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Accessing the School Portal

To access the School Portal, you will need to activate your user profile. You will have been sent
an email from Leicester City Council with your username, password and a link to the School
Portal

If you do not have an email with your login details, contact us at:
Qualitylnclusion@leicester.gov.uk

Only one person from each school or setting needs the initial sign-up details. This person will be
set up as an administrator for the School Portal and will be able to add additional staff members
as users. The benefit of this is that all users will be able to view the school’s applications.

Accessing the portal via the Extranet

To access the School Portal login page via the Schools’ Extranet, just type in School Portal in the
search bar at the top of the page and it will take you directly there.
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Initial Sign in / Activation process

To activate your School Portal account, follow the link provided in the email containing your login
details, or access the portal via the extranet as shown previously.

You will be taken to the screen shown here, where you will need to enter your username, which
is your email address, and the password provided in your sign-up email.

Please note that you can continue using this password, or you can choose to create your own
which we will go over later in the video.

€22 Leicester City Council

School Portal Login



mailto:QualityInclusion@leicester.gov.uk

Once you have entered your username and password, you will be asked to verify who you are,
by entering a code that will be sent to your e-mail address:
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Security code

‘Submit securfty code

Please note that you only have 5 minutes to complete the verification before it times out. If it
does time out, or you do not receive an email, you will have an option on the screen to ask for
the code to be re-sent.

Set your Security Question

You will now be asked to set a security question which will be used if you ever need to reset your
password.

To do this, select an option from the drop-down menu and then type in your answer in the box
below:

Update security question

Passwany Accessibility options

Accessibiity support

Once you have picked a security question and answer, click on the “Save” button.

Navigating the School Portal

Once you have set your security password, you will be taken to your portal home page which you
can see displayed here, you will see a set of action buttons from left to right:
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1. Submit case - when you click on this button you will be directed to the “New case” screen,
from where you will be able to create a new referral.

2. My Cases — this button allows you to see all the cases you have raised and their current
status / progress.

3. User admin — this button will only be clickable for users who have “Admin” permissions
(for all other users this button will be greyed out) — from this screen users with Admin
permissions will be able to add / delete and amend users details on the portal, they will
also be able to reset passwords from this tab.

New Applications (Submit case)

When you click the button to submit a case, you will be presented with a list of all case types that
you are able to raise:
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You can see that the options have been grouped. The list of forms on the left are for applications
and referrals related to SEND, the middle section is for schools to notify the LA of changes such
as school closures and to refer to the Education Welfare Service, and the section on the right is
related to Early Years provision.

You will need to select the relevant case type from the list which will then open the requested
online form for you to complete and submit.

The only change to these forms from the previous system is that as you move through each of
the pages, they will save automatically and will no longer time out.
My cases

This screen will display all the cases that you have raised, these will be presented as a list under
the search fields.
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At the top of the page there are a set of search fields to help you find cases quickly using various
criteria — you do not need to complete all fields to search for a case.

If you look the list of cases shown here, you will see that one of them is in grey and the other is in
blue:
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If the case is in grey, then this indicates that it has been submitted and therefore no changes can
be made. If a case is currently blue, that means that it has not yet been submitted and you are
still able to edit it.

If you click on the reference number of an active case, you will be taken directly to the last
section of the application you were working on, allowing you to continue completing the form
without returning to the beginning. You will, of course, still be able to navigate between pages to
review your form before submission.

User Admin - Amending user details (Editing Users)

Only users with enabled permissions will be able to see this screen. This screen will display the
details of all users in your school, including if they have admin permissions and if their account is
locked, to amend user details, click on the edit button on the left-hand side of the users e-mail
address:
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From here you can amend user details, simply amend the details displayed in the fields, and click
“Submit”.

You must remember to click “Submit” or changes will not be saved.

User Admin — Reset user password

Admin can also reset the user password from this screen by clicking the “Re-set password”
button at the bottom of the page.

When you click the re-set password button you will be asked to confirm, and then a random
password will be generated and e-mailed to the user.

User Admin — Add new user (Managing users)

You can also add / create a new user from the User Admin screen, simply click on the “Add user”
button in the top left of the screen:
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The “New user” screen will display, complete the fields to create the user, you can also specify if
this new user has “Admin” permissions from this screen:
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Once you have completed all the necessary fields, click “Submit” and the new user profile will be
created / live.





