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1. Background

1.1 Self-Update is a module within the Wirral Provider Portal which is used for updating
provider’s information and to allow easy census submission when required. This is a
direct replacement for completing online sufficiency forms at intervals.

1.2 All funded providers will have access to the Self-Update module to submit information
regarding their provision when tasks are requested.

1.3 If a new member of staff within a setting requires a log in for the Provider Portal, the
manager of the setting must email childrenssystemsteam@wirral.gov.uk with the

following details:

Forename and surname of employee requiring access

Name of setting

Address of setting

Contact number (work)

Email address of the employee requiring access

(Please note: email must be an individual work address rather than a generic setting
email. For instance, daniel@littledinosaurs.com as opposed to

enquiries@littledinosaurs.com)

1.4 All portal users have responsibility to inform Wirral Borough Council when access is no
longer required to the Provider Portal. Notification of any changes to work location
should also be made, for instance if a staff member moves from one setting to another.
Changes should be emailed to childrenssystemsteam@wirral.gov.uk

2. Logging on to the Self-Update Portal and Navigation

2.1 The username and password used to log in to the Self-Update Portal is the same log in
for Headcount and Better Start. For providers who have recently registered, during the
first log in a request to change your password will be present.

2.2 If new user access is required please contact childrenssystemsteam@wirral.gov.uk

2.3 To open a new internet browser session, select the browser installed on your machine,
ie: Internet Explorer, Google Chrome or Firefox etc
In the search bar located at the top of the screen the Provider Portal address needs to
be added:

https://ems.wirral.gov.uk/Provider Portal LIVE
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2.4 The Provider Portal log in page should now be displayed.

§%WI RRAL Provider Portal

# Home

Log |
e Welcome to the Wirral Provider Portal

Due to the sensitive nature of data stored within the portal, please ensure you only log in if you
have a registered account/legitimate reason. Log in information and passwords must remain
& confidential to each user.

Username

By logging in to the Provider Portal you are agreeing to the Cookies Policy, Privacy Notice as well

Password as Terms and Conditions. (Please see links below)

&,

Forgotten your username?
Forgotten your password?

2.5 Please note that Provider Portal log in page will also display any notices such as
maintenance or upgrade times. If there are difficulties logging in please check here first
for any relevant information.

2.6 Log in: Please now enter your Username and Log In
Password. (All passwords are case sensitive and S
must follow the following guidelines: a minimum a
of 10 characters containing at least 1 capital Password

&

Forgotten your usemame?

Once the information is entered please click the Forgotten your password?

letter, 2 numbers and 1 special character.)

‘Log In” button.

2.7 Secret question: Please now enter the answer to
your secret question. If this is your first time
logging in you will be asked to set this up. Once

Secret Question

Please provide the answer to your secret question

. . . Secret Question a First car
you have entered this information please click the
H S t Al * 3 ssssssssnes
‘Submit’ button. soret Answer
(If you have forgotten your secret answer please

Forgotten your secret answer?

click the link ‘Forgotten your secret answer’
button.)

2.8 Enable Two Step Verification now: The first pop up message Enable Two Step Verification now
You can increase your security by

as you log in on the right hand side will alert you to o Ve T 1T

increasing your security. This is optional. now
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2.9 If you wish to set-up two step verification, please click the ‘Enable now’ text. The
following message will then be displayed.

Two Step Verification

Two Step Verification is our way to make your data more secure.

I you enable Two Step Verification, we will send you a Verification Code every time you sign in. This helps
us keep your data safe.

Some areas require Two Step Werification to be enabled before you can use them. We will tell you when
you try to access if you do not already have Two Step Verification enabled.

Changing your preference will sign you out, and you will need to sign in again.

Preferred method

- Mo Two Step Verification

The preference for two-step notification is set to ‘No Two
Step Verification’ as default. To enable this added security
measure, please click the drop down menu and select
‘email’. Enabling this feature will send an email to the
registered account at each sign in with a specific code
which needs to be entered swiftly before you can access
the portal.

(Please note that if you set up this feature each time you sign in a new code will have to
be entered to allow access. This has to be entered within a very short time frame.)

