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Introduction  

 
The Early Years Provider Portal is a system that enables the PVI sector, schools and 
academies to undertake the early years funding claiming process. 
 
This step-by-step guide will help you through the claiming process including how to 
complete a headcount task, check for EYPP, inform us of any changes and validate and 
keep a check on working parent codes with ease. 
 
Training sessions take place every term, more information can be found here: 
Early Years - Nottingham City Council 

 
Some of you may use the system for school admissions processes, his help guide is 
specifically for the early years funding claiming process. The school admissions portal is 
managed by the schools admissions team school.access@nottinghamcity.gov.uk.   .  

 
 

https://www.nottinghamcity.gov.uk/earlyyears/section-pages/cpd-training/cpd-opportunities-20232024/
mailto:school.access@nottinghamcity.gov.uk
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Section 1: Logging on to the Portal  
 
Logging on for the first time 
 

1. In order have access to the portal you will need to complete a portal access form. 
Please contact the Early Years Funding Team to register. 

 
2. Once registered, an account will be set -up and you will receive an email via an 

encrypted message (fig 1):  
 

 
3. Click on the link in the email which will bring you to the following page (fig.2): 
 
 
 

 
 

 
 

4. Enter the username and password from the email into the correct boxes on the log in 
page and click the blue ‘log in’ button.  

 
 

5. You will then receive an activation email (fig. 3): 

Fig. 1 

Fig. 2 
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6. Follow the instructions on the email; you will then be able to change your password 
and choose a memorable question – you have now successfully logged on to the 
portal!  

 
 
 

Forgotten Password/Username/Memorable Answer 
 

1. If you have forgotten your log in details, please click the blue links (fig 4) on the log in 
page. (The portal will ‘lock’ if you enter the wrong details three times).  

 
 

 
2. For a password reset, the following email (fig 5), which includes a link and a temporary 

password, will be sent to the registered email address as follows: 
 

 
 
 
 
 
 

Fig. 3 

Fig. 4 
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3. Click on the link and copy the password exactly as it shows on the email, this will then take 
you to the following page (fig 6):  

 

 
 

4. Type the temporary password again in to the ‘current password’ box. You can then change 
the password (using the rules in the pop-up box) and will receive the following email (fig 7):  

 
 
 
 
 

 
 
 
 
 
 
 
 

Fig. 5 

Fig. 6 

Fig. 7 
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Locked accounts  
 

1. If you enter the wrong information three times, the portal will ‘lock’ and a message 
will appear to contact the administrator. 

 
2. Due to the high number of unlocking requests, all locked accounts are unlocked the 

next working day, around 10am.  
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Fig. 9 

Section 2: Portal Main Pages  
 
Announcements 
 

1. Once you are logged in the portal, the announcements page will show (fig.8). You 
should read this carefully as it contains up to date information around various funding 
aspects – urgent information is normally sent via email. 
 

 

 
2. Click continue to take you to the homepage. 

 

Homepage and access to functions 

 
1. The homepage (fig.9) looks similar to this and includes the portal functions via tabs 

and menu links: 

 

 
 

Fig. 8 
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Section 3: Using the Headcount Function to Claim for Funding 

 
 

Notification of a headcount task 
 

1. When a headcount task is open the following automatic email (fig.10) will be sent 
to the registered portal users email. A member of the funding team will also send 
an information email which will include the DOB range for the 
term.  

 
 

2. Click the link in the email, which will take you to the log in page. 
3. Log in to the portal, read the announcements page and click continue. 
4. You will be directed to the homepage as described in section 2 of this guidance.  

 
 

Please note: if you do not receive an automatic email around the portal opening dates 
specified in the Provider Agreement, please contact the Early Years Funding Team (0115 
8764693) as soon as possible  

 
Where to find the headcount task 

1. Click on the headcount tab on the homepage , you will then be directed to the 
following page (fig.11):  

 
 

 

Fig. 10 

Fig. 11 
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2. You will see your headcount task on the left hand side under ‘my tasks’, with a box 
stating the deadline date and status of the task. The task will disappear once the 
deadline date has passed.  

