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1. Introduction  

The EYES establishment portal is a secure online website used by schools, nurseries, and early 

years providers to communicate and share information with their local authority (LA). 

The establishment portal can be used to manage: 

• School admissions 

• Attendance / exclusions referrals 

• Free school meals 

• Entertainment and employment 

• Early years 

The first time you need to submit an online form or make a referral, you will need to register for 

an online Establishment portal account. 

In this guide you will learn how to register and create an online portal account. 

2. Registering for an establishment portal account 

Please ensure you have an active work email address before proceeding to the next steps. 

If you do not currently have an active work email address, please request one now from your 

establishment to be created before continuing. 

Accessing the EYES establishment portal 

To register for an Establishment Portal account, you can either: 

a. Visit the establishment portal page 

b. or type the below link into the internet: 

https://educationestablishmentportal.leicester.gov.uk/web/portal/pages/home 

 

  

https://vsvr-lleyesl01.lcc.local:35000/
https://educationestablishmentportal.leicester.gov.uk/web/portal/pages/home
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You will see this page when you are on the website: 

 

Next 

Click on ‘Login / Register’ tile. 
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Next 

Secure login 

Click on ‘Register for new account’. 
 

 

Please note: This must be your work active email address where you will receive your custom 

code to enable you to login. 

Step 1 - Enter your details.  

All fields that are followed by a red Asterix * are mandatory and must be answered by you in 

order to move on.  

When you have answered all the questions, click the ‘Next’ button at the bottom of the page. 
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Step 2 - Register a new account 

Enter your email address and create a password, in line with the password rules to 
the right of the screen. 

Please note: The list of special characters are: 

!"#$%&'()*+,-.:;<=>?@[\]^_`{|}~ 

Click ‘Next’ to finish. 

 

Step 3 - Automatic custom code  

You will now receive the custom code in your registered email.   

The email will look like this: 
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If the email does not arrive in your inbox, please check the spam or junk folder. 

 

Please enter the custom code when prompted, as shown below. 
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Next: 

You have 10 minutes to enter the code into the box as shown below.  

If it’s been over 10 minutes, you will need to request a new code. Go back to step 2. 

When you have entered the code, click ‘Next’. 

 

Please note: To keep the account secure when you login, you will receive and be asked to enter 

an 8-digit custom code each time. This will automatically be sent to your email address. 

 

Next: 

You have now completed your registration and successfully created your EYES Establishment 

online account. 

Click ‘Continue’. 
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Next: 

Please Note: Your details may have already been passed on to Leicester City Council to link 

your details to your establishment.  

 

If not, then you will not be able to access the portal referrals until the team within Leicester City 

Council have linked your details to your establishment.  

Please note: The account will automatically log you out after 15 minutes of inactivity, so ensure 

to follow the next steps to finish. 
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3. How to log on (after you have registered) 

Once your account is activated, and linked to your establishment, you will be able to log in at any 

time to: 

• Make referrals 

• View your documents 

• Amend your details 

To log in, go to Leicester City Establishment Portal Home  

Click on ‘Login / Register’ tile. 

 

Next 

Enter your email address and password and click ‘Submit’. 

 
  

https://educationestablishmentportal.leicester.gov.uk/web/portal/pages/home
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Next 

You will need to enter the custom code that has been sent to your email.   

Check your emails for the ‘Code’.  The code will be valid for 10 minutes.

 

Next 

Go to your email, copy the code and go back to your Establishment portal account. 

 

Remember: If the email does not arrive in your inbox, please check the spam or junk folder and 

open the email. 
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Next 

Enter the custom code from the email into the ‘Code’ field and click ‘Finish’. 

 

You will now be logged into your account. 
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4. Forgotten Password 

If you have forgotten your password, you can submit a request to change it. 

From the Home page, click on ‘Login / Register’. 

 

Next: 

The secure login screen is displayed, click ‘Forgotten password’. 
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Next: 

The Reset password screen - Step 1 opens.  

Enter your work active email address and click ‘Next’ button. 

 

Next 

You will need to enter the custom code that has been sent to your email.   

Check your emails for the ‘Code’.  The code will be valid for 10 minutes.  
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Next 

Go to your email, copy the code and go back to your Establishment portal account. 

 

Remember: If the email does not arrive in your inbox, please check the spam or junk folder and 

open the email. 

Next 

Enter the code from the email into the ‘Code’ field and click ‘Finish’. 
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Reset Password 

Step 3 is displayed - enter your new password and click ‘Finish’. 

 

The confirmation screen will be displayed, click ‘OK’.  You are then returned to the login screen, 

and your password has been changed. 

 

We hope that this guide has been helpful to you. 




