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Introduction 
 

The Professional Portal is for ‘external’ professionals such as Educational settings, 

Health and other independent organisations/individuals.  

It allows professionals to fill in ‘forms’ relating to children/young people they are 

working with and submit the forms securely to Bristol City Council’s case 

management system, Liquidlogic. Submitted forms can then be viewed (as read only) 

by the relevant team/s, for example Children’s Social Care, The HOPE Virtual School 

and SEND.  

This guidance is designed to support ‘external’ professionals to access and use the 

Professional Portal.  

Note: Educational settings may be familiar with Bristol City Council’s Establishment 

Portal, which educational settings use for sharing information in relation to schools 

and attainment tracking.  Please note that the Professional Portal is a separate portal 

with a different purpose (to provide information/contributions relating to individual 

children and young people) and will require separate login details/user account.  

 

Accessing the Professional Portal 
 

The Professional Portal is a secure webpage which can be accessed anytime using 

the link below:  

 Secure login - step 1 (bristol.gov.uk) 

When a form has been assigned to you on the Professional Portal, you will receive a 

notification email which also contains a link to the portal should you prefer to access it 

this way: 

 

  

https://professionals.bristol.gov.uk/web/ll-openid-provider/web/oidc-auth?max_age=0&scope=openid+profile+email+phone&response_type=code&redirect_uri=https%3A%2F%2Fprofessionals.bristol.gov.uk%2Fweb%2Foidc%2Fcallback&state=FZ2pxOZXL8ZegAXq-LOwW_6VGxGNkuT52JDxPAEGG-I&nonce=fsAHWXTUFDOP12Ru9pcAzHeFD_2l6n1JVkd1MVZ6YP4&client_id=portal.BristolPP.liquidlogic.co.uk&response_mode=query
https://professionals.bristol.gov.uk/web/ll-openid-provider/web/oidc-auth?max_age=0&scope=openid+profile+email+phone&response_type=code&redirect_uri=https%3A%2F%2Fprofessionals.bristol.gov.uk%2Fweb%2Foidc%2Fcallback&state=FZ2pxOZXL8ZegAXq-LOwW_6VGxGNkuT52JDxPAEGG-I&nonce=fsAHWXTUFDOP12Ru9pcAzHeFD_2l6n1JVkd1MVZ6YP4&client_id=portal.BristolPP.liquidlogic.co.uk&response_mode=query
https://professionals.bristol.gov.uk/web/ll-openid-provider/web/oidc-auth?max_age=0&scope=openid+profile+email+phone&response_type=code&redirect_uri=https%3A%2F%2Fprofessionals.bristol.gov.uk%2Fweb%2Foidc%2Fcallback&state=FZ2pxOZXL8ZegAXq-LOwW_6VGxGNkuT52JDxPAEGG-I&nonce=fsAHWXTUFDOP12Ru9pcAzHeFD_2l6n1JVkd1MVZ6YP4&client_id=portal.BristolPP.liquidlogic.co.uk&response_mode=query
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Registering  
 

In order to log into the Professional Portal, you first need to register and set up your 

account. You only need to do this once; once set up your Professional Portal account 

will give you access to all forms delegated to you, no matter what process or child 

they relate to.  

1. Open the Professional Portal using one of the methods set out above. This will 
take you to the login page: 

 

 

 

 

 

 

 

 

 

2. Click Register for new account: 
 
 

 

 

 

 

 

 

 

3. Fill out the registration form, ticking the Is this account being used in a 
professional capacity? question. When entering your address you can use the 
address of your organisation rather than your individual address 
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4. Click Next: 
 

 

 

 

 

 

 

 

 

 

 

 

 

5. On the following page you need to enter your work email address and set 
up/confirm your password, then click Next: 

 

 

 

 

 

 

 

Important: the email address you enter must be your work email address, as this will 

identify you to the local authority as a Professional Portal user. If you use any other 

email address, for example a personal email, you will not be able to see any 

information when you log in and will not be sent any forms for completion on this 

account.  
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6. Next you will be emailed an 8-digit code. Retrieve the code, enter it into the box 
provided and click Next: 

 

 

 

 

 

 

7. Click Continue to complete the registration process 
8. You will now be able to log into the portal with the email address and password 

you set up. 
 

Logging in 
 

Once you have registered on the portal you will be asked to log in each time to 

ensure the information on the portal is secure.  

