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Introduction
This guide is to support the use of the Early Years Provider Portal. Please ensure
that you familiarise yourself fully prior to using the Portal and completing any tasks
issued to you.

Early Years Provider Portal: Two Year Old Funding
The Early Years Provider Portal: Two Year Old Funding is an online facility which
enables providers to assist a parent/carer to make an application for two year old
funding on both economic and non-economic grounds. A parent/carer can ask a
provider if a place is available for their child and the provider can check to see if the
parent qualifies for funding. It also allows the provider to make a placement
notification informing the Early Years Funding team that they have placed a two year
old child.

System Requirements
In order to ensure that the Portal functions effectively it is important that you access
it via the latest version of one of the following Web Browsers (a ‘Web Browser’, more
commonly known as a ‘Browser’, is a software application for retrieving, presenting
and accessing information resources on the World Wide Web).

Internet Explorer

or

Google Chrome

or

Firefox

Need to check which browser and version you are using? You can check this by
visiting www.whatbrowser.org from the computer you are using.
Please also check that your ‘computer’ and ‘browser’ language settings are set to
English (UK).
This will ensure that the Portal operates correctly.
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Section 1:

Logging In

Logging in for the first time is a 3 stage process. Registration is to confirm the email
address you supplied. Change Password forces you to change your password from
the generic one supplied to a more memorable personal password. Security Details
asks a security question to aid in resetting your password (if needed).

Registration
Click on the link below (if the link is not active copy then paste it into your browsers
address bar):
https://emsonline.liverpool.gov.uk/ProviderPortal_Live/Account/Account/Login

Login to Early Years Headcount Portal by completing the user name and password
fields and click on
Note: If you cannot remember either your Username or Password you can Select the links below the
Login button and follow the instructions.

The first time you login you will be directed to an information page with the message
below informing you that a confirmation email has been sent to your registered email
address.
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Open the email. The body of the message will contain a link. Click on the link. (This
process is to ensure access to the system is secure.)
The following message will be displayed

Change Password
Re-enter the username and the password you used above and you will now be
prompted to change your password to a more memorable one.

Current password: The one you
used above.
New Password: Your more
memorable one (must conform to
the rules below)
Confirm New Password: Your
more memorable password again.

Password rules: Your new more memorable password must contain between 8
and 10 characters; and include Upper Case, Lower Case and Two Numbers. e.g.
meMorable15
Please do not use meMorable15 this is only an example.

When you have completed all the fields click on
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Security Details
At the Security Details prompt
use the drop down button
to select a secret question.
Provide a memorable answer;
then click

.

Congratulations you have now successfully logged in for the first time, and will have
access to the Early Years Headcount Portal.
Each time you now login to the Early Years Headcount Portal you will be directed to
the Homepage as described in section 2.

Please note that for security reason you will be logged off after 30 minutes of inactivity and you will be
prompted to change your password every 90 days.
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Section 2:

Homepage Navigation

The Announcements page
will be visible at every login,
please read these
carefully; select
to proceed to the
Homepage.

The Homepage contains
two buttons, the
Headcount button and the
Two Year Old Funding
button, click on

.
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On initial login you may not have any Messages to read, the image below shows two
unopened messages.

Clicking on your name (in this case
Provider 3); Top Right brings up a
menu where you can change your
own password or secret question.
To end your session click on
.

Guidance text is provided, these can
be closed but will become visible again
on each new login
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Section 3:

Messages

The Early Years Funding team will use the portal to send messages to providers. All
users registered at that provision will receive an email informing them to login. When
you login to the portal you will see the message on your homepage in the field ‘My
Messages’.

The red icon
envelope icon

shows how many messages are outstanding - unopened. The
indicates unread messages which changes to this document icon

when opened, assumed read.
Click on a message to open it. When open and read the message can be deleted by
clicking on
to the list.

. Alternatively click on the back button

to close and return
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Section 4:

Assisted Application

Adding a child:
If a parent/carer asks for a two year old funded place you can help them check to
see if their children are eligible. To begin you will need to obtain the date of birth and
post code for both the child and the applicant/s, you will also need the national
insurance (NI) number or national asylum seekers (NAS) number of the applicant/s.
Please note: You will not be able to change the child's date of birth or postcode later
in this process, if you wish to do so you will need to start a new application from this
point.

Click on

the following window will open.

Enter the date of birth and post code into the relevant fields and click
, if the
date of birth is not valid you will be told why in an error message similar to below

If the post code format is incorrect you will see
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If valid the Add Child window will open.

Enter the child’s name and gender, the date of birth will be pulled through from the
previous window. Click on

to add the contact details.

The post code will be populated, click on
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A drop down list containing all the addresses for that post code will be displayed.

address from list

click
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Choose ethnicity and first language

If this information is not available choose ‘Information not obtained (NOT).
Then click

Note: The

.

button, although still visible will not be available at the end of a process.