 
3. Click anywhere on the task and the following screen (fig.12) will appear: 

 

 
 
Please note: For your first claim, there will be no children listed. For future claims, children will 
remain on the claim and appear on the task until an end date is entered. You will still need to 
complete the weeks and hours each term 

  

Adding a new child to the headcount including checking for EYPP 
 
Before adding a new working parent funded child, please follow the steps on page 15 to run a 
code check before proceeding to the next steps.  
 
 
Reception children 
In order to check for double claims, reception class children that fall within the specified DOB, 
need adding to the headcount. However, you are not claiming early years or EYPP funding for 
them and so not all columns require completion. Please ensure you look out for this is in the 
processes below.  
 
2yo’s/Rising 3’s 
Please remember that you can only claim for 2 year olds if they are entitled to either the working 
parent funding or disadvantaged funding. Rising 3’s (those turning 3 during the current term) 
are classed as 2 year olds and must be entitled to one of the funding streams above. Universal 
funding does not start until the term after they are 3.  
 
 
 
 

 

Fig. 12 
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1. Please click on the ‘add child’ tab which will bring up the following screen (fig.13): 
 

 
 

 
2. Complete the details and click ‘next’.  If you have completed a working parent 

entitlement code check for the child (page 15), it will recognise the name and allow 
you to select the child. If not, the following screen will appear: 

 
3. Continue to complete the fields (fig 14). The ones with the asterisks have to be 

completed; other information should be completed if known.  
 

 
If you have completed a working parent code check, the code should appear in the relevant 
box. You will need to ensure a code check is completed before adding the child on to the 
headcount (more information in the working parent code section on page 16) 

 
4. Click ‘save’.  

 
 
 
 
 
 

Fig. 13 

Fig. 14 
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Checking for EYPP – (‘decline to give’ for reception children) 
5. At this stage the system will bring up the following screen (fig. 15): 

 

 
 
 
 

6. If you have parental consent and wish to run an EYPP check, please click ‘yes’ and 
complete the fields. If you do not wish to claim for EYPP funding or parent/carers 
have not given consent or they are reception, please click ‘decline to provide’.  

 
7. Once you have submitted the details will go through the next EYPP check which the 

team run several times a week.  
8. If eligible, a letter P will show on the funding column in the headcount grid, this will 

come through depending on when a check is ran and is not necessarily real time.  
 

Please note that you will not be able to submit your headcount claim if you do not complete 
this section. This includes any children that you had claimed for in previous terms that may 
eligible. These will show with a RED warning triangle on the headcount grid. 

 
9. Click ‘save’ and the child will now show on the headcount grid                                                                                       

 

Editing the headcount to input the hours wishing to claim  
 

1. Click on the ‘edit headcount’ button, you will then see the following page (fig.16): 
 

 

Fig. 15 

Fig. 16 
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2. You will now be able to edit the start date, end date, weeks and hours.  
 

3. Complete the start date; this can be any date from the start until the end of the 
current term for any new starters. If this was completed last term, please leave this 
date. Do not complete a leaving date, unless they are leaving the school  

 
4. Complete the number of weeks you are wishing to claim (maximum of 12 weeks for 

summer and spring and 14 weeks for the autumn term).  
 
5. Complete the average hours attended per week with the total hours that the child 

attends including any non-funded hours. This ensures that any double claims can be 
detected. 

 
6. The system will auto-populate the universal hours and working parent entitlement 

hours if there is a valid code (see page 15). Please ensure that the populated hours 
are exactly as you want to claim - you are able to edit these if required. Please 
remove any auto-populated hours for reception, we do not require these columns.  

 

• Working parent hours (valid code required): 
- 15 hours up to the term after they are 3 years should auto populate in the 

‘expanded/extended…’ columns. 
- If you are offering 30 hours for 3 and 4 year olds, these should auto populate 

in both the ‘funded/universal columns’ and ‘expanded/extended’ columns 
(15 in each) 

- If you are splitting the 30 hours, please ensure you are putting the hours in 
either the ‘funded/universal’ or ‘expanded/extended’ depending upon your 
offer. 

 

• 2 year old disadvantaged funding and universal 3 and 4 year old funding – should 
populate 15 hours in the funded/universal column (see below regarding 2 year 
old disadvantaged funding).  

