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Introduction 
 
This guide is designed to support the use of the ‘Sheffield Self Update Portal’.  Please 
ensure that you familiarise yourself fully prior to using the Portal and completing any 
actions. 
 

Sheffield Self Update Portal 

Access to this portal will enable providers to provide Sheffield City Council with the 
following information: 
• Current total capacity (including paid for places), number of vacancies and number 

on waiting list (Section 3.2). 

• Private hourly rates for age groups served (Section 3.3). 

• Number of staff working with children under 5 (Section 4). 

 

Existing users of the ‘Sheffield Provider Portal’ located at an approved FEL provider will 

automatically have access to the portal. 

 

This guide should contain all the information you need to use the Portal, however, should 
you have any further queries please contact us. 
E-mail: EYFEL.Census@sheffield.gov.uk  

mailto:EYFEL.Census@sheffield.gov.uk


 

REFERENCE GUIDE: 

Self Update Portal Users 

 

SECTION 1 – Logging In 
 

Using the Web Address provided in your email.  
https://ems.sheffield.gov.uk/ProviderPortal/ 
Select the address or copy and paste into your 
Internet Browser address bar. 
 
Login to EY Portal by completing the username 
 and password fields on the login box; then  

select . 
 

Note: If you cannot remember either your 
Username or Password you can Select the links 
below the Login button and follow the 
instructions. 

 

 

 
If this is the first time you login you will be redirected to an information page and an email will be sent to 

you with a confirmation Web Address, this is to ensure security. 

 
 

Each subsequent login to the Portal you will be directed to the Homepage as detailed in Section 2. 

 
After following the Web Address sent in the confirmation email you will see the confirmation message 
displayed. 
 

 

https://ems.sheffield.gov.uk/ProviderPortal/


 

Your new password must; 

• Be between 10 to 128 characters 

• Contain at least one uppercase, one 
lowercase, one numeric, one special character 
(e.g., # @ ! $ % & ). 

• Not be one number higher than the previous 
password, e.g., not ‘Password23’ after 
‘Password22’ 

• Not be the same as the previous 10 passwords 

Please do not use Password in your new 
password, this is only an example. 

 
Complete the ‘Current password’ with the password you have been allocated and then input your new 

password into the ‘New password’ and ‘Confirm new password’ fields; click on . 
 
 
At the Security Details prompt select a 
secret question and provide a memorable 

answer; then select . 

 
 
Congratulations you have now successfully logged in for the first time and will have access to the EY Portal. 
  



SECTION 2 – Homepage Navigation 

 

The Announcements page will be 
visible at every login, please read 

these carefully; select  to 
proceed to the Homepage. 

 
When you login and land on the home page you will now see several lozenges.  Clicking on “Self Update” 

will take you to the Self Update section of the Portal. 

 
 
Selecting on your name; Top 
Right, brings up a menu where 
you can change your own 
password or secret question, you 
can also sign out securely. 

 
 

Guidance text is provided. This 
text can be closed but will 
become visible again on each 
new login. 
 

 
  

Note: These are particularly useful as shortcuts to the applications if you also use the Headcount Portal.  



SECTION 3 – Self Update 

Select  to complete a check and update of your service details. 

 

From the Landing Page select your setting to update the details.  If you have access to multiple settings (e.g. you 

work at a chain of providers), you will be able to select which setting to update. 

 
 
You will now see the service(s) at your Provider, select the Service you would like to update. 

 

Section 3.1 - Service Details 

 

The Service Details are displayed 
Note: There are multiple Tabs 
available for each Area, some 
may not be shown if the Local 
Authority are not collecting those 
items. 

 

Make changes to the relevant information that you would like to update and select . 

Note: Information that you have added or changed will show as a darker colour and the Data Changed Icon  will display. 

You can select  to remove any changes that you have submitted. 



 
You can add other information in free text, and a comment for the Local Authority if you need to supply more detail. 
 

 
  



Section 3.2 - Availability and Capacity 

Select  from the tabs list. 

Note: This will only be available if the Local Authority wants you to change this area 

 
 

Add your Opening Date if not already showing, if it is already visible select the date. 

Note: Screens below show without and with Opening Date. 

 
 

 
 

You can either add your Opening Date or Submit changes to an existing one. 

Note: You only need to add an End Date if you need to end this record and start another with completely different opening 
times, otherwise you can leave this blank 

 

 
 

Select the  tab.  If they are available then you can change them, or you can add them. 

 



 
 

Add the Day and Start/End times.  You can also record Capacities and Vacancies a Description and an additional 

Comment for the Local Authority. 

 

 
 

Once you have submitted select the  button to show the current Opening Times list. 

 

 
 

Add your Opening Times until you have populated the list with all information. 

 

Select the  tab if you would like to record exceptions to your standard hours. 



 
 

Once you have submitted, select the   button to show the Exceptions list. 

Add your Opening Times Exceptions until you have populated the list with all information. 

 

 
 

Select  from the ‘Breadcrumb Trail’ at the top of the page. 

Note: This has the effect of navigating between sections without pressing the  button multiple times 

 
 

Select the  tab and enter and submit your services availability details. 

 

 



 

Select the  tab and enter and submit the age range of children that you cover. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select the tab and enter and submit your Capacity Date  

 

 

 

 

Select  to add a new line, 

Select the Age Range this applies 

to and populate the numbers for 

you Waiting List Vacancies and 

Capacity. 

You can Select  until you 

have completed all your Ages. 

Select  to complete. 

 

 
 



Select the  tab to enter your contact rules and whether you have immediate vacancies or a waiting list. 

 

 
 

You can select your Service name from the ‘Breadcrumb Trail’ to navigate back. 

 

 
 

  



Section 3.3 - Costs 

Select the  tab and select  and populate the relevant Age Range and charges.  

 

Select  when complete. 

 

Select  and repeat until you have added all relevant Age Ranges and Service Charges 

 
 

Select the  tab to record any Sibling Discount and select . 

 
 

You can select your Service from the ‘Breadcrumb Trail’ to navigate back. 

  



SECTION 4 – Census Collection 
 

Select  to access the Self Update Provider page. 

 

Note: This page contains a list of all Providers you have access to. 

The Early Years Census link will be available only when the Census data is being collected (typically for a few weeks leading up to 
the January Census).  If you think this should be visible and you do not have this link contact eyfel.census@sheffield.gov.uk and 
they will be able to answer any questions. 

Select  

Check and enter or corrections for Funded Weeks, Weeks Open, Each Day’s Opening and Closing Time, or if you are 

continuously open 24/7 you can override the times with the selection. 

Note: If the initial details are correct and you have no changes to make, select  to inform the Early Years Team 

that the data is already correct.  If you make any changes then you must  them. 

 

  

mailto:eyfel.census@sheffield.gov.uk


Populate the Staff Totals and Highest Qualification per person, e.g. if there are 10 staff there should be one 

qualification per staff member, i.e. 10 Qualifications in total. 

 

Populate the number of Early Years Children Attending and select  when you are ready to send the data to the 

Early Years Team. 

Note: The details can be stored at any time by selecting  and you can return and complete them later, before submitting 
your finalised return. 

If you have saved the Provider Census icon will show . 

 

After submission the Census Icon will show . 

 

Once approved by the Early Years Team the icon will not appear. 

 
 
 
For guidance on other areas of the Provider Portal, please review the Provider Portal User Guide. 


