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Self-update portal login

Log into the Provider Portal on the Early Years and Childcare website.

Important. You must email earlyyearsdata@essex.gov.uk if your Headcount Contact
details are changing. You must also let Ofsted know of any changes.

Select the Self Update tile from the Home Page of the Provider Portal.

¢

Self Update

Select the Provider you wish to update from the list provided by clicking on the
Provider Name. You will only see one Provider if you only have one setting assigned
to your login. If you have more than one setting assigned to your login you will need
to select which one you wish to update.

Services - Self Update

Y

Self Update ' Two Year Old Funding Childrens Centres

Service Name Service Type + Start Date = Closure Date - FID Type = Changes Action
do not enter -
contact us if
your setting
is closing or
no longer
offering FEEE

=

Pre-School 01/09/2016 ECD

2 Two Year Old Funding Childrens Centres


https://eycp.essex.gov.uk/funding/
mailto:earlyyearsdata@essex.gov.uk
https://emsonline.essexcc.gov.uk/ProviderPortal_LIVE/

You will see the Service Details tab. You can go to the different tabs to view and
update the details. The more you enter the better as it will help parents/carers to see
your childcare offer. The other information field is there for you to add details about
the childcare you provide. It will go on the family information service website if you
give consent.

Borvioe Name -

FRR . E - -
tarvice Type - co not change! Pleace emall sartyyesarcasta@ecces gov.uk for any n Era-Echan v
amendment -
Start Dade - -
Ciocure Date - 0o not enter - contact uc If your cetting It oloting of no longer -
offering FEEE =
Regictersd For Nurcery Edusation Grant ) Funding ™ @
Emall Acarece p
Web Bite ’
Telephone Number p
Fax Number ’
Addrece v
Ofcted Provicion Type ’
Offers Extenced Hourc Entitement z !
Detalic of your 30 houre offer
-
Other Information
-
Commentc for Losal Authority
-

Updating service details

Important. Do not amend Service Type or ‘Registered for Nursery Education Grant /
Funding’ even if your status changes. We (Essex County Council) will manage this at
all times.

If your status changes please email: earlyyearsdata@essex.qov.uk

You can use the Self-Update portal to make changes to the details about your
service. After making the changes, submit them to us for approval.


mailto:EARLYYEARSDATA@ESSEX.GOV.UK

View the Service Details tab. You can make changes to the basic details such as
email address, telephone number and address.

. ¢ iy
Click ‘Submit’.
# Home Self Update ~ Headecount ~ Twa Year Old Funding - Administration ~ & Hatie Venus - & Sign out
Self Update ' Two Year Old Funding Childrens Centres /| Two Year Old Funding Childrens Cenires
I Service Details B Awsilzbility and Capacity
Guidance Notes
Service Guidance
Service Name - # | TwoYear Old Funding Childrens Cenires
Service Type» = Fre-Scho '
Start Date - B | 0/0e208
End Date =
Registered For Nursery Education Grant / Funding = E
Email Address #
Web Site &
\
Telephone Number (— IRI05
Ry
Fax Number y
Address 9
Ofsted Provision Type r
Other Information
-
Comments for Local Authority
-

You will now see that the changes have been highlighted. Also the indicator for
‘Pending Changes’ has been applied against the amended fields.

Use the ‘Clear’ button to remove the changes you have made if you need to.

You will receive an email after we review the changes. You will need to log into the
Provider Portal to see the saved changes.

Important - You must email earlyyearsdata@essex.gov.uk if your Headcount
Contact details change. You must also let Ofsted know of any changes.



mailto:earlyyearsdata@essex.gov.uk

Use the consent tab to allow us to share your details and to say how you prefer us to
contact you.

Self Update / Two Year Old Funding Childrens Centres / Two Year Old Funding Childrens Centres

222 Service Details B3 Availability and Capacity & Travel £ Costs &. Facilities

Consent to publish details to the Essex County Council Childcare Search @ u
website
Reason for not publishing details = “
Consent to share cost details @ D
Consent to share telephone numbers & D
Consent to share address details = D
Consent to be contacted by email = u
Consent to be contacted by telephone = D
Consent to be contacted by post = D
Signature provided = E’
Comments for Local Authority
[ _J

The Availability and Capacity tab will show you several additional tabs to view and
update.

