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1. Background

The LCC Document Portal acts as a document repository for all child protection
reports to child protection conferences and core group meetings from professionals
within both Children's Social Care and from external agencies. It is also the
mechanism by which child protection conference outcome forms and minutes are
distributed, replacing the need for hard copy / email distribution to professionals.

Professionals are also able to access report templates and supporting
documentation via the portal. Prior to attending the initial child protection conference
and core group meetings professionals will upload their report onto the portal for
review or downloading by other attendees.

Administration of the LCC Document Portal

The LCC Document Portal is administered by a small team of conference
administrators within Lancashire County Council. For each child protection
conference, this team is responsible for:

e Creating a conference space on the LCC Document Portal.

e Adding all the invitees to the conference space so they have access to the
space.

e Copying relevant Children's Social Care documents into the conference space
prior to the conference. This includes the social worker's report to the
conference which must be completed using LCS at |least 24 hours in advance
of the conference.

e Making a conference space read only 24 hours prior to the child protection
conference or core group meeting.

e Copying outcome forms and minutes into the conference space after the
conference.

e Closing the conference space a short time after a child protection plan has
ceased.

Professionals from external agencies are responsible for:

e Loading their agency report into the conference space at least 24 hours prior
to the child protection conference or core group meeting.

e Reading the outcome reports, conference and core group minutes once they
have been loaded into the conference space after the meeting.

e Downloading all relevant reports and documentation in the conference space
for storage in line with their agency retention policy.

Benefits of the LCC Document Portal

The portal provides a number of benefits as follows:

e Making the administration of child protection conferences more efficient.
e Providing a secure facility to share all conference reports and documentation.
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e Providing professionals attending a child protection conference or core group
meeting with the opportunity to read all the reports in advance of the meeting
so they are better informed and prepared. This should result in the discussion
in the meeting being more focused, allowing more time to discuss the child
protection plan and steps being taken to safeguard the child(ren).

Access to the LCC Document Portal

Access to the LCC Document Portal is secure. New users of the LCC Document
Portal require authorisation from the conference administrator before gaining access
to the portal.

LCC Document Portal users are only given access to the conference spaces that
they are involved in, ensuring that users only see the data they need to.

External users i.e. users who do not work for organisations that share a trusted
network with Lancashire County Council, will need to login using 2 factor
authentication.

All reports loaded into the LCC Document Portal are read only to maintain the
integrity of the reports. If a report subsequently requires amendment, a new version
has to be loaded to replace the original version to ensure that only the latest versions
of reports can be viewed by conference invitees.

Conference invitees can receive email alerts when a new report is loaded into the
conference space.

What happens when the child protection plan ceases?

When a child protection plan is ceased all the reports and documentation for the
conference series are available on the LCC Document Portal for two months before
being removed. This provides agencies with the opportunity to read/download
relevant reports and documentation.

Once a conference series is removed from the LCC Document Portal, a user will
lose their access to the LCC Document Portal if they are not a member of another
conference space.

2. Scope

This user guide provides external users with guidance for:

e Registering to use the LCC Document Portal

e Logging in to the LCC Document Portal

e Using the LCC Document Portal including:
= Navigating round the LCC Document Portal
= Accessing the relevant conference space
= Downloading report templates
= Uploading written reports

e Troubleshooting.
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3. Invitation to LCC Document Portal
Step Action

3.1 All professionals who are invited to a child protection conference will
receive an email, via LCC Secure Web Mail. Access the email - see
guidance in Trouble Shooting: 1. Secure Emails.

The subject of the emails will include the type, date and location of the
conference.

The email will contain a link to the Conference Space. For security reasons
no personal information will be displayed within the email.

=] - n 0 i - @ ‘ . Wi =
v MinuteTaking Services LCC Diocument Portal - Register for LCC Document Portal (Ref No: 1213) - Dear
3.2 Do you need to register?

If you are not currently registered for the LCC Document Portal you will also
receive a registration email and will be required to register before you are
able to access the LCC Document Portal - see guidance in Section 4. LCC
Document Portal Registration.

3.3 Are you already registered?

If you are already registered for the LCC Document Portal you will be able
to access the LCC Document Portal by following the relevant link which is
included in the invitation email - see guidance in Section 5. LCC Document
Portal Portal Login Process.

3.4 It is important that you use the correct link to access the LCC Document
Portal. If you are unsure about which link to follow, guidance about the
links can be found on the LSCB Website:

http://www.lancashiresafeguarding.org.uk/resources/child-protection-
meetings.aspx

Please see Section 5.LCC Document Portal Login Process for guidance
about logging in to the LCC Document Portal.



http://www.lancashiresafeguarding.org.uk/resources/child-protection-meetings.aspx
http://www.lancashiresafeguarding.org.uk/resources/child-protection-meetings.aspx
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4. LCC Document Portal Registration

Step Action

4.1 If you are not currently registered for the LCC Document Portal you will
receive a LCC Document Portal registration email shortly after receiving
your conference invitation.

Please Note: If this email is sent to a group mailbox it must be forwarded
to the professional who will be dealing with the conference and the LCC
Conference Administration Team should be notified of the name of this
professional using the following email address:
MinuteTakingServiceA@Ilancashire.gov.uk

The registration form attached to the registration email can only be used
one time.

