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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).
o 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
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REFERENCE GUIDE:

Self Update Portal Users

SECTION 1 - Logging In

Using the Web Address provided in your email. Seficd Sheffield Provider Portal
https://ems.sheffield.gov.uk/ProviderPortal/ b
Select the address or copy and paste into your # Home
Internet Browser address bar.

ik Welcome to the Sheffield Provider Portal
Login to EY Portal by completing the username e A et T N A
and password fields on the login box; then i

PRS0 oM your usemame
Prssneng
Log In
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.

Register User

We have sent a confirmation email to your registered email address.
The email contains a confirmation link which will bring you back to the main login page.

You must use this link to continue with your registration.

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.

Registration Confirmed

& Thanks, you have confirmed your
email address and now may log in



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

Change Password

Your password must be changed to allow access to the portal.

Current password * G sssnsses
New password = # ssssssssse
Confirm new password * [CANTTTT YT

Change password

Your new password must;

Be between 10 to 128 characters

Contain at least one uppercase, one
lowercase, one numeric, one special character
(eg, H@'S% &).

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

. . . . Change password
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 .

Security Details

Please choose a secret question and provide an answer
Secret Question = & Mothers Maiden Name j

Secret Answer ' ssssss

Save

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




SECTION 2 — Homepage Navigation

@& Home  SeftUpdate- The Announcements page will be
visible at every login, please read

Announcements these carefully; select ‘ to
proceed to the Homepage.

Announcements
The Local Borough Council will be resetting the webserver at 6pm on Friday night.
Please ensure that all your children have been submitted before this time

Thanks EY Team

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.

Welcome to the Provider Portal.

Below, you will see the services available. Please note that not all lozenges will appear depending on the level of access you
have been granted.

Click on the Headcount lozenge to access and submit your Funded Early Learning headcount Tasks, and to access your
Headcount Messages and Payment reports.

Click on the Working Parent Entitlement lozenge to access the Entitlement Checker; for checking child eligibility and reviewing
children's eligibility start and end dates.

Click on the Two Year Old Funding lozenge to access the 2 Year Old Eligibility Checker; for checking child eligibility and
making Placement Notifications.

Click on the Disability Access Fund lozenge to make a DAF application for a child and see application result Messages. Note:
This lozenge is only accessible between the Actual Headcount opening and the Amendment Headcount closing each term.

Click on the School Admissions lozenge to see current or recent Admissions groups, view applications to your school, ranking
applications ta your school (only if your school is an Own Admission Authority), verifying claimed siblings for applications to your
school and viewing leavers

Click on the Self Update Portal lozenge to update details about your childcare provision, opening times, and capacity/vacancy
information.

4 & i & @

Disability Access
Fund

Headcount Self Update Working Parent
Entitlement

2-year-old
funding

Selecting on your name; Top .
Right, brings up a menu where EY PI‘OVIdeI' POI’tal
you can change your own

password or secret question, you

. & Bobster Barker - ¢ Sign out
can also sign out securely. >

# Change Password

# Change Secret Question

Guidance text is provided. This
text can be closed but will
become visible again on each for this session, it will reappear next time
new Iogin. you login

Closing this guidance text will dismiss i

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




SECTION 3 - Self Update
74

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.

Providers - Self Update

v Has Changes[]

Provider Name ¢
? Rainbow Group Esher
¥ Markness

¥ StMarks

Email

markness@nursery.co.uk

stmarks@estblshmnt.com

Changes

(=]

3 Records) Total

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

Services - Self Update

T
Self Update ' Markness
Service Name = Service Type = Start Date = End Date = FID Type = Changes Action
? Markness - Daycare Sessional Care 0170172001 ECD
Add Service
= = =
Section 3.1 - Service Details
Self Update | Markness | Markness - Daycare
Wi Service Detalls | w Consent B Avallabliity and Capacity = Traved ECoste & Faclities
Guidance Notes
Senice Gulgance
servica Name « # | Marknass - Daycare
service Type m | sessional Care ~
Start Dats + & | ovovzont
End Date =
Ragletersa For Nursery Education Grant / Funaing =
Emall Address -
Wab Sits s
Telephone Number s
Fax Humber s
Address ~
Ofated Pravislon Type ’
Ofters Extended Chilgcars = EI
Other Information
-
‘Comments for Local Authority
-

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.

Submit
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

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

S5 will display.




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

Self Update | Markness /| Markness - Sessional Daycare
£ Service Details (£ + Consent B Avsilability and Caparity
Guidance Notes
Service Guidance
Service Name - # | Msarkness - Sessional Daycare
Service Type* W | Sessional Care e
Start Date 2 | ovp12001
End Date =
Regi: d For Nursery Education Grant / Funding * = '
Email Address #  nursery@markness.co.uk o
Web Site #  wew.markness.co.uk (= ]
Telephons Number & 02154725421 B
Fax Number ra
Address v 1, Bevery Close, Oskley, Bedford, UK, MK43 TSH
Ofsted Provision Type # | Childcare - Non Domestic Prem
Other Information
L
Comments for Local Authority
-»
el oo




Section 3.2 - Availability and Capacity

[E] Availability and Capacity X
Select from the tabs list.

