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1 Coventry Education Services Portal User-Guide

1.1 Registering on the Coventry Education Services Portal

111

Visit the below URL & click Register
https://emsonline.lea.coventry.sch.uk/CitizenPortal_LIVE/en

£

Coventry City Council

# Home

Don't have an account? Please register an

account

Email address

Password

Password is empty

Forgot your password?

Watch our how-to videos and read our guidance on how to apply for a school place

Coventry Education Services Portal

& Signin @ Register @ Cymraeg

Welcome to the Coventry Education Services Portal

You can use this portal to:

= Apply for a school place starting in September 2022
s Apply for a two year old funding voucher
« Apply for an Education, Health and Care Assessment

If you are new to the portal, you will need to register

We will use the information you provide to enable Coventry City Council to provide you with necessary and
appropriate services or to process financial transactions in relation to grants and payments. More information on
how we handle personal information and your rights under the data protection legislation can be found in our
Privacy Notice(s)

If you require further information, please contact us

1.1.2

Complete the registration details & click Submit

Register an account

You need to first register with us in order to apply for a School Place or for 2 year old funding for your child(ren). This screen will guide you to enter the necessary information required
for registration process. Please hover the mouse over each field to see what information you will need to enter for this purpose. Please note if you are registering via a mobile
device or tablet you are required to input your full address into the 'Find Address' field and then search from the addresses listed. However, if you are applying via a
computerflaptop/desktop entering your postcode should bring back your address.

Email address *

Confirm email address *

If you need help with your address, use the Post Office's Postcode Finder.

Provide a phone number where you can be contacted during normal office hours. if necessary

Password *

Title *

Forename *

Surname *

Gender =

Home phone number

Maobile phone number

Work phone number

* Required fields are marked with a red asterisk

Show
Please select e
Please select e

© Use another address
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1.1.3  You will then be sent an e-mail to verify your e-mail address, click on the
link in the e-mail and return to the log-on screen to enter your user credentials

To activate your account we need you to confirm your email address is valid. To do this, click on the link below this will take you to a
page where you can enter your password and login.

https://emsonline.lea.coventry.sch.uk/CitizenPortal TEST/Account.Mvc/CompleteRegistration/77466 1505906f-8§83e-4352-a233-
189130252114

Please note: if you are unable to click an this link, carefully copy and paste the text into your Internet browser.
Kind Regards, Portal Administrator

Important - Please do not reply to this email as this account is not monitored.

Thiz e-mail and any files transmitted with it are confidential and are intended =olely for the use of the addressee. If you have received
this e-mail in error, you are requested to contact the sender.

All e-mails are menitered by Coventry City Council's ICT Security, using Mimecast.

The views contained in this e-mail are those of the author and not necessarily those of Coventry City Council.

< Reply | > Forward

1.1.4  Click on EHC Assessment and Review and you will be taken to a link to
Enable Two Step Verification Now — click this link.

*

EHC Assessment and
Review

Two Step Verification Area

This area requires two step verification to be enabled before you can access it. Enable two step verification in your account settings before continuing

Enable Two Step Verification now
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1.1.5  Select E-mail as the preferred method of Two Step Verification, click Save

My account Two step verification

Two Step Verification is our way to make your data more secure.

Personal details
If you enable two step verification, we will send you a verification code every time you sign in. This

Contact details helps us keep your data safe

Some areas require two step verification to be enabled before you can use them. We will tell you
Change email address when you try to access if you do not already have two step verification enabled.
Changing your preference will sign you out, and you will need to sign in again
Change password
Preferred method Email v

Change circumstances
Two step verification

1.1.6  You will then be returned to the log-on screen to log in and begin using the
portal. When logging-in, you will receive a verification code via e-mail to
complete the log in process.

o donnotreply@coventry.gov.uk ~ &

To: You Thu 28/07/2022 13:18

Your verification code is 905163

This e-mail and any files transmitted with it are confidential and are intended solely for the use of the addressee, If you have received
this e-mail in error, you are requested to contact the sender.

