
 
            

 

 

 

 

 

 

 

 

 

 

 

 

This guide is for Early Years Providers using Staffordshire County Council’s Provider Portal 

It is intended to assist Providers with an Assisted Application , where a member of the public , a Parent / Carer 

requests you support them by checking the eligiblility for two year old funding for their child. 

This guide shows how to manage both Eligible and Not Eligible outcomes for the Application. 

It is also for aiding Providers who accept a 2 year old at their setting to add the eligible child onto  the system using 

a Placement , this will add the child to their headcount. 
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Assisted Applications 

Stage 1  - Assisted Applications core details 

 

To access the Portal you will need to go here :  
 

www.staffordshire.gov.uk/providerportal 
 

see Appendix 1 for more details 
 

1 

You will see the 
Welcome screen 
 

Select 2 Year Old 
Funding 

 
 
Or an option from the 

Menu 

 
 

   or    

 
 

2 

 
 
Select ‘Assisted 

Application as a 
Provider’ 

 
Or the option from the 
Menu 

 

 or   
 
 

3 

 
Start by entering 

 
Child’s Date of Birth 
Child’s Postcode 

 
If you are responsible 

for more than 1 service 
, you may need to 
select another for the 

correct Setting 
 

Click Continue 
 

You may see an extra 
option to choose your 

Provider , this will only 
appear if you are 

linked in the Portal to 
more than one setting 

 

 

 
 

http://www.staffordshire.gov.uk/providerportal
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4 

 
 
 

Add the rest of the 
Child’s details 

 
 

Forename 
Surname 
Gender 

 
Ethnicity 

First Language 
 
Find Address ( to 

complete address 
details) and Select 

 
 Fields are 

mandatory  

 
Click Continue once 
completed 

 
 

 
 

 
 
 

 
 

5 

 
 
 

Enter the Parent/Carer 
information 

 
Title 

Forename 
Surname 
 

Gender 
 

Relationship (to child) 
 
Parental Responsibility 

 
Address, if different to 

the child add as you 
did in the previous 
section 

 
Click Continue once 

completed 
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6 

 You will then be 
presented with two 
options to choose 

dependent on the type 
of Assisted Application 

you wish to pursue 
 

Option 1 , this is a 
benefits based 
application. 

 
Option 2 , this is a non 

benefits based 
application 
 

 

 

 
 

 

Please go to Stage 2 or Stage 4 dependent on your assisted application type 
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Stage 2  - Benefits Based Applications 

 

After Clicking on Option 1, you will be required to enter information about the Parent / 

Carer 
 

1 

 

Enter the Parent / 
Carer information 
 

Forename, Surname,  
Date of Birth 

 
National Insurance 
Number (NiNo) 

 
Or  

National Asylum 
Seekers No (NASS) 
 

Click Continue once 
complete 

 

 

 
 

 
 

*Please ensure you enter these details accurately and correctly as this is the data used to 

check a families eligibility. Details should match those that have been registered with the 
DWP for the purpose of claiming benefits. 

2 

 
Tick the Declaration 
box after confirming 

with the Parent / Carer 
 

 
 

You will then be given an Eligibility Result – please share this screen with the 
Parent/Carer – go to Stage 3 on how to proceed 
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Stage 3  - Benefits Based Eligibility Results 

 

The Key information is the Application Reference – this is the reference that will be 

mainly be used in correspondence 
 

      Eligible Results  
• the Funding Commencement Date 

• the contact method for the Parent / Carer 
 

Eligible 
 

 
 

1 

 
 
Ask the Parent / Carer 

how they want to be 
notified in future 

regarding this 
application 
 

Once selected click 
Continue 

 
 

 
 

 

 

For both responses add a contact telephone number 
 

2 

 
 

Via Email 
 
Enter a telephone 

number and an email 
address 
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3 

 
 
Via Provider 

 
A telephone number is 

required 

 

 
 

 
If both are selected the telephone number and email address are required 

 

4 

Once the method has 
been selected an 

Application Summary 
screen will appear 

 
Please make sure the 
Parent /Carer has the 

information on this 
screen 

 
Click Finish to end 

 

 
 

 

Not Eligible 
 

Additional information: 

 
Not Eligible Results – this will not necessarily be a true result depending on other 

factors. 
 

