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01 I Document Change Control

Date Release ‘ Description ‘
Summer 3.72 Extending 30 Hour Entitlement
2020 In v4 Client 30 Hour Entitlement Check panel, the Eligible

From and To dates has been amended to be editable fields.

This change allows 30 entitlement to be extended according to
agreement made between Provider and Parents.

For more information see Amending Entitlement Date page 65

Apr 2019 | 3.68 The process of merging two children who attend the same Early
Years funded service within the same term has been amended
allowing the two records to merge more effectively.

For more information see Merging People records section in
Managing One in the System Administration v4 site handbook.

The following change has been made to this handbook for the
One Spring 2018 Service Pack 1 release:

The new DfE ECS Endpoint includes qualifiers. A qualifier is an
additional piece of information that is available via ECS when a
check result comes back as Not Found. These qualifiers are
interpreted and displayed on the the EYPP Results Panel.

For more information, see Running a Bulk ECS Check on page
58 and EY Pupil Premium Single ECS Check on page 60.

May 2018 | 3.65 The following changes were made for the One Spring 2018
(3.65) release:

The Not Checked button has been removed from the Early
Years Pupil Premium Bulk ECS Check screen. This is due to a
change in DfE policy that once a child is eligible for EYPP they
remain eligible (whilst they are in receipt of the early years
entitlement) and don'’t need to be rechecked. For more
information, see Running a Bulk ECS Check on page 58.

Local Authorities that record interim hours by funded service can
now break down the interim hours into universal and extended
hours by age group.

For more information, see Updating Interim Hours on page 76.

Managing Early Years Payments Handbook -






Introduction

02 | Introduction

Overview

The government provides funding for all three and four year old children, starting from the
funding period after their third birthday until they start school, to attend an Ofsted registered
early years setting. Some two-year olds are also eligible for funding.

Registered early years settings provide funded services and make claims for payment on behalf
of parents or carers, by submitting headcount information to the Local Authority.

One Early Years enables the Local Authority to manage their early years provision and record
information on young children, including the number of hours they are attending and the number
of hours funded through free entitlement.

Early Years Pupil Premium (EYPP)

The Early Years module enables you to check eligibility on economic grounds for EYPP, for
children in the correct age range, through the government’s Eligibility Checking Service (ECS).
The check can be initiated for a single child or for all children as a bulk check.

For more information, see Early Years Pupil Premium on page 53.

Children who are identified as being eligible for EYPP will have the correct premium rate added
as a Single Funding Formula (SFF) payment, alongside payments to settings for funded hours.

For more information about SFF, see Using Single Funding Formula on page 71.

For authorities who have purchased the Provider Portal Headcount module, the required
information for making an eligibility check via ECS (surname, date of birth, NI or NASS number
of a child’s parent/carers) can be collected by settings as part of a headcount collection task.
Settings can be informed as to which children are eligible for the Early Years Pupil Premium via
the Provider Portal messaging system. As such, settings can plan expenditure to raise
achievement in those children who are identified as being most in need.

More Information: One Early Years Headcount Provider Portal handbook available on the One
Publications website (http://www.onepublications.com).
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Using this Handbook

This handbook is intended for Local Authority staff using One Early Years to manage their early
years provision and to make payments to childcare providers for free entitlement.

More Information: One Early Years Setup handbook, Managing Early Years Providers handbook, One

Early Years Headcount Provider Portal handbook, One Early Years 30 Hour Entitlement Provider Portal
handbook and One Early Years DAF Provider Portal handbook available on My Account and on the One
Publications website.

Permissions

Early Years uses business processes to determine which user groups have access to specific
functionality. User groups are assigned read, read-write, read-write-delete or deny permissions
to each Early Years business processes. Permissions are maintained in the One v4 Client. One
System Administrators should create user groups with the desired level of access to the
following business processes and main business processes.

m Early Years Administration.
m Early Years Finance.

m Early Years Processing.

m Early Years Setup.