2.10 Account information: As you log in, again on the right hand AT

side an information box will appear. This details the last Q ‘1‘;’_‘:'2{‘3;'099‘?“ N atOSIOFIZ018

time the account was logged into by the user.
(If the date and time do not reflect the last time you logged into the account this could
potentially highlight a security breach. Firstly please change your password and then
email childrenssystemsteam@wirral.gov.uk)
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3. Home Page

3.1 When you log in, any announcements for Better Start, Headcount and Two Year Old

Funding will automatically be displayed before the home page is accessed. Please click
the ‘Continue’ button to move onto the home page.

Announcements

Autumn Term 2018

Please check here for any announcements regarding the Provider Portal.

3.2 Once you have logged onto the Provider Portal you
will have accessed the portal home page. Tiles will Welcome to the Wirral Provider Portal
be displayed to show the different areas which can Please select from the files below:
be accessed. Please click the ‘Self-Update button to ”u;{,:m,,twm,m;‘gig
access the provider information side of the portal.

|2 i 4

Better Start Headcount Self Update

3.3 Once you have clicked the ‘Self-Update tile you will now be at the Self-Update home
page. There are now two headings you can access: ‘Actions’, and ‘My messages’.

This page details all of your Self-Update tasks. Please ensure information regarding your setting is kept relevant and up-to-date
Early Years Census will also be carried out through the Self-Update portal. This will be visible when required.

# Actions

= My messages

@ Self Update You don't have any messages yet.

Messages sent to you will be displayed here.
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3.4 Changing password and secret question: From any home page P <o ou

the currently logged in user can also change their password

Lo . # Change Password
and/or secret answer. Clicking on the user name in the top # Change Secret Question
right corner of the screen will display both options. ¢ Two Step Verification

@ Last Logged In Date:

09/07/2018 15:21:17

3.5 Any messages sent from the local authority regarding Self-update will be viewable on
the Self-Update homepage.

&= My messages

Self-Update Information
Please check back here for any relevant Self-Update messages.

& View all messages

3.6 To open the message please click anywhere on the message alert. This will then open
the page below. Please use the red ‘Delete’ button to the right of to delete the message,
or ‘Back’ to keep the message and return to the previous screen.

&4 My messages

@ Back B Delete

Self-Update Information 17/07/2018 12:18

Please check back here for any relevant Self-Update messages.

vl August 18 7




_ Wirral Self-Update User Guide v1

4. Service Details

4.1 When the green ‘Self-Update’ button is clicked from the Self-Update homepage, the
following screen will then be accessed. All providers linked to your account will show
under the ‘Provider Name’ filter. To update information on the provider please click on

the name, ie: ‘Test Daycare’.

Providers - Self Update

4 Has Changes [ :}

Provider Name Census Information Email Changes
¥ TestDaycare Early Years Census test@daycare.com

4.2 The following screen will then be presented. Please then select the service linked to the
provision previously selected which you would like to update, ie: ‘Test Daycare-
Bromborough — Full Daycare’. If you would like to add a new service to this provider,
please click the ‘Add Service’ button located to the right hand side. (Follow section 9 for

further guidance.)

Services - Self Update

Y

Self Update / Test Daycare - Bromborough
Service Name # Service Type * Start Date = End Date = FID Type + Changes Action

¥ Test Daycare - Bromborough - Full Daycare Combined Nursery Centre 15/10/2008 ECD
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4.3 The initial screen shown will be ‘Service Details’. This is the basic information for your
setting, and any details which the local authority currently holds will be pre-populated.
Please check that details held are correct and make changes or add relevant information
where required. When this has been completed please click the blue ‘Submit’ button
located in the bottom right hand corner of the screen.

Bl gervice Detsils + Consant  [E Avolanily swd Capacty G Trav ECoss . Fecikes

Guidancs Motes

Fierse compiei= a1 basic informabion aibcut your setting.

\Amen you Faue nishad plesss cick cubmit.

darvios Name - # | TestDaycam - Bromborough - Full Day Care

tarvios Type © M | Ful Day Care v
Hart Date [ ——
End Datn =
Regicisred For Nurcery Edwcafion Grant / Funding P @
Emall Address ,
winb 3t ’
Talephons Kumbar -
Fax Numbar -
o v
‘Dfctad Frovision Typs ’
‘Offers Extanced Chilldoars. =
‘Dter Information
-

‘Commants for Losal Authority

When information is changed and submitted, a confirmation will appear in the top right
corner of the screen.)

