
 

Education, Health and Care (EHC Portal) 
User guide – How to Register 

 
This guide is designed to support you in registering and logging into Hertfordshire County Council’s 

digital EHC Portal.  Please be reassured that the Portal is very easy to use and this guide will support 

you in the early stages of using it to help familiarise yourself.  

 

Please be assured there is full support in place for you if required and if you are experiencing any 

issues activating your account, please email EHCPortalSupport@hertfordshire.gov.uk.   

 

Contents 
How Does this Tool Work? .............................................................................................................................................. 2 

Registration Process ........................................................................................................................................................ 2 

New Users ............................................................................................................................................................................ 3 

Completing your Form...................................................................................................................................................... 5 

Submitting Your Form ...................................................................................................................................................... 6 

Resetting Your Password ................................................................................................................................................ 7 

Account Settings ............................................................................................................................................................... 9 

Help and Support ............................................................................................................................................................. 10 

 

 

 

 

 

  



Page 2 of 10 

Once you have received an email from the SEND Service, click on the link provided and you will be 

redirected to this page – How Does this Tool Work, you can now begin the process of registering 

for an account. 

How Does this Tool Work? 

 
Read through the on-screen instructions and then press Next. 

 

Registration Process 

 
At Your Details section you will need to register for an account by pressing on the Login or Register button. 

 



Page 3 of 10 

New Users 

 
Press on Register for new account. 

 

 

Step 1 - Register for a New Account 

When creating a new account, you will need to complete all the mandatory fields with a * next to them and 

then click Next. 
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Step 2 - Password and Email 

Enter your email address, a password and confirm your password. The password must follow the Password 

Policy shown on the page to be accepted. 

 
 

Step 3 - 2 Step Factor Authenticator 

Your 8-digit code will be sent to you by email as shown below.  

 

Copy the 8-digit code into the space provided and press Next. 

Each time you login into your account you will be sent a new code to your email. This is required to ensure 

your portal account is safe and secure.  
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Registration Completed   

Once you have successfully registered, press Continue. 

 

 

Completing your Form 

 
Please follow the on-screen instructions when completing the Person’s Details section.  When asked ‘I am 

completing this form on behalf of’, this should always be answered as ‘Someone Else’ as shown below 

using the drop-down arrow. Please enter the name of the child or young person who is going through the EHC 

Assessment process. 

However, if you are a young person completing the form for yourself, then answer as ‘Myself’ and enter your 

details. 

 

 



Page 6 of 10 

Submitting Your Form  

 
Once you have completed all the required information, click on the ‘Submit to Local Authority’ button in the 

Submit section.  You will also be prompted to confirm that you do want to submit your form. 

 

 

 

When you have submitted your request, you will receive the message below to confirm the successful 

submission of your form.  
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Resetting Your Password  

 
If you have forgotten your password, press on Forgotten password and you will be asked to enter your email 

address. 

 

 

Enter your email address and press Next  

 

You will now receive an email containing your 8-digit code.   
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Copy this code into the space provided and press Next  

 

Enter and confirm your new password and press Finish. 

 

Your password has now been successfully changed. Press OK and you will be redirected to the Secure Login 

Page, where you can now enter your email and your new password. 
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Account Settings  

 
If you wish to change your email address or password, press on Account Settings from the drop-down list. 
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Help and Support  

 
By pressing on Help and Support will direct you to this page which allows you to send feedback and provides 

you with a dedicated email address for support. 

 

 

Please be assured there is full support in place for you if required if you are experiencing any issues activating 

your account, please email EHCPortalSupport@hertfordshire.gov.uk. 