Additional Resources:

RG_Permissions User Group Processes and RG_Permissions User Group Permissions available on the
One Publications website (http://www.onepublications.com).

- Managing Early Years Payments Handbook
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03 I Managing Funded Services

Introduction

A funded service is a service provided at an approved setting offering free early years
education. An approved setting can include school nursery classes, state or private nursery
schools, day nurseries, playgroups and pre-schools and childminders who belong to a
registered childminder network.

The Funded Service page is used to view and update details about the service, the children
that are attending and their entitlement to funding.

Universal hours columns are enabled for all children. Extended hours columns are only enabled
for children who are entitled to 30 hours (extended) childcare.

Viewing Funded Services and Children

Select Focus | Early Years | Search for Funded Services.

—1

34 Search (2] Collapse - &5 Clear

{Search for Funded Service

Service Name

Provider Name

Provider Postcode Registered .

Reference Number DCSF URMN
Status o Funded Status Currently Funded -
Service Type . Payment Band
Stretched Offer(s) E‘

Open Open In New Window Mext Previous

Enter search parameters.

A minimum of two characters of Service Name or Provider Name or three characters of
Provider Postcode must be entered. Wildcards of % and - can be used.

Click the Search button to display a list of matching services.

%4 Search |[Z] Collapse -

("Search for Funded Service

'Samica Name LT

Provider Name

Provider Postcode l:l Registered .
Reference Number DCSF URN

Status . Funded Status Currently Fundsd .
Service Type | Payment Band
Stretched Offer(s) EI

=] Open [ Open In New Window 4k Next 4 Previous
Provider Name Provider Address Service Name Service Type Reference Number

Highlight the required record and click the Open In New Window button to display the Funded
Service details page.
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[ Save [C]Data Panels ¥ Alerts (57 Sql Mail Merge [2% UDF Manager (5 Refresh
1. Payment Pericd | EIGHIdRER] 3. Dsily Hours 2 Chidren >
1. Payment Period
Period 201772018 Summer 17 - Periad Start Date. 01/04/2017 -
Period End Date 31082017 S Age Calculation Date 311032017 S
2, Children
Dispay  AN2384yearos - [ Show Rates [J Show Canceled [ Show Apportionments Required | showide Colomms
Previous Unierss Universe Extende: Extender Unive
Age on e 3 Date Of Post Parer Start Ee Stretcned  Po0S perod WS jterm  merm  imerm  kterm (oS AOWSL felal Moy o Houry  SFF :"“"’;y“"“ SFF Pay
31032017 umame CTENEME - Birth Code Decke Date na bate Offer crod Total SR Hours  Hours  Hours  Hours  [IEERS ROWS o Howrs o BASE g Rate  Extendes o Spot Hours
Hours Perod || ) Perod  Week  Perod  Rate Rate I
Hours. Wieek  Perod  Week  Period ek
» 4 01/10/2012 [ owoi/06 ~ - 0 o 15 0 0 0 0 18 o 0 200 0.00 200 000 200 000 0
’ — — 2joef2niz z31cD [ otoiz016 ~ 33/12/2017 = 0 1 15 s w4 o 15 o ) 210 oo 210 oo 210 oo |oso
4 . 27j06f2012  Z31CD [ oyo12016 = 331202017 = 10 140 15 s 7 3 & 18 0 ) 210 0.00 210 000 210 000 s
+ o= - 06/10/2012  Z21AD. [ o401 ~ 33/08/2017 ~ ) [ 15 15 25 0 0 15 [ [ 200 000 200 om0 200 om0 15
3 = 08/042013 72 0BC [ oyoiz01 = - 10 140 0 15 300 5 350 15 20 300 200 0.00 200 000 200 000 15
3 - [= 26/04f2013  B25BA O oyoy017 ~ - 1 18 15 15 285 o 0 18 0 ) 000 200 200 000 0.00 000 18 4
‘ - 09/02/2013 B3 7BC [ 1012007 ~ - 0 o 20 15 0 0 0 15 o 0 200 0.00 200 000 200 000 15
3 - - 11/05/2013 B3 4CD [0 oyoy017 = - 1 18 15 ) 0 ) 0 15 0 ) 000 200 200 000 0.00 000 )
4 . 20/02/2013  B29DA [ owor017 ~ - 0 o 15 [ 0 [ 0 15 o [] 200 000 200 000 200 000 0
3 — — 26/12/2013  p27CC O ovoseor ~ - 1 W 15 o 0 o 0 50 ) 0o 200 200 oo oo om| o
3 - 14/07/2013  Z24DA [ oyo12017 = - 1 18 20 15 300 10 200 18 0 ) 000 2278 278 000 0.00 000 18
- - 8 1545 2 655 2 300 000 3050
« I »
Total Number of Chidren listed ot the Service 11 The Total Number of Chidren currently at the Service 7
[(meacnis | [ ] [ ] [

