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1. Accessing the Annual Review Portal Form 
 

• Click the link below to navigate to the Children’s Portal: 

https://myehmportal.oxfordshire.gov.uk 

 

 
 

• Click into ‘Education, Health & Care Plan Annual Review (for settings) 

 

 

 

 2. Logging in or Creating a Children’s Portal Account. 
 

•    Click: Login or Register (to begin the form creation process). 

 

•    To register a new account, you will need to populate some basic details.  

 

Ensure you tick the box ‘is this account being used in a professional capacity?’  

 
 
 
 

https://myehmportal.oxfordshire.gov.uk/


 

 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Next enter your email address and set a password.  

Click the Next Button to proceed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• The Portal will send a code to your email account, to confirm your email address. 

• Enter the code and click the next button. 

• Click the continue button on the Registration completed page. 

• The Registration process is now complete. 

 

 

 

 

 



 

• Existing Users with an account: Enter your email address, password and click 

the Submit button. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

A verification code will be sent to your login email address, the code is used to 

authenticate your account. 

 
• Enter the code that was sent to your email address. 

• Click: Finish button to complete the login process. 

 

Please be aware that the verification code only lasts for 10 minutes.  

Select the “please send me a new code” button if you require a new code. 
 

 
 
 



 

3. Completing the Annual Review Portal Form 
 

• Your account information will pre-populate to the top of the form as 

the person who has submitted the paperwork. 

 

 

• When you scroll down the page it will ask you for some basic details of 

the child/young person you are submitting the annual review 

paperwork for. 

This will allow us to match your paperwork to the correct child/young 

person in the system. 

• Ensure you select that you are completing this form on behalf of a 

child/YP as a professional.  



 

• Once you have populated the information, click next. 

 

• This tab will then allow you to populate the details of the Annual 

Review meeting. This form matches the contents of the Record of 

Annual Review template (ROAR) you already use. 

 

• You can either populate the electronic form template, or you can 

continue to upload a manually completed copy to the portal. 

 

• If you choose not to populate the form electronically, you will still be 

required to populate the date of the review meeting and the 

attendees: 

 

• Once the date and attendees have been added, you can either 

populate the rest of the form or scroll down to the bottom of the form 

to the attachment area. 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 
• Click upload document to attach any annual review paperwork you 

wish to submit.  

Please ensure the documents you attach are clearly titled as this is how 

they will load into our system, and we are unable to change this. 

 

• Once you have attached your documentation, click ‘submit form’ 

 

 

 

 

 

 

 
• Your form has now been submitted through to our system in tray for 

processing. 

• The Portal will direct you to the Submitted Forms page. 

• Once you refresh the page, the completed form will appear as the first 

entry under the Submitted forms tab. 

• The form will be viewable/downloadable for 30 days. 

 

 



 

 

 

4. Navigation within the Children’s Portal 
 

• Click on your name at the top of screen to view the following options: 

 

 

 
• My account: Click to view and manage account details. 

• Recover a form: Click to view and resume recently saved forms. 

• Submitted forms: Click to view, download or print submitted forms. 

• Update account: Click to change your profile details or password. 

• Logout: Click to Logout of the Portal. 
 

 
 

Explanation of the buttons at the bottom of the page 

• The Print button allows you to print the application. 

• Click the Save for later button, after completing each page. The form 

will be saved for 30 days. 
• The Previous and Next buttons will allow you to toggle between the form. 

• The Create PDF button creates and downloads a PDF version of the form. 

• Click the Close button to exit the form and return to the Portal’s landing 

page. 

Select the Recover a form button to continue a form. 

• Click the Cancel Button to exit the form and return to the landing page. 
 

 

 

 

 


