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1 - Login 
To access the eEHA system, open up your web browser and type the system’s URL into the Address bar.  

https://www.qes-online.com/LBTH/eCAF/Live/Login.aspx                
You will then be presented with the eEHA Log in page: 

 
  

1. Type in your eEHA username and password.  

(This is typically your first name and surname all in 
lower case e.g. firstnamesurname) 

  

2. Click on ‘Login.’ 

https://www.qes-online.com/LBTH/eCAF/Live/Login.aspx
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You will be emailed an authentication code immediately after you click ‘Login’: 

(Email will be sent to your registered email account; please check your junk mail if you have not received email. This is done the first time you login each day.) 

 

2. Click on ‘Authenticate.’ 

1. Directly input or Copy and 
paste the code from your email 
into this screen. 
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The first time you log in to eEHA, you will need to read and accept the Holistix eCAF Acceptable Use Policy. 

 

Once you log in, you will be directed to the eEHA My Message Screen. Here you can view all messages you have received, and sent, through the system. 

Once read, click ‘Accept’ to 
gain access to the system 
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If you click on a message, you will be taken to the Message Details screen. Here you can view the content of the message in more detail, chose to reply to the 
message, or go to the case: 

Click on the drop down arrow 
to see the options for 
organising your messages. 

 

Click on the magnifying glass 
to search your messages. 

 

Click on a message to view the 
details 

 

Click on each tab to 
filter the messages. 

 



EHA User Guide – Practitioner Manual 

V3.2 April 2020: Shanur Miah – MIS Data Quality Officer Early Help IT Service Desk Tel: 020 7364 6238 |Email: EarlyHelpIT@towerhamlets.gov.uk       

 

Once logged in, you can use the tabs at the top of the page to navigate the system. 

Click on the My Cases tab to see which cases you are involved with. It also lists essential information about each case: 

Click on ‘Got to Case’ to go 
to the relevant case 

 

Click on ‘Forward/ Reply’ to 
Reply to the message 
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Click the drop down arrow to see 
your ‘Filter By’ options. 

Clicking on the case will take you 
to the ‘Case Summary’ page. 
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2 – My Settings Tab 

The My Settings tab allows you to update  your personal preferances for using the system. The My Details screen will show your user details, which you can check 
and update.  

 

You will only be able to add your manager if they have an active eEHA account.  

3. Check your user details to ensure they are correct. Update 
them if necessary. 

1. Click on the ‘My Settings’ tab  

4. Click to add system roles. 

5. Click to select Manager 

2. Click on ‘My Details’ to see your User Details 
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3. Click on ‘Search’ 

2. Enter Surname 

 

1. Enter First Name 
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Select the Correct User 
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Once selected, the user is shown as your assigned manager.  

 
  

1. Check all your user details to ensure they are correct. 
Update them if necessary. 

2. Once all the details are correct, click ‘Save’ 
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Once saved, you will see the following message: 

 

You can also update your password for the system. 
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Your password will then be updated. 

  

2. Click on ‘Change Password’ 

 

5. Confirm your new password 

 

6. Click ‘Save’ 

 

1. Click on ‘My settings’ 

 

3. Enter your current password 

 

4. Enter your new password 
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3 Check for Case / Request Access 

Before starting a new Case on eEHA, you must check whether one already exists for the child/young person on the sytem.  

IMPORTANT NOTE:  Please do not create a new case unless you are certain that the child does not already exist on the system. please contact the helpdesk if you 
need support in finding any cases. 

 
 

 

 

 
   
 

Click on the ‘Check for case’ tab 
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This is the Check for Case page. Here you can search for existing cases on the system: 

 

1. Enter all relevant search criteria to look for a case. The 
Family Name is mandatory and is usually the Surname of the 
family. 