5. If required, select a different Period on the Payment Period panel.
The Age Calculation Date is used to calculate a child’s age based on their date of birth.

The Children panel displays the children that are in attendance and claiming free entitlement at
the service for this period.

Filters are provided to control the information displayed as follows:
m Click the Display drop-down to select a different age range to display.

m Select the Show Rates check box to display the payment rates (Hourly Base Rate, SFF
(Universal and Extended), Hourly Rate, Extended Hourly Rate and SFF Spot) on the
Children panel as shown in the following graphic:

] Save [1DataPanels ¥ Alerts (' Sql Mail Merge 75 UDF Manager &} Refresh
L. Payment Period | ZACHIdfeR | 3. Daily Hours 2 Chidren E
1. Payment Period
Period 201712018 Summer 17 -~ Period Start Date 010472017 -
Period End Date 310872017 S Age Caloulation Date  31/03/2017 S
2. Chitdren
Display  AI2384yearods - 2 Show Rates [ Show Canceled [] Show Apportionments Required
Universe Univers: Extende Extende:
eon o oot st st coome | Steche  Mem ActalHoury o voury s oo ST Poy ey Py ey e Uiemal o Umesl vl
310032017 Birth Cede Date Offer ; . Universe Rate  Extende: Spot Hours  Hours  Hours  Heurs P
Period  Period  Rate Rate: " W Amount  Entitiement Remaining Hours.
Week  Perod  Week  Period
» 4 01/10/2012 01/01/2016 ¥ - 15 15 200 000 200 0.00 200 0.00 0 0 0 0 0.00 570 2% 0
4 ] = 27j0s/2012 Z310D 01/01/2016 = 31/12/2017 ¥ 15 15 210 000 210 000 210 o0o[ . Joso 7 6 %0 20475 570 250 )
4 27/06/2012  231CD 01/01/2016 ¥ 31/12/2017 ¥ 15 15 210 0.00 210 0.00 210 0.00 5 75 3 45 252.00 570 8250 0
4 - - 06/10/2012  Z21AD 01/042016 * 317082017 ¥ 15 15 200 000 200 000 200 o[ |15 =5 o ) 45000 570 35 )
3 - 08/04/2013 22 0BC. 01/01/2016 ¥ h o 15 200 0.00 200 0.00 200 0.00 15 225 5 75 800.00 570 ns 0
3 = - 2042013 B2SBA 01012017 = - 15 1 000 200 200 000 000 oo . |15 2 o ) 450,00 300 s )
4 09/02/2013 B37BC 01/01/2017 ~ 20 15 200 0.00 200 0.00 200 0.00 15 225 0 0 450.00 570 345 0
3 m_— - 11/05/2013 B3 4CD 010172017 - 15 1 000 200 200 000 000 o000 - Jo ) ) ) 0.00 150 150 )
4 - 20/02/2013 B2 9DA 01/01/2017 = v 15 15 2.00 0.00 200 0.00 200 0.00 0 0 0 0 0.00 570 570 0
3 = —— 2122013 p27CC 01012017 = - 15 15 000 200 200 o000 000 o000 - Jo ) ) ) 0.00 300 266 )
3 14072013 Z24DA 01/01/2017 ~ - 2 15 000 2278 2278 000 000 000 15 25 0 150 512550 570 135 0
- - 000 8050 120750 24 360 753225
“ i v
Total Number of Children listed at the Service 11 The Total Number of Chidren currently at the Service 7
[asacnia | | il [

