
 
 

 

 

 
 

  

 

SEND Portal 
User Guide - Education Settings 

  

 
 

      

Updated February 2023  



   
 

 

1 

1 SEND Portal User-Guide (Settings) .................................................................................... 3 

1.1 Registering on the SEND Portal ................................................................................... 3 

1.2 Adding a child/young person to the Professional Portal & accessing the forms ........ 6 

1.3 Completing the form ................................................................................................... 8 

1.4 Submitting the form .................................................................................................. 11 

1.5 Printing the completed form ..................................................................................... 12 

1.6 Providing further information to support the application ........................................ 13 

1.7 Providing further information to support the assessment ....................................... 16 

2 Annual Review Feedback Form ........................................................................................ 19 

2.1 Completing the form ................................................................................................. 19 

3 Applying for a funded My Support Plan (Early Years only) .............................................. 22 

3.1 Adding a child/young person to the Professional Portal & accessing the form ....... 22 

3.2 Completing the form ................................................................................................. 23 

3.3 Submitting the form .................................................................................................. 25 

3.4 Printing the completed form ..................................................................................... 26 

4 Submitting a request for assessment after receiving a Funded My Support Plan .......... 28 

5 Appendices ....................................................................................................................... 31 

5.1 Appendix 1 –Schools EHCNA Application form (No Support Plan) ........................... 31 

5.2 Appendix 2 – Schools EHCNA Application form (My Support Plan).......................... 42 

5.3 Appendix 3 – Early Years settings ............................................................................. 50 

 

 
Record of Updates  What’s new? 
February 2023 Key Changes 

 
Renamed Section 3 – Submitting a request 
for assessment after receiving a Funded My 
Support Plan to Section 4 - Submitting a 
request for assessment after receiving a 
Funded My Support Plan 
 
Added Section 3 – Applying for a funded 
My Support Plan (Early Years Only) 

January 2023 Key Changes 
 
Added Section 3 -  Submitting a request for 
assessment after receiving a Funded My 
Support Plan 
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July 2022  Key changes 
 
Section 2 – Annual Review Feedback form 
 

May 2021 Key changes 
 
Section 1.6 – Providing further information 
to support the application  
Section 1.7 – Providing further information 
to support the assessment  
 
Changes to EHCNA application forms (see 
Appendices for screenshots) 
 

- About Me template embedded as 
part of the application form 

 
- Schools EHCNA application form 

(My Support Plan) simplified to 
allow upload of evidence for each 
cycle alongside summary comments 
to illustrate graduated approach to 
support  
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1 SEND Portal User-Guide (Settings)  
 

1.1 Registering on the SEND Portal 
 

1.1.1 Visit the below URL & click Register 
https://emsonline.lea.coventry.sch.uk/ProfessionalPortal_LIVE/Account/Login?R
eturnUrl=%2FProfessionalPortal_LIVE%2F 

 

1.1.2 Complete the Security Details & click Next  
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1.1.3 Complete the About You details & click Next  
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1.1.4 Complete your Work Details & click Submit registration  

 
1.1.5 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  

 
1.1.6 Click on the SEND tile and you will be taken to a link to Enable Two Step 

Verification Now – click this link. 
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1.1.7 Select e-mail as the preferred method of Two Step Verification,  click Save  

 
1.1.8 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 Professional Portal & accessing the forms 
 

1.2.1 Click on the SEND tile and click Add Person 
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1.2.2 Enter the child’s details and click Submit 

 
1.2.3 Select the form you wish to complete. 

 
1.2.4 To see what questions are included in the forms, see Appendices 1-3. 
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1.3 Completing the form  
 

1.3.1 Complete the various pages of the form, denoted by the different headings 
at the top 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.  If it is not possible to 
complete these questions in full, complete them in part or insert a letter or 
phrase as a placeholder to move on to the next page and return when it is 
possible to complete the question. 

1.3.3 Once a page has been completed, it’s header tab will turn green (see ‘Step 
1’ in the image above) and you can navigate back to that page by clicking on the 
green header. 

1.3.4 At any time, you can move backwards through the from by clicking Back 
 

 
1.3.5 To exit the form and return to it later, click SEND Home 
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1.3.6 This will take you to a page listing all the children you have added to the 
portal 

 
1.3.7 To return to the form, click on the child’s name to open up the child’s basic 

personal information and click Continue  
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1.3.8 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: 
 

 



   
 

 

13 

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. 

 
 
1.6 Providing further information to support the application  
 

1.6.1 First identify whether or not the application has already been assessed.  If 
the green Request header contains a Decision date (right hand image), the 
application has already been assessed and the application cannot be amended.  
If you have further information you would like to be made available to the team 
undertaking the assessment, please see section 1.7.  
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1.6.2 If there is no deicison date and the application has not yet been assessed, 
click on the Edit button underneath the submitted form. 

 
1.6.3 Click OK 

 
1.6.4 Edit the form where you wish to make changes  

 
1.6.5 Move through the stages of the form until the last step, where you will be 

asked to state your reason for editing, then click Save and Continue 
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1.6.6 This will generate the Summary page showing your revised application form 

1.6.7 To submit the edited form, with your changes check ‘I agree’ to the 
statements listed and click Submit 
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1.7 Providing further information to support the assessment  
 

1.7.1 To submit further information to support the assessment, click the 
Assessment header, scroll down to the form titled ‘Submit Supplementary 
Information relevant to the EHCNA process’  
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1.7.2 Complete the addituional information you wish to share and upload any 
documents you wish to submit 
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1.7.3 Once complete, the form will generate a summary page.   

