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e Using this guide

This guide is for Organisation Administrators of a user-to-user service who are required to use the Child
Sexual Exploitation and Abuse Industry Reporting Portal (CSEA-IRP) to report child sexual exploitation
and abuse (CSEA) to the National Crime Agency (NCA) under the Online Safety Act (0SA) 2023.

This guide will help you understand how to register individual users within your organisation to use the
CSEA-IRP. The Organisation Administrator and any appoint Deputy Organisation Administrators have the
responsibility for registering individuals’ users within their organisation.

As stipulated within The Online Safety (CSEA Content Reporting by Regulated User-to-User Service
Providers) Regulations 2026, registered users must be employees of your organisation.

You can only register users once you have registered your organisation, and this has been approved by
the NCA. If you have not yet registered your Organisation please consult the guidance document for
registering an Organisation on the NCA website.
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https://www.legislation.gov.uk/ukpga/2023/50/2025-09-30
http://www.legislation.gov.uk/id/uksi/2026/268
http://www.legislation.gov.uk/id/uksi/2026/268
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e Registering a new user (1)

The Organisation Administrator is responsible for inviting users to sign up to use the portal. Your
organisation can add as many users as required, but an individual cannot sign up unless they have been
invited by you, as the Organisation Administrator.

On the portal homepage, select “Set up You will then need to sign.
accounts for new users in your
organisation”.

Beta Thisis anew service. Help us improve it and give your feedback (opens in new tab) Beta Thisisanew service. Help us improve it and give your feedback (opens in new tab).

Child Sexual Exploitation Hetp Register a new user on the Help

and Abuse Industry ot Child Sexual Exploitation How e g CSEAnduary
Reportlng Portal Do | need to use this service? and Abuse Industry Do | need to use this service?

Use this service to report Child Sexual Exploitation and Abuse (CSEA) What files can | upload? yau WII[ fhen R t' P t I. More
content detected on your organisation's platform to the National Crime . e po r I n g Or a
Ageney (NCA) Hore be directed to

thls page You'll need to sign in with your organisation's administrator account to

register a new user.

Beforeyou start . i o
Once registered a new user can report Child Sexual Exploitation and Abuse
If you have not used this service before, you must register your organisation (CSEA) content detected on your organisation's platform.

toset up anaccount.

Once your account is set up, you can sign in to report CSEA content and set Sign in>

up accounts for new users in your organisation to use this service.

Report content detected using an API If you cannot sign in to your account

You can use the CSEA reporting API to report the content detected. Find Get help if you're having problems signing in to your account.

more about the APl and how to use it.

If you cannot sign in to your account If you do not have an administrator account foryour organisation
Get help if you're having problems signing in to your account. You must register your organisation to set up an account.
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e Registering a new user (2)

Select “Register new user”. To register a user, you will need to submit
their name, email address, role and
telephone number, as per the screenshot

s
08 . . . = . . . )
it GOV-UK CSEA Industry Reporting Portal Registration s GOV-UK CSEA Industry Reporting Portal Registration
Beta Thisis anew service. Help us improve it and give your feedback (opens in new tab).
< Back Home
zebrademogiraffe@gmail.com Sign out
Register a new user
Demo2 .
icati : You will First name*
Organisation Admin then b | |
en e
Organisation admin dlreCfEd f0 Last name*
[ - B | |
| Registernewuser | Pending new user Registered users thS ,Dage
1 | registrationrequests .
1 Email address™
| Create accounts for new users in View new user registration View all registered users in your
|
1 your organisation. requests. and approve or reject organisation. | |
1 | them.
1 | Role*
! ' | |
I |
I 1
I 1 Telephone number*
! ' | ] | |
VoYV VeV Ve Vi P P J
Submit reports through the Child Sexual Exploitation and Abuse Industry Reporting Portal.
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e Registering a new user (3)

Once you have submitted the user’s
application, the new user will be sent a
confirmation email requesting that they

verify the email address that was provided

for them.

&tz GOV-UK

CSEA Industry Reporting Portal Registration

Verification

Verify the email address

We've sent a confirmation email to the new user at xvzzxdf@KBAL.COM.