m Select the Show Cancelled check box to display amendments, as shown in the following
graphic:

2. Children
Display  AI23&4yearolds = [0 Show Rates [l Show Cancelled [ Show Apportionments Required | spovHide Columns
Previous Funded
Ageon poond Stretched Tl sl ol B (S sl Y ) L2y Pay Yearly Hours. Year Appo Other
Surname Forename  Start Period Wesks Hours Hours  Hours Hours  Total / Status
311272013 Offer Total e it Enfflement  Remaining  Start Requ Provider
Date Hours. Perod Week  Perod Week  Perod  Amount
Hours Date
> “ 5 - 03/01/2014 ~ 0 0 15 10 150 10 150 150.00 570 0 01/042013 0
c 3 e =] 01/08/2013 ~ [} 2 2 10 20 10 210 210.00 570 B 01/04/2013 [} canc
10 150 10 150 150.00

m Select the Show Apportionments Required check box to display children requiring
apportionment, as shown in the following graphic.
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% Children
Display  A12,38&4yearods » L[] ShowRates [ Show Cancelled [ Sh Required l:l
twal  Actual  Hourly Extender Unwerse Universe Etende EXISNdSt by yniversal  Unversal  Universal  Extended  Exonded  Exended U1
Ageon Sumame  Forename  urs  Houws Base o Houry  SFT Houry o Pay Py Py RSV gy vy Hours Unpaid Vearly Hours Unpaid Year Apec Otfier
31032017 Unverse  Rate  Extonder oot Hours  Hours  Hours  Hours Start Reau Provider
ok Perod  Rate Rate Amount Eniflement  Remainng  Hours Enflement  Remaining  Hours
Week  Period  Week  Feriod Date
. = - o 210 o0 210 om0 210 ow[ Jos s s s 20475 570 5250 0 =0 210 o o/osj201s 1
4 Ty - o 210 om0 210 000 210 omo[ s L 4 25200 570 8250 [) Ed 210 [) 01/03/2016
0 000 ss0  s260 9 155 48675
< I i ,
Total Number of Chidren listed at the Service 11 The Total Number of Chidren currentl at the Service 7
asacnia | | o | [ comeni | [ ] [ Awporton |

m Click the Show/Hide Columns button and select which columns are displayed as shown in
the following graphic:

I"\. Show/Hide Calumns

B Save

o Select All 5 Deselect All

Column Names

[“]iDate Of Birth

|:| Post Code

|:| Parent Declared

[ start Date

[] End Date

[T stretched Offer

|:| Interim Weeks Period

|:| Univerzal Interim Hours Week
|:| Universal Interim Hours Period
|:| Extended Interim Hours Week
|:| Extended Interim Hours Period
|:| Actual Weeks Period

|:| Actual Hours Week

|:| Actual Hours Period

|:| Hourty Base Rate

[T] SFF Universal

[ SFF Extended

[ Hourly Rate

|:| Extended Hourly Rate

[] SFF Spot

|:| Universal Pay Hours Week
|:| Universal Pay Hours Period
D Extended Pay Hours Week
|:| Extended Pay Hours Period
Pay Total Amount

[] Apportionment Reguired
Universal vearty Entitlement
Universal Hours Remaining
|:| Universal Unpaid Hours
Extended Yearly Entitlement
Extended Hours Remaining
D Extended Unpaid Hours
Funded “ear Start Date