If more than one professional needs to be invited to a conference, the LCC
Conference Administration Team should be notified of the name(s) of any
additional  professional(s) via the following email address:
MinuteTakingServiceA@lancashire.gov.uk

4.2 Open email and click the link to 'click here to register on the LCC
Document Portal’

LCC Document Portal - Register for LCC Document Portal (Ref No:1213)  inbax -]

MinuteTaking ServiceA@lancashire.gov.uk 10:50 AM (7 minutes ago) -
tome [

Dear Colleague,

You should have received an email inviting you to a Child Protection Conference. In order to enable you to access the LCC Docungent Portal, where you will be able to submit your
written conference report and read the reports from other professionals, you will need to register using the online registration form fvhich can be accessed via the following link: Please
click here to register on LCC Document Portal pd

~
Guidance on registering for the LCC Document Portal is available at link to website containing information about the portal

If this email has been sent to a group mailbox, please forward this to the professional who will be writing the report and attending the conference
Please note:
- The registration form displayed from the link above can only be used once. If more than one professional from your agency needs access to the LCC Document Portal for this

conference please contact the LCC conference administration team at ACS Minute Taking CP Administration to notify them of the name of the professional
+ Group mailboxes MUST NOT be registered on the LCC Document Portal

Thank you for your assistance,

LCC Conference Administration Team

The link will take you to a LCC Document Portal Registration Form (see
Step 4.3)



mailto:MinuteTakingServiceA@lancashire.gov.uk
mailto:MinuteTakingServiceA@lancashire.gov.uk
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4.3 Please complete the Registration Form with all necessary information.

Note: Fields with the red "' beside them means it is a mandatory field and
you will not be able to submit the eform unless all these fields are filled in.

Home | A to 7 | Contact Us | JE(]

Lancashire

Sy 6y your Lancashire
]

LCC Document Portal Registration Form

Faorename *

Sumame *

Job Title *

Organisation *

Email Address *

Confirm Email Address *

Contact Telephone Number

PIN Code (This is for accessing to the Secure Remote

Access) ®
Must be 4 digits long. Must not have sequential numbers {0123, 1234, 9876, 8765,...). Must not have a digit repeating 4 times
(0000, 1111,...)

Conim PN Code ———

Password (This is for accessing fo the LCC DocumentlZl

Portal) =
Must be at least 8 characters and maximum of 20 long. Must contain af least one uppercase letter (A to Z), one lowercase letter
(ato ). one number (0 fo 9) and one of the following special characters {1, §, #, %). No other special characters should be
used

Please read the Lancashire County Council Document Portal Confidentiality Agreement before completing the following declaration

Declaration: * [T]1 have read and agree to Lancashire County Council Document Portal Confidentiality Agreement

[Sabmit

About our website Cookies Feedback O Topofpage

and will be used to access the LCC Document Portal.

You should always provide your professional email address e.g.
xXxX@lancashirecare.nhs.uk

Only in exceptional circumstances (e.g. small independent agencies like
child minders etc.) will a non-professional email address be accepted.

4.5 You will use this PIN each time you authenticate to gain access to LCC
Document Portal. Therefore, please pick a memorable PIN.

The PIN:
e Must be 4 digits long.
e Must not have sequential numbers (0123, 1234, and 9876.)
e Must not have a digit repeating 4 times (0000, 1111...)
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4.6 The Password will be used once you have successfully authenticated and
need to login to the LCC Document Portal. Therefore, please pick a
memorable Password.

Password:
e Must be a least 9 characters and maximum of 20 charters long
e Must contain at least one uppercase letter (A TO 2)
e Must contain lowercase letters (a to z)
e Must contain at least one number (0 to 9)
e Must contain one of these following special characters: (! $, #, %)
4.7 Before you are able to submit your Registration form, you will need to read

and accept the Lancashire County Council Document Portal Confidentiality
Agreement, by ticking the tick box.

48 Home|Aan|Cnm=|:tUx\

L hi H
ancashire your Lancashire
5

Y [ebsd
Council %gﬂ
LCC Document Portal Registration Form

Forename *

Surname *

Job Title *

Organisation *

Email Address *
Confirm Email Address *

Test

User

Tester

BTLS
btls.testuser@gmail.com
btls.testusen@gmail.com

Contact Telephone Number
PIN Code (This is for accessing to the Secure Remote s sas

Access) *
Must be 4 digits long. Must not have sequential numbers (0123, 1234, 9376, 8765,...). Must not have a digit repeating 4 times
(D000, 1111,...)

Confrm PN Coge T —

Password (This is for accessing to the LCC Documem

Portal) *
Must be at least 9 characters and maximum of 20 long. Must contain af least one uppercase letter (A to Z), one lowercase letter
(ato z), one number (0 fo 9) and one of the following special characters (1, §, #, %). No other special characters should be
used

Please read the Lancashire County Council Document Portal Confidentiality Agreement before completing the following declaration

Declaration: * ™1 have read and agree 1o Lancashire County Council Document Portal Gonfidentiality Agreement

=

About our website Cockies Fee

[ Topof page

Once all of the required information has been entered click 'Submit'.

Please Note: Please do not click on any other links on the registration form
as these will take you to unrelated websites.
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4.9 Once completed, you will be provided with a Registration Reference
Number.

Registration for LCC Document Portal

The form has been submitted. Authorisation will be within office hours.
Ifyou need fo contact us in relation to this registration please use your registration reference.

Registration reference: 755

Please make a note of the Registration reference, in case there are any
delays in receiving confirmation that your registration has been accepted.

You will be able to refer to your registration reference if you contact the
appropriate person. (See Troubleshooting 1)

4.10 When your application to the LCC Document Portal has been reviewed and
accepted you will receive an email welcoming you to the LCC Document

Portal.
4 Favorites <
Search Inbox (Cri«E po
.-} Inbox (113)
= Sent Items Arrange By: Date Newest on top
(5] Deleted Items (1)
4 Today
4 Test_User 4@btiancashire.co.uk —4 MinuteTakingServiceA®lancashire.gov.uk 12:49 |
: LCC Document Portal - Welcome (Ref No:1213) |
.} Inbox (113)
2] Drafts Monday
411 Open your new mail item.

Wekcone RafNa1313)
Dear Colleague, -
You (emadl address: btls 1estuser T gmail com) are invited 10 a conference. Please use the link below 10 access the LOC Document Poral
Link to LCC Document Portal

Please refer to your invite letter for guidance on submission of reports

Guidance on accessing and using the L OCGENENIT POIRAL 15 AV ALADIC A1 LK (0 T CRATE COTAMIA SR CTTATLON ATTl, UNE POTiAl
Thank you for your assistance

LCC Conference Administration Team
Td 01282471253

You will now be able to login to the LCC Document Portal using the link
(see Section 5. LCC Document Portal Login Process for guidance about

logging in)
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5. LCC Document Portal Login Process

Step Action

51 To access LCC Document Portal via the external user link, Click on the
Link to LCC Document Portal link shown in the email.