2. Click on ‘Search’ button  

 

****NOTE**** 

You can use ‘%’ sign in the family name to override 
the mandatory field if you do not have this 
information. This will allow you to then use other 
search criteria such as Date of Birth (Format: 
DD/MM/YYYY) or if you have a Case ID then this 
will make the search easier and more accurate. 
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If no matching child is found you will see this message: 
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If a case does exist for the child, they will appear in the results screen below (If too many results match you may need to define the search criteria more closely): 

 

 

 

You will be taken to the Detailed Case Results page: 

Click on the correct Case to view 
full child and Case Co-ordinator 
details. 
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You will then be able to complete a message to the Case Coordinator, stating the reason you are requesting access to the case: 

1. Check details 

 

2. If the Case is correct, click on ‘Request case access.’  

If the case is currently closed, 
please do contact us as we can 

open this for you and provide the 
necessary access 
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1. Enter the reason why 
you are requesting access 
to the case 

 

2. Click on ‘Send’ 
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The Case Co-ordinator will receive the message, and choose whether or not consent can be granted. 

 

If consent is granted, the Case Co-ordinator can click  to Go To Case; where they can add the new consent and grant access to the practitioner. 
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4 Starting a new Case –Consent 

If searching for an existing case has yielded no results, a user can create a new case: 

IMPORTANT NOTE:  Please do not create a new case unless you are certain that the child does not already exist on the system. please contact the helpdesk if you 
need support in finding any cases. 

 
  

To begin click on the ‘New 
Case’  

IMPORTANT NOTE:  Please 
do not create a new case 
unless you are certain that 
the child does not already 
exist on the system. please 
contact the helpdesk if you 
need support in finding any 
cases. 
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You will be taken to the Child/ Young Person details page: 

 

5. Date of Birth/ EDD 

 

The mandatory fields are marked with an *. 

You must provide at least: 

 

1. Case Name - This is the surname/s of the case family 
(Do not enter an individual’s full name in here). 

 

 
2. Given Name(s) 

 

 
3. Family Name 

 

4. Gender 
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6. Please ensure that you enter an address: 

Enter the Post Code, click on the spy glass and click in the 
address field.  

If a list of addresses is displayed, scroll down and select the 
correct one. The full address information will then appear. 

 

7. Enter a Reference Number (Optional) 

 

8. Select an Ethnicity (Mandatory) 
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When you start entering a child (or adult’s) details, eEHA will flag up if there is a potential duplicate record. You should check to ensure you don’t create a 
duplicate case for a child: 

 

 

If there is a duplicate, click on the case to request access 



EHA User Guide – Practitioner Manual 

V3.2 April 2020: Shanur Miah – MIS Data Quality Officer Early Help IT Service Desk Tel: 020 7364 6238 |Email: EarlyHelpIT@towerhamlets.gov.uk       

If the child has a second phone number or lives at a second address,  you could add these by clicking on the plus icon. 
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You can add Multiple Case Members to a case: 

 

Once all of the relevant child details have been added, click Next. 

You will be taken to the Adult details page: 

Click on the Plus button at the top of the 
page to add additional Case members. 
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The mandatory fields are marked with an *. 

You must provide at least: 

 

3. Gender 

1. First Name(s) 

 

 
2. Surname 
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5. Once all of the relevant adult details have been added, click 
‘Next.’ 

4. An address is mandatory: 

Click on ‘Select Known Address’ to use the address already 
associated with the child. 
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4a Consent 

You will be taken to the Consent and Coordination page: 

 
  

2. This should always be No 

 

3. Name of the adult / appropriately 
aged young person who gave consent 

1. Enter the date consent was given. 
(This is the date that on their consent 
form for signature received/agreed). 

 

6. Once all the relevant 
details have been entered, 
click ‘Save Case’ 

5. Type the following: “Signed 
evidence of consent to be uploaded 
to case documents”. 

4. Relationship needs to be selected in drop 
down. 
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PLEASE NOTE: 

  

It is a MANDATORY REQUIREMENT to have a signed document to store as evidence of consent. However the following section still needs completion as you cannot 
create a case without completing it. 

Once the case is created Practitioners will need to upload the consent evidence into Case Documents (This is covered later in the guide) 
 

If you are unsure as to what document to use as evidence of consent, please contact us and we will supply you with two methods for this. 
  

