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1. Background

The portal will act as a document repository for all child protection reports to child
protection conferences and core group meetings from professionals within both
Children's Social Care and from external agencies. It is also the mechanism by
which child protection conference outcome forms and minutes are distributed,
replacing the need for hard copy / email distribution to professionals.

Professionals are also able to access report templates and supporting
documentation via the portal. Prior to attending the initial child protection conference
and core group meetings external professionals will upload their report onto the
portal for review or downloading by other attendees.

Children's Social Care reports will be uploaded by the conference administration
team.

Administration of the LCC Document Portal

The LCC Document Portal is administered by a small team of conference
administrators within Lancashire County Council. For each child protection
conference, this team is responsible for:

e Creating a conference space on the LCC Document Portal.

e Adding all the invitees to the conference space so they have access to the
space.

e Copying relevant Children's Social Care documents into the conference space
prior to the conference. This includes the social worker's report to the
conference which must be completed using LCS at least 24 hours in
advance of the conference.

e Making a conference space read only 24 hours prior to the child protection
conference or core group meeting.

e Copying outcome forms and minutes into the conference space after the
conference.

e Copying all reports, minutes, outcome forms and invites to Documentum so
they can be viewed as a 'pack’ once the minutes of a conference have been
agreed.

e Closing the conference space a short time after a child protection plan has
ceased.

Professionals from external agencies are responsible for:

e Loading their agency report into the conference space at least 24 hours prior
to the child protection conference or core group meeting.

e Reading the outcome reports, conference and core group minutes once they
have been loaded into the conference space after the meeting.

e Downloading all relevant reports and documentation in the conference space
for storage in line with their agency retention policy.
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Benefits of the LCC Document Portal
The portal provides a number of benefits as follows:

e Making the administration of child protection conferences more efficient.

e Providing a secure facility to share all conference reports and documentation.

e Providing professionals attending a child protection conference or core group
meeting with the opportunity to read all the reports in advance of the meeting
so they are better informed and prepared. This should result in the discussion
in the meeting being more focused, allowing more time to discuss the child
protection plan and steps being taken to safeguard the child(ren).

Access to the LCC Document Portal

Access to the LCC Document Portal is secure. New users of the LCC Document
Portal require authorisation from the conference administrator before gaining access
to the portal.

LCC Document Portal users are only given access to the conference spaces that
they are involved in, ensuring that users only see the data they need to.

All reports loaded into the LCC Document Portal are read only to maintain the
integrity of the reports. If a report subsequently requires amendment, a new version
has to be loaded to replace the original version to ensure that only the latest versions
of reports can be viewed by conference invitees.

Conference invitees receive email alerts when a new report is loaded into the
conference space.

What happens when the child protection plan ceases?

When a child protection plan is ceased all the reports and documentation for the
conference series are available on the LCC Document Portal for two months before
being removed. This provides agencies with the opportunity to read/download
relevant reports and documentation.

Once a conference series is removed from the LCC Document Portal, a user will
lose their access to the LCC Document Portal if they are not a member of another
conference space.

2. Scope

This user guide provides internal users with guidance for:
e Logging in to the LCC Document Portal
e Using the LCC Document Portal including:
= Navigating round the LCC Document Portal
= Accessing the relevant conference space
= Viewing reports in the conference space

® Troubleshooting.
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3.1 Check your Browser Setting

Step Action

3.1.1

Before you start, please check that the "Display intranet sites in
Compatibility is View" is unchecked.

Your will be able to check this by opening your Intranet and Select Tools,
then Compatibility view Settings menu

s o — e | D

.| B ~,|x P aing P

8 (CC nranet- T
mo @] hitp//lccintranet/

File Edit View Favorites Tools Help

@ 1Clntranet

‘Test| Home | Feedoach| OCE | Chicran & Youna Penple| Emusomer | Count Treasurar| At Sentces, eath § Welloeing| Commercial Group | 4122 a

1 Reopen Last Browsing Session

T Pop-up Blocker
& Manage Add-ons

& WorkOffine

Management Team updates

Toolbars

Are you prepared for winter? e
o ‘s a [} b TR ks Developer Tools

Suggested Sites

OneNote Linked Notes
Send to OneNote

€] Intemet Options

Telephone directory
-] &

- o N S A id
1 Y 0 e e e 0 )| '

3.1.2

not, Click Close

Compatibility View Settings ——

Q rou can add and remowe websites to be displayed in
T Compatibility Wiews.