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

Self Update | Markness | Markness - Sessional Daycare

i Service Details () v Consent B Avsilabllity and Capacity

Guidance Notes

Service Guidance

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.

Self Update ' Markness | Markness - Sessional Daycare | Availability and Capacity

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

Description Start Date End Date Pending Change Clear Changes

Self Update | Markness /' Markness - Sessional Daycare ' Availability and Capacity

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

Description Start Date End Date Pending Change Clear Changes

Opening Date 01/01/2001

4 0ring 0

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

Self Update / Markness / Markness - Sessional Daycare | Availability and Capacity /| Opening Date

£2 Opening Dates (£3 @ Cpening Times @ Opening Times Exceptions

Guidance Notes

Service Opening Dates Guidance

Description = # Opening Date ©
Start Date * = 01012001 ©
End Date 2]
Comments for Local Authority

L ]

Clear All

Select the ©9PennaTimes tah |f they are available then you can change them, or you can add them.




Description Week day = Start Time =

Self Update ' Markness /| Markness - Sessional Daycare | Availability and Capacity / Opening Date

£ Opening Dates () @ Opening Times @ Opening Times Exceptions

End Time * Pending Change Clear Changes

Add Opening Time

Add the Day and Start/End times

. You can also record Capacities and Vacancies a Description and an additional

Comment for the Local Authority.

Self Update / Markness | Markness - Sessional Daycare

Guidance Notes

Service Opening Times Guidance
Week Day «

Start Time «

End Time *

Capacity

Vacancies

Description

Comments for Local Authority

Avalilability and Capacity /| Opening Date / Nursery Monday

= MON v @
02:00 o
17:00 o
£ 12 [ ]
£ 3 (=)
#  Nursery Monday G

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

Description Week day * Start Time %
Nursery Monday MON 0%:00
Nursery Thursday THU 09:00

Self Update ' Markness | Markness - Sessional Daycare | Availability and Capacity | Opening Date

E2 Opening Dates () @ Opening Times (&) @ Qpening Times Exceplions

End Time ¥ Pending Change Clear Changes

17:00 Create —— [z}
17:00 Create ——— (=}

‘Add Opening Time

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

Select the

® Opening Times Exceptions

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




Guidance Notes

Service Opening Times Exceptions Guidance

Week Day *

Start Time *

End Time =

Start Date

End Date *

Capacity

Vacancies

Is Open =

Description

Comments for Local Authority

= THU v
® | 0900

@ | 1700

& | 01102018

& | 12102016

&

s

. []

# | Nursery Thursday Closure

»

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.

Self Update / Markness / Markness - Sessional Daycare | Availability and Capacity / Opening Date

2 Opening Dates (&) © Opening Times (&3 @ Opening Times Exceptions (L)

Description Weekday #  StartDate #  EndDate #  StartTime #  EndTime #  Pending Change Clear Changes
Nursery Thursday Closure THU 01/10/2016 12/10/201¢ 09:00 17:00 Create Clear All o

Availability and Capacity

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

Self Update /| Markness

B2 Opening Dates & Availability & Age Range
Description Start Date
Opening Date 01/01/2001

Markness - Sessional Daycare

Availability and Capacity

i Capacity Details & Vacancies

End Date Pending Change Clear Changes

Add Opening Date

\ |
Select the & Availability

tab and enter and submit your services availability details.

Self Update / Markness

E2 Opening Dates (& & Availability (£

Guidance Notes

Service Avaliability Guidance

Number of weeks open
When service is available

Comments for Local Authority

Markness - Sessional Daycare

& Age Range

Awvailability and Capacity

& Capacity Details & Vacancies
£ 4 ©
Bank Holidays, Inset Days, Part Time, Scheol Holidays, Term Time ~ (=]




Select the ®792R2n2e t3h and enter and submit the age range of children that you cover.

Self Update / Markness ' Markness - Sessional Daycare | Availability and Capacity

£2 Opening Dates (&) & Availabilty (& & Age Range (3 & Capacity Details &Vacancies

Guidance Notes

Service Age Range Guidance

Minimum Age Years

£ 0 (]
Minimum Age Months # 6 G
Maximum Age Years & 5 G
Maximum Age Months #£ 8 G
2Year Old Funding * 3

3 Year Old Funding *

4 Year Old Funding *

LSRLNNLY

Comments for Local Authority

{ ]
tab and enter and submit your Capacity Date

3

Select the & Capacily Detalls

Self Update | Markness | Markness - Daycare | Availability and Capacity

ZopeningDates ) &AvassayE) B AgeRange (@) | i capactyDetals | & Vacance:s ()

Guidance Notes
‘Service Capacity Guldance

Capacity Data « B | 26r0emT
Service Age Range

Age Rangs % Watting List Vecanctes # Capactty & Pending Change
-

- oaged v F # |0 £ c.emm

Add Age Range

‘Comments for Local Autharity

=

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.