Type the following: “Signed 
evidence of consent to be uploaded 
to case documents”. 
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Before proceeding to the next page; you must read the following Early Help Services  
 
PRIVACY NOTICE LINK: https://www.towerhamlets.gov.uk/content_pages/legal_notices/legal_notices.aspx 
 
  
  

https://www.towerhamlets.gov.uk/content_pages/legal_notices/legal_notices.aspx
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You will then be taken to the Case Summary, where you will see the components already saved. This typically acts as the home page of a case and can be reached at 
anytime by clicking these two links. This page is very useful and will take you almost every part of the case very quickly.  
(Please note: if at anypoint during navigation you are lost or unsure you should come back to this page) 

  
 

If you need to update the Child or Adults information; click on 
their names to go to their details. 

 

The Blue Status bar will give you key information about the 
case. 

1. The Case ID & Family Name 
2. The Case Coordinator 
3. The Case Status which is set to ‘Pre- Assessment.’ 

At present 

The Case Items list will grow as the case 
matures and you will appreciate the Case 
Summary page as the home page of a case. 

Where there are multiple children in a case thy 
will all have separate tabs. 
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5 Add Additional Family Member 
 We may need to add additonal Family member during the life of case, this will show you how to add an additional family member:  
 

  

Click on the ‘Case Items’ Tab 

Select the ‘Team around the Family’ 
Option 
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Click ‘Add Adult’ will take you to the 
relevant Create Case Member page. 
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The mandatory fields are marked with an *. 

You must provide at least: 

 

3. Gender 

1. First Name(s) 

 

 
2. Surname 

 



EHA User Guide – Practitioner Manual 

V3.2 April 2020: Shanur Miah – MIS Data Quality Officer Early Help IT Service Desk Tel: 020 7364 6238 |Email: EarlyHelpIT@towerhamlets.gov.uk       

  

5. Once all of the relevant adult details have been added, click 
‘Save.’ 

4. An address is mandatory: 

Click on ‘Select Known Address’ to use the address already 
associated with the child. 
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Once you have recorded the involvement of a new member, they will appear on the Team around the Family page. 

 
 

  

The ‘Team around the Family’ should now reflect your new 
addition. The list of every member will appear here in a list 
with their associated role too. 
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6 Team Around the Family – adding and removing people 

Members of the Team around the Family can be added or removed during the life of a case: 

 

1. View ‘Case Items’ 

 

2. Click on ‘Team around the Family’ 
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You will be taken to the Team around the Family page. Here you can add, or remove, Case Members from the Team around the Family. 

 

 

Clicking on ‘Add Child’ or ‘Add Adult’ will 
take you to the relevant Create Case 
Member page. 

Click on “Add Practitioner” 
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System Users can also be added to case: 

 

2. Click ‘Search’ 

1. Select ‘System User’ 
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3. Enter the details of the user you are searching for. 

Click on ‘Search’ 
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4. Select the user you wish to have access to the case. 
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The User’s details will then appear on the form: 

 

Once you have recorded the involvement of a new practitioner, they will appear on the Team around the Family page. 

5. Select Associated Case Members 

 

6. Once all the details have been entered, click ‘Save’ 
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You can also remove a practitioner when their involvement ends: 

 

Click on the person you wish to 
remove from the Team around the 
Family to go to their details 

 

The ‘Team around the 
Family’ should now reflect 
your new addition. The list of 
every member will appear 
here in a list with their 
associated role too. 

 



EHA User Guide – Practitioner Manual 

V3.2 April 2020: Shanur Miah – MIS Data Quality Officer Early Help IT Service Desk Tel: 020 7364 6238 |Email: EarlyHelpIT@towerhamlets.gov.uk       

You will be taken to the Practitioner Case Details: 

 

Click on ‘End TAF Member Involvement’ 
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2. Click ‘Confirm’ 

 

1. Enter the Reason for ending involvement 
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The Practitioner has now been removed from the case: 
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7 Setting/Changing the Case Lead Professional 
In order to set or change the Lead Professional, they must have already been added to the Team Around the Family.  

 

2. Click on ‘Set Lead professionals’ 

1. Click on ‘Case Coordination’  
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You will be taken to the Lead Professional List. 