All e-mails are monitored by Coventry City Council's ICT Security, using Mimecast,

The views containad in this e-mail are those of the author and not necessarily those of Coventry City Council.

1.2 Adding a child/young person to the Coventry Education Services Portal &

accessing the forms

1.2.1 Click on the EHC Assessment and Review tile and click Add Child

*

R _
) + Add child
Review
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1.2.2 Enter the child’s details and click Add Child

Add child

Forename *

Middle name

Surname =
Gender (as at birth) = Please select v
Date of birth= | 99/MM/Vyy
Current school = Please select
Please select A4

Relationship to child =
Your relationship to this child

Parental responsibility = O Yes
-

O No

Do you have legal responsibility for this child?

@ Use previous address
Find address Posicode -

eo————

1.2.3  Select the form you wish to complete.

NN T

o} = =]

Request Assessment EHC Plan EHCP Reviews

\

What happens now?
We will consider whether to undertake a statutory assessment of Education, Health and Care (EHC) needs. This can take up to 6
weeks. The step ends with a decision as to whether to assess

Information we collect at this stage

We may need to collect some information from you or others during the request stage

Education, Health and Care Needs Assessment application form
(EHCNA) Start

e
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1.3 Completing the form

1.3.1  Complete the form clicking Save and Continue to save and move on to the

next page.

1.3.2 Questions with a red asterix next to them *. are mandatory and will need
to be completed before you can click Save and Continue.

1.3.3  Atany time, you can move backwards through the from by clicking Back

1.3.4  To exit the form and return to it later, click SEND Home

%ftk Coventry Education Services Portal

Coventry City Council

# Home  Applications - * SEND home " & My account W Cymraeg & Sign out

1.3.5  This will take you to a page listing all the children you have added to the
portal. Click on the child’s name who you were filling out the form for earlier.

[ ] & &
- Alan Aarid

Lesley Aardvaark Aardvaark

Harris Date of birth 12/03/2017 Date of birth 24/12/2017

Date of birth 01/01/1980 Coventry City Council Coventry City CounciCivice Centre 4
Council House Lord Mayor's Office, Council House Little Park Street
Earl Street Earl Street COVENTRY

Coventry COVENTRY West Midlands
CV15RR West Midlands CV15RS

CV15RR

1.3.6  The form you have started will be listed at the top of the form options. To
open it up, click Continue and the form will open at the last page you were

working on.
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1.4 Submitting the form

1.4.1 Once complete, the form will generate a summary page.

Summary

Review your details before submitting. Go back to correct any mistakes

Form submitter details

()
. Lesley Harris

Child or young person details

. Alan Aardvaark

Gender Male
Date of birth 12-Mar-2017

Current school

1.4.2 To submit the form, check ‘I agree’ to the statements listed and click Submit

Please read our summary privacy notice and tick the box to confirm that you consent to the information you have provided being used in this way and to
confirm that it is accurate and complete to the best of your knowledge.

Summary Privacy Notice: The information you provide helps us to process requests for a statutory assessment for children and young people who have
special educational needs and disabilities (SEND). It will be used to ensure we meet our legal duties and responsibilities in relation to children and young
people with SEND under the Children’s and Families Act 2014 and The SEND Code of Practice 2014. As part of this we will gather and share your personal
information with organisations who will be able to provide advice and guidance to support the statutory assessment process. This may include; schools, early
year's settings, other Local Authorities, internal departments including Social Care, medical and health agencies and sometimes the Department of Education.

More information on how we handle personal information and your rights under the data protection legislation can be found in our full Privacy Notice at the
link at the bottom of the page.