Once the user has verified their email address, you must approve or reject their registration request. You can do this

under 'Pending new user registration requests' on the organisation administrator homepage.
If the user has not received the confirmation email, click the link below to resend it.

Resend verification email

Back to home
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The new user will then receive an email stating
that the Organisation Administrator has invited
them to register to use the portal. The email will
ask them to follow a link to verify their email
address. The link will expire after 28 days.

The user will then receive an

emall..

—
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The organisation administrator at Example org wants to register you as a new user
on the Child Sexual Exploitation and Abuse Industry Reporting Portal.

Follow the link below to verify your email address.
Click here

The link expires in 28 days. Once you have verified your email address you will
recieve an email to confirm:

« If your registration has been successful
+* What you should do next

If you do not recieve an email, contact your organisation administrator.

Regards,
The National Crime Agency

This is an automated email. Do not reply to this email.
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e Registering a new user (4

Once the new user has verified their email
address, you need to approve this request by
selecting “Pending new user registration
requests” on the homepage.

‘g;g GOV:UK CSEA Industry Reporting Portal Registration

You will be able to see all of your organisation’s
users and whether the new users you have
invited have verified their email addresses. Once
verification is complete, select the user you want
to approve.

o GOV-UK CSEA Industry Reporting Portal Registration

Beta Thisisanew service. Help us improve it and give your feedback (opens in new tab).

zebrademogiraffe@gmail.com Sign out
Demo2
Organisation Admin

Organisation admin

Submit reports through the Child Sexual Exploitation and Abuse Industry Reporting Portal.

Beta  This is a rew service, Help us improve it and give vour fepdback

Back Homs

Pending new user registration requests

Thet tabde below shows all requests (o regisher a new user that needs to be actioned

You can only approve requests where the user has verified their email address, To review and approve a reguest, select
areference number.

Search I ter an email or phone or name or role or reference number

Filter by | -

Reference number Email address Name of user Telephone number Role Email verified|
laU?SbrR Example example +672456 example Yas
IWg'Yzd2s Bob Bob dfghjkl; No

P e e o o e e s )
Register new user | Pending new user I Registered users
i registration requests I
Create accounts for new users in | Viewnew userregistration 1 View all registered users in your
your organisation. 1 requests, and approve or reject I organisation.
1 them. I
I !

OFFICIAL



OFFICIAL

e Registering a new user (5)

After you have selected the user, select “Approve user”. You will then be notified if the request has been
successfully approved.

&t GOV-UK CSEA Industry Reporting Portal Registration

Beta Thisisanew service. Help us improve it and give your feedback (opens in new tab).

Back Home

Detail of pending new user requests

SEeiEnl SeortesslEckHsahelon: &tz GOV-UK CSEA Industry Reporting Portal Registration

Beta Thisisanew service. Help us improve it and give your feedback (opens in new tab).
Reference number laU7SbrR
Email address irptestorg@outlook.com
ametuser = = Request successfully approved
Telephone number +672456 q y p p
Role example
. . Reference number Email address Name of user
Email verified Vos
laU7SbrR irptestorg@outlook.com Example example
What happens next
We'll send the new registered user an email with instructions on what they should do next.
Back to home
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e Registering a new user (6)

The new user will receive an email with instructions on how to sign in.

NCA

National Crime Agency
OFFICIAL

You are now a registered user and can sign in to report Child Sexual Exploitation and
Abuse (CSEA) content detected on your organisation's platform(s)

Your sign in details
You have an administrator account as it's the first account set up for your
organisation. You can now sign in and:

* Report Child Sexual Exploitation and Abuse (CSEA) content detected on your
organisation’s platform

« Set up accounts for new users in your organisation to report CSEA content

* Manage user accounts

Your sign in details
To sign in you will need to

« Enter the email address you have registered with
« Follow the on-screen Iinstructions to verify your account

When you sign in for the first time

You will be asked to set up additional authentication. This is extra security to prove
who you are and verify your account.

You must have the Microsoft Authenticator app - or an alternative authenticator app
installed on your moblle device.

Regards,
The National Crime Agency
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e Promoting a user to
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Organisation Administrator (1)

We ask organisations to appoint a deputy Organisation Administrator to ensure continuity of
administrative responsibilities during periods of absence, such as sickness, annual leave, or if the
primary Organisation Administrator leaves the organisation.