LCC Document Portal - Welcome (Ref No{1213)  incex x

MinuteTaking ServiceA@lancashire.gov.uk
tome [~

Dear Colleague,

You (email address: bils testuser@gmail.com) arefnvited to a conference. Please use the link below to access the LCC Document Portal:

Link to LCC Document Portal b

Please refer to your invite letter for guidance on submission of reports.

Guidance on accessing and using the LCC Document Portal is available at link to website containing information about the portal.
Thank you for your assistance,

LCC Conference Administration Team
Tel: 01282 471253

5.2 Step 1 — Request Passcode

The login screen for logging onto the Lancashire County Council network
will be displayed (see below).

Each time you log in to LCC Document Portal you will need to request a
Passcode via this screen below:

Enter your Username (this is your registered email address) in the
‘Username’ text box and Click on the 'Request Passcode' button to
request a passcode.

Lancashire
County -{e=.

Coungil t{'a:;})

Passcode Request for LCC
Document Portal

Username |

Request Passcode <
S

Please note: At this stage you are only requesting a passcode to log in
through the LCC Secure Portal. You won't actually login at this point until
you enter both your PIN and Passcode.

0100
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The message below will be displayed informing you that you have
requested a new passcode and that you will be receiving a new passcode
via email.

NB: This message may take up to 4 seconds to be displayed.

Lancashire
County -@e%)-
Council w

LCC Document Portal System
You have requested a new passcode.

Please check your registered email address
for the new credentials.

S, Click here to continue
r

will take you the the next login step.

5.4

Open the email to access your passcode:

Passcode from Lancashire County Council Document Portal Inbox = B

MinuteTakingServiceA@lancashire.gov.uk 217 PM (0 minutes ago) - v
tome |-

Your new passcode from Lancashire County Council Document Portal Syslem‘s 111111 I’you copy and pasie the new
passcode and it does not work, please type the new passcode into the field

5.5

Step 2 — Enter Username and PIN+Passcode

Enter your Username (this is your registered email address) in the
Username field. Enter the PIN then Passcode into the PIN + Passcode
field.

Secure Login
LCC Document Portal

Username |bt|5.testuser@gmail.ccm |

PIN +PaSSCDde|----...--' q.\|

Please note: Both the PIN and Passcode are typed into the same box. Do
not leave any spaces

Then select 'Submit' to proceed.

e 1]
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5.6 Step 3-Log in to the LCC Document Portal
The LCC Document Portal homepage will be brought up automatically (this
may take up to 10 seconds). You now have access to the LCC Document
Portal and you can now begin to login to the LCC Document Portal.
Sign In
User Mame:
Password:
Forgotten your password?
Z
5.7 Enter your username in ‘User Name' (username is the registered email

address) and 'Password' (password you have set during the eform
registration process, Step 4.6)

Then select 'Sign In' which will un-grey itself once you type into the
password text box:

Sign In

=6
&

User Mame: bils.testusar@gmail.com

Password: LTI

Forgotten your password?

L
1l
=]
=
g

0120
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6. LCC Document Portal Activities
6.1 Navigating through LCC Document Portal

Step Action |
6.1.1 Once you have logged in successfully, you will be presented with the
following screen.
In the 'My Community' tab you will have a list of the conference spaces
you have|been invited to and to which you have access.
Search... Q @ My Community + My Spaces~ P - @ Test User 4+  Sign Out
(&) My Community
< Show: B-’-‘u of My Spaces =
BM\(Specs
85 lecdocportal_ppd @3 My Spaces
@ New: in LCC Document Porta
@& ttems 1 am Editing Name a Contact Favorite
k‘).’-‘. Recent Activity : & TEST X1 SU250281% Garstang, Jeanstte E
[E] Recent Pages Page 1(of1 e Displaying 1- 1 of 1
: Recent Topics
|| Recent Files
m Recent Dsta Table Entriss
6.1.2 For professionals who are invited to many conferences, the list of

conference spaces will be long. It is possible to search for spaces (see
Section 6.5 Search in the Portal). It is also possible to add spaces to a
favourites list by highlighting the conference space and clicking on the 'Add
to Favourites' tab.

Show: @MAlcfMySpaces = @ view | i Add to Favorites

@3 My Spaces

MName & Contact

E Duninmy McMaul, Crystal
Duminyy for MASH users,

Page 1| of1 l

0130
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The list of conference spaces that are displayed can be restricted to
conference spaces on the favourite list by clicking on the 'All of My
Spaces' tab and then clicking on the 'Only my Favourite Spaces' option.

Showd 8 All of My Spaces » O view ¥ Remove from Favorites
ﬂ &ll of My Spaces /
aa 1 i.j Cnby My Fawvorite Spaces

Mame « Contact

B Dwmninmy McMaul, Crystal
Duminmy for MASH users,

Page 1| of1 !

6.1.3 To navigate to the conference space you require, click on the conference
space name that was included in your conference invite.

The screen below will be displayed and will show all the folders and
documents that are currently in the conference space.

Click on the 'Browse gontent' tab to display the Conference Space.

E Dy |4

& Dummy

QL

7. All professionals are reminded that son
of each agency to share their report wi

o relating to a third party which should n

14
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6.1.4

The screen below will be displayed.

w Search... @ My Communtty » §@MySpaces~ P - @ Portal User 1213+ Sign Out
for]

[ More »

& Content

Name Format Last changed Changed by Sze

Displaying 1- 2 of 2

Each conference space will have the same folder structure which is:

Space name
ICPC 20141120 20" November 2014
Core 20141130 30" November 2014
RCPC 20141218 18™ December 2014

The folders are named by meeting type followed by the date in
YYYYMMDD format and then date again in a more descriptive format.

The 'Referenced Documents' folder contains reference information about
the child protection process; agenda template and conference report
templates. The templates should be downloaded for use when writing a
conference report (see Section 6.2. Download a Document).