‘ &/ Saved Successfully ‘

The yellow data change icon will also appear next to the fields which have changed. You
can select the red ‘Clear’ button in the bottom left hand corner to remove any changes.

o =

Guidance Notes

Please complete all basic information about your setting.

‘When you have finished please click submit.

Service Name -

#  Test Daycare - Bromborough - Full Day Care @
Service Type * = Full Day Care v @
start Date - B 16/10/2008 (=]
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4.4 Please click on the second option on the top toolbar which is ‘Consent’. This outlines
the consent provided for various information to be shared, for instance to parents
requesting childcare in a certain location. The ‘Signature provided’ option should be
ticked to confirm the information you have added is approved by the setting.

B E=rvice Detais « Consant E Avalapaty snd Capacity - Travsl £ Cosix B Facimes

Guidance Notes

Fizase sei=ct 2l options fhat ar= appropriste. You must calaot the cignaturs provided box fo authorice your information.

‘hen you have finisned please oick cubmit

Cenpent bo publish denlls to FID

Rnacon for not publishing detalls -
Coneent bo chars oost detalle.

Ceneent to chars tHaphans numbare =
Coneant o chars addrecs detalls

Coneent to be contacted by small =
Cenesnt to be tontacted by talsphane
Conpant o be contacéed by poct -

EBlgnature provided

DD NR R K

Comments for Looal Autharity

When this has been completed please click the blue ‘Submit’ button located in the
bottom right hand corner of the screen.

(Please note: See the end of section 4.3 more information.)
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5. Availability and Capacity

5.1 Please then click on the third option on the top toolbar which is ‘Availability and
Capacity’. This will bring up the sub menu below. The first option is ‘Opening Dates’.
Changes can be added and submitted to existing dates by clicking on the description, for
instance if the settings opening times change. To add new opening dates please click the
blue ‘Add Opening Date’ button located in the bottom right corner.

£ Opening Dates & Availability & Age Range & Capacity Details & Vacancies

Description Start Date End Date Pending Change Clear Changes

2009 15/01/2009 14/01/2020

[ ]

(Please note: an ‘End Date’ only needs adding if the record needs ending completely, for
instance if the setting is closing, otherwise it can be left blank.)

5.2 When you have selected an opening date range to edit, the screen below will be
available to make changes. The three sub menu tabs available allow ‘Opening Dates’,
‘Opening Times’ and ‘Opening Time Exceptions’ to be added or modified. The first
screen will allow ‘Opening Dates’ to be edited if applicable.

22 Opening Dates @ Opening Times @ Opening Times Exceptions

Guidance Notes

Please use the tabs above to enter opening dates, opening times and any exceptions to opening schedules.

When you have finished please click submit.

Description -

& | 2009
Start Date - g2 | 150172000
End Date 2  14/01/2020
Comments for Local Authority

-

5.3 The next screen allows ‘Opening Times’ to be edited. Please either click on an existing
time on the table to make any relevant changes, or click the blue ‘Add Opening Time’
button in the bottom right hand corner.
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£ Opening Dates @ Opening Times @ Opening Times Exceptions

Description Week day * Start Time * End Time * Vacancies = Pending Change Clear Changes
MON 09:00 12:00
MON 12:00 15:30

Please then add any new opening times/changes in the fields provided. When these
have been added please click the blue ‘Submit’ button located in the bottom right
corner of the screen.

Guidance Notes
Please complete for all days the sefting is open
When you have finished please chick submit
Week Day - = v
Start Time (HH:MM 24 Hour) - @ | HHMM .
End Time (HH:MM 24 Hour) « @ | HHMM 24hr
Capacity L4
Vacancies &
Description #
Comments for Local Authority
-

5.4 The final option on this sub screen is ‘Opening Time Exceptions’. Please add any
exceptions to your normal opening times here.