Update your consent details and select ‘submit’.

Self Update / Two Year Old Funding Childrens Centres / Two Year Old Funding Childrens Centres / Availability and Capacity

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

Description Start Date Closure Date - do not enter - contact us if your setting is closing or no longer offering FEEE Pending Change Clear  Changes

Adding a new opening date

Select the Availability and Capacity tab, and ensure you are on the Opening Dates
section. Click the Add Opening Date button.



£ Opening Dates

De=cription « #
Start Date - o=
Closure Date - do not enter - contact us if your setting is closing or no longer =

offering FEEE

Comments for Local Authority

Enter a Description, such as Term Time, and a Start Date.

Do not enter a closure date. Contact earlyyearsdata@essex.gov.uk if your setting is
closing or you no longer offer the free early education entitlement (FEEE).

Enter any relevant comments for Local Authority.

Click the ‘Submit’ button.

You will now be able to add new Opening Times for the Opening Date. To do this,
select the Opening Times tab and click the Add Opening Time button.

Self Update = Bumble Bee Nursery ~ Bumble Bee Nursery - Full

@ Opening Tumes

Description Week day & Start Time & End Time 2 Pending Change Clear Changes

&=

Add the Weekday, Start Time and End Time and complete any additional fields that
you wish to. Click ‘Submit’.


mailto:earlyyearsdata@essex.gov.uk

Self Update ' Bumble Bees Day Nursery | Bumble Bees Day Nursery | Availability and Capacity  Standard Time © New

Week Day + = "
Start Time (HH:MM 24 Hour) - ©
End Time (HH:MM 24 Hour) «
Capacity &
Vacancies P
Description s
Comments for Local Authority
-

You will need to repeat this action for each day of the week that you are open.

You will see that the changes have been highlighted. Also the indicator for ‘Pending
Changes’ has been applied against the amended fields.

Week Day =
$tart Time -
End Time * -
Capacity 7
Vacancies p
Description ’

Comments for Local Authority

=) =

Use the ‘Clear’ button to remove the changes you have made if you need to.

If required, you can now add exceptions to the opening times for this opening date.
Select the Opening Times Exceptions tab.

Click on the ‘Add Opening Time Exception’ button.

Exceptions could include for example:

e polling day or,



e school has requested the setting to close for a period of time due to
construction work.

Seif Update '~ Bumbie Bee Nursery = Bumble Bee Nursery - Full Day Care = Availability and Capacity ' Summer Holldays
© Op . @ Opening Times Exceptions
Description Week day = Start Date = End Date = Start Time = End Time = Pending Change Clear Change:

==

Complete the fields for the required exceptions and click the ‘Submit’ button. The
amended fields will be highlighted. Also the indicator for ‘Pending Changes’ has
been applied against them.

Self-Update | Bumble Bee Mursery ' Bumble Bee Nursery - Full Day Care ' Summer Holidays = MON
Week Day - i W
Start Time
End Time -
Start Date - =]
End Date* P
Capacity 7
vacancies 7
Is Open- - :¢
Description 7
Comments for Local Autherity
L]
E B3

If you wish to update the existing Opening Dates click on the name under the
Description column.

Seif Update Bumble Bee Nursery = Bumble Bee Nursery - Full Day Care = Availability and Capacity
£2 Opening Dates £ & Avattabinty & Aoe Ra @€ ity Deta & Vaca
Description Start Date End Date Pending Change Clear Changes




You will then be able to amend any fields in the Opening Dates, Opening Times and

Opening Times Exceptions tabs. Then click ‘Submit’.

Updating the availability

From the Availability and Capacity menu select the Availability tab. Enter the
required information and click ‘Submit’.