 
  

Click on ‘Add Lead Professional.’ 
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You will be taken to the Lead Professional Details page: 

 
 
 
 
 
 
 
 

3. Click ‘Save’ 

 

1. Choose the Lead Professional from 
the Team around the Family 

 

2. Choose which Case Members they 
are associated with. 

 



EHA User Guide – Practitioner Manual 

V3.2 April 2020: Shanur Miah – MIS Data Quality Officer Early Help IT Service Desk Tel: 020 7364 6238 |Email: EarlyHelpIT@towerhamlets.gov.uk       

Once you have allocated the role to a member, they will appear on the Team around the Family page associated with tehir new role. This process can be followed 
to add a case coordinator  if this has not already been allocated. Please do so at this stage before continuing. 
 

 
 

 

The ‘Team around the Family’ should now reflect your new 
addition. The list of every member will appear here in a list 
with their associated role too. 
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8 Creating the EHA Assessment Form 

Once a case has been created and it has entered the status: ‘Pre-Assessment,’ an Assessment form can be created. Please take note of the following steps clearly and 
ensure each step is followed as described: 

  
  

Click on the ‘My Cases’ Tab 

Check which cases are in ‘Pre- 
Assessment’ 

Open a Case by clicking on it 
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You will be taken to the Case Summary screen, where you can begin creating the assessments. Before this we are going to  

 
  

1. Click on ‘Case Coordination’ 

  

2. Click on ‘Create Assessment’ 



EHA User Guide – Practitioner Manual 

V3.2 April 2020: Shanur Miah – MIS Data Quality Officer Early Help IT Service Desk Tel: 020 7364 6238 |Email: EarlyHelpIT@towerhamlets.gov.uk       

You can then choose which Case Member(s) you want to assess: 

 
  

Click on ‘Create Assessment’ 

Tick in the box of the Case Member(s) you 
want to assess 

 

If you wish to assess more than one child in a 
family at the same time, ensure that you have 
added all relevant family members as shown 
on page 34 of the full guide, you must tick the 
box next to the name of all children you wish to 
assess BEFORE you click create assessment. 
The system does not allow a child to be added 
into a draft assessment later. 
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You are now taken to the completed draft form of the Assessment. 

 The different colours of each tab indicate different levels of completion: 

 
  

Click on ‘Save as draft’ to save any information you 
have entered. 

 

Blue tab – the active tab (that you are currently using) 

Green tab - mandatory fields have been completed 

Grey tab - mandatory fields have not been completed 



EHA User Guide – Practitioner Manual 

V3.2 April 2020: Shanur Miah – MIS Data Quality Officer Early Help IT Service Desk Tel: 020 7364 6238 |Email: EarlyHelpIT@towerhamlets.gov.uk       

Each time you save the Assessment form by clicking on the Save as draft button, you will see this message: 
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9 Update an Assessment 

Once created, you can complete and finalise an Assessment form. 

 

From Case Summary, click on the ‘Assessment’ 
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You will be taken to the Child/ Young Person tab: 

 

You will be taken to the Parent/ Carer Details tab: 

2. If there are any errors or the information needs to be 
updated the details can be edited by clicking here. 

 

4. After ensuring all the information on the tab is 
correct, click ‘Next’ 

3. Enter the date the Assessment was held 

 

1. Check the Child/ Young Person details.  
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You will be taken to the People Present and Reason tab - add the following  mandatory sections: 

1. Check the Parent/ Carer details. 

 

2. If there are any errors or the information needs to be 
updated the details can be edited by clicking here. 

 

3. After ensuring all the information on the tab is 
correct, click ‘Next’ 
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1. Indicate which members of the Team around the Family 
attended the Assessment. 
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4. Once all the sections have been completed, click ‘Next’ 

3. Indicate if the child/ young person is stepping down from 
specialist services. 

 

2. Enter the Reason for assessment 
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You will be taken to the Family/ Home Situation tab - add the following mandatory sections:

 

You will be taken to the Services tab - add the following mandatory sections: 

3. Once all the details are completed, click ‘Next’ 

2. Select Risks/ Vulnerabilities  

Add multiple if necessary. 