 
1.7.4 To submit the form, check ‘I agree’ to the statements listed and click Submit 
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2 Annual Review Feedback Form  
 
2.1 Completing the form  
 

2.1.1 Click on the SEND tile   
 

2.1.2 If the name of the child you are working with is listed below, click on their 
name and go to 2.1.4.   If the name of the child you are working with is not listed 
below, click Add Person.   

 
2.1.3 Enter the child’s details and click Submit 
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2.1.4 Click on EHCP reviews 

 
2.1.5 Click Start  

 
2.1.6 Complete the various pages of the form, denoted by the different headings 

at the top clicking Save and Continue to save and move on to the next page.   
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2.1.7 Once complete, the form will generate a summary page.   

 
2.1.8 To submit the form, check ‘I agree’ to the statements listed and click Submit 
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3 Applying for a funded My Support Plan (Early Years only) 
 
3.1 Adding a child/young person to the Professional Portal & accessing the form 
 

3.1.1 Click on the SEND tile and click Add Person 
 

3.1.2 Enter the child’s details and click Submit 

 
3.1.3 Select the form titled Early Years settings Funded My Support Plan 

Application form 
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3.2 Completing the form  
 

3.2.1 Complete the various pages of the form, denoted by the different headings 
at the top clicking Save and Continue to save and move on to the next page.   

3.2.2 Questions with a red asterix next to them  are mandatory and will need 
to be completed before you can click Save and Continue.  If it is not possible to 
complete these questions in full, complete them in part or insert a letter or 
phrase as a placeholder to move on to the next page and return when it is 
possible to complete the question. 

3.2.3 Once a page has been completed, it’s header tab will turn green (see ‘Step 
1’ in the image above) and you can navigate back to that page by clicking on the 
green header. 

3.2.4 At any time, you can move backwards through the from by clicking Back 
 

 
3.2.5 To exit the form and return to it later, click SEND Home 
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3.2.6 This will take you to a page listing all the children you have added to the 
portal 

 
3.2.7 To return to the form, click on the child’s name to open up the child’s basic 

personal information and click Continue  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3.2.8 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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3.3 Submitting the form 
 

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

 
3.3.2 To submit the form, check ‘I agree’ to the statements listed and click Submit 
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3.4 Printing the completed form 
 

3.4.1 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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3.4.2 Print in the normal way.  If you would like to print an electronic version, you 
may wish to utilise a print to pdf functionality. 
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4 Submitting a request for assessment after receiving a Funded My 
Support Plan 

 
4.1.1 Click on the SEND tile   

 

4.1.2 If the name of the child you are working with is listed below, click on their 
name and go to 2.1.4.   If the name of the child you are working with is not listed 
below, click Add Person.   

 
4.1.3 Enter the child’s details and click Submit 
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4.1.4 Scroll down the Request tab to find the form labelled “Schools EHCNA 
application form (Funded My Support Plan Only)”  

 
 

4.1.5 Click Start 

 
 
 

4.1.6 Complete the various pages of the form, denoted by the different headings 
at the top clicking Save and Continue to save and move on to the next page.   
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4.1.7 When you reach the last page, you will see a summary of the form you have 
completed so far. Double check the summary, and if you are ready to submit the 
form scroll down to the bottom of the page. You will need to check the two 
boxes labelled “I agree” 

 
 

4.1.8 Press Submit when ready to send the form to the SEN Team for processing 

 
 

 
 
  



   
 

 

31 

5 Appendices  
 
5.1 Appendix 1 –Schools EHCNA Application form (No Support Plan)  
 

5.1.1 Step 1 – Further details of the child/young person  
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5.1.2 Step 2 – Parent/Carer Information 
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5.1.3  Steps 4 – 6 - Attainment 
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5.1.4 Step 7 - 9 – Reason for making the request & special educational needs 
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5.1.5 Step 11 – External involvements  
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5.1.6 Steps 12 – 14 - Evidence of a graduated approach (Terms 1, 2 & 3) 
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5.1.7 Step 15 – Additional Support 

 



   
 

 

38 

5.1.8 Step 16 – About Me  
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5.1.9 Steps 17 – 22 – Supporting Documents 
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5.2  Appendix 2 – Schools EHCNA Application form (My Support Plan) 
 

5.2.1 Step 1 – Further details of the child/young person  
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5.2.2 Step 2 – Parent/Carer Information 
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5.2.3 Step 4 - 6 – Reason for making the request & special educational needs 
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5.2.4 Step 7 - Evidence of a Graduated Approach 
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5.2.5 Step 8 - Additional Support requested   
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5.2.6 Step 9 – About Me  
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5.2.7 Step 10 & 11  - Supporting documents 
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5.3 Appendix 3 – Early Years settings  
 

5.3.1 Step 1 –4 -  Further details of the child/young person  
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5.3.2 Step 5 – Parent/Carer Information 
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5.3.3 Step 6 - 8 – Reason for making the request & special educational needs 

 

 

 



   
 

 

53 

5.3.4 Step 9 – 12 - Evidence of a Graduated Approach – Cycles 1,2 & 3 
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5.3.5 Step 13 – About Me  
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5.3.6 Step 14 – Current Provision 

 
5.3.7 Steps 15 -17 - Supporting documents  
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