You have now added the child’s information, the next page will open to capture the
applicants details.
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Applicant Details:

Enter the information required and click

.

Choose between an economic claim or a non-economic claim.
Economic claim is where the applicant is claiming because they are in receipt of
relevant benefits. Most applicants will want this option
Non-economic claims could be for looked after or children with SEN as an example.
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Economic Claim:

The window is populated with the applicant’s name and shows the details of the child
the application is for, check that this is the correct child. Enter the applicant’s date of
birth and either their national insurance number or their national asylum seekers
number (NAS). Click

.

The declaration states ‘I declare that the applicant has confirmed that he/she has parental
responsibility for the child named in this application and that they live together. The applicant
has confirmed that all information he/she has provided as part of this application is correct to
the best of his/her knowledge. I have checked with the applicant that he/she agrees that the
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information given can be shared locally for the benefit of their family.’ You must tick the

button next to ‘I agree’ by clicking on it, then click

and the result will display.

Note: If you plan to place this child at your own setting highlight and copy the application reference
number ready to be pasted in to placement notification form.

The system will check to see if the claim is eligible and return the result. It will state
the name of the child for whom the claim was made and the application reference
number e.g. TYF-1601-X0XXXXXX. It is important the applicant keeps this
information safe as they will need it in the future when placing their child at their
chosen nursery. You can print or email the voucher to them.
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Click on
address,

a window will open allowing you to enter the applicants email

when done click

.

Click on

and a text version of the voucher will open

Click on

.

Note: A default printer will need to be connected to your PC and needs to be switched on for the
print button to work.

Click

.

Page 16 of 28

If the child is ineligible to receive funding the following result will display.
There are 3 options, you can edit and check the applicant details, add a second
applicant or request help from us.

Edit the applicant details:
a. Click the Edit Applicant Details button to display the Applicant’s Economic
Information page.
b. Make any necessary changes.
c. Click the Continue button to display the Declaration page.
d. Select the check box to confirm that you have read and agree to the declaration.
e. Click the Continue button to display the Eligibility Results page.
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Perform an eligibility check on a second applicant:
a. Click the Second Applicant Details button to display the Second Applicant
Details page.
b. Enter a Forename, Surname and Date of Birth.
c. Enter either a National Insurance number or a NAS number.
d. Select the check box to confirm that the second applicant has parental
responsibility for the child and has given their consent to the application being made
on their behalf.
e. Click the Submit button to display the Eligibility Results page.
Request help from the local authority:
a. Click the Request Help button to display the Request Help page.
b. Enter the details of the help request.
c. If required, click the Add File button to attach any additional evidence.
d. Select Yes to consent to the LA performing an ECS check on the applicant’s
behalf.
e. Click the Continue button to display the Preferred Methods of Contact page.
f. Select the preferred method of contact.
g. If required, a box is available to record additional information.
h. Click the Continue button to display the Applicant’s Contact Details page.
i. Enter the applicant’s telephone number.
j. Click the Continue button to display the Application Submitted page.
The application reference number is given and a message informs that the applicant
will receive notification of the results via their chosen method of contact. You will also
receive the notification
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Non-Economic Claim:
Choose

Select all criteria that apply to the application. When a criterion is selected a panel
opens where you must add details to support the claim, you can add supporting
documents by clicking on

.

Note: To add a file the document must already be scanned into the PC.

Check the box confirming that the applicant has been made aware of the conditions
and that they are true.
Click

.
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Select how the applicant would like to be contacted. The results can be e-mailed or
they can come back to you to find out. Add any notes like a phone number for you to
use to contact them.
Click

.

The telephone and e-mail address are for funding team use and must be completed.
Click

.

The application reference number should be stored somewhere safe, click

.

Both you and the applicant will receive notification of the result.
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Section 5:

Placement Notification

Click on

, the following window will open.

Enter the application reference number (the number generated when an application
for two year old funding has been completed) the child’s date of birth, placement
start date and surname. Fields with a * must be completed.
Click

.

Note: If you copied this earlier form the eligibility result voucher, paste it here.
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The details given by the applicant will display, please use this information to confirm
that the user made this application before proceeding.

When satisfied, check the declaration and click on

.
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Is this the correct address?

Clicking on
opens up the address fields so that the correct address can
be entered, the child may have moved since their claim was processed.
If correct click
And the placement window opens. Chose the service where the child will be placed.

Click
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Check the declaration

and click

again.

The summary window opens

Click

.
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Section 6:

Searching Assisted Applications

Enter some search criteria into the search field, this can be the reference number,
surname or the wildcard ‘%’. Select the dates to search between and click on
.

The results will be displayed in a list.
Clicking on a list item will open the details of the application.
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If required the voucher can be resent, click on

.
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The options for resending are;

Enter the address and click send.

The parent/carer will need to have an active Citizen Portal account for this option to
work.

Note: A default printer will need to be connected to your PC and needs to be switched on for the print
button to work.
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