• The option to check the current Applicant details and resubmit should they be in error. 

 
• The option to add a second Applicant details (they must have parental responsibility). 

 
Most critically  

• the REQUEST HELP button – this is the only opportunity for the Applicant to contact 

the Early Education and Childcare Team within the system using this application 
information , adding further details and documents directly to the portal. 

 
If this opportunity is missed then the Applicant will need to contact the team using the 

usual route of telephone and email which may slow down the response and resolution 
of the enquiry. 

 

Keeping it in the system at this point is the simplest and fastest way of notifying 
the team that there is a potential problem with the application whilst keeping the 

application information. 
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1 

 
Edit Application Details 

 
Takes you back to the beginning of the Application to correct 
the information and resubmit for eligiblility 

 

2 

 

 
Second Applicant 

Details  
(important that they 
must have parental 

responsibility as well) 
 

Same details required 
as the first applicant 
 

Agree to the 
declaration and click 

submit 
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If the result is still Not Eligible 
 

 
 
 

Assuming the Applicant Information is correct , should the Applicant know or still believe they are eligible  
use the REQUEST HELP button. 

 
 

REQUEST HELP 
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 1 

 
 
 

Request Help 

 
Here is an opportunity to add further information to help the 
Early Education and Childcare team to investigate and 

process your application 
 

You can add text as well as upload documents in any of the 
permitted formats. 

 

2 

Consenting for the LA 
to run an ECS check on 

your behalf 

This is an important question to ask the Parent / Carer. 
 

Due to GDPR we are required to gain consent from the 
Applicant to allow the Early Education and Childcare team to 

run subsequent checks on their behalf. 
 

They may do this if they get further information which 
changes the details of the application. 
 

They may do this to check whether the DWP database (for 
benefits based applications) has updated to include the 

Applicants details and then producing an Eligible result. 
 

3 

 
Ask the Parent / Carer 
how they want to be 

notified in future 
regarding this 

application 
 
Once selected click 

Continue 

 
 

 
 

 
For both responses add a contact telephone number 

 

4 

 

Via Email 
 
Enter a telephone 

number and an email 
address 

 

 
 

5 

 

 
Via Provider 
 

A telephone number is 
required 
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If both are selected the telephone and email are required 

 

6 

Once the method has 
been selected an 

Application Summary 
screen will appear 

 
Please make sure the 
Parent /Carer has the 

information on this 
screen 

 
Click Finish to end 
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Stage 4  - Non Benefits Based Applications 

 

After Clicking on Option 2, you will be required to enter a single answer which fits the 

child’s situation 
 

1 

 

You will presented with 
5 options 
 

Choose ONE please 
 

(Please note screens 
may vary slightly) 
 

 
 

 
 
 

 
 

Dependent on the 
selection you will asked 
to add any supporting 

evidence (if applicable) 
 

This will be either a 
text box or the ability 
to add a document 

 
Tick the Declaration 

box after confirming 
with the Parent / Carer 

 
 
Click Continue 

 

 

 
 

 
 

 

2 

 

Ask the Parent / Carer 
how they want to be 

notified in future 
regarding this 
application 

 
Once selected click 

Continue 

 

 

 
 

 

 
For both responses a contact telephone number is required 
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3 

 
Via Email 
 

Enter a telephone 
number and an email 

address 

 

 
 

4 

 
 
Via Provider 

 
A telephone number is 

required 

 

 
 

 
If both are selected the telephone and email are required 

 

5 

Once the method has 
been selected an 

Application Summary 
screen will appear 

 
Please make sure the 
Parent /Carer has the 

information on this 
screen 

 
Click Finish to end 
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Provider Placements 

Stage 1  - Adding a Placement 

 

To access the Portal you will need to go here :  

www.staffordshire.gov.uk/providerportal 
 

see Appendix 1 for more details 
 

You will need to add the Placement to obtain funding and you will need 5 pieces of 
information. 

