
Version 1.0   
Early Years Extended Hours (30 Hours) Funding Guidance 
 

Capita Business Support Team                Page 1 11/08/2017 
      - Version 1.0 - 

Viewing and Downloading Statements 
When you log in to the Provider Portal, you will be taken to the main Home Page which has two buttons: 

 
Click on the Headcount button to go to the Headcount Home Page. 
In the top menu bar select Headcount and then Payment History from the drop-down menu.  

 
This will take you to the Payment History - Select Service page. 
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Note: You can also access the Headcount drop-down menu straight from the main Home Page. 

 
If you manage a single Provision the name will show automatically and you can click Select to move on to 
the Payment History page to view your statements. 

 
Remember – if you manage more than one setting you must select the correct Provision from the drop-
down menu before clicking Select to move on to the Payment History page to view your statements. 
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You can now view and download your Statements for each term by clicking View Report. 
 

  
The report will open up as a PDF which you can then save if you wish. 
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