Completed reports should be uploaded into the folder that relates to the

conference / core group the report is for (see Section 6.3. Upload a
Document)

¢15
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6.2 To Download a Document

This section provides information about downloading documents from the
conference space.

Prior to the conference, professionals may find the conference report templates
useful to download. Documents providing information about completing reports,
conference agendas, abuse categories, the appeals process etc. are also available
to view and/or download.

Professionals are able to view and download other agency reports and also the
minutes and outcome form produced after the conference.

' Step  Action

6.2.1 | There is the option to download templates from space conferences for
reading and storing.

To download a document, first locate and open the folder where the
document is held.

Select the document you want to download by highlighting the document.
Then select ‘Download File'":

@ My Community W TEST X15U2502819 *
/.\ TEST X1 SU2502819 > Content > [ share Folder... WigFolder Actions =
% | | @ New = @ Preview and Comment ] Download Fie More =

[C ICPC 20150520 20th May 2015 r

Jeznstte

8 resT 1 SUZS

3 [iGReferer

Name = Format Last changed Changed by Size

m

BBl A

] pppesis procedurs doc MS Ward Document 8.0-2...  14/05/2015 13:56 Test_User 5 43 KE!

up Report for RCPC]

53KB

Portal User 636 13MB

) rest Doc.docx

0

Page 1| of t e Displaying 1- 4 of 4

1 Comments (o) % add Comment

6.2.2 | The 'File Download' prompt will appear.

Do you want to open or save Agency Guidance for Completing Conference Reports[1][1].pdf (73.9 KB) from lccdocportal-ppd.ad.lancscc.net? =

Open Save - Cancel

Select 'Save' to save a copy of the document to the 'My Downloads' folder
on your computer.

0160
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|~

6‘.

[ —

masamns £+ ¢ x )@ HonasicT | pariipes e @ Resinie L] P < Dacumantor. < ||

B evrmne @ comvacacr ) raamne 8

8 vamng e - mepacomaens ] v i oty = ) zoma om. (3 oumsws parions

oy oty ousy
o Wy roder A
10 ew - @ Brevew d Commart. Pl Dowriond e More~ [
o, - .
S f6 Referenced Documents
et e

The 'Referenced Documents' foider contains reference informaion about the child protection process; agenda template and conference report templates

s i . rermar s g Cranged by s

iy 9 oa ©

15 Agercy Gudarcn fox Completing Comlsrence Reports.p - Adobe Reader = o=

(e ese vew wmtow_ris Al 3 ae
e » @[]0 =@ x| H B e8| Tools | Sign | Comment
.

LANCASHIRE SAFEGUARDING CHILDREN BOARD
PROFESSIONAL OR INDIVIDUAL AGENCY GUIDANCE 1 45

FOR COMPLETING INITIALREVIEW CHILD PROTECTION CONFERENCE 3
REPORTS

every affor 0 6o 50 but £ are unable o, hey shoukd pravele, wherwwer

possivle, 2 wel briefed apency represeniatve io speak o the reparl. AN

Professionalsiagences wil bs Execied 10 SUbH a wrlen repor (using e
an

Conlerence).

As 2 minimum, a8 every conference ihers should be aiiencance by ocal
graups or

conference.

e protessional expertse Of esponsaaty fr relevant sendces

XCBPNONS £3565, WNGTS 3 Nk N38 N1 N3 SISV COnEact Wi 1rse

‘agencies (. Chidrens Social Care and two ofers) s minimum quorum
Ths

EONITDAON 10 Make, SSY 1M Professional experise, KMOWEG of e
i, their parenis of carers, or both

"

Or select 'Open’ to view the document.

e 17
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6.3 To Upload a Document

Step Action

6.3.1

Locate, navigate and open a conference space.

Once in the conference space, select the 'Browse Content' tab:

EDU

@ My Communiby

ot
2

E

\

Dummy

e

6.3.2

Navigate to the folder you want to upload your document into.

Select

e |

@ My Community

‘New' then 'Import Files...'

@ My Community + @My Spaces~ 7

B cummy X

&3 Share Folder... @§ Folder Actions +

P v > Conte
A Dummy > Content >

=
L]
-

© tew -
i Folder...

0 Import Fies...

& bummy
|- ICPC 20150421 21 April 2015
# [ Referenced Documents

150421 21 April 2015

McNaul, Crysta

B wiki...

Format Last changed

@) Bleg...
Wy Discussion..

) otz e slendar - United

for the CP portal.doct MS Word Document...  20/04/2015 12:22 11KB

21/04/2015 14:15 Mages, Nicolz 78 KB

g 6l B

Kingdom.... Single File Web Page
Page 1 (] Displaying 1- 2 of 2

6.3.3

The 'Import File' dialog will appear.
Select '‘Browse' then navigate and locate the document from your computer.

Once the document is located, select it, then click on 'Open’ where you will
return to the 'Import File' dialog with your choosen document in the 'File’

text box:

Import File

File: Browse...

oK Cancel

)

0180
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6.3.4 | Check you are uploading the correct document into the conference space
then open the drop down menu beside 'Please confirm Service User ID is
correct' and select 'Confirmed":

Import File 8
File: C:\Users\DocTestl04\Downloads\Final Core Group Report for RCPC[]| Brawse. ..
* Please confirm Service konfirmed T
User ID is correct:
? oK Cancel
Select 'Ok’
A prompt will be displayed asking if you want to import another file. Select
'No' to close but if you wish to upload another, choose 'Yes' and repeat
steps 6.3.1 — 6.3.4.
6.3.5 | Your document(s) will have been added into the location:

e Share Folder... W Folder Adtions =

© New =
I) ICPC 20150421 21 Ap‘f‘il 2015

McMaul, Crystal

More * S| 85 "0

e St Chw Lo e

@ Finzl Core Group Report for RCPC.dook MS Word Document...

