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Click this link for the video guide for submitting a request for an EHC assessment 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://youtu.be/laK2j6KrM9I
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1 Coventry Education Services Portal User-Guide   
 

1.1 Registering on the Coventry Education Services Portal 
 

1.1.1 Visit the below URL & click Register  

https://emsonline.lea.coventry.sch.uk/CitizenPortal_LIVE/en 

 

1.1.2 Complete the registration details & click Submit  
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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  

 

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

 
 

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.  

 
 

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 
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1.2.2 Enter the child’s details and click Add Child 

 

1.2.3 Select the form you wish to complete. 
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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 At any 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 

 

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.  

 

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.   

 

1.4.2 To submit the form, check ‘I agree’ to the statements listed and click Submit 
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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.  Right 
click on the summary page and click Print 

Google Chrome: 
 

 
 
Internet Explorer:  
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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. 

 

 
 