Self Update / Two Year Old Funding Childrens Centres / Two Year Old Funding Childrens Centres / Availability and Capacity

£2 Opening Dates & Availability & Age Range & Capacity Details & Vacancies

Number of weeks open ¢

When service is available None selected ~

Comments for Local Authority

Updating the age range
Click on the Availability and Capacity tab and then the Age Range tab.

Self Update / Two Year Old Funding Childrens Centres / Two Year Old Funding Childrens Centres | Availability and Capacity

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

Minimum Age Years #
Minimum Age Months &
Maximum Age Years y)
Maximum Age Months &
2 Year Old Funding =

3 Year Old Funding

LAY

4 Year Old Funding

Ci ts for Local A

Complete the required fields, ticking / unticking the relevant ages that you offer
funding to. Click Submit.
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Updating the capacity details

To update the information about capacity, vacancies and waiting list for the provision

click on the Availability and Capacity tab from the Home Page. Then click on the
Capacity Detalils tab.

You can add capacity, vacancies and waiting list details for age ranges you choose.
Select the ‘Add Age Range’ button to add.

Opening Dates & Availability & Age Range ¥ Caparity Details & \/acancies

Capacity Date -

=]
Service Age Range
Age Range = Waiting List = Vacancies = Capacity = Pending Change +
Comments for Local Authority
-

Select an age range from the drop-down menu and add the numbers for Waiting List,
Vacancies and Capacity.

Example of adding age range below

Self Update / Two Year Old Funding Childrens Centres / Two Year Old Funding Childrens Centres / Availability and Capacity

Opening Dates & Availability & ~ge Range 985 Capacity Details & ‘Vacancies

Capacity Date - =

Service Age Range

Age Range = Waiting List = Vacancies = Capacity = Pending Change

Create E

i Aged LY #

ra
A
w

Sy

ea

Comments for Local Authority

&

Select submit when finished.

We suggest that you update this data at least once a term.
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Updating the vacancy details

To update the information about vacancies, including contacting the service about
vacancies and whether the service has a waiting list, select the Vacancies tab from
the Availability and Capacity home page.

Self Update / Two Year Old Funding Childrens Centres | Two Year Old Funding Childrens Cenires | Availability and Capacity

4 Opening Dates & Awailability & Age Range 3 Capacity Details & Vacancies
Contact For Vacancies =
Immediate Vacancies = I:‘
Waiting List = I:l

Comments for Local Authority

If required, select or deselect the check boxes and enter comments. Click the Submit
button.

Updating travel details

Select the Travel tab to update

Self Updste | Two Year Old Funding Childrens Centres | Two Year Old Funding Childrens Centres
M Servics Dotk « Congent E Avalabilty snd Capacty ﬂ' & Faclfes
Rarvies Hame # | TwaYear Ob Fending Childrens Cemtres
Farvies Type - do not change! Fleacs amall saryyearcdata@e coes gov.uk for any E 1 Ere-Erhino "
amendmant -
Siart Dade - = O/0S2016
Clocure Date - do not endsr - contact we I your cetting Ic clocing or no langer =
affering FEEE =
Reglciared For Nursery Education Grant ) Funding = E
Emall Acdrees rl
‘Wet gite &
Tol=phons Numbar ”
Fax Mumbe
ax Mumbar -

Addrecc 5 |

Ofsted Frovision Type

”
Offers Extanced Hourc Emtitament & j
Detalic of your 30 howre offar
-
Other Information
-
Commants for Losal Awthorty
-
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Tick fields for parking space and own transport if applicable. Then enter any other
information regarding transport that parents / carers may wish to know in the Travel

Information field.

&= Travel Details 7" School Pickups

Guidance Notes

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

Parking Space
Own Transport

Travel Information

Comments for Local Authority

Select submit when finished.

Updating school pickups

Enter transport Info here

From the Travel home page — select the School Pickups tab

&, Travel Details

Guidance Notes

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

Parking Space
Own Transport

Travel Information

Comments for Local Authority

[ []
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Select Add School Pickup to enter a school or setting that you pick-up from.