1B/05/2015 09:44

Portal User 1213

53 KB

@ This is 2 test for the CP portal.doo:

D Year 2012 Calendar - United Kingdom.... Single File Web Page

“ Page 1of1 ro» c

MS Wiord Document. ..

20/04/2015 12:22

21/04/2015 14:15

Mages, Nicola

Mages, Nicola

11 KB

278 KB

Displaying 1 -3 of 3

0190
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6.4 Setting Preferences and Watching Content

Setting your preferences and watching content will ensure that you will be alerted
when new reports are loaded into the conference space. This will need to be done
for each conference space to which you have been invited.

Step Action

6.4.1 Setting your preferences and watching content will ensure that you will be
alerted when new reports are loaded into the conference space. This will
need to be done for each conference space to which you have been
invited.

Hover towards your Username in the top-right corner of the screen

= | 5] S

"¢ o3

I
(]

!

Portal User 1213 = | Sign Cut

EShar& Space.. # Page Adtions =

Click on the Username and a drop down menu to appear and select ‘My

Preferences':
— —

7 fel

A

I
LI

o

@ Portal User 1213 = Sgn Out

B My Preferences

EShar& Space... ¥ Page Actions =
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6.4.2 From the Preferences prompt, it will have the following tabs which allows
the user to customise their settings:

X
Preferences
General Search Advanced
Subscriptions: You can choose how often notification emails for items you are watching get sent to you:
As soon as updated
Daily
Weekly
Plug-ins: [l Install Plug-ins
? oK Cancel

Setting your Subscriptions allows you to change how quickly you want to
receive email notifications. This will inform you when any new content is
added to the Conference Space.

6.4.3 Watching a conference space means you are kept up-to-date, if any
documents, objects or files are uploaded into a conference space. You will
be sent an email informing you of the changes (the time of when the email
is sent to you depend on your Subscription Settings Step 6.4.2).

To watch a space, open the conference space you wish to watch from your
'My Community' tab. Then select ‘Space Actions', a drop down menu will
display: |

E Share Space.. | k¥ SFEWE Actions =

|;u Print
Subscribe to Space

EEd Start Watching Space
» confidential ar
port with the farp

sport may contaif ¥ "=

|4 Show Attachments
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6.4.4 Select 'Start Watching Space' and a prompt will appear at the bottom right
of the screen informing you that you are now watching the space:

6 Dumny successfully added to email
notifications.
6 Saved ftem changes

6.4.5 You'll then receive emails informing you when an file has been added into
the conference space:

Reply | Reply All | Delete | Print

‘Within the LCC Document Portal, you requested to watch the following space/folders of Meeting 1 from SECURE EMAIL TEST mailencrypt
From CenterStage Digest <DoNotReply@btlancashire.co.uk>

To btls.testuser@gmail.com
Images and links have been blocked for additional security. Show content

Within the LCC Document Portal, you requested to watch the following space/folders
Monday, Apr 27, 2015 11:48 AM
LCC Brand.pdf

Ashton, Clint
Version 1.0

Change how often you receive these digest emails.
To stop receiving notifications on a particular item, go to that item in [ CenterStage ] and select the "Stop Watching” command on that item's menu.

6.4.6 To stop watching a space, open the conference space you have started
watching.

Select 'Space Actions' then 'Stop watching space' and you will get a
prompt informing you of the change:

‘ a Saved item changes

- i e
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6.5 Searching in the Portal

' Step  Action

6.5.1

To Search, enter a value within the Search Bar, making sure that the 'Entire
Site' option is selected, and then click the Magnifying Glass icon.

Cowrct @ L

@ My Community

B"-'“""Y‘i @ My Community « BMY Spacss v Q Templates ? -

Search in LCC Docume

Search in:
[ ) &l vy Spaces d=w Space...
B My Spaces (&) My favorite spaces
I lccdocportals_prd @) Entire ste
@ News in LOC Document Porta Sesrchinmy extrasomroes |
L Ttems I am Editing Contact

Favorite

A new tab will open with the searched term as the tab name and a list of
results including folders and documents will be displayed below.

@) My Community O Dummy X

Search for [pummy

Filter Results by...

4+ Choose Fiters =
Location [7] Format [7] Last Changed [7] Topic [7] Place in text [7] Organizstion in text [7]
lecdocpartais_prd Acrobat PDF This Month ZUNKNOWHN, Report A... None None
S Micrascft Ward Last Morith
T This Year
—
10 results More ~ | 22 [
Name Format Last changsd Changsd by Sze | Location Scare =
o
[ — 13/02/2015 15:54 Mehaul, Crysta 1#em Dummy el [ |
Page 1| oft e

Displaying 1 - 10 of 10

Immediately, you will be presented with a list of all the current objects within

the Conference Space and the results can be filtered by using any of the
options above.
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6.5.2

You can also use wildcards whilst searching for a word (regardless of what
method of search you are using). A wildcard is a special character that can
represent one or more characters. For example, you enter child into the
search. You would receive documents with the word child but with a wildcard
you would enter child* and the results would return documents with children,
child, childcare, etc.

To use a wildcard, enter '*' to represent any characters. Wildcards can be
used in the middle, at the end, at the beginning of a word or use only a
wildcard to find all the objects in the location.

Note: Wildcards can also be used in numbers and searches can also find
folders so it is possible to search for folders and numbers using wildcards.