To appoint another Organisation
Administrator, select “Registered
users” on the homepage.

& GOV-UK

CSEA Industry Reporting Portal Registration

Beta Thisisanew service. Help usimprove it and give your feedback (opens in new tab).
zebrademogiraffe@gmail.com Sign out
Demo2
. . .
Organisation Admin
Organisation admin
[ = == == e e e - I
Register new user Pending new user I Registered users I
registration requests I
Create accounts for new users in View new user registration I View all registered users in your I
your organisation. requests, and approve or reject organisation. I
them. I I
! 1
e o o o o -
Submit reports through the Child Sexual Exploitation and Abuse Industry Reporting Portal.

s GOV-UK CSEA Industry Reporting Portal Registration

Registered users

The table below shows all registered users in your crgansation. Toview further user detals and promote. demote. or
Seactivati, click 5 EhE ComERpRding Rame

‘Wour organisation oorrently has 1 active admins. The manimm aliowed is 2 admins.

SharEh | t |
Harm Email address Wser 1D Role Usar bypa

27HOe S 10954 240 P User
2 5a2ic IS 0T "
E2A5245¢-#8730-4104. Analyst Lisar
a0 M-S F53bcbSTAN ¥
TE R Toda-Sdaa-4163- Admin Organisation
B506-Ba 5460 39932 o 2hin
obdiddocIGTACT Aralyst e
beT4-B05TeedGBc v
7 I +
e Idcal-BAGE-4 T2 Aralyst Lisar

bS0Ebdaa e SED

Status

Active

Active

ACtive

A

Here you will be able to see all of
your organisation’s users. Select
the user you want to appoint as
Organisation Administrator.
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Select “Promote user”

s GOV-UK

Beta  This is anew service. Melp us improwe it and gie your

CSEA Industry Reporting Portal Registration

Back
Details of user

See the full details of the selected user bilow.

ACTIVE
UsarID 2T80e5ae 16954 20c-alH Sb21cH50aTdB
Email address
Name
Telephone number 4400000000
Fole Analyst
User type User

1 you need to reactivate a user, you must raise a service request to do this

Home

10
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e Deactivating a user

To deactivate a user’s access to the portal, such as when they leave the organisation or their role no
longer requires access, navigate to the “Registered users” section on the homepage. Locate and select
the user you wish to deactivate (following the same steps outlined previously for promoting a user). Then,
choose the “Deactivate user” option to complete the process.

i GOV-UK CSEA Industry Reporting Portal Registration i GOV-UK CSEA Industry Reporting Portal Registration

Erta  Ths noarew servicon. Melp o imerowe # and Beth  This i 3 new fergce, Melput improve it and g5

B Homa

Registered users

Back Home
Details of user

Tha table below s hows ol reqestEned USErs in you crgantation. 10w harther e detads and peomabe. demote. or

@eactivite, click &6 B Ooi e onding rdime .
" Sew the full details of the selected user below.

WOUT OGNS b Cusmendly a1 active sdmens TFse man imm SRowsd |52 Jdmins

Search | t | ACTIVE
Prespstates [ o] Fiteoyusectwe [ ] UseriD 2780eBae 1609-42fc-a12 5213502708
Email address
Marm Ernadl sy e User 1D Role  Usertype  Status \%
270005 pe- 18554 He — Ut R Name
A ERIRO500TE =
Telephone number + 3300000000
EEIS2ABCBIA0D eer o
aOT0-835 3bchaT4N ¥ fole Analyst
TE O Ty Sdaa-4163- § Organistian . u u
e Nl adkein At ser type sor

ol iddc-c G-I T

f
|
-— I

T idenl AR AT . e | ————— -
Aralyst User Active q
bSaG-1 bdaan DE 150D Ifyou need to reactivale a uses, you must rase a serice regueest to do this

Ll
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-r— — — — — — — — — — —

What to do if the verification email has not been received by ‘new user”?

The Organisation Administrator can resend the verification email by selecting the user found on the
“Pending new user registration request” page. If this doesn’t work, please contact the Service and
Support desk on 0330 111 5047 (7 days a week, including UK bank holidays between 07:00 and 18:00).

L — —
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