1. Enter your email and password and click Submit: 

 

 

 

 

 

 

2. Enter the verification code sent to your email address, then click Finish: 
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In line with enhanced data security policies, you will be emailed a different verification 

code each time you log in to the portal. The code will need to be entered within 10 

minutes of receiving it.  If you log in and do not enter the code within 10 minutes, you 

will be asked to log in again and will receive another code.  If you don’t receive the 

code in your Inbox please check your Junk/Spam folders. 

Resetting your password 
 

If you have forgotten your password: 

1. Click Forgotten Password. 
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2. Enter your email address and click Next. 

 

 

 

 

3. Enter the verification code which will have been emailed to you. Click Next: 

 

 

 

 

 

4. Create a new password and click Finish: 

  

 

 

 

 

5. Click OK to return to the login page: 
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Logging out 
 

Once you have finished using the portal, please remember to log out by hovering 

over your name and clicking Logout: 

 

 

 

 

Please don’t close the internet browser without ‘Logging out’ as this will not end your 

session.  

Note: for security purposes the portal will automatically log you out after 30 minutes 

of inactivity.  

Completing a form on the portal 
 

1. When a form has been sent to you for completion on the portal, you will usually 
receive an email notification such as the one below: 

 

Note: the only time you would not receive an email directly is if your organisation has 

provided us with a generic email address for notifications to be sent to instead, for 

example a ‘duty’ or ‘admin’ inbox. This is often where the organisation may need to 

‘triage’ the forms and assign them to the correct individual to complete within the 

portal e.g. in cases where Bristol City Council may not know which individual should 

complete the form in advance.  

2. Use the link provided in the email (or go directly to the Professional Portal 
webpage if you have saved it to your favourites).  

3. Enter your login details as detailed in the section above.  
4. Once logged in, you will be taken straight to the Tasks to complete page where 

any forms assigned to you will be displayed: 
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5. Click on the relevant form in order to view and/or complete it: 
 

 

6. The form will open up:  
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The view of the form will be slightly different depending on which form you have been 

sent. Forms with only one page will display full-width, whereas forms with several 

pages will display ‘tabs’ on the left-hand side which you can click on to navigate the 

form and fill out each section: 

 

 

 

 

 

 

In this instance you will also be provided with Next and Previous buttons at the 

bottom of the form to prevent you from having to scroll up and down whilst filling out 

the form: 
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7. Work through the form to answer the questions. Remember to Save the form 
regularly to ensure your work is not lost if you are logged out of the portal. The 
Save button is found at the bottom of the form: 

 

 

 
8. There may be a variety of question types depending on the form you are working 

on. These include: 
 

• Open text boxes where you can free-type/paste information into the box. 
The boxes will expand as you enter more information 

• Date fields where you will be given a calendar icon to select the date: 
 
 
 

• Radio buttons and picklists 

• Tables where you will be asked to fill out several columns of information. 
When filling out a table you can add/delete rows using the ‘+’ and ‘-‘ icons 
provided: 

 

 

 

 

 

 

You can also click Full Screen if you want to view the table full-width as you 

fill it in: 

 

 

 

 

• Read only text boxes. These boxes display information which was populated 
before the form was sent to you and cannot be amended – this is represented 
by a grey background: 
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9. Mandatory questions are displayed with a red asterix: 
 

 

This means the question has to be completed and if you try to progress through the 

form/submit it without completing these fields it will redirect you to the question and 

highlight it as below: 

 

 

10. On some forms you will have a tab at the bottom called Attach supporting 
documents where you can attach files to be submitted along with your completed 
form: 
 

 

If you have attached the wrong file by mistake it can be removed by clicking the 

Remove button: 

 

 

 

Note: the accepted file types are: Word (doc & docx), PDF, JPG, PNG. The 

maximum file size is 10MB. 

11. As you work through the form you can Save and Close at any time using the 
buttons at the bottom of the page. Once saved the form can be accessed again 
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any time from your Tasks to complete page – you don’t have to complete the 
form all in one go. It is good practice to save regularly.  

 

Submitting a form 
 

1. Once you are ready to send your form back to Bristol City Council, scroll to the 
bottom of the page and click Submit Contribution: 

 

 

2. Click Yes on the pop-up (unless you do need to make further changes): 
 

 

 

 

Note: if you wish to PDF your form before submitting you can click the PDF button 

before submitting: 

 

 

You will also have an opportunity to access and download submitted forms on your 

Professional Portal account.  