 

1. Enter the ‘Current family and home situation.’ 

The text boxes allow you to spell check, bold, 
underline and add bullet point 
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You will be taken to the Health tab - add the following mandatory sections: 

1. Enter GP details 

 

2. Indicate Educational Status of the child 

 

3. Once all the details are completed, click ‘Next’ 
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You will be taken to the Learning tab- add the following mandatory sections: 

1. Complete each Health indicator and provide a comment. 

 

2. Once all the indicators have been completed, click ‘Next’ 
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You will be taken to the Home Environment tab - add the following mandatory sections: 

1. Complete each Learning indicator and provide a comment. 

 

2. Once all the indicators have been completed, click ‘Next’ 
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You will be taken to the Conclusion tab -  add the following mandatory sections: 

1. Complete each Home Environment indicator and provide a 
comment. 

 

2. Once all the indicators have been completed, click ‘Next’ 
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1. Enter the Case Member’s Strength’s & Resources 

 

3. Record an Outcome. Add multiple if necessary 

 

2. Enter the Case Member’s Needs & Risks 

 

4. Record an Aim. Add multiple if necessary 



EHA User Guide – Practitioner Manual 

V3.2 April 2020: Shanur Miah – MIS Data Quality Officer Early Help IT Service Desk Tel: 020 7364 6238 |Email: EarlyHelpIT@towerhamlets.gov.uk       

 

 

 
  

5. Add Agreed actions. (See Below). Add multiple 
if necessary 

    

      

       

 

a - Select who will do this 

b. Enter the Actions taken to achieve the 
outcome. 

c. Enter when this should be done by. 

d. Enter the Action’s Status which 
should be ‘Open’. 

6. Click ‘Link Aim’ – Each Action must be 
linked to an aim. 
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7- Check the ‘Aim’ which will be linked 
to the ‘Action’ and click the Select 
button 

8- You will now see that the ‘Aim’ is 
linked to the ‘Action’ 
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You will be taken to the eEHA Score tab - add the following mandatory sections:  

12. Once all sections have been completed, click ‘Next’ 

9. Enter TAC/TAF meeting date, this is when 
you are due to review this assessment and can 
be a simple meeting directly with the parent / 
guardian if appropriate. 

 

11. Indicate if the Child was seen alone. 

 

10. Enter each individuals comments relating 
to assessment or actions set. 
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You will be taken to the Consent Statement tab –  
GDPR – Update (See Page 30):  

2. Enter Date of score collection 

 

1. Enter Practitioner who collected the score. 

 

3. Select each EHA Score by marking one inside each row 

 

4. Click ‘Next’ 
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1. Select Case Members 

2. Enter Consent Date 

3. Enter who granted consent 

4. Indicate signature 

 

6. Chose which services can share the information 

5. Indicate Privacy notice 
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****NOTE**** 

National Service Consent 

 
1. Any Service as “no’ or “not stated” will be 

blocked from accessing the case and this can 
be a delay in support services, particularly 
where multi-agency involvement is required.  

 
2. Early Help MUST selected as Yes, as the 

system belongs to Early Help Services and if 
the family do not consent to this - their data 
should not be collected on an eEHA at all. 

Once all the information has been entered, click ‘Save as Final’ 

You will need to store evidence of consent for this 
assessment. This can be carried out by scanning a signed 
document and uploading this using the case documents 

upload instructions in this guide. You can still do this after 
finalising the eEHA. 
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10 Finalise an Assessment 

You can only finalise an assessment from the Consent Statement tab and all tabs must be green in order to be able to finalise it.  
When you finalise an assessment, it becomes read-only and you cannot make any further changes.

  

 

Once all the information has been entered click ‘Save as Final.’ 
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Always read the additional messages in the warning box, they help you to understand exactly what you are confirming. 
 
 

 
 
 

  

****NOTE**** 

If you have not completed all mandatory fields or errors, you will get a 
message similar to below telling where the missing date is required. Until this 
is not completed then you will not be able to finalise the assessment. 
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Click ‘Finalise.’ 
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From the Case Summary, the Case Items list shows all the items you have created so far. 

Note that the Assessment and Consent statement now show as Final and Version 1 (Final means they are now read only and you cannot make changes to them) 
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11 Attaching Documents 

To Attach Documents  follow the steps below; the first document that should be attached is the Consent Document. 