2 Opening Dates @ Opening Times @ Opening Times Exceptions

Description Week day = Start Date = End Date = Start Time = End Time = Pending Change Clear Changes

Please click the blue ‘Add Opening Time Exception’ button in the bottom right
hand corner. The menu below will then be visible.
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Guidance Notes
Please complete if there are any exceptions to your usual opening fimes.
When you have finished please click submit
Week Day - = -
Start Time (HH:MM 24 Hour) @ | HEMM .
End Time (HH:MM 24 Hour) - ® HHEEMM .
Start Date - =
End Date* =
Capacity #
Vacancies &
Is Open =
Description &
Comments for Local Authority
-

Once all required exceptions are added please then click the blue ‘Submit’ button
located in the bottom right hand corner.

5.5 Please then return to the initial menu (as shown in section 5.1) To do this please use the
navigation bar at the top of the page. Clicking on your provider service name will bring
you back to the initial menu.

Self Update | Test Daycare - Bromborough | Test Daycare - Bromberough - Full Daycare
Availability and Capacity

5.6 Please then click the tab ‘Availability’ at the top of the screen. Please add details
regarding the number of weeks the setting is open and the type of offer, ie: term time
only. When relevant changes have been added, please click the blue ‘Submit’ button.
Any changes made will now appear with the yellow data change icon next to the
relevant field. This will also appear in the top ribbon.

£ Opening Dates & Availability (T & Age Range & Capacity Details & Vacancies

Guidance Notes

Please select the number of weeks you are open, plus applicable options from the "Services Available” drop down menu

When you have finished please click submit.

Number of weeks open # 50 @

When service is available Term Time~

Comments for Local Authority
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5.7 Please then choose the ‘Age Range’ tab. Please enter information regarding the age
ranges which the setting accepts and funding offered. When relevant changes have been
added, please click the blue ‘Submit’ button. Any changes made will now appear with
the yellow data change icon next to the relevant field. This will also appear in the top

Guidance Notes
Please enter the maximum/minimum age in both months and years.
When you have finished please click submit.
Minimum Age Years &
Minimum Age Months &
Maximum Age Years p & G
Maximum Age Months &
2 Year Old Funding = l:‘
3 Year Old Funding =
4 Year Old Funding =
Comments for Local Authority
-

5.8 Please then choose the ‘Capacity Details’ tab. This will outline information on the
settings waiting list, current vacancies and capacity levels. When relevant changes have
been added, please click the blue ‘Submit’ button. Any changes made will now appear
with the yellow data change icon next to the relevant field. This will also appear in the

£2 Opening Dates & Availabilty £ & Age Range (©) 3% Capacity Details & Vacancies
Guidance Notes
Please enter waiting list, vacancies and capacity for all age ranges.
When you have finished please click submit.
Capacity Date = 16042013
Service Age Range G
Age Range > ‘Waiting List = Yacancies + Capacity = Pending Change
- Ageld hd & # 2 [z ] # 5 Update
Comments for Local Authority
-

To add a new age range please click the blue ‘Add Age Range’ button which will bring
up the screen below. Repeat the process if required for different age ranges.
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Wi

<
%
%
%
o
2
i
(=]
g

Add Age Range

5.9 The final option in the ‘Availability and Capacity’ menu is ‘Vacancies’. This will outline
your preferences for vacancies. When relevant changes have been added, please click
the blue ‘Submit’ button. Any changes made will now appear with the yellow data
change icon next to the relevant field. This will also appear in the top ribbon.

22 Opening Dates & Availability (£ & Age Range (£ & Capacity Details & Vacancies

Guidance Notes

Please select preferences regarding vacancies at the setting.

When you have finished please click submit.

[ Curert Vel e |
Contact For Vacancies = l:l
Immediate Vacancies = u
‘Waiting List = |:|
Comments for Local Authority
-

E
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6. Travel

6.1 To enter ‘Travel’ information, you must first return to the main screen. Please click the
service name located in the top ribbon to direct you back to the main menu.

Seif Update | Tast Daycare = Brombomugh |/ Tast D

Avaiability and Capacity

6.2 Please then click the ‘Travel’ tab located in the top ribbon. The first option of this sub

menu is ‘Travel Details’. Please enter the required information and then click the blue
‘Submit’ button.

