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Creating an account on the Children’s 
Services Portal 
 
This document should give you an understanding of what you need to do to 
create a user account on the Children’s Services Portal. 
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1. Children’s Services Portal home page 
 
From the Children’s Service Portal home page go to the My Account section. 
 

 
 
 

2. My account 
 
There are two links on this page – Register for an account here and Register for new account. 
Choose either link, they will both take you to the account creation page. 
 

 
 
 

3. Register for a new account – step 1 
 
Fields marked with asterix are mandatory and must be completed. These include: 

• Forename 
• Surname 
• Role 
• Organisation 
• Street 
• Town 
• Post code 
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NB: The address details you add at this stage should be your work address details. 
 

3.1. Register for a new account – step 2 
 
Please enter your work email address and enter a password twice. Press Next to proceed. 
 

 
 
Your password must meet the password policy. Guidance on this policy can be found on screen. 
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3.2. Register for a new account – step 3 
 
An email with an 8 digit code from Children’s Services Portal will arrive in your email inbox. Type the 
code into the Code box or copy the code and paste it into the field. Finally, press Next to complete 
the registration process. 
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Version control 
 
26 August 2022 

1. Brand new guide created. 

 
28 September 2022 

2. Update to include sentence regarding address details within the Register for a 
new account – step 1 section. 
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