 

 

 

 

From the Case summary page click on ‘Case 
Coordination’ tab  

 

Click the ‘Case Documents’ tab. 
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You will now be taken to the Case Documents  page. If there is no folder present create a new folder before attaching a document and placing it in the relevant 
folder.  

 

 

The Folder will no appear under the ‘root folder’. Select the appropriate folder to add the document to. 

Click on the ‘Add New Folder’ tab  

 

The following pop up will appear, name the folder and 
click save. 
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You will be taken to the Upload Document page; complete the details on the page below: 

For the ‘Document Type’ - Please DO NOT select “eEHA” or “eEHA Review”* for items that are not evidence of these. Please see instructions below: 

 

1- Select the relevant folder to 
add the document too 

2-Click on ‘Upload new document’ 
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4 - Select the document type - If the document 
type is not available such as “consent” please 
select document type as “Other”. 

3 - Please name the document that is being 
uploaded 
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5- Select the relevant case members 

6- Click ‘Browse’ to attach file 

7- Then click ‘Save’. 
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You can reassign documents by clicking on the cog icon as 
shown highlighted. Or Open to View or Save by clicking 
Speech call outs. 

 

The following message will be displayed to 
confirm document upload. 
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12 View and edit an Action 

Actions can be added to a case: 

 

1. Click on ‘Case Items’ 

 

2. Click on ‘Action List’ 
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You will be taken to the Action List: 

 

 

Click on the ‘Add Action’ button 
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The Action screen will appear: 

 

 

1. Select Case Members 

2. Select who will do this 

3. Enter the Actions taken to achieve the 
outcome. 

4. Enter when this should be done by. 

5. Enter the Action’s Status 

6. Click ‘Save’ 
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You will be taken to the Action List page:  

 

The action can now be updated at any time. 

You can choose from drop down 
which actions to view.  
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13 Closing Open Actions 

Actions can be closed by following the steps below: 

 
 

1. Click on ‘Case Items’ 

 

2. Click on ‘Action List’ 
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You will be taken to the Action List: 

 

 
 
  

3. Check Status and Click 
on the ‘Open’ Action that 
needs to closed 
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The Action screen will appear: 

 
 

 

 
 
 

  

4. Select ‘Closed’ from drop down 
list. 

 

5. Complete Date and Click Save  
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14 Creating the Delivery Plan & Review (DPR) 

Once an Assessment has been Completed, you can complete a Delivery Plan Review: 

 
  

1. Click on ‘Case Coordination’  

 

2. Click on ‘Create Delivery Plan Review’ 
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Here you can chose which Case Members receive a Delivery Plan & Review: 

  

2. Click on ‘Create Delivery Plan & Review.’ 

 

1. Select a Family Member 

 

You can only create a Delivery Plan and 
Review form for a single child at a time. 
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The draft DPR is then created. You are taken to the Delivery Plan tab. 

 

 1. Check the TAF details to make sure they are correct and 
amend if necessary. 
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You will then be taken to the Meeting Notes tab, which will generate information to be completed at (or after) the TAC meeting. 

2. Add any relevant Review Outcomes, Aims or Actions to the DPR. 

 

3. Click on ‘Meeting Notes’ tab. 

Closing Actions 

If an action has been completed – whether successful or not, 
please set the status of it to closed (from this drop down) 
and you can add a relevant comment if needed. 

Only actions that are not yet complete should have an Open 
status. 

 

4. Once all the details have been entered click ‘Save as 
Draft’. Then go to Meeting Notes Tab 
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People identified during the assessment or added to the TAF 
will appear on this page. If you needed to add other people to 
the TAF, just add them through Case Items / Team Around 
the Family, and it will automatically update this screen. 

Any field with an * is mandatory and must be 
completed  

 

Please Note: 

This is the date of the review it does not have to have 
been a TAC / TAF meeting.  

Blue tab – the active tab (that you are currently using) 

Green tab - mandatory fields have been completed 

Grey tab - mandatory fields have not been completed 
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11. Once all the details have been entered click ‘Save as Draft’. 
Then go to eEHA Score Tab 

 

3. Enter details of the Next Steps 

4. Indicate if the CAF can be closed. 

5. If the case can be closed, indicate the reason 
for closure. 

6. Enter the Agreed Review Date 

7. Indicate if a reassessment is required 

8. Enter Review Notes 

9. Enter the Child/ Young Person’s Views 

10. Enter the Parent/ Carer’s Views 

If there any errors or missing mandatory fields then these 
will need to be completed before you can proceed. 
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14a eEHA Score 

You will then be taken to the eEHA Score tab, which will generate information to be completed at (or after) the TAC meeting. 