 
• Application Reference 
• Placement Start Date 

Child 
• Forename 

• Surname 
• Date of Birth 

 

If the Parent/Carer has gone through the Assisted Application process with yourselves then 
you can search and see the information using the Assisted Application search. 

 
See Appendix 2 for more details 
 
 

1 

You will see the Welcome 
screen 

 
Select 2 Year Old Funding 

 
 

Or an option from the 
Menu 

 
 

    or     
 
 

2 

 
 

 
If you have not used the 

drop down menu you will 
need to select the  
 

Start Placement 
Notification 

 

 
 

http://www.staffordshire.gov.uk/providerportal
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3 

 
 
 

 
 

Enter the information 
 

 

 

 
 

4 

 
Once the system has 
verified the information 

you will see an Application 
Summary  

 
Confirm the information 
with the Parent/Carer  

 
If you are satisfied the 

information is ok 
 

Tick the Declaration 
and click Agree and 
Continue 

 
Otherwise click 

Disagree and Exit 
(this will end the 
placement process) 

 

 
 

 
 

5 

 

 
 

You will need to confirm 
the Child’s address 
information 

 
If the Address in incorrect 

you can update the 
information by clicking No, 
it is wrong. 

 
Once the Address in 

correct move on 
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6 

 
 
Make sure your Provider 

Name / Number is correct 
and then click on the 

Service. 
 

This should be the same 
unless you manage 
multiple Settings , In 

which case make sure this 
is correct.   

 
Click Continue  
or  

Quit (this will end the 
placement process) 

 

 
 

 
 

7 

 

You will then be taken to a 
Placement Declaration 
 

Please read it carefully and 
 

Click Continue  
or  
Quit (this will end the 

placement process) 
 

 

 
 

8 

 
You will then see a 

Placement Summary 
 
Please note the Placement 

Details as that reference 
will be used for 

communication with the 
Early Education and 
Childcare Team or Finance 

team 
 

It always starts PLA 
 
Clicking Finish completes 

your Placement submission 

 

 
 

 
This information will then be processed and you will see a message on the Provider Portal 
 

If Approved the child will be added to your Headcount information immediately, so will be 
visible to you when the next task is due , it will save you having to add the child on at that 

time. 
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Appendix 1 – Logging into the Portal 

We recommend using the link on the Stafforshire County Council www.staffordshire.gov.uk/eyportal 
  

Near top you will see   . Click on that link 
 
Or directly, using www.staffordshire.gov.uk/providerportal 
 

 

 

1 

 

 

 

Enter your username and 
password and click Log 
In. 

 

 

 

 

 

 

2 

 
 
 
 
Answer your previously set 
secret question 
And click Submit. 

 

 

3 

 
 
 
 
 
 
Navigate to your required 
screen using the dashboard 
buttons. 
 
(screenshot may vary) 
 

 

 

http://www.staffordshire.gov.uk/eyportal
http://www.staffordshire.gov.uk/providerportal
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Appendix 2  - Assisted Application Search (your setting data) 

The Assisted Application Search can be used to help Parent/Carers who you have assisted with applications 
retrieve their information and most importantly the Application Reference. 

 

1 

 
You will see the 

Welcome screen 
 

Select 2 Year Old 
Funding 
 

Or an option from the 

Menu 

 
 

    or     

2 

 
 

 
If you have not used the 
drop down menu you 

will need to select the  
 

Search for Assisted 
Applications 

 

 
 
 

3 

 
 

You will see a screen 
with some search 

options 
 
You can change the date 

range you are looking 
through 

 
In the free text box you  
Can put part of a name  

 
Or part of the 

Application Reference  
 
You must click Search to 

bring back the results 

 

 
 

 