& Travel Details = School Pickups

Guidance Notes

Information about parking spaces, fravel, own transport & sehool pickups

Parking Space

Own Transport

LY

Travel Information

Comments for Local Authority

6.3 Please then select the ‘School Pickups’ tab and enter information regarding local schools
where pick up is currently offered. To delete a currently added pickup, please click the

red delete button against the specific location. To add a new school pickup please click
the blue ‘Add School Pickup’ button.

&, Travel Details 7= School Pickups
Base Description = Memo ¥ Pending Change = Delete = Clear = Chamnges =
Test Schoo Note Delete

Add School Pickup
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6.4 When adding a new school pickup, the screen below will be accessed.

Guidance Notes

Information about parking spaces, fravel, own transport & school pickups

School Pickup 9 D
Memo

-
Comments for Local Authority

-

6.5 Please then use the blue ‘Select’ button to search for the relevant setting where pickups

are offered. The following screen will then be accessible- please type in the name of the
setting and select the type and click ‘Find’ to refine your search.

Select School Pickup

Please use the fields below to refine your search.

Name T | Please enter name here

Type T

[~

Primary (no nursery)

Close

Select the correct setting to then bring you back to the previous screen. Once the
information is correct please select the blue ‘Submit’ button.

7. Costs

7.1 To enter ‘Costs’ information, you must first return to the main screen. Please click the
service name located in the top ribbon to direct you back to the main menu.

| it Daycare - Bromborowgh - Full Daycare
and Capacity

Seif Update | Test Davcare - Bromborough | Test [
Aty ity

7.2 Please then click the ‘Costs’ tab located in the top ribbon. The first option of this sub

menu is ‘Service Charges. Please click the blue ‘Add Charge Details’ button located on
the bottom right hand corner of the screen.
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imm Service Charges & Cost Details

Age Range Charge per Hour Charge per Session Charge per Day Charge per Week Charge per Term Pending Change Delete | Clear Changes

7.3 This will bring up the screen below. Please then add details regarding charges for various
age ranges at the setting. Once the information is correct please select the blue ‘Submit’
button.

Guidance Notes
Service Charge Details Guidance

Age Range -

Wil
<

Charge per Hour

Charge per Session

Charge per Day

Charge per Week

Charge per Term

Comments for Local Authority

(Please note: this process will need to be repeated for various age ranges.)

7.4 Please then click on the next tab ‘Cost Details’. This can be used to add if the setting

offers a sibling discount. Once the information is correct please select the blue ‘Submit’
button.

im Service Charges & Cost Details

Guidance Notes
Cost per age or age range per hour, day, session, term or wesk

Sibling Discount @ |:|

Comments for Local Authority
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8. Facilities

8.1 To enter ‘Facilities’ information, you must first return to the main screen. Please click
the service name located in the top ribbon to direct you back to the main menu.

Seif Update  Test Daycare - Bromborough |/ T

Daycare - Bromborough - Full Dayears
waslabilty and Capacity

8.2 Please then click the ‘Facilities’ tab located in the top ribbon. Here you will be able to

add information regarding the facilities you provide, Special Needs provision, particular
language spoken and dietary codes.

B2 Senvice Details + Consent & Availability and Capacity (&) & Travel £ Cosis &. Facilities

Guidance Notes

Information about the facilities supported by the provider like wheekchair access, cultural provision, special needs provision, dietary provision , and languages spoken

Facility

B8 selected =
Wheel Chair Access = l:‘
SEND Children & l:‘

Cultural Provision None selected +

Special Needs Code None selected ~

Language Spoken

Tongan ~
Diet Code Kosher -
Emergencies & l:‘
Comments for Local Authority
-

8.3 Once all information has been added, please click the blue ‘Submit’ button located at
the bottom right hand corner of the screen.

8.4 Once all information has been added into each section and you are satisfied the
submission is complete, please click the provider name located in the top ribbon.

Daycare - Bromborousgh - Full Daycare

Seif Update | Test Daycare - Brombonugh |/ T

Ayaability and Capacity
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8.5 This will bring you back to the following screen. If you have multiple services linked to
your log in they will appear here. Please repeat the process covered in sections 4-8 if this
is applicable.

