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Delegation portal
The delegation portal will enable OCC to request information about a child/young person that external agencies are working with by sharing their contributions in the Multi-Agency Chronology. It allows the professionals to communicate via a secure portal by completing forms and attaching documents.  Where possible the information has been pre-populated from the data that is already in the system, saving the professionals time in completing the forms.  It also allows the consolidation of forms for siblings, so only one form is required per family.
When a delegated section of a form is sent to the agency, they will receive an email. There are no details of the child within the email, the agency will need to log in to the portal to view the details of which child this relates to.
The agencies need to be set up in LCS as professionals, but will not need an account
Delegation portal process 
1. When the delegated form is sent to the professional an email is sent to the professional.
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2. They will need to either login or register to access the form.  Click on the link within the email to access the portal.  If it is the first time using it, click on the link to the right: Register for new account 
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3. Enter your Forename and Surname and click on Next
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4. Enter your email address and create a password, then click on next
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5. An email is sent with a verification code, copy and paste this code and click on next.
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6. You will then be in your account and can see the details of the form that was delegated to you to contribute and the child it relates to.
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7. Click on the name of the child to access the form. Any mandatory fields are marked with an *, and this will need to be completed before submitting the form.
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8. The Chronology is in a table format, and you can add as many rows as needed.
a. Enter the details in the fields[image: ]
b. To add another row, click on the [image: ] sign at the bottom of the table, this will add another row to the table.  
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9. At the bottom of the screen you have a next and previous button to navigate through the form.  There is also a print, PDF, close, save and submit contribution buttons.
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This will allow the agencies to download the Multi-agency Chronology form and save it.
10. Click on “Next” at the bottom of the page or click on the link “Supporting Documentation” on the top left where you can upload documents.
a. Click on Choose File – this will open your File management, where you can select the file to upload.
b. Click on the file and click on open – you will see the document listed, and a remove button beside it if you need to remove it.  
c. If you need to upload more documents, click on Choose File again and follow the above steps.

11. When the form is completed click on “submit contribution”, and the form will be sent to the Children’s social care system.








Automatic replies
In the portal you are can set an automatic reply, which you can use when you are on leave or out of the office.  It will notify the user that is delegating the form from LCS, so they can send it to someone else if required.
From the top right of the screen, when you click on your name you will see a menu with three options:
Update Account – this will allow you to change your profile details and change your password.
Automatic replies – This is where you can set the automatic reply.  Details below
Logout – Always ensure you use the logout link to safely close down the portal.

Adding an automatic reply
1. Click on the link “Automatic Replies”
2. Click on the [image: ]
3. Enter the Start and End date and enter a message e.g. I am out of the office.
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4. Click on Save
The message will be displayed in the Children’s Social Care system until the end date.
When you are on your tasks page the following message is displayed:
[image: ]
By clicking on “Edit Automatic Reply” it will take you to the automatic replies screen, where you update the out of office.
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Register a new account - step 2

Home > Register a new account - step 1

Email address

rose.berrycarer@gmail.com

Password

Please enter the same password

Next2
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Register a new account - step 3

Home > Register a new account - step 1

We have just sent you an email to confirm your email address. Please enter the code this contains

below. Hit back if you would like to change your email address and try again or Please send me a nhew
code if you need another one.

If you can't find this email, it may be in your spam/junk email folder.

Code
Enter email token code

1985 9471

Next3

Please send me a new code
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Delegation Portal

Tasks

The following forms have been delegated to you to complete.

Currently Assigned Tasks Recently Retracted Tasks
Task List
Form Type Name Due Date
1 Child Looked After/Young Person's Care Plan (part 1) Frodo Bagginski
2 Multi-Agency Chronology Aurora Boreo

Recently Submitted Tasks

Comments

Re-Assign

Re-Assign
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COUNTY COUNCIL

Delegation Portal

Task

_ Name: Aurora Boreo DOB: 01-Jan-2016 Address: 41 Test Street, Testertown, TS1 1ST

Form Type: Multi Agency Chronology
2 Supporting Documentation Required By: No due date specified

Sent By: Nyree Ellison-Anjos

Department: ICT Applications and Systems Team

Address: ICT Applications and Systems Team

Speedwell House, Speedwell Street, OXFORD

OX1 INE

Children’s Advocate

Name of practioner e ona

Role  pdvocate

Organisation .

Name of Child/Family Aurora Boreo
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Chronology of service involvement
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Chronology of service involvement
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You currently have an Automatic reply (Out of Office) on. Use the button on the right to edit or remove this automatic reply.

Edit Automatic Reply
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Oxfordshire Children and Families Online Services <donotreply@oxfordsh.. 12:15 (17 minutes ago) Y7  4u,
tome ~

Anew delegated form has been sent to you and is due for completion by 08-Apr-2020

Use this link to access your online account. If you have not already done so you will be required to register for access.
using this email address.

Yours sincerely

Children and Families Online Services




image2.png
Secure login - step 1

New to Online social care services? Register for an account on the right.
Already using Online social care services? Sign in below.

New users

Email If you're new to Online social care

" ‘ 1 services, sign up for an account
here

Password Register for new account

Existing users
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Register a new account - step 1

Home > Register a new account - step 1

Forename

Rose

Surname

Berry

Next

Cancel
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