Examples:

Search for Confernce Space Name
Search for |pummy

10 results More~ | i
Name Format Last changed Changed by Sze | Location Score.y
-
E Dummy 13/02/2015 15:54 McNaul, Crystal 1item Dummy |

Search for a Report
Search for [Fnslcord \
Filter Results by...
Location [7] Reset
Dumny

codocportals_ prd
Filter applied to show only results from within the 12 documents saved
against the Dummy Conference Space

3 results More =

=
Name Format Last changed Changed by Sze | Location Score.x
) Final Core Group Repart for REPC.docx MS Word Document 200...  18/05/2015 03:44 Portal User 1213 S3KE Dummy ses
Final Core FINAL OORE
FINAL CORE
) Final Gare Group Resart for RCPC.doc MS Word Document 200...  13/02/2015 15:57 Mehaul, Crysts S3KE Dummy ses
Final Core FINAL OORE
FINAL CORE
B Lancashire asessment 2nd piznning framewer.. MS PowerBoint Bresentst. 13/03/2015 15:55 Mehaul, Crysts 410 KB Dummy .
Final CORE cor= Core

Core

Page 1] of1 Displaying 1 -3 of 3
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6.5.3 | A search can also be performed against the contents of a specific Space. To
perform this search open a Space then select the 'Search and Filter
Content' tab represented by the Magnifying Glass Icon

@ My Communt B GarsTanG (x7) susssass
Search for |
"\/ Filter Results by..
( \’ Format Last Changed [/
e C'?-}!"i' hs Week
B 2§ Mooxf t er

6.5.4 | Enter a word into the 'Search for' text box and the results will return
documents with the term either being in the name or in the contents of the
document:

Dumnry =

Search for [chid
The returned results will often highlight the searched word.

12 results Mare =

Name Format Last changed Changed by

hﬂ Final Care Group Report for RCPC.docx Portal User 1213

G CHILDREN ECARD C

McMaul, Crysta
REVIEW CHILD... Initizl Child Protection Cc

Reports.pdf crobat PDF 13/02f
E SAFEGUARDING CHILDREN EOARD PROFESSIONAL OR INDIVIDUAL AGENCY GUIDANCE FOR COl
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6.6 Sign Out

 Step Action

6.6.1 To sign out of LCC Document Portal, hover towards the top-right corner of
the screen and click on Sign Out

(=]

A

Portal User 1213 =§ Sign Cut

EShar& Space.. # Page Actions =

You will receive natification that you have successfully signed out

Sign Out

¥ou have successfully signed out.

2 Sign In

If you wish to Sign back in, Click Sign In and you will be presented with
the LCC Secure Login Page (see Section 5. LCC Document Portal
Login Process).
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6.7 Password Reset

Step Action

6.7.1 | A forgotten Password can be reset by selecting the 'Forgotten your
Password' link on the LCC Document Portal Sign In page.
Sign In
User Name:
Password:
Forgotten your password? (
2

6.7.2 | The LCC Document Portal Password Request Form will then display

Lancashire

County -6{;‘3.

Council &Y

Home | A to Z | Contact Us | QRIS

&) your Lancashire
]

LCC Document Portal Password Request Form

Forename * Test
Surname * User
Email Address * biis.testuser@amail.com x

About our website Cookies Feedback 3 Toop of page

© 2012, Lancashire County Council Phone: 0845 053 0000  email: enquiries@lancashire.gov.uk Follow us B f m Tube

Enter your: Forename, Surname and Email Address (username). All details
must match those entered during registration in step 4. LCC Document
Portal Registration

Click 'Submit'
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6.7.3 Ho_mlmmonmun
Lancasp.i!;e .
County -=T8.
= @) your Lancashire
LCC Document Portal Password Request
If you have provided the correct details, you will receive an email requesting you to reset your password.
If you don't receive an email within 15 minutes, please try again.
Please close this browser window and check your emails.
About our website Cookies Fi O Topof page
© 2012, Lancashire County Council Phome: 0845 053 0000  email: enquiries@lancashire.gov.uk
A message will be displayed to notify that your request is being processed.
6.7.4 | You will receive an email notifying you that your details have been used to
request a new Password.
Gmall * = 0 i ] [} Mare 1-50 of 158
™ MinuteTakingServiceA New password reset for LCC Document Portal - Dear Document Portal User, New Password Request You receive this email either because you have
| Inbox (84) MinuteTakingServiceA PIN from Lancashire County Council Document Portal - Your new PIN from Lancashire County Council Document Portal System is 5136. ff you copy and ¢
6.7.5 | Open your mail item

Password reset inbox

MinuteTaking ServiceA@lancashire.gov.uk
tome [~

Dear Document Portal User,

You are receiving this email either because you have requested password reset or your password is expired.
Please follow the link below to reset your password.

Create a new password on Document Portal.
Thank you for your assistance,

LCC Conference Administration Team
Tel: 01282 471253

Select the 'Create a new password on Document Portal' link.

Please Note: You will also receive this email when your password expires
after 90 days.
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6.7.6 | The LCC Document Portal Password Reset Form will display.
Home | A to Z | Contact Us | KT
Lancashire .
County =
sn ) your Lancashire

LCC Document Portal Password Reset Form

Username (email address) * otis testuser@amail com

Email Address * oils. testuser@agmail.com

New Password * sasesnnsens
Must be at least 9 characters and maximum of 20 long. Must contain at least one uppercase letter (A to Z), one lowercase letter
(ato z). one number {0 fo 9) and one of the following special characters {!, §, #, %). No other special characters should be
used

Confirm New Password *

[ Submit | Cancel |

About our website Cookies Feedback 3 Topofpage
{© 2012, Lancashire County Council Phome: 0845 053 0000  email: enquiries@lancashire.gov.uk Fallow us E ﬁf m

Enter your email address into both the 'Username' and 'Email Address'

fields.

Enter your new Password into both the 'New Password' and 'Confirm

Password' fields.

Click 'Submit'

6.7.7 | You will be directed to a screen that confirms your request and asks you to

check if you have received an email confirming that your Password has
been changed.

password for user - btls.testuser@gmail.com inbox «

MinuteTakingServiceA@lancashire.gov.uk
to me |-

Your LCC Document Portal password has been changed.

You will now be able to use your new Password when logging into the LCC
Document Portal (see step 5.8)
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Troubleshooting
1. Secure Webmail

Step  Action

1.1 You will receive an email notifying you that you have a new email stored
within your Secure Web Mail account.

The first time you receive an email you will receive a welcome message.
Follow the instructions to create your new account

You must set up your access to McAfee Secure Web Mail Client in order to
log on when you want to receive encrypted email.

1.2 Log on to Secure Web Mail for the first time.

If you have already activated your account, go to Step 5.2

You must have received a notice that you have an encrypted message
waiting.