Add this website:
lecintranet Add |

websites you've added to Compatibility Wiewsr:

Remowve

= o I P g T rai

[ ] Display intranet sites in Compatibility Wiews

"Uncheck” the Display intranet sites in Compatibility is View is checked, if
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3.1.3

To add individual intranet sites that need to be displayed in Compatibility
view such as Minute Taking System
(http://lccintranet?2/acs/minute_taking/login/login.asp) open the page in
Internet Explorer, select Tools, then Compatibility View Settings menu
option.

In the Compatibility View Settings pop up window that appears check the
site (in this case 'Iccintranet2') is showing in the 'Add this website:' field and
click the Add button.

ra N
Compatbilty View Settings [NIND e
F .

ﬁ You can add and remove websites to be displayed in
m Compatibility View.

Add this website:
lcointranet2 Add

Websites you've added to Compatibility View:

betaintra Remove
currys.co.uk
devintra

lccintranet4

[ tndude updated website lists from Microsoft
l ["] pisplay intranet sites in Compatibility View
[ Display all websites in Compatibility View

Close



http://lccintranet2/acs/minute_taking/login/login.asp
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3.2 LCC Document Portal Login Process

Step

3.2.1

Action

You will be able to access the LCC Document Portal by following the
relevant link which is included in the invitation email.

Please note: There are currently two links on the invitation, one for each of
the groups listed below:

Internal users who are Lancashire County Council employees on the
corporate network who have the '@lancashire.gov.uk’ email address
(excludes schools).

External users who are all users outside of Lancashire County Council.

It is important that you use the correct link to access the LCC Document
Portal. If you are unsure about which link to follow, guidance about the
links can be found on the LSCB Website:

http://www.lancashiresafeqguarding.org.uk/resources/child-protection-meetings.aspx

3.2.2

The LCC Document Portal homepage will be brought up automatically.
Sign in using your AD Username and Password and click on the 'Sign In’
button which will un-grey itself once you type into the password text box:

Sign In

User Mame: CrocTestD0d

Password: A

Forgotten your password?

"

Sign In



http://www.lancashiresafeguarding.org.uk/resources/child-protection-meetings.aspx
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4. LCC Document Portal Activities
4.1 Navigating through LCC Document Portal

Step Action |
41.1 Once you have logged in successfully, you will be presented with the
following screen.
In the 'My Community' tab you will have a list of the conference spaces
you have been invited to and to which you have access.
Search... Q @ My Community + My Spaces~ P - @ Test User 4+  Sign Out
(&) My Community
< Show: B-’-‘u of My Spaces =
BM\(Specs
85 lecdocportal_ppd @3 My Spaces
@ New: in LCC Document Porta
@& ttems 1 am Editing Name a Contact Favorite
k‘).’-‘. Recent Activity : & TEST X1 SU250281% Garstang, Jeanstte E
[E] Recent Pages Page 1(of1 e Displaying 1- 1 of 1
: Recent Topics
|| Recent Files
m Recent Dsta Table Entriss
4.1.2 For professionals who are invited to many conferences, the list of

conference spaces will be long. It is possible to search for spaces (see
Section 4.5). It is also possible to add spaces to a favourites list by
highlighting the conference space and clicking on the 'Add to Favourites'
tab.

Show: EHAlofMySpaces ~ | @ vieW] Hk Add to Favorites

@3 My Spaces

MName &

& TEST ¥15U2502319

Page 1| of 1 c
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The list of conference spaces that are displayed can be restricted to
conference spaces on the favourite list by clicking on the 'All of My
Spaces' tab and then clicking on the 'Only my Favourite Spaces' option.

Show| @HAll of My Spaces | | © view ¥ Remove from Favorites

&3 all of My Spaces

aa 1 3 Only My Favorite Spaces

Mame & Contact
W TEST X15L2502519 Garstang, Jeanette
Page 1|of1 c

4.1.3

To navigate to the conference space you require, click on the conference
space name. This can be found in your conference invite.

The screen below will be displayed and will show all the folders and
documents that are currently in the conference space.

Click on the 'Browse content' tab to display the Conference Space.

Search... Q,

y TEST ¥15U2502819 X

meeting. It is the responsibility of each

Q
@ All professionals are reminded that some
4 members as the report may contain con
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4.1.4

The screen below will be displayed.