 
7. If you are claiming for any new 2-year-old (or rising 3’s) disadvantaged funded 

children, the headcount will show with an ‘N’ symbol under the funding column. The 
system will not allow you to add any further details yet.  

 
For these children to show as eligible on the headcount and be claimed for: 

• You must see a copy of the funding eligibility letter/email. If parents wish to 
check eligibility, they can apply through asklion.co.uk , you can also support them 
with an assisted application through the portal, this part of the portal is managed 
by the Families Information Service fis@nottinghamcity.gov.uk   

• After adding the child on to the headcount grid, you can complete the weeks and 
average hours columns, but you will need to submit the headcount in order for 
the ‘funded/universal hours…’ column to open. This is the payments column.  

• A green circle number 2 should now appear and you now need to add the hours 
into the column labelled ‘funded/universal hours..’ 

mailto:fis@nottinghamcity.gov.uk
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• If there is still an ‘N’ showing, the funding eligibility may be from another council, 
which you will need to send a copy of the eligible funding letter/email/code to 
the early years funding team, where they can update their system to show the 
child is eligible for the current term. 

• After you have added in the hours, you will need to submit the headcount again. 

• If the ‘funded/universal hours..’ column is zero, you will not receive payment for 
your disadvantaged 2 year olds.  

 
8. Once you have added the hours in for all the children you are wishing to claim for, 

please click ‘save’. This will take you back to the headcount grid with the hours now 
showing.  

 
9. The status has now changed to indicate you have started but not submitted the task.  

The green box appears to show attendance has been saved successfully (fig.17). 
 
 

 

 
 
 
Submitting the headcount  
 
10. You can submit the claim once you are happy with all of the details, by clicking on 

the ‘submit’ button.  
 

Please note: You can submit the claim, as many times as you like up until the deadline 
date, this is helpful if you need to add any new starters on or amend hours if there is a 
change. Please remember to click save and submit, whenever you make a change on 
the headcount. 
 
In order to ensure a smooth process, we request that any large settings begin to submit 
claims in the first 2 weeks of the portal opening in order for us to begin working on the 
claims and resolve any queries early on.  

 

Fig. 17 
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Fig. 18 

11. Once you have submitted the headcount, your task status will change to ‘submitted’ 
on the ‘my tasks’ (fig.18)  

 

 
 
Once the deadline has passed, the task will no longer be available to view.  
You may be contacted to check details if we have any queries with the children on the 
headcount.  
 
A confirmation report will be sent to you shortly after the portal closed (please see 
section 5 for more detail)  
 
Double claims reports will also be ran at this time and so you may be contacted about 
any potential double claims.  
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Section 4: Working Parent Entitlement Free Childcare 
Function  
 
Running a new check  
 

1. Click on the working parent entitlement function button on the homepage, this will 
take you to the following screen (fig 19): 

 
 

 
 
 
 
 
 
 

 
2. Click on the ‘run a new check’ tab. This will bring up the following screen (fig 20): 

 
 
 
 
3. If the child has been on your headcount previously, please start typing the child’s 

legal forename and surname, the system will automatically check if this child has 
been on the system before with a code check.  These details will show up under the 
boxes for you to select if this is the correct details you can then run a check again on 
this child. (Fig. 20) 

Fig. 19 

Fig. 20 
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4. If the code check is for a new child, who you have not yet entered on to the 

headcount, add the child’s Forename and Surname to the boxes, then click the green 
button ‘child not found’ and another box will appear asking if you would like to add 
a new child for a code check. Click ok and this will allow you to carry on completing 
the rest of the boxes for the code check. (Fig. 21) 

 

 
 

5. Click ‘run check’. You will then see the following (fig 22): 
 

 
6. The portal gives you an earliest date the child can take up the hours which is the 

term after the valid from date or the term after the child reaches the appropriate 
age – whichever is later.  

7. The valid from date is the date the application was made. It is crucial that you ensure 
the valid from date is dated before the start of the current term in order to claim the 
additional 15 hours, the earliest start date helps you with this, but always double 
check 

8. You also need to ensure that the child is not in the ‘grace period’ (the date after the 
‘eligible to’ period) for the child’s first claim. You can only provide funding until the 
end of the grace period if you have claimed working parent entitlement hours for 
the child previously (see expiration dashboard on page 17 to help). 