Folders ~ do_not_reply@btlancashire... Secure Web Mail: Child Protection Portal - Regi... 14:23
inbox 2 denotreply@lancashire.gov... Secure Web Mail: WELCOME

Archive Outlook.com Team @ Welcome to your new Outlook com inbox 8

The first time you log on to the Secure Web Client, you must create an
account:

Open up your WELCOME email, and click the link in your notification
message. The log on the window appears.

T éx

prsi

Felders iy s vkt (et AR pev ]  Add b contacts 1
5 ) Ry sam =

12 oo ARy in o A COA Do B e Vit = ST ED Bpgped = 400 Pafr=s

Checks the box 'don’t ask me again and Select 'Proceed' to skip the
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warning and proceed to the activation.

) LCC Secure Web Mail T

You are using a web browser that is not supported by the Secure Web Mail Chient. You may proceed but
the Secure Web Mail Client may not perform as expected.

]

Don't ask me again

1. Enter your chosen password, then enter it again to confirm
2. Click Save

= LCC Secure Web Mail 4

Please set up your account

e ey
S S

Creste password:

Confirm password: | ceeeeeeesl | =

You will receive an email to notify you that your account has been
activated.

You can use the link in the email to access the secure web mail client in
future. You can also create a bookmark or add the link to your favourites.

The LCC Secure Web Mail will then open within your preferred Web
Browser.

"% | LcCSecure Web Mail "7 x

Mailbox (1)
1 pelete | Compose | 2 Status| Any Search mailbar
[u] do_not_reply@btiancashire.co.uk Child Protection Fortal - Registar for Child Protection Fortal (Ref No: 176) mailenerypt

t-1of1  Display 50[Z] perpage

Click on the email to open it. Click 'Show content' to make links available.

Go to Section 3. Invitation to LCC Document Portal
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1.3 Already registered? Sign in to the Secure Web Mail Client

To receive secure messages, sign in to Secure Web Mail.

1. Enter your password
2. Click Sign In

= ‘ LCC Secure Web Mail ?

Language: | English E
Email address:

Password: | ‘

Forgotten your password?

Sign In

The Secure Web Mail Client mailbox is displayed

If you are signed in, but allow Secure Web Mail to remain idle, a timeout
warning message appears, and your session expires. You must sign in
again.
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1.4 Click on the email to open it. Click 'Show content' to make links available.

U | LcC Secure Web Mail

4 Backto mailbox

Reply | Reply Al | Delete | Print

1422

played from the link above can only be used once. TF more than one professional from your agency needs access to the LOC Document Portal for this conference please contact the LCC conference administration team at ACS Minute Taking CP Administration
he professional,

Lment portal,

cisibute, copy o use i -

2. Emails

2.1 Question: | have not received an invitation to attend a Child Protection
Conference.

Answer 1: If you believe you have been sent an invitation to attend a Child
Protection Conference however you have not received the invitation, in the first
instance you should check you Junk Mail Settings:

Outlook Account
» Select the Junk Mail Folder

» Select the 'Junk’ option from the Home Menu.

» Select the 'Safe Senders' Tab from the Menu.
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» Click Add and specify the email address.

Other email Accounts

We are unable to provide specific instructions for every mailbox provider. The
following is a general set of instructions, which may prove helpful for non-outlook
accounts.

Select the Junk Mail Folder
Locate the invitation email
Right click

Mark as 'Not Junk'.

YV VY

Answer 2: If the invitation is not in your Junk Mail folder, please contact the
Conference Administration Team. Contact details can be found at the end of this
document.

2.2 Question: | am not receiving notifications when a new document is
uploaded to a conference space | have been invited to.

Answer: Please log into the LCC Document Portal tool. For more information on
how to log into LCC Document Portal please refer to Section 5. LCC Document
Portal Login Process.

Please navigate to the Conference Space you would like to receive notifications from
by selecting the Space from the 'My Space' menu within the 'My Community'
Window.

L

% By

You will be presented with the Conference Space details and contents.
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Select the 'Space Actions' menu:

@ wy Cammunty CRABTREE HOY (13) 203

~ :.--c-,
CRABTREE HOY (X3) SU2037604 E

@ Welcome to your space!

&) Fro

&)t

&) R

o

&) Co

) Ic

) La (1),

Select 'Start Watching Space'.

2.3 Question: | am receiving the following email: Posted Event:

"Transformation" in docbase "Iccdocportal”

Answer: This is a system generated message that is of no concern to you. Please
ignore this email. Contact the Conference Administration Team if you continue to
receive these emails (contact details can be found at the end of this document).

3. Invitation / Registration

3.1. Question: | have received an email requesting that | complete a
Registration form but | cannot open the link

Answer 1: Please ensure you have an active network account and can access the
internet. You can test this by trying to access another internet site e.g.
http://www.bbc.co.uk/. If you cannot access either site, please contact your internet
service provider's ICT Support Desk.

Answer 2: If you can access other Internet sites (as per Answer 1.) but still cannot
access the Registration Link, please contact the Conference Administration Team
(contact details can be found at the end of this document).

3.2. Question: How do | know if | am already registered for the LCC
Document Portal?
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Answer: You will already be registered to use the LCC Document Portal if:
1. You have already accessed the LCC Document Portal in the past.

2. You have a username (email address), a unique 4-digit PIN and a password
(which you will have selected yourself).

3. You have an active Conference in progress.
4. You have previously completed a Registration eform.

If you are still unsure, please navigate to the Registration eform which is included in
the invitation email and enter your email address (please refer to Section 4. LCC
Document Portal Reqistration). The eform will check whether you have an existing
user account.

If your account has expired, you will need to re-register.

3.3. Question: What if my email address has changed?

Answer: If you no longer use the email address you originally registered with, you
will need to re-register with your new email address. Your previous account will be
removed. Please contact the Conference Administration Team (contact details can
be found at the end of this document).

3.4. Question: What if | want to invite a colleague?

Answer: You must never share your Registration / login details with any other
person. If you believe that a colleague should also attend the conference, please
contact the Conference Administration Team (contact details can be found at the end
of this document).