Self Update / Test Daycare

Service Name ¥ Service Type = Start Date = End Date = FID Type = Changes Action
> :es: Daycare - Bromborough - Fu Combined Nursery Centre 15/10/ 2008 ECD (7 ] Clear All
Daycare

(Please note: if changes have been made in self-update the yellow icon will appear
under the ‘Changes’ heading. To clear all information which has been edited please
select the red ‘Clear All’ button.)

Changes Action

o

8.6 If you have several providers linked to your log in, then please select the ‘Self Update’
link in the top ribbon.

[-one T

Self Update

It will then show various providers linked to this log in. Please repeat steps in sections 4-
8 if applicable.

Providers - Self Update
T Has Changes [1

Provider Name = Census Information Email Changes

¥ Test Daycare - Bromborough Early Years Census test@daycare.com
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9. Additional Information

9.1 To enter ‘Additional information’, you must first return to the main screen. Please click
the service name located in the top ribbon to direct you back to the main menu.

Seif Update | Test Daycare - Bromborough | Test Dayeare
Avalability and Capacity

9.2 Please then click the ‘Additional Information’ tab located in the top ribbon.

& Additional Information

9.3 Please then add information on whether the setting qualifies for the quality supplement
on funding, the name of the qualified staff member (if applicable) and confirmation that
the funding agreement has been read and agreed. When all changes have been made
please click the blue ‘Submit’ button. If no changes are needed, please click the green
‘No Changes Required’ button.

Guidance Notes
Pleaze can you provide the relevant information.
Setting Qualifies for Quality Supplement? 2 I:I
If Yes Enter Name/s of Qualified Staff
-
Read and agreed "Funding Agreement 2019/2020'7 = I:I
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10. Add Service

10.1 If you have access to the ‘Add Service’ button located on the ‘Service’ tab, further
services can be added. Please click the blue ‘Add Service’ button if required.

Self Update / Test Daycare

Service Name = Service Type = Start Date = End Date = FID Type + Changes Action
¥ Test Daycare - Bromborough - Fu Combined Mursery Centre 15/10/2008 ECD [ ] Clear All
Daycare

10.2  The screen below will then be available. Please fill out all of the required information
and then click the blue ‘Submit’ button.

Guidance Motes

Piense compiei= al basic information about your setting.

\AMen you Rave Snished pesss Cick cubmit.

Aarvios Name -

-
Barvios Typs - " e
Btart Dade - .
End Dt

Reagleiensd For Nursery Edusation @mnd/ Funding

Emall &ddrecs

F
‘Wiab: Bla ”
Telephone Humbar -
Fax Humbar ’

e w

‘Ofgled Frovision Type

£
Offers Extandad Childoars =
Other Information

E J
Commantc for Losal Suthonty

-
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Once you have clicked ‘Submit’ the service you have just added will appear on the

provider list.

Services - Self Update

¥

Self Update / Test Daycare

Service Name = Service Type = Start Date = End Date + FID Type = Changes Action
¥ Test Daycare Pre-School Playgroup 19/07/2018 31/07/2019 © Clear All
¥ Test Daycare - Bromborough - Full Combined Nursery Centre 15/10/2008 ECD

Daycare

The service can now be selected by clicking on the appropriate link. Steps 4-8 will then
need to be completed for the new service.
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11. Census

11.1 Census information will be requested at designated points. (Please note: the Early
Years Census link will only be available when census data is being requested.)

11.2 To access the Early Years Census, please select the ‘Self Update’ link on the Provider

Portal homepage.

%}WIRRAL Provider Portal

& PROVODZ ~ @ Sign out

# Home  BefterStart-  SelffUpdate-  Headcount -

Welcome to the Wirral Provider Portal

Please select from the tiles below:

= Better Start: please use this file to submit cohort tracking data.
* Headcount: please use this tile to submit headcount data to finance.
= Self-Update: please use this tile to update details for your setfing.

2 i3 4
Better Start Headcount Self Update

11.3 The screen below will then be visible. Please click the green ‘Self Update’ link under
the ‘Actions’ heading. Any messages will also be available under the ‘My messages’

heading.

This page details all of your Self-Update tasks. Please ensure information regarding your setting is kept relevant and up-to-date.
Early Years Census will also be camied out through the Self-Update portal. This will be visible when required.