Self Update / Two Year Old Funding Childrens Centres / Two Year Old Funding Childrens Centres / Travel

& Travel Details 7 School Pickups

Base Description = Memo ¥ Pending Change = Delete = Clear = Changes =

Add School Pickup

Choose the Select button to find the school / establishment you require.

Self Update ' Two Year Old Funding Childrens Centres / Two Year Old Funding Childrens Centres | Travel ' New

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

senoetPiekup B
Memo
Comments for Local Authority

A search window will open allowing you to search by name / type of provision

Select School Pickup

Please use the fields below to refine your search.

Name abc
Type Early Years b
Name Type

ABC Treshouse Early “fears

Close
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Select the provision/school required
Self Update / Two Year Old Funding Childrens Centres | Two Year Old Funding Childrens Centres | Travel | New

Guidance Notes

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

School Pickup 9 | ABC Treshouse

Memo |

Comments for Local Authority

Enter any notes in the Memo field.

Repeat the process for any other school / setting pickups you wish to add.

Adding and updating cost details

Select the costs tab from the provision home page

Self Update | Two Year Old Funding Childrens Centres | Two Year Old Funding Childrens Centres
B Service Distails « Consant E Avslabilty sod Capacity & Traved & Facifies
Sarvices Name - - e
Fa 'wo Year Od Fending Childrens Centres.
Zarvios Type - do not ehange| Fleacs amall sariyyearcdata@e coeo gov.uk for any E | Sre-Echo e
amesngmant -
Biart Dade - =] ins2ms

Clocurs Dais - do not andsr - sontant uc f your ceting o slocing or no kangar

=
offering FEEE
Ragicisrad For Nurcsry Edussatiaon Grand ) Funding = IE
Emall AGdracs r
‘Wiabe Eie -’
Talsphons Mumbar r
Fax Humber s
Addrecc v |:’
Ofcésd Provision Typs ’
Offers Extendad Houre Emittemant & M
Dedalic of your 30 howrs offar
-
Other informetion
-
Comments for Losal Awthority
-
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Select the ‘Add Charge Details’ button

Self Update / Two Year Old Funding Childrens Centres / Two Year Old Funding Childrens Centres / Costs

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

- = - x

&

Update the details as required, then select submit.

Guidance Notes

Service Charge Detsils Guidance

Age Range* = | Age3 v
Charge per Hour p 5
Charge per Session # 30
Charge per Day y =] x
Charge per Week P
Charge per Term P
Comments for Local Authority
-

Repeat the process as required for other age ranges.

We suggest that you update this data at least once a term.

Updating cost details

Select the Cost Details tab, and tick Sibling Discount field if required. Enter any
notes for Local Authority and select submit when finished.
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imm Service Charges & Cost Details

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

Sibling Discount & I:l

Comments for Local Authority

Updating facilities information

Select the Facilities tab from the provision home page.

Self Update ' Two Year Old Funding Childrens Centres | Two Year Old Funding Childrens Centres

HE Empvice Dt ~* Consant E Avnlabilty s~d Capacity = Trayss £ Cosix

dmrvioe Hams # | Tam Year OM Fending Coildrers Centres

Sarvies Type - do not changs! Flsace amall sariyysarcdata@ecceo gov.uk for any £l Ere-Echodl e
amendmant -

3tarf Date B | cimses

Clocurs Duis - do not andsr - contact ue i your cetting Ic slocing or no kanger =

offering FEEE

[Rasglciered For Hurcery Edusatkon Grand ) Funsding = @

[Emall Addrecs r

‘Wab Bita #

Telsphones Bumbar -

Fax Humbar -

Addrece -
Ofcisd Frovision Typs -

Offers Extendad Hours Entttament & @

Dxtallc of your 30 howrs offar

-
Difer Information

-
Commants for Local Awthority

-
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Update the information as required. Select submit when finished.

Guidance Notes

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

Facility Mone selected -

Wheel Chair Access &

SEN Children &

Cultural Provision Mone selected -

Special Needs Code MNone selected -

Language Spoken Mone selected

Diet Code Mone selected

Emergencies = I:‘

Comments for Local Authority

Thank you for reading this guidance.