Qw‘ 'w‘ #) hrps/eedocponshppd sd langsce netes #ccdcpansts ppd TEST L

zoams O~ @O X H %) LCC Document Porzl - TEST ¥1 5., | |

[E=5 ol =<

{0 %7 i

File Edt View Favortes Took  Help

Lanca @
&
@ My Community

i TEST 1502502819 >

&

EresT x15uzs02819
® [ ICPC 20150520 20th May 2015
H [GReferenced Documents

B B L

w TEST X15U2502819 X

Q, @ My Community ~ §AMy Spaces = P ~

@ iew -

&l Content

Name «
ICPC 20150520 20th May 2015

& Referenced Documents

Page | 1|of1l

Format

More ~

Last changed
20/04/2015 11:04

20/04/2015 11:03

§ Test_User 4~ 5ign Out

& share Space... ¥ Page Actions ~

Changed by Size
Garstang, Jeanette 2items
Garstang, Jeanette 10 items

Displaying 1 -2 of 2

Each conference space will have the same folder structure which is:

ETEST?{I all250.2319

=

ICPC 20150520 20th May 2015

# | g Referenced Documents

Space name
ICPC 20141120 20" November 2014
Core 20141130 30" November 2014
RCPC 20141218 18™ December 2014

The folders are named by meeting type followed by the date in
YYYYMMDD format and then date again in a more descriptive format.

The 'Referenced Documents' folder contains reference information about
the child protection process; agenda template and conference report

templates.

0100
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4.2 To Download a Document

This section provides information about downloading documents from the

conference space.

Prior to the conference, professionals may find the conference report templates
useful to download. Documents providing information about completing reports,
conference agendas, abuse categories, the appeals process etc. are also available

to view and/or download.

Professionals are able to view and download other agency reports if necessary.

' Step  Action

and storing.

document is held.

Then select 'Download File':

4.2.1 | There is the option to download reports from conference spaces for reading

To download a document, first locate and open the folder where the

Select the document you want to download by highlighting the document.

"% @ My Community @AMy Spaces = P ~ § Test User 4+  Sign Out
@ My Community |/ TESTx1sUs0BIE
AN TEST X1 5U2502815 > Cantent > [ share Folder... Wig Folder Actions »
| | @ New = @ preview and Comment [Pl Dowmioad Fie =
=
b= | & TesT 31 suasnaess -
1CPC 201505 [ ICPC 20150520 20th May 2015
-;¢. & [ g Referes ocume) Garstan: anatts
@ Hame Format Last changed Changed by Sz
B8] 4 ppeaks Procedure.doc MS Word Document .0-2..  14/05/2015 13:55 Test_User 5 43 kel

m

< 1l ] »

Test_User_4

S3KE

1.3 ME

0B

Dispiaying 1- 4 of 4

4.2.2 | The 'File Download' prompt will appear.

Do you want to open or save Agency Guidance for Completing Conference Reports[1][1].pdf (73.9 KB) from lccdocportal-ppd.ad.lancscc.net?

Open

Save

= Cancel

on your computer.

Select 'Save' to save a copy of the document to the 'My Downloads' folder

11
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fmmeEE = -
-
—
—

- - ----
I -
[ - T
I

L
| L L} --.-
I
— Y s = -
EEEREET S S R ———

Or select 'Open’ to view the document.
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4.3 To Upload a Document

' Step  Action

4.3.1 | Locate, navigate and open a conference space.
Once in the conference space, select the 'Browse Content' tab:
m% LCC DocumestPortal [seareh-- a
@ My Community TEST ¥1502502819
y TEST X1 SU2502819
QB | e
4.3.2 | Navigate to the folder you want to upload your document into.
Select 'New' then 'Import Files...’
L% I_CC Dgcunﬂen Search... @my community - My Spaces - P -
@v) My Community % TEST X15U250281!
-;‘: TEST X15U2502819 = Content >
= @ tew ~ More ~ | = &5 "l
= Efi;éiﬁisézgmm May 2015 :_ilFD\dEI'm. 150520 20th 4\‘18}' 2015
q‘ @ [@Referenced Documents i 1mportFis. . Garstang, Jeanette
@ @ Blog... Format
V&) Discussion... ledure..doc M5 Word Docume
i £33 Data table. . In Name - fix_05.02.30.docx MS Word Docume
[T [ [,
4.3.3 | The 'Import File' dialog will appear.
Select 'Browse' then navigate and locate the document from your computer.
Once theldocument is located, select it, then click on 'Open' where you will
return to [the 'Import File' dialog with your choosen document in the 'File’
text box:
Import File .
File: > Browse...
2? oK Cancel

