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Accessing the Schools Portal 

All Nottinghamshire schools will have been emailed their log-in details along with these guidelines.  

To avoid confusion, there is just one log-in/password per school/academy. It is the responsibility of 

each school to provide/restrict access to users who need access to the portal by distributing these 

log-in details accordingly. 

The password for your account has been auto-generated; if you wish to change this, please contact 

our ICT Service Desk via 0115 977 2010, select option 1 and follow the instructions or email 

helpdesk@nottscc.gov.uk. They will then reset your password and send this to you. Once they have 

done this, please distribute this to all of your colleagues who require access to the portal. 

If you have forgotten your password and need it resetting, please contact our ICT Service Desk on 

0115 977 2010, select option 1 and follow the instructions or email helpdesk@nottscc.gov.uk.  

Please check to see if any of your colleagues have access to your existing password and notify 

them of any changes. 

To access the schools portal, please visit: www.nottinghamshire.gov.uk/schoolsportal. 

Schools Portal: External Website 

The new portal is split into two in terms of external and internal content. External content is content 

that sits before you log-in and is available via search engines and to all global web users. 

The primary content before the log-in is as follows: 

Services 

All available council services for schools are listed on the Services page. These pages enable you to 

find out more about individual services and (where applicable) buy them via the online Interactive 

Order System (IOS).Some of the services have been sub-categorised – for example, ‘payroll’ and 

‘health & safety’ under the HR heading – but not all have a restricted area behind the log-in. 

There is an individual service contact and an overall Services for Schools number/email listed for 

each service, as well as a link to the PDF of the overall Services for Schools brochure.  

Note: If you click on the ‘buy this service’ link you will be required to log-in to the IOS. This is not the 

same log-in details as your information for the schools portal. You can request access to the IOS via 

the online form linked at the top of the services page, where you can also find information about 

how to use this system. 

Latest News 

The latest news area contains all of the latest news relating to Nottinghamshire schools. This is not 

solely for Nottinghamshire County Council-related news and we would encourage schools to send 

through any ‘good news’ items that they think would be of wider interest to the Nottinghamshire 

mailto:helpdesk@nottscc.gov.uk
mailto:helpdesk@nottscc.gov.uk
http://www.nottinghamshire.gov.uk/schoolsportal
http://www.nottinghamshire.gov.uk/schoolsportal/services


4 
 

schools community to econtent@nottscc.gov.uk. As an external website, this represents a great 

platform to get an important message out to a wider audience, though we would stress that this 

message needs to be relevant/of interest to the school community. Individual news items will also 

be pulled through to the service news sections (page 11) within the portal. 

Quick Links 

The quick links page provides links to key systems, pages and documents for Nottinghamshire 

schools. In some cases, there will be a log-in required to access some of the external systems.  

 

Training 

The training tab links to the existing CPD area on the Nottinghamshire County Council website. This 

is currently in the process of being rebuilt and will be re-launched with a more user-friendly 

interface, hosted on the portal itself, at a later date. 

 

Logging into the Portal 

You can use your schools’ details to log-in to the schools portal itself via the main ‘login’ box on the 

homepage. There is also a login facility at the top of all external pages. 

 

 

Portal Homepage 

Your portal homepage contains the list of services which you have access to. You will only have 

access to the free/statutory services and services which your school/academy has bought. Services 

which are greyed out on this list are services which you don’t have access to. However, if you click on 

these links it will take you to the relevant service page (page 3) for you to find out more details 

about this service. 

On the list of services, the virtual mailbox, local authority, education improvement service, 

safeguarding and special educational needs areas are free and available to all schools and 

academies. If any of these items are greyed out, please email Econtent@nottscc.gov.uk.  

mailto:econtent@nottscc.gov.uk
mailto:Econtent@nottscc.gov.uk
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Personalisation and Photo 

 

We will soon be adding an individual photo of your school to your school’s account, which are 

available to us via Nottinghamshire County Council’s property services team. 

After the initial photo is added, if you want to change this please email the photo you want to 

replace it with to Econtent@nottscc.gov.uk. This photo is specific to your account and is only ever 

visible to individuals who are logging-in from your school.  

Virtual Mailbox 

At the bottom of your homepage, you will see three boxes containing the latest items from your 

virtual mailbox, most recently updated service pages and the most pressing ‘things to do’ items from 

your mailbox.  

mailto:Econtent@nottscc.gov.uk
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Your Virtual Mailbox replaces the LA Communications element of the old Wired system. It is 

available to all Nottinghamshire schools. On your homepage, you will see the latest items and the 

date and time these were uploaded to the portal, as well as the item/mail title. All of these are direct 

links which take you to the item in question. You can also click the ‘view all items’ link which will take 

you to your full mailbox. This is also accessible via the top link on your main services list: 

 

Your virtual mailbox contains all of the latest news and information from Nottinghamshire County 

Council. Items are split into three categories and colour coded accordingly: 

 Action (blue) – An item that requires you to complete something by a certain date 

 Information (green) – A general item/letter 

 Alert (red) – Something that requires immediate attention. Generally used only to distribute 
urgent information. 

 

If it is an ‘action’ item, there will be a date in the ‘deadline’ column which you have to complete the 

related action by. This is also pulled through onto your homepage in the ‘things to do’ section (page 

9). 

