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1 SEND Portal User-Guide (Sensory Support Team)  
 

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  

 

1.1.3 Complete the About You details & click Next  

 

  

https://emsonline.lea.coventry.sch.uk/ProfessionalPortal_LIVE/Account/Login?ReturnUrl=%2FProfessionalPortal_LIVE%2F
https://emsonline.lea.coventry.sch.uk/ProfessionalPortal_LIVE/Account/Login?ReturnUrl=%2FProfessionalPortal_LIVE%2F
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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 Special Educational Needs and Disabilities 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 Completing an Advice form  
 

1.2.1 When advice for a child/young person has been allocated to you in the 
portal, you will receive an e-mail notifying you that you have a portal message.  
Click on the link in the e-mail to log in to the portal and view details of the 
allocated advice.  
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1.2.2 Once logged in, click Messages to view your new portal messages  

 
 
 
 
 
 
 

1.2.3 Open up the message and click on the link in the message to start 
completing the advice form 
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1.2.4 Select your work profile 

 

1.2.5 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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1.2.6 If it is the case that you will no longer be completing the advice on behalf of 
the team and the advice request needs to be re-allocated to another member of 
the team, please complete Step 3 of the form only. 

 

1.2.7 Once a page has been completed, it’s header tab will turn green (see ‘Step 1 
& 2’ in the image above) and you can navigate back to that page by clicking on 
the green header. 

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

 

 

1.2.9 To exit the form and return to it later, click SEND Home 
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1.2.10 This will take you to a page listing all the children that have been allocated 
to you on the portal. 

 

1.2.11 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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1.2.12 Click on Assessment at the top of the page and 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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1.3 Submitting the form 
 

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

 

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