0130
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4.3.4 | Check you are uploading the correct document into the conference space
then open the drop down menu beside 'Please confirm Service User ID is
correct' and select 'Confirmed":

Import File 8
File: C:\Wsers\DocTest004\Downloads\Final Core Group Report for RCPC[] | Browse...
Some properties are required before this file can be imported
* Please confirm Service konfirmed B
User ID is correct: —
|£| | ok || Cancal |
Select 'Ok’
X
6 Import Content
Final Core Group Report for ROPC.docx wias successfully imported. Import ancther?
Yes [ 1 No |
A prompt will be displayed asking if you want to import another file. Select
'‘No' to close but if you wish to upload another, choose 'Yes' and repeat
steps 4.3.3-4.3.4.
4.3.5 | Your document(s) will have been added into the location:

| e Share Folder... W Folder Actions »

Garstang, Jeanstte

@ Final Core Group Report for RCPC[1]..

0 Mewe = @ Preview and Comment M1 Download File

[C ICPC 20150520 20th May 2015

MS Word Document....

Last changed

___14/05/2015 13:56

Maore =

»

14/05/2015 14:14

@ Test Doc.dock

“ 4 | page tlafr | » » | O

@) Tags Add=tsg

@ PPD_Symbal In Name - fic_05.02.30.d._.

MS Word Document...

MS Word Document...

05/05/2015 11:25

20/04/2015 11:04

Changed by Size

Tect User & 43 KB
Test_User 4 53 KZI

Partal User 636 1.3 MBE =
Garstang, Jeansite (1] ]

Displaying 1 - 4 of 4

14
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4.4 Setting Preferences and Watching Content

Setting your preferences and watching content will ensure that you will be alerted
when new reports are loaded into the conference space. This will need to be done
for each conference space to which you have been invited.

Step Action

441 Setting your preferences and watching content will ensure that you will be

invited.

Preferences':

alerted when new reports are loaded into the conference space. This will
need to be done for each conference space to which you have been

== Fon x|

Tkt

@ Test User_4 - J Sign Out

Bshare Space... : Page Actions -

Click on the Username and a drop down menu to appear and select 'My

e (3]

(2. €93

@ Test User_4 -

B3 My Preferences

Sign Put

Eshare Space... ¥ Page Actions -

¢15
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4.4.2 From the Preferences prompt, it will have the following tabs which allows
the user to customise their settings:
Preferences -
General Search Advanced
Subscriptions: You can choose how often notification emails for items you are watching get sent to you:
= As soon as updated
Daily
"\."'."EEM‘.-'
Plug-ins: [l Install Plug-ins
2 oK Cancel
Setting your Subscriptions allows you to change how quickly you want to
receive email notifications. This will inform you when any new content is
added to the Conference Space.
4.4.3 Watching a conference space means you are kept up-to-date, if any

documents, objects or files are uploaded into a conference space. You will
be sent an email informing you of the changes (the time of when the email
is sent to you depending on your Subscription Settings see Step 4.4.2).

To watch a space, open the conference space you wish to watch from your
'My Community' tab. Then select '‘Space Actions', a drop down menu will

display:

W Test_User 4=

& share Space... L_;: Space Actions =
|;| Print

Subscribe to Space

BN Start Watching Space

: confidential ay
port with the far
zport may contai

—

g Show History

—

1Y Show Attachments

0160
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4.4.4

Select 'Start Watching Space' and a prompt will appear at the bottom right
of the screen informing you that you are now watching the space:

) TEST X1 5U2502819 successfly added 1o
emal nobficatons.

e Saved nttmd\mges

4.4.5

Once any changes are made or documents added to a Conference Space
you will then receive emails informing you of the update to the Space.