# Actions = My messages
Early Years Census
@ Self Update a Early Years Census is now open for submission. Please sslect the
‘Early ears Census' link on the...

& View all messages

11.4 You will then be presented with the provider screen. (All providers linked to your log
in will be present.)

Providers - Self Update
T Has Changes [

Provider Name = Census Information Email Changes
¥ Test Daycare - Bromborough Early Years Census test@daycare.com
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If Early Years Census submission is open, then the link will be visible under the ‘Census
Information’ heading. Please click on this link (blue text) to begin the census
submission.

11.5 Please then complete information in the first section regarding ‘Availability and
Opening Times'. (Please note: if you are continuously open, you can override all
sections by clicking the ‘Continuously Open’ box.)

Guidance Motes

Early Years Censes 2015 Deinlis.

Plieass angurs sl fizlds are marnoed with up-io-dets information. 8l detsils anpe cormect then the censes can simply be re-susenitisd

Awailability and Opening Times

Mumbar of Funding Weske - P
Mumbar of ‘Weskc Opan - ,

onday opeming tme & | o=oo
Micnday olasing fime & | =30
Tussday opaning S 8 | o=oo
Tuesday olosing fime fol zap
‘Wadnecdey opening tima 8 | osoo
Wednacday elocng Hme & | 1=
Thurcday opssnilng Bms £ | o=
Thureday olosing fims & s
Fridey opaning ima & | =0
Fridey slocing Hms & | 1530
Saburdey opening time & | B
Saturdsy clocing Hma & o
Awnday opaning Hms fic) o
Junday ckocing Bme & HH
Confinucwly Open = I:'
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11.6 Please then complete the remaining two sections, ‘Total Staff Information’ and
‘Number of Children By Age’. (Please note: Sum of staff qualifications must add up to
the ‘Total Number of Staff’. If staff hold more than one qualification, please enter the
highest level achieved.)

Tatal Staff Information

Total Number of Eaff- - o
Lewel T @uslfioaton - # 3

Leval 3 @ualfiostion - Non-managerial - r 7

Level 3 Gualifoation - Managorial - #

‘Qualifiag Teacher Batuc -
[Earty Yaars Frofscoionsl 38stug - -

[Early Yaars Teacher 3tatuc -

Mumiber of Children By Age

Number of 2 year olds - # a
Humbear of 3 year olds - r 9z
Wumber of 4 year olds - #

Commants for Losal Awthonty

11.7 Once all information has been added or modified, please click the blue ‘Submit’
button. If you have entered information and wish to finish this later before submitting,
please click the green ‘Save Draft’ button. If all of the information has remained the
same, please click the green ‘No Changes Required’ button.

Mo Changes Required Save Draft

11.8 If no changes have been required, clicking the green button will bring up the
‘Submission Declaration’ screen below. If you are satisfied the information can be
submitted please click the blue ‘Yes’ button to submit the census. To go back to the

previous screen, please click ‘No’.

9 | confirm that all the values are comrect and no changes are required

-
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11.9 To submit the census, please click the blue ‘Submit’ button. This will bring up the
‘Submission Declaration’ screen below. If you are satisfied the information can be

submitted please click the blue ‘Yes’ button to submit the census. To go back to the
previous screen, please click ‘No’.

9 | confirmn that sll the values are correct and no changes are required

-

11.10 If you have saved the census submission to go back and complete later, a small red
icon will show next to the ‘Early Years Census’ link on the provider page.

Providers - Self Update
’ o
Provider Rame = Cesrean Information Email Chasnges
* Te L] Bro Ie Earty Vewrs Ceveas IED test@daycare.com
1 s |

11.11 After submitting the census, a small yellow icon will show next to the ‘Early Years
Census’ link.

Providers - Self Update
' mowen0 | (RS

Cofran Informaticn Ernasl Py

ronagh Eaty Veart Covms 5 test@daycare com

(Please note: once the census submission has been approved then no icon will appear.
Once the census submission window has finished, the ‘Early Years Census’ link will no
longer be available until the next submission window.)
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12. Comments for Local Authority

12.1 During the self-update process, each page will contain a ‘Comments for Local Authority’
box. Please use these boxes on each page to add any relevant information which is not
already included in the self-update options.

Comments for Local Authority
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