 

 
 

 

 

Any field with an * is mandatory 
and must be completed  

The eEHA Scores need to be 
completed  
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Click on ‘Save as Final.’ 
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Always read the additional messages in the warning box, they help you to understand exactly what you are confirming. 

 

 

Click on ‘Finalise’ 
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The Delivery Plan and Review shows as Final in Case Items and is now Read Only: 
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15 eEHA Score Distance Travelled 

  

2. Click on ‘eEHA score’ 

1. On the Case Summary Page 
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This will show you the distance travelled by individuals in the cases 

 Click on ‘eEHA score’ 
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16 Add Case Note 

Attaching case notes – This is a particulalrly useful tool when you need to: 

1. Add information to case 

2. Update a case; 

3. Add a document  to a case 

Should be used when you you are making ad-hoc updates to cases. These are public notes accessible to everyone that has access to the case. (Please use 
professional language at all times) 

 

 

On the Case Summary Page, Click 
Case Notes to see what case notes 
have been added. 
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Similarly, hover over Case 
Coordination and Case notes. Click 
Case Notes to see what case notes 
have been added. 

 



EHA User Guide – Practitioner Manual 

V3.2 April 2020: Shanur Miah – MIS Data Quality Officer Early Help IT Service Desk Tel: 020 7364 6238 |Email: EarlyHelpIT@towerhamlets.gov.uk       

 

 

 

 

Click on ‘Create a case note’ 

 

Fill in the details on 
this page. An * depicts 
a mandatory field.  

 

  

 

Documents can be 
attached but it is 
optional. 

 

  

 

Select the relevant option from 
the drop down list. 
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Click on ‘Save’ 
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You will now see your case note 
added to the case. 
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17 Create a Message 

You can send messages to other members of the Team Around the Family: 

   

Click on ‘Create message’ 
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You will then be taken to the Create Message Page: 

  

Once sent, recipients will receive an email alert to log into eEHA and check for messages. 

 

2. Add a subject and message 

 

3. Click on ‘Send’ 

1. Select recipients from the TAC member list 
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18 Printing 

In order to print from eEHA, you may need to make some changes to your browser settings. You will be sent information with your login details. 

You may also need to ‘allow pop-ups’ – if so a message will appear just under your toolbar the first time you try to print from eEHA, enabling you to allow pop-ups 
from the site. 

 

Click on the Print icon 
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A PDF version of your document will appear for you to print. 

2. Click ‘Print’ 

1. Select the Case Member you wish to Print. 
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You can also select items to print from the ‘Case Items’ 
list and then click on the print icon to create the pdf’s 
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19 Closing a Case 

Once all case information has been completed, a Case can be closed: 

 

You will then be taken to the Case Member Closure Summary – eEHA Score: 

1. Click on ‘Case Coordination’  

 

2. Click on ‘Close Case’ 

If there any errors or missing mandatory fields 
then these will need to be completed before you 

can proceed. 

 

All Open Actions and Delivery Plan Reviews need 
to be completed. Everything must be in final 

status and not in draft 
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The final eEHA Score should be completed, and 
calculated, as before 
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You will then be taken to the Case Member Closure Summary – Final Summary: 

Click ‘Next’ 
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3. Select Reason for closure 

2. Complete the Case Member Final summary 

 

1. Check that everything required has been completed 
to close the case. 

 

All Actions and reviews must must be 
completed and closed in order to close a case 
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Always read the additional messages in the warning box, they help you to understand exactly what you are confirming. 

4. Enter additional Information: 

If reason for closure is “disengaged” or 
“Withdrawn Consent” please select other and 
type this reason. 

 

 

5. Once everything has been completed click ‘Close Case’ 
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A Case becomes read only once it has been closed: 

Click on ‘Save and close case.’ 
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