See example of the email below:

=R H f 5 4 ¥ |5 mailencrypt LCC Document Portal of TEST X1 SU25025819 - Message (HTML) = = B
File Message Rights My Documentum & 0
- A : 3 Rules = [ Mark Unread W fw:
e X | o G (G ong Tl [ B Qs g B Q)
- L‘; To Manager = ! ,',E OneMote Categorize = I%'
Delete Reply Reply Forward i‘d More * . - Maove Translate Zoom | Archive
Al (33 Team E-mail = «  [] Adions * | ¥ Follow Up = = [
Delete Respond Quick Steps Move Tags Fl Editing Zoom CSP
@ If there are problems with how this message is displayed, click here to view it in a web browser,
From: CenterStage Digest <DoNotReply @btancashire.co.uk> Sent: Thu14,05/2015 14:03
To: Test_User_4
Co
Subject: mailencrypt LCC Document Portal of TEST X1 5U2502819

Within the LCC Document Portal, you requested to watch the following space/folders

Thursday, May 14, 2015 2:03 PM
E Appeals Procedure.doc
Test_User_5
WVersion 1.0

Change how often you receive these digest emails.

To stop receiving notifications on a particular item, go to that item in [ CenterStage ] and select the "Stop Watching” command on that item's menu.

G—’,} Retention Polic:  BTLS - User Mailbox 365 Day Delete and Allow Recovery (1 year] Expires: 13/05/2016

4.4.6

To stop watching a space, open the conference space you have started
watching.

Select 'Space Actions' then 'Stop watching space' and you will get a
prompt informing you of the change:

a Saved item changes

—__ "

e

e 17
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4.5 Searching in the Portal

' Step  Action

45.1

Conrct @ L

@ My Community

E My Spaces

I8 lccdocportals_prd

@] items 1 2m Editing

@ My Community

Search for [pummy

Filter Results by...

Location [7]

@ MNew in LCC Document Porta

), Dummy X

Format [7]

D-Lr"r'y‘i

Search in:
[ ) Al vy Spaces

G Entir site

Search in my extra sources

Last Changed [7]

Search in LCC Docume

[ | My favorite spaces

@ My Community + E My Spaces = Q Templates

To Search, enter a value within the Search Bar, making sure that the 'Entire
Site' option is selected, and then click the Magnifying Glass icon.

dew Space...

Topic [7]

Favorite

A new tab will open with the searched term as the tab name and a list of
results including folders and documents will be displayed below.

¥ Chooss Fiters =

Place in text [7] Organization in text [7]
lccdocportals_prd Acrobat PDF This Manth ZUNKNOWN, Report A... None None
——— Micrescft Ward Last Month
L] This Year
—
10 results More ~ | 22 |4
Name Format Last changed Changed by Sze | Location Scare v
o
5] Dummy 13/02/2015 15:54 Mchaul, Crystal 1#em Dummy wes m
Page 1| oft &

Displaying 1 - 10 of 10

Immediately, you will be presented with a list of all the current objects within

the Conference Space and the results can be filtered by using any of the
options above.

0180
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4.5.2

You can also use wildcards whilst searching for a word (regardless of what
method of search you are using). A wildcard is a special character that can
represent one or more characters. For example, you enter child into the
search. You would receive documents with the word child but with a wildcard
you would enter child* and the results would return documents with children,
child, childcare, etc.

To use a wildcard, enter "*' to represent any characters. Wildcards can be
used in the middle, at the end, at the beginning of a word or use only a
wildcard to find all the objects in the location.

Note: Wildcards can also be used in numbers and searches can also find
folders so it is possible to search for folders and numbers using wildcards.

Examples:

Search for Space Name
Search for [pummy

10 results Wore

Name Format Last changed Changed by Skze Location Score.y

e Dummy 13/02/2015 15:54 McNaul, Crysta 1item Dummy

Search for Report
Search for |Fnslcord \
Filter Results by...
Location [7] Reset

Druminmy

codocportals_prd
Filter applied to show only results from within the 12 documents saved
against the Dummy Conference Space

3 results Mare - [ 22 [slle
Mame Format Last changed Changed by Swe | Location Score.¥
hﬂ Final Core Group Report for RCPC.doc MS Word Document 200...  1B/05/2015 03:44 Portal User 1213 53 KB Dummy LA L]
Final Care FINAL CORE
FINAL CORE
hﬂ Final Core Group Report for RCPC.dock MS Word Document 200...  13/02/2015 15:57 McNaul, Crysta S3KB Dummy s
Finzl Care FINAL CORE
FINAL CORE
B8] Lancachire zesescment and planning framewor... MS PowerPoint Presentst. . 13/02/2015 15:56 McNaul, Crysta 410 KE Dummy ..
Final CORE ‘core. Core
Core
Page 1| of 1 Displaying 1- 3of 3

0190
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A search can also be performed against the contents of a specific Space. To

45.3
perform this search open a Space then select the 'Search and Filter
Content' tab represented by the Magnifying Glass Icon
@ My Communit B2 GansTan (x3) susssass
e \!u l'u11" |~»-
=
m Filter Results by..
{u\ Format Last Chamged [/
4.5.4 | Enter a word into the 'Search for' text box then click the '"Magnifying Glass'

icon. The results will return documents with the term either being|in the
name or in the contents of the document:

Duminvy =

Search for [«

The returned results will often highlight the searched word.