Mailbox items can also be categorised by type of school. You can use the arrows at the top of this 

heading to filter it so only items relevant to you appear at the top. Items are categorised as Infant, 

Junior, Primary, Secondary or All. 
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Note: The most recently uploaded item doesn’t always appear at the top of the virtual mailbox. 

Though this would generally be the case, where appropriate items will be sorted in order of priority. 

 

Individual Virtual Mailbox Items 

Once you click on an item from your mailbox, not all items will appear in the same way. Some news 

items will have a paragraph of information text followed by an attachment: 

 

To save the need to download unnecessary documents and reduce time, many of the mailbox items 

will now contain all the information you need on the webpage itself: 
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There will also be occasional items with more than one document enclosed: 

 

On any virtual mailbox item, you can navigate back to your main mailbox using the ‘back to’ link near 

the top of the page: 

 

This facility is constant across the portal. You can also navigate back to your previous pages using the 

breadcrumb at the top of the page: 
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Virtual Mailbox Search 

If you are looking for older mailbox items or something specific, you can find this quickly using the 

search provided which you will see on your main virtual mailbox page. This search is specific to 

mailbox items only: 

 

Latest Service Pages 

On your homepage, the latest service pages is an automated system which shows a list of the five 

most recently uploaded/updated pages across all of the services which you have access to. This will 

often mean that there has been a new document added to this page.  

It will also shows the time and date which this page was last edited. 

 

 

Things to do 

Your ‘things to do’ list is a list of the most pressing items currently in the virtual mailbox where there 

is an ‘action by’ date. The nearest date will automatically appear at the top of this list. 
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Note: It is not currently possible to remove items from this list after you have already completed an 

action. Items will remain viewable until the deadline has passed. 

Search  

The other important item on your portal homepage is the search bar which appears in the top-right 

of the page. This is a site-wide search across the whole portal. 

 

There is also a service-specific search (page 12), which searches content and documents specific to 

that service area of the portal. 

 

Service Pages 

All service pages are administered by the service itself and any questions you may have relating to 

content within a service section should be directed to the service. Contacts are provided on either 

the primary landing page or the external service page (page 3). 

On the service page, you will see a ‘latest service documents’ similar to the one on your main landing 

page. This is an automated list of pages and documents most recently updated/uploaded within the 

specific section. 
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Each service also has its own latest news section. This will contain news items posted by that 

particular service, as well as overall schools news items which also appear on the external 

homepage. 
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Service Search 

Under the ‘related pages’ there is a ‘document search’ option which allows you to search for content 

which has been stored within this section only. 

 

This search will search for web-pages as well as individual documents which have been uploaded to 

these pages. If the document has a description, it will provide this in the search results: 

 

Documents will be automatically marked by what they are, e.g. ‘.PDF’ or ‘.Word’ in the headline, 

whereas web pages will simply have the web page title and first line of the page. See examples 

below: 

Web Page 

 

Document 

 

The service specific search represents the quickest way of finding an individual piece of content or 

document. If you are unsure which section this content falls under, please use the site-wide search 

(see page 8). 

 

Related Pages 

All services have categorised their content into sub-pages. Depending on the nature of the service, 

this will be where documents sit. Documents should have been put onto relevant pages by the 



13 
 

service and display under a ‘documents’ heading. If this heading isn’t visible, there are no documents 

on the page. 

Documents 

 

 

No Documents 
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Depending on the nature of the content, there may be further sub-categorised pages which will 

appear on the right hand side of the page. 

Not all pages/available content for the service in-question will be visible on the main landing page. 

These may have been sub-categorised appropriately – for example, HR >>> Contracts >>> Teaching 

Staff Contracts. 

 

Documentation  

Documents have been categorised into pages to allow services to provide wider context around the 

documents and reduce the need to download unnecessary documents. 

If the service has provided a document description, this will be visible when you hover over the 

document as well as when you search for the document. 

 

Useful Contacts 

For issues on who to contact in relation to the portal, please see below. Service contacts should be 

on the initial service landing page – e.g. ‘HR’ – within the portal.  
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 Lost/change password:  ICT Service Desk via 0115 977 2010, select option 1 and follow the 
instructions or email helpdesk@nottscc.gov.uk. 

 Homepage of the Portal not working/displaying: ICT Service Desk via 0115 977 2010, select 
option 1 and follow the instructions or email helpdesk@nottscc.gov.uk. 

 Unable to access a service which you currently buy: Please contact the service you need 
access to in the first instance via the contact(s) provided. 

 Issues with an external page (before you’ve logged in to the portal) or submitting a news 
item: econtent@nottscc.gov.uk  

 Issues with a document, web-page or contact within the service area of the portal: Please 
use the service contact(s) provided. 

 You are unable to find a document or content within a service area: Please use the service 
contact(s) provided. 

 Any issues with content within a service section: Please use the service contact(s) provided. 

 General advice and to provide feedback: econtent@nottscc.gov.uk. 
 

mailto:helpdesk@nottscc.gov.uk
mailto:helpdesk@nottscc.gov.uk
mailto:econtent@nottscc.gov.uk
mailto:econtent@nottscc.gov.uk