3.5.  Question: What if | cannot attend the conference?

Answer: If you cannot attend the conference, please contact the Conference
Administration Team (contact details can be found at the end of this document).

4. Passcodes, PINs and Passwords

Please refer to the User Guide for how to Authenticate (Section 5. LCC Document
Portal Login Process)

4.1. Question: What is my PIN?

Answer: Your PIN is the personal 4-digit number you chose upon Registration to the
LCC Document Portal. You need this in order to gain access through the first level of
Authentication to the LCC Document Portal.

4.2. Question: What if I've forgotten my PIN?
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Answer: If you have forgotten your PIN and you have one or more active
Conference Spaces in session, you will need to contact the Conference
Administration Team (contact details can be found at the end of this document).

4.3. Question: What is my Passcode?

Answer: Your passcode is a unique One Time Passcode that is provided to you
each time you wish to login to the LCC Document Portal. For more information on
how to request your Passcode, please refer to Section 5. LCC Document Portal
Login Process

4.4. Question: | have received this error when requesting my Passcode?

LEE Doturmant Pectal Syatarm Ernae |Fadl]

Answer: Check that you have entered your correct username (email address) and
try again.

45. Question: | have pasted my Passcode from the email | received
however | am still unable to login.

LCC Documaent Portal System Error (Auth)

Please check you have entered your details
correctly, if this error continues log a call with
your LCC Document Portal Administrator
identified within your user guide

Click here 10 continus

Answer: Please ensure all of your other details are correct, including your username
(full email address that you registered with) and unique 4 digits PIN.

Please ensure that you manually enter the Passcode.

4.6. Question: | haven't received my Passcode.

Answer 1. Please ensure that you have followed the instructions for Registration
and Authentication. (Please refer to Section 4. LCC Document Portal Registration
and Section 5. LCC Document Portal Login Process.

Please ensure that you are using the same email address that you used during the
registration process.

Answer 2: Please ensure that the Passcode email has not been sent to your Junk
Mail folder (Please see Question 1 of the Troubleshooting Guide).
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Answer 3: If you are still experiencing problems, please contact the Conference
Administration Team (details can be found at the end of this document).

4.7. Question: What if I've forgotten my Password to the LCC Document
Portal?

Answer 1: If you have forgotten your password, you can request for a new
Password to be generated for you via the Self Service facility on the LCC Document
Portal login page.

Please navigate to the LCC Document Portal login.
You will be presented with the following screen.

Please click on the 'Forgotten your Password' link.
You will be presented with an eform, where you can enter your user details.

» Forename: (the one when you completed the registration form)
» Surname: (the one when you completed the registration form)
» Username: (this is your registered email address)

Please click on Submit.
mlmlmw

Lan:
Cot

2 @) your Lancashire

LCC Documefit Portal Password Request Form

You will then be sent an email with your new password and instructions. Please
note that you will need to go through the authentication process to log back
into LCC Document Portal using your new password.
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4.8. Question: | have received the following message:

Lancashire
C L),
S

Access policy evaluation is already in
progress for your current session.

You may see this message, if you are using a
different browser tab than the one where you
started the access policy initially. Please continue to
finish your access policy in the previous browser
tab, and close this current window immediately.

If you have reached to this message due to some
other error, click here for creating a new session.

Answer: Please ensure that you continue to use the original browser session to
complete Authentication. Close this window and resume the original browsing
session.

4.9. Question: How often do I need to change my Password?
Answer: Passwords will expire after 90 days.

5. LCC Document Portal

5.1. Question: I've logged into the Portal, how do | find the right
Conference space?

Answer: Please refer to the Section 6.1 Navigating through LCC Document Portal
for details of how to navigate to the correct conference.

5.2. Question: I cannot upload my report to the Portal.

Answer 1: Please ensure you are following the correct instructions for how to upload
a document to the LCC Document Portal (please refer to Section 6.3 To Upload a
Document).

Answer 2: If you are still unable to upload a document to the LCC Document Portal,
please contact the Conference Administration Team (contact details can be found at
the end of this document).

5.3. Question: | cannot view / download a report from the Portal.

Answer 1. Please ensure you are following the correct instructions for how to
download/view a document from the LCC Document Portal (please see Section 6.2
To Download a Document).
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Answer 2: If you are still unable to download/view a document from LCC Document
Portal, please contact the Conference Administration Team (contact details can be
found at the end of this document).

5.4. Question: | need to make changes to a document I've already
uploaded.

Answer: Once you have uploaded a document to the LCC Document Portal, you
lose the permission to edit that document. Please ensure that the document you
upload is the finalised document, which you would like the other conference
attendees to review.

In the exceptional circumstance where you do need to edit a document, please
contact the Conference Administration Team, who will issue a new version of the
document on your behalf (If you are still unable to upload a document to the LCC
Document Portal, please contact the Conference Administration Team (contact
details can be found at the end of this document).

5.5. Question: | have received the following error when trying to upload a
document to the LCC Document Portal.

OK

Answer: The Confidentiality Statement you are required to read when registering to
use LCC Document Portal states that, ' It is your responsibility to make sure your
equipment has adequate security protection installed (including latest anti-virus and
operating system updates)." Please contact your ICT Support Team.
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Supported Browsers

Browser version
Internet Explorer 8
Internet Explorer 9
Internet Explorer 10
Mozilla Firefox 17.0.x
Google Chrome 26
Safari 5.1.7

Safari 6.0.2

The list above is not exhaustive and other versions of the browsers listed above may

work although they are not supported.

4]

Support level
Supported
Supported
Supported
Supported
Supported
Supported
Supported
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Contact Details.

If you are still experiencing problems, despite following the User Guide Instructions
and Troubleshooting guidance, please contact the Conference Administration Team
on: MinuteTakingServiceA@lancashire.gov.uk

The team will endeavour to answer your email as soon as possible within standard
Office Hours.

The Conference Administration Team can also be contacted on 01282 471253.
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