
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Objective 
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We have enhanced our Electronic Submission System (ESS) by 
introducing new functionality for the comments process. Comments 
will now be managed via the existing ESS portal that you currently use 
to submit documents to us for review. 
 
 
The following slides provide an early view of what the new comments 
process will look like on ESS. 
 
 
The new functionality aims to improve the exchange of comments 
during document review (eg removing the need for fax transmission 
and introducing two-way electronic exchange of comments through the 
portal) without impacting the approval process. 
 



New features available to you 
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• From 4 September 2017 any document submitted to us for comment 
will be handled through the ESS portal.  
 
 

• When document review is underway and comments published by the 
FCA, all adviser(s) named on the ESS case will receive email 
notification that comments are ready for review. 
 
 

• You will be able to view all comments and submit responses to 
comments on your document via the ESS portal. 
 
 

• You will have the ability to download all comments on your case in 
PDF format. 
 
 
 

The following slides give you a preview of what the new comments functionality will 
look like.   



New comments published – notification email 
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When new comments are released, all the advisers named on the case will receive an email notification as 
shown above. 
 
You can directly access the case by clicking on the case link provided in the email. 



Accessing comments on a case 
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You can access comments by opening the case and clicking on View Comments as shown above. 



Comments landing page – at log-on 
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On clicking View Comments you will be taken to the Comments landing page as seen above.  
 
Comments will appear here when the reading team has published comments during their review of 
the document drafts you have submitted to us. 

Outstanding Tab:  
New published comments  

requiring a response 
from you will be seen 

here 

Responded Tab: 
All comments you 
have responded to 
will be seen here  



Comments landing page – with comments 
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Download as PDF 
You can download 
all comments and 

responses by 
clicking on this 

Submit 
Responses 

You can submit 
your responses by 

clicking on this 
button 

Summary view of a 
Comment 

This is how a 
summary comment 

looks on the tab  



The previous history 
trail of the comment 
and response you 
have submitted is 

here 

 
Show comments - seeing the details of a comment 
 

8 A comment carried forward from a previous review, along with any response you have 
added, will be visible in the History section. 

Click the Show 
Comments link 

on a comment to 
see further detail 

Add your 
response here 

The text of the 
comment you 

are responding 
to is shown 

here 
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Show comments - seeing the history of a comment 

The previous history trail of 
the comment and response 
you have submitted is here, 
showing all history to date 

Your response to 
the previous 

comment 

The most recent 
comment will be 

shown first  



Adding a response to a comment  
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For each comment you will need to add a response in the box shown above.  
 
You must add a response for every outstanding comment before re-submitting them to us. 



Publish responses 
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Submit Responses 
Once you have entered a 

response to all outstanding 
comments you can submit 
them by clicking on this 

button 

Once you have selected 
Submit Responses you will 
see a Summary of Case 
Comments showing all 
the comments you are 

about to submit responses 
to 

Click on Submit 
Responses to make the 
responses available to the 

FCA 
 

You must enter a response 
for every outstanding 
comment before you 
submit your responses 



You can download both new 
comments and comments you 

have responded to. The PDF will 
have the up-to-date trail of the 
comment and responses you 
have submitted to the FCA. 
You can download all the 

comments on a case if you need 
to do so for record keeping. 

 

Download comments as a PDF 
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Download PDF 
You can generate a PDF 
of all new comments or 

comments you have 
responded to by clicking 

here   

A PDF will be created which you can 
save, print or email to other advisors 

working on your case who do not 
have access to the system 

 
Double click on the image to see 

the PDF in detail  



What do you need to do? 
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• Continue to check our website for updates and encourage colleagues involved in 
the comments process to do the same. 
https://www.fca.org.uk/markets/ukla/contact/submit-documents-electronically  

• Use this presentation to familiarise yourself and your colleagues with the new 
system. An in-depth guide will be available on our website on 4 September 2017. 

• Consider whether the new functionality will require any changes to business 
processes. As we are not changing the document review process, only the system 
by which we manage comments, we do not expect you to need to make any 
significant changes. However, for example, you may want to consider whether: 

• the introduction of an electronic comments process will change how you 
handle comments 

• you will require additional users to register for the system 
• Your allocated readers will make you aware of what you need to do on a case-by-

case basis. We expect that:  
• cases in progress on 4 September 2017 will continue to use the current 

fax process for comments until the case is closed  
• new cases from 4 September 2017 will use the new ESS functionality 

https://www.fca.org.uk/markets/ukla/contact/submit-documents-electronically
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