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Setting up Your New Account - EXTERNAL (NON-ESCC) USERS

Registering for an account - external user

Including ESCC maintained school staff

Note: All fields marked with an * are mandatory and must be completed

=> Visit the East Sussex Learning Portal homepage (eastsussexcc.learningpool.com).

=>» Click ‘Create new account’.
e

East Sussex
County Council

=» Fill in the new account details fields:

O Username - this should be your work e-mail address (if applicable)
Password - create a password as per the guidance

The password must have at least 8 characters, at least 1 lower case letteris), at least 1 upper case
letteris), at least 1 non-siphanumeric character(s) such as as * - or #

=>» Fill in the ‘More details’ section fields:

O E-mail address - this must match the e-mail address given within the ‘Username’ field
O First name - this will be displayed on course registered/certificates etc.

O Surname - this will be displayed on course registered/certificates etc.

O City/town - of your home address

O Country - of your home address
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=> Select ‘Choose Organisation’ and locate your organisation.

= ez

of your organisation within fhe Job Defails section below

If you are unahle to find your organisation, please select 'Organisation not isted” and enter the delalis

This can be done in one of two ways:

1. Browse by sector
2. Search box

O Browse by sector, using the drop-down box.

~ More details

Choose organisation

Browse Search

Please choose

Choose

Please choose

ESCC - Councillors

ESCC - New Starter

Chaperone

Charity, Community, Voluntary Sector
Public Sector Partners

Housing Providers

Early Years and Childcare

Colleges

® Keep drilling down until you find your organisation.

Browse Search

| Schools v|

= [=ESCC Maintained School
| |EHEESCE Maintained Primary
i | |-Alfriston Schoaol
|-All Saints Church of England Primary School
All Saints’ and St Richard's Church of England Primary Schoel
Ashdown Primary School
~Barcombe Church of England Primary School
: -Battle and Langion Church of England Primary 2chool
|-Beckley Church of England Primary School
-Blackboys Church of England Primary School
Bodiam Church of England Primary Schoal
i~ Bonners CofE School
-Bourne Primary School
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® Once you’ve found your organisation, click to highlight it, then click ‘OK’.

—Tmestern FHoad Community Primary School
| Westfield Scheol
|- [Wilingdon Primary School
| Wivelsfield Primary Schoal
: Hurst Green Church of Engiand Primary Scheol
\_Little Common School
[#1 ESCC Maintained Secondary
-1 ESCC Maintained Special School
+ L ESCC Academy and Free Schools
v 3 ESCC Independent School
- Other Local Authority School

@ Use the ‘Search’ tab.

Choose organisation :

Browse Search

Search | | All frameworks v

Search

OKgCanc&l

® Input the name of your organisation into the search field and click ‘Search’.

Browse Search

Search |'r.'i||inc_:duri ﬁ ’

Search

All frameworks v

Choose organisation .

® Select the correct organisation, then click ‘OK’.

Browse Search
Search Willingdon | All frameworks v |
Search
[Piinggon Frimary Schoal 2&]
Willingdon Comrmu. (228170874587
Lower Willingdon Pre-School Nursery (T2
\-Hesring Support Facility Willingdon Prim [

Hearing Support Fagility Willingdon Cmiy (1715101873)
4 b
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N.B. If you are unable to find your organisation, drill down to the relevant category,
then select ‘Organisation not listed’.

Choose organisation

Browse Search

I Early Years and Childcare v

E1-Z=-ESCC Early Years and Childcare

. ..Childminder

: \.Pre Ofsted Registered Childminder

1 ESCC Maintained School with Nursery Provision
#1-[] East Sussex Academy with Nursery Provision

© (] Nursery/Pre-School (FVI)

| [E-C3Wrap Around Care
E| c‘LNon ESCC Early Years
“..Organization not listed

=> Select the best fit for your work role/position by clicking the ‘Choose position’ button.

Position* € Choose position

if you are unable to find your position, piease contact us at
EastSussex LeamingFortal@eastsussex gov.ul

® Select a category from the drop-down menu.
|

Choose position

Browse Search

ESCC - New Starter v

Choose...

ESCC - New Starter

Charity, Community, Voluntary Sector
Public Sector Partners
Housing Providers
Schools

Colleges

Universities

Early Years and Childcare
Private & Independent Care Providers (non childcare)

® Select the best fit for your job role, then click ‘OK’.

fEarIy Years and Childcare v|

- Childminder
--Chair of the Commitiee
Deputy Manager
-.Designated Safeguarding Lead (DSL)
--Manager
--Office Staff
--SBENCO
--Volunteer
Other
\.Teacher
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=> If your organisation was not listed, complete the address information fields within the ‘Job
Details’ section.

« Joh Details

|f your organisation was not listed, what is its name?
Only applicable 1o new crganisations

Address 1
Only applicable o new crganisations

Address 2

Only applicable o new organisations

O Organisation name - if you selected ‘Organisation not listed, above.
O Address - organisation’s address

® Town
® County
® Postcode

=>» Complete the managers details section.
N.B. Enter your own details if you do not have a manager.

Manager email address*

Manager name

| have authorization to register for an account from M
my manager -

0000

Managers e-mail address - All users must enter their manager’s e-mail address
Manager’s name - If applicable

Authorisation tick box - tick to indicate you have manager authorisation

Reason for requesting an account - give your reason (e.g. ‘to access safeguarding
training as the school DSL’)

=>» Once all sections are complete, click ‘Request account’.

| have authorisation to register for an account from d
my manager

Reason for requesting an account

To access safeguarding training as the school DSL.

Request account

Cancel

Your request will be processed as soon as possible (please allow up to five working days).
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Logging in - EXTERNAL (NON ESCC) USERS

External users (including ESCC maintained schools) -
=> To log in, select ‘Manual Login for External Users’.

East Sussex
County Council

=> Enter your username (this is your e-mail address) and password, then click ‘Log in’.

Note: If your e-mail address includes an apostrophe, please remove it when entering your
username. E.g. the username for p.o’sullivan®@test.com would be p.osullivan@test.com.

lusemame

Password

Remember username

Fargotten your usemame or password?
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Resetting your password

External users -
=» Select ‘Manu

al Login for External Users’.

East Sussex
County Council

Single Sign On for ESCC Staff

Manual Login for External Users

Support & Login Instructions »

Create new account . :j

=» Click the ‘Forgotten your username or password?’ link.

Forgotten your username or password?

=> Enter your u

sername (e-mail address) and click ‘Search’.

To reset your password, submit your username or
your email address below. If we can find you in the
database, an email will be sent to your email
address, with instructions how to get access again.

Search by username ‘ Search by email address

Enter your username

.
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® A notification will be displayed advising a password reset e-mail will be sent to you.
— |

If you supplied a correct
username or email address
then an email should have
been sent to you.

It contains easy instructions to
confirm and complete this
password change. If you
continue to have difficulty,
please contact the site
administrator

If you are still experiencing difficulties after this, or have forgotten your username (e-mail
address), please contact: EastSussex.LearningPortal@eastsussex.gov.uk

Updating your personal details

If you need to update your personal details e.g. you have changed your e-mail address or place
of work please contact the relevant training team, their contact details can be found on our
Help & Support section of the ELSP.

The full East Sussex Learning Portal User guide can be found here
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