Accessing forms once they’ve been submitted 
(Recently Submitted Tasks) 
 

Once you have submitted a form you will be able to access and download it for 30 

days after submission: 

1. Navigate to the Recently Submitted Tasks tab: 
 

 

 

2. Click on the form you wish to view and it will automatically download: 
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Picking up and Reassigning forms between 
professionals (using ‘Work Groups’) 
 

What are ‘Work Groups’? 

 

The Professional Portal allows professionals to be added to ‘Work Groups’, which are 

set up and maintained by Bristol City Council. Being part of a group means multiple 

professionals can have access to forms and the ability to pickup/reassign tasks 

between others within the group. It also means that Bristol City Council can assign 

tasks to the group, as opposed to an individual professional, if they do not know 

which individual should complete the form. Many professionals using the portal will be 

set up this way, for example health services.  

Groups are particularly useful for bigger organisations where it could be one of many 

professionals who need to complete a form. It allows for a ‘triage’ process within that 

organisation, for example an administrator may review new forms sent to the 

organisation’s group and reassign them to the relevant professional for completion. 

Some services may also wish to reassign completed forms to a manager for review 

before it is submitted. In addition, if a form has been sent to a professional who is 

away from work, others will have the access to ‘pickup’ the form and complete it on 

their behalf.  
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Accessing ‘Work Group’ tasks 

 

If you are part of a group and that group has been sent a form for completion (or it 

has been reassigned there by another professional), the form will be visible in Tasks 

Assigned to your Work Groups: 

 

 

 

 

All professionals who are part of this group will see this view of the group tasks on 

their professional portal accounts. If someone picks up the form it will disappear from 

Tasks Assigned to your Work Groups and be assigned to the individual who 

picked it up.  

If you are part of several groups, you will see all tasks assigned to any of your groups 

here. You will be able to identify which group it is assigned to by looking at the Work 

Group column: 

 

 

 

If there are no tasks assigned to the group/s you are part of, the Tasks assigned to 

your Work Groups section will disappear on your portal view. It will reappear if/when 

a new task is assigned to a group you’re part of.  

Picking up and reassigning tasks within a ‘Work Group’ 

 

1. If you need to pickup a task from your Work Group, click on the Pickup button: 
 

 

 

2. This will assign the form to you and the form will open up on the screen. Saving 
and closing will take you back to your tasks lists, and from there you will see the 
form is assigned to you and is no longer in the group tasks area: 
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This means that you are currently the ‘owner’ of the task and it cannot be viewed by 

others in your group unless it is reassigned to them, or they pick it up from you.  

3. To reassign the form directly to someone else, or back to a work group, click the 
Re-Assign button: 

 
4. Select the Work Group or individual professional you wish to send the form to: 

 

 

 

 

 

 

 

 

 

 

 

5. Click OK 
 

The form will no longer be assigned to you and will be sent either to the work group, 

where it can be picked up by someone else, or straight to an individual’s task list 

depending on your selection.  
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6. If you need to pick up and/or reassign a task that is currently assigned to another 
individual in your group, navigate to Group member tasks: 

 

 

 

 

 

7. Here you can Re-Assign the form either to yourself, another individual in the 
group or a work group: 

 
 

 

 

 

Note: It is not advisable to do this other than in extenuating circumstances (unless 

the worker has agreed for you to reassign their form) as it may cause confusion.  This 

feature is useful if the form is assigned to someone who is off work and therefore it 

needs to be reassigned to another worker for completion.  

How to get support 
 

This section explains how to get support around using the Professional Portal: 

• If you have a practice question (e.g. relating to the content of a form) please 
contact the case worker relevant to the form you are trying to complete.  
 

• If you are experiencing a technical issue (e.g. problems with registering for 
an account, logging in, password reset problems, unable to find a form etc.) 
please contact LCS.Helpdesk@bristol.gov.uk  
 

When contacting about a technical issue please include: 

- Your name 
- Your phone number and email 
- Name of your organisation/establishment 
- Full description of the issue, preferably with the day/time you 

experienced it 

mailto:LCS.Helpdesk@bristol.gov.uk
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- Screenshots (if possible) 
 

• If you have one of the following issues please also contact 
LCS.Helpdesk@bristol.gov.uk: 

 

- Your work email address has changed 
- You have moved to another organisation 
- You have changed roles within your organisation and need access to a 

different/additional ‘group’ 
- You want us to set up a new ‘group’ for your organisation 
- You are leaving your role and no longer need access to the portal 
- You wish us to remove someone from your organisation’s ‘group’ 

 

mailto:LCS.Helpdesk@bristol.gov.uk