 
 

Reviewing previous checks 
 

1. Click on the working parent entitlement tab on the home page, to bring you back to this 
screen (fig 23): 
 

Fig. 22 

Fig. 23 

Fig. 21 
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2. Click on the ‘review previous checks’ button.  
 

3. You will see the following screen (fig 24); this shows you at a glance all of the checks you 
have ran.  

 
 

Expiration Dashboard  
 
You should keep an eye on the dashboard on a regular basis to review codes 
and remind parents to re-check alongside HMRC reminders.  
 
1. On the working parents entitlement tab, click on the ‘expiration dashboard’ tab. 

 
2. You will then see the following (fig 25): 
 

 

 
 

 

Fig. 24 

Fig. 25 
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3. This will again show you all of the children where codes have been checked, but with 
a colour-coded cell.  

 
If this cell is green, the code is eligible and in date, if the code is amber, it means that 
the code is close to the end date and will need renewing soon, if the code is red the 
child is in the grace period.  
 
The dashboard automatically updates throughout the week, however you can click 
‘recheck now’ to update it immediately. If the colour does not change, the code has 
not been rechecked or is officially in the grace period.   
 
If you cannot see a child listed on here, click on the drop down menus to change the 
various headings of the ‘Further action needed’.  
 
Please note: if the code was obtained after the start of the term, the colour coding 
will still apply, meaning that the code may need renewing before the child starts 
the setting.  

 
The expiration dashboard is a tool to help you remind parents to reconfirm the 
code. Parents will receive emails directly from HMRC to reconfirm the code 
themselves too.  
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Section 5: Reports 
 
Notification and accessing reports  

 
 
1. When a confirmation report is available on the portal, the registered person will 

receive the following email (fig. 26) and the funding team will also send an email 
with full details, including any deadline dates.  

 

 
2. Click on the link to log on to the portal. 

 
3. On the homepage click the ‘headcount’ menu and then click ‘payment history’ (fig 

27).  
 
 

 
 
4. You will see a list of reports (fig.28):  

 

 
 
 
 
 

 
5. In order to view the report, click ‘view report’.  

 

Fig. 26 

Fig. 27 

Fig. 28 
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Confirmation Report 
 

1. The confirmation report (fig 29) is a copy of the submitted headcount on the portal.  
 

2. You will need to check this report for accuracy and return it by the date specified on 
communications.  
 

3. If you have any changes such as changing a child’s hours or weeks, additional children 
to add on or leavers to reduce weeks for, you will need to print the report out, make the 
changes and send back to early years funding team either by post or scanning this to us. 
Please note that reception children should all be zero.  
 

4. If there are no changes to make, you can print the confirmation report out, sign and scan 
back to the early years funding team, alternatively you can send an email to 
earlyyears@nottinghamcity.gov.uk to say there are no changes to make. 

 
 

 
 
 

 
 

Section 6: Claim Adjustments (new starters/early leavers) 
 

As described, the confirmation report is where you make any changes. If you have any claim 
adjustments after the confirmation report deadline, these will need to be completed on the 
funding form that schools funding send at the end of each term. 
 

 
 
 
 
 
 
 
 

Fig. 29 

mailto:earlyyears@nottinghamcity.gov.uk
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Useful Contacts 

 

 

Nottingham City Early Years Website: 
www.nottinghamcity.gov.uk/earlyyears 
 

Early Years Funding Team: 
Tel: 0115 8764693 
earlyyears@nottinghamcity.gov.uk  
 
Nottingham City Council Families Information Service: 
0800 458 4114 
fis@nottinghamcity.gov.uk 
 
Nottinghamshire County Council Families Information Service 
0300 500 8080 
enquiries@nottscc.gov.uk 
 

 
 
 
 

 

http://www.nottinghamcity.gov.uk/earlyyears
mailto:earlyyears@nottinghamcity.gov.uk
mailto:fis@nottinghamcity.gov.uk
mailto:enquiries@nottscc.gov.uk