12 results More » | 22 |+l
Name Format Last changed Changed by
Portal User 1213

sup Report for RCPC.doc:

{G CHILDREN ECARD C

=2
eS| Agency Guidance for Completing Canferan 302/ 5:55 McMaul, Crysta
SHIR AFEGUARDING CHILDREN EOARD PROFESSIONAL OR INDIVIDUAL AGENCY GUIDANCE FOR COMPLETING INITIAL/REVIEW CHILD... Initizl Child Protection Cc

«20-
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4.6 Sign Out
 Step Action
4.6.1 To sign out of LCC Document Portal, hover towards the top-right corner of

the screen and click on Sign Out

== pon |
Tl g o3
\

@ Test User_4 - iSign Out ‘

Share Space... ¥ Page Actions ~

You will receive natification that you have successfully signed out

Sign Out

You have successfully signed out.

9 Sign In

If you wish to Sign back in, Click Sign In and you will be presented with
the LCC Secure Login Page (see Section 3.2 Login Process).

0210
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Troubleshooting

1. Emails

1.1 Question: | have not received an invitation to attend a Child Protection
Conference.

Answer 1: Please contact the Conference Administration Team. Contact details can
be found at the end of this document.

1.2 Question: | am not receiving notifications when a new document is
uploaded to a conference space | have been invited to.

Answer: Please log into the LCC Document Portal tool. For more information on
how to log into LCC Document Portal please refer to Section 3.2. Login Process.

Please navigate to the Conference Space you would like to receive notifications from
by selecting the Space from the 'My Space' menu within the 'My Community'
Window.

Lo cmamy D

o
% B e
% Bo

L .

You will be presented with the Conference Space details and contents.

22
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Select the 'Space Actions' menu:

@ wy Cammunty CRABTREE HOY (13) 203

By

CRABTREE HOY (X3) SU2037604

Welcome to your space!

B Bl B

Select 'Start Watching Space'.

1.3 Question: | am receiving the following email: Posted Event:
"Transformation" in docbase "Iccdocportal_prd”

Answer: This is a system generated message that is of no concern to you. Please
ignore this email. Contact the Conference Administration Team if you continue to
receive these emails (contact details can be found at the end of this document).

2. Invitation
2.1. Question: What if | want to invite a colleague?

Answer: If you believe that a colleague should also attend the conference, please
contact the Conference Administration Team (contact details can be found at the end
of this document).

2.2.  Question: What if | cannot attend the conference?

Answer: If you cannot attend the conference, please contact the Conference
Administration Team (contact details can be found at the end of this document).
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3. LCC Document Portal

3.1. Question: I've logged into the Portal, how do | find the right Conference
space?

Answer: Please refer to the Section 4.1 Navigating through LCC Document Portal
for details of how to navigate to the correct conference.

3.2. Question: I cannot view / download a report from the Portal.

Answer 1. Please ensure you are following the correct instructions for how to
download/view a document from LCC Document Portal (please see Section 4.2 To
Download a Document).

Answer 2: If you are still unable to download/view a document from LCC Document
Portal, please contact your Conference Administration Team (contact details can be
found at the end of this document).

3.3. Question: | need to make changes to a document I've already
uploaded.

Answer: Once you have uploaded a document to LCC Document Portal, you lose
the permission to edit that document. Please ensure that the document you upload is
the finalised document, which you would like the other conference attendees to
review.

In the exceptional circumstance where you do need to edit a document, please
contact the Conference Administration Team, who will issue a new version of the
document on your behalf (If you are still unable to upload a document to LCC
Document Portal, please contact your Conference Administration Team (contact
details can be found at the end of this document).
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Contact Details.

If you are still experiencing problems, despite following the User Guide Instructions
and Troubleshooting guidance, please contact the Conference Administration Team
on: MinuteTakingServiceA@lancashire.gov.uk

The team will endeavour to answer your mail as soon as possible within standard
Office Hours.

The Conference Administration Team can also be contacted on 01282 471253.
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