=]
| consent to the use of the information | have provided in this way and | confirm that the information | have provided is accurate and complete to the best of my
knowledge
The information that you have provided on this form will be used in accordance with processes outlined in the current Special Educational Needs &
Disabilities Code of Practice.
Itis important that the people working with you are able to see the information you have provided and for it to be shared with them. They may also share or
discuss this information with your child or dependent.
Before submitting this information, you must agree that the information provided can be shared with professionals, the local authority, and your child or
dependent. If you do not agree to this, you will not be able to send it using this online form.
| agree that the information | am submitting can be shared with professionals, the local authority and my child or dependent as part of processes outlined in
the current Special Educational Needs & Disabilities Code of Practice.
[ lagree

-
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1.5 Printing the completed form

1.5.1 To print the summary form, print the web page from your browser.

click on the summary page and click Print

Right

Google Chrome:

Date document published

Back Alt+Left arow
Please read our summary privacy notice and tick the box to confirm that you consent to the information you have provided being used in this way and to Forward Ale-Right Arraw
confirm that it is accurate and complete to the best of your knowledge. feload cleR
Summary Privacy Notice: The information you provide helps us to process requests for a statutory assessment for children and young people who have = —
special educational needs and disabilities (SEND). It will be used to ensure we meet our legal duties and responsibilities in relation to children and young I e con
people with SEND under the Children’s and Families Act 2014 and The SEND Code of Practice 2014. As part of this we will gather and share your personal Cast
information with organisations who will be able to provide advice and guidance to support the statutory assessment process. This may include; schools, early Search images with Google Lens
year’s settings, other Local Authorities, internal departments including Social Care, medical and health agencies and sometimes the Department of Education. 15 Create QR code for this page
More information on how we handle personal information and your rights under the data protection legislation can be found in our full Privacy Notice at the Translate to English
link at the bottom of the page.
View page source Cctrl+U
Inspect
If you have a report or document to support your application from this service/professional, please upload here.
& Back Alt+Left arrow
Date d it published
LSS LR AR O Refresh CtrleR
B saveas Ctrl+S
Please read our summary privacy notice and tick the box to confirm that you consent to the information you have provided being used in this way and to IG' o g"_pl
confirm that it is accurate and complete to the best of your knowledge. Cast media to device
Summary Privacy Notice: The information you provide helps us to process requests for a statutory assessment for children and young people who have LB Send to your devices >
special educational needs and disabilities (SEND). It will be used to ensure we meet our legal duties and responsibilities in relation to children and young
people with SEND under the Children's and Families Act 2014 and The SEND Code of Practice 2014, As part of this we will gather and share your personal Create QR Code for this page
information with organisations who will be able to provide advice and guidance to support the statutory assessment process. This may include; schools, early AN Read sloud CuleshifteU
year's settings, other Local Authorities, internal departments including Social Care, medical and health agencies and sometimes the Department of Educatior
Translate to English
More information on how we handle personal information and your rights under the data protection legislation can be found in our full Privacy Motice at the
link at the bottom of the page. D& Open in Immersive Reader e
Add page to Collections >
O & Share
I consent to the use of the information | have provided in this way and | confirm that the information | have provided is accurate and complete to the best of N ('} e, celect CtrleShift=X
knowledge
[ Web capture Ctrl+Shift=S
View page source Cirlsll

The information that you have provided on this form will be used in accordance with processes outlined in the current Special Educational Needs &
Disabilities Code of Practice.

]
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1.5.2 Print in the normal way. If you would like to print an electronic version, you
may wish to utilise a print to pdf functionality.

o= Print >

General  Options

Select Printer

EFD”DW-YDLI on CV5W90392.gbovges0la.local
™ Foxit PhantomPDF Printer
™ Microsoft Print to POF

£ >
Status: Ready [ |Prnttofle | Preferences
Location:
Camment: Find Printer...
Page Range
@Al MNumber of copies: |1 =
Selection Cument Page

(") Pages: Collate
Enter either a single page number or a single _I)M _E)J _3)3

paage range. Forexample, 5-12

Print Cancel Apphy
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