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Delegation Portal Manual 

 
HSE – Delegation Portal for Adult Safeguarding 

 

1. Secure Login – New User 
To use the Delegation Portal for viewing and managing tasks that have been assigned to you, you 
will need to access the Delegation Portal Link below: 

https://AdultSafeguardingDelegationPortal.hse.ie 

 

You will see the below landing page for Step 1, with the options to Register for a new account. 
You will only need to do this once. 

 

 

 

If you already have a portal account, you will not need to register every time you log 
in. Once your work email address and password are entered, you will be sent a 
verification code to your email. This verification code is then entered into the field 
provided and you will then be logged in to your account.  

 

https://adultsafeguardingdelegationportal.hse.ie/
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You will be taken to the below screen to enter all your details.  

Once you have completed this section, click Next. 

 

 

Step 2 is where you will be asked to enter your email address and a password. Please use your 
work email address to register. There are password policy guidelines to the right-hand-side of the 
screen to help you with choosing a safe, secure password. 
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Once you have set your password, click the Next button again, and this will bring you to Step 3 in 
the process, which will trigger a passcode to be sent to your work email (see screenshot below) 

 

 

 

Now, enter this into the field marked Code and click Next. 
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2. Viewing your Currently Assigned Tasks 
 

Once you log in you will be able to see the delegated tasks that have been assigned to you. They 
will appear under the Currently Assigned Tasks tab as seen below  

 

 

To access a form for a client, click on the line of the task that you want to view. 

You will then be brought the below screen to allow you to complete the PSF3 Review and provide 
additional information or upload any supporting documents.  
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Once completed, click Next. 

 

If you do not have any supporting documents to upload and want to finish out the task, click on 
the Submit Contribution button. 

 

 

 

You will then be prompted to ensure that you have entered all the information needed. Click Yes 
to proceed, or No to cancel and go back to the task. 
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Other tabs within the main page include Recently Retracted Tasks and Recently Submitted 
Tasks. 
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3. Viewing your Currently Assigned Tasks 
when you are a part of a Group 

 

If you are a part of a group that has been set up in the portal, you will also be able to see the tasks 
assigned to your Work Group 

 

 

 

To Pick-Up a task assigned to your group, navigate to the Pick-Up button on the line of the task 
that you want to view.  

A box will pop up to ask if you want to pick up this form. Select OK or Cancel.  

Once you click OK to access the task, you will be brought the below screen to allow you to 
complete the PSF4 Part A and provide additional information or upload any supporting 
documents.  
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Once completed, click Next. 

 

If you do not have any supporting documents to upload and want to finish out the task, click on 
the Submit Contribution button. 

 

 

You will then be prompted to ensure that you have entered all the information needed. Click Yes 
to proceed, or No to cancel and go back to the task. 
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Once you have picked up a task, it will move up under the Task List with your other forms 
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4. Automatic Replies (Out of Office) 
It is possible for you to set an Automatic Reply when you are out of the office. Click the arrow 
beside your name on the top banner on the homepage. Navigate to Automatic Replies 

 

 

You will then be taken to the below screen. Click on the button. Enter in the dates of your 
leave, along with your Out-Of-Office message, and click the Save button. 

 

 

 

Warning when on 

If you set an automatic reply within the delegation portal, and then proceed to log in whilst this is 
still active, you will be presented with a warning message informing you that the out-of-office 
reply is still active, as below. 
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5. Notification Emails from Portal 
 

When forms are delegated to you, you will receive a notification email as seen below.  

Similarly, you will be notified when a form is Retracted, Picked-Up or Submitted. 

 

 