Self Update ' Markness | Markness - Daycare | Availability and Capacity

2 opaning Dates E) & Avalablity B & AgeRange (E) | # Capacity Defalls (£) & Vacancies (£

Guidance Motes
Service Capacity Guldance

GCapacity Data * B 02017

Service Age Range

Age Range % Walting List # Vacancles # Capadity ¥
- g v @ £ 0 e s+ n 0 s & ]
= gt v B £ s a| » o 8 s = (= ]

Pending Change
-

Add Age Range




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

Self Update / Marknezs | Markness - Daycare | Availability and Capacity

Zopening Dates () & avaistiy £)  &AgeRange(E) W CapaciyDetals (£ & Vacancies (B

Guidance Notes

Service Vacancy Gukiance

Contact For Vacancies

= L r ]
Immediate Vacancles - e
Warting List - @
Comments far Local Autharity
-

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

Self Update ' Markness /| Markness - Daycare

im Service Dels (£ | v Conzentf@P B Avaiaoiny anc Capaciy £ R Travel  ECosts A Facimies

Guidance Notes

Senvice Guldance

Service Name # | Marknegs - Daycare

Service Typa m | zesslonal Care v

Bénck miodn




Section 3.3 - Costs

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

Self Update /' Markness | Markness - Daycare | Costs |/ New

Guidance Notes

Service Chamgs Detals Guigance

Age Ranga

m | Aget hd
Charge per Haur # | 430
Charge per Seaslon # | 1510
Charge per Day # | 2038
Charge per Week # | 9058
Charge par Tarm # | 1000.23
Ccomments for Local Authanty
-

[ [

select B= when complete.

Select ' and repeat until you have added all relevant Age Ranges and Service Charges
Self Update ' Markness | Markness - Daycars | Costs

™ Sapyice Charges (£} = CoslDetzls

Age Range | Charge per Charge per Charge per Charge per Charge per Pending Delete Clear Changes
* Hour * Sesslon ¥ Day * Week ¥ Term = Change =
Age 1 4.9 151 20.36 ‘3088 100023 Creat= Clear AL ﬂ

D Add Charge Datalls

Select the = ce=io=i=z tab to record any Sibling Discount and select =
Self Update | Markness | Markness - Daycare | Costs

™ Sarvice Charges ) B Cost Detalls (5

Guidance Motes
'COE1 PEr 30€ OF 308 range Per hour, 3y, ESEEIN, 12rm or waek

Sibling Dlscount = Cr )

comments for Local Authorty

I [

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




SECTION 4 - Census Collection

74

Self Update

Select to access the Self Update Provider page.

Providers - Self Update

A d Has Changes [

Provider Name + Census Information Email Changes
> Markness Early Years Census ©

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 Early Years Census

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 m them.

Self Update | Markness | Early Years Census

Guidance Motes

Early Years Census 2012 Detsils

Availability and Opening Times

No. of Funding Weeks *

No. of Weeks Open

Menday opening time

Monday closing time

Tuesday opening time

Tuesday closing time

Wednesday opening time

Wednesday closing time

Thursday opening time

Thursday closing time

Friday opening time

Friday closing time

Saturday opening time

Saturday closing time

Sunday opening time

Sunday closing time

Continuously Open

A

e e e | e e & e @ 6 e @ e e & |w

®

a8

42

08-00

18:00

00-00

18:00

0800

12:00

0700

18:00
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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.

Total Staff Information

Total Number of Staff* # 12
Level 2 Qualification « # 3
Level 2 Qualification - Mon-managerial * # 2
Level 3 Qualification - Managerial * # 1
‘Qualified Teacher Status* # 2
Early Years Professional Status * # 3
Early Years Teacher Status * # 1

Number of Children By Age

Number of 2 year olds # 2
Number of 3 year alds* 7| 2
Number of 4 year olds* # =

‘Comments for Local Authority

Populate the number of Early Years Children Attending and select (e ] 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 @

Providers - Self Update

¥ Has Changes [1

Provider Name # Census Information Email Changes
> Markness Early Years Census (&)

After submission the Census Icon will show &,

Providers - Self Update

¥ Has Changes [1

Provider Name # Census Information Email Changes
> Markness Early Years Census (£

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

Providers - Self Update
Provider Name # Census Information Email Changes

> Markness Early Years Census

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