[T] other Providers/Services

[ status

] memo

[[] TvoF Eligible

[ TYOF Effective

|:| TYOF Reference

[] EYPP Funding

Extended Hours Eligible
Eligibility Code

Extended Hours Eligibility Start
Extended Hours Eligibility End
Extended Hours Grace Period End
DAF Approval Date

DAF Eligible

DAF Status

DAF Paid On

Click the Save button to display the Children panel with only the selected columns displayed.
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2. Children

Display  al23&4yearolds - L] Show Rates [ Show Canceled [] Show Apportionments Reguired

Extended
Funded Extended Extended I

Pay  Universal Universal Extended Extended Exter Hours
e Sumame Forename  Tolal  Yearly Hours. Yearly Hours. year el Hours Hours Grace Approval Do DAF Dar
311082017 Start Code Eligibiity Eligibilty Eigiv Status Peid On
Amount  Enttiement Remaining Entitiement Remaining Eligib Period Date
Date Start End o
3 4 = 0.00 570 421.08 570 570 01/09/2017 11223344556 11/09/2017  31/03/2018  30/04/2018 ]
4 - - 0.00 570 570 570 570 oing2017  [X] O
0.00

Interim Hours

If the local authority makes interim payments by children, the Children panel has columns for
Interim Hours as shown in the following graphic:

2, Children

Display  Al238 4yearolds ~ [ Show Rates [J Show Canceled [J Show Apportionments Required | spowiHide Columns

Universe Universe¢ Extender Extendes

Interim N N N Actual  Actual  Actual
Age on N Interim Interim Interim Interim A
Surname Forename Weeks Weeks Hours Hours
032017 Period Hours Hours Hours Hours Periad Week Period
Week Period  Week Period ’
4 ] 15 0 0 o o 15 0 0
4 - - 15 a8 120 4 60 15 o o

If the local authority makes interim payments by funded service, the Interim Hours panel is
displayed showing the total universal and extended hours by age group at the service.

(‘2. Interim Hours
2 years 0 Jyears 0
4 years 0 Over 4 years 0
Total Hours 0 Extended 2 years 0
Extended 3 years 0 Extended 4 years 0
Extended Owver 4 years [ Extended Total Hours

Updating Children Details for a Funded Service

The Funded Service page is used to update details about the service, the children that are
attending and their entitlement to funding.

NOTES: If the child is eligible for extended hours funding during the selected term, the Extended Hours
Eligibility check box is selected (ticked) and the extended hours columns are enabled.

For payment periods starting on or after the 1st January 2018, extended hours cannot be claimed when
the child’s funding start date falls within the grace period. If the child is new to the provider (has no
school history with this provider in the previous period) or has no claim for extended hours in the
previous period, and if they are eligible at the start of the period, and if the grace period starts in the
term, extended hours can be entered but a warning message is displayed.

2. Children

Display 123 84yearoiss - [1 Show Rates [ Show Canceled [ Show Apportionments Requred | spowrmie Commna

Actusl  Actual  Acal  Hourly Extende: poveISE UNerse Blender BENSE oo Universal  Universsl  Exended  Exended  onoot Extended p, Extended
Ageon ; seF Hourly  SFF Pay Py Pay Year Aopo Eigioity Hours
Sumame  Forsname  Wieeks Hours Hours Base Hourly Totsl  Yearly Hours Yearly Hours Hours
211032017 i Unverss  Rate  Extender Hows Hours Hours  Hours Start Requ Code gty
Period  Week  Perod  Rate Rate . Amount Enttement  Remanng  Enement  Remaning Eigiole
Week  Perod  Wesk  Period Date
, 3 aat s 20 0w 20 o w0 o 20000 570 20 w0 P poy— v
4 Dot Ddt TR TS} 200 000 200 om0 20010 100 0 ) 200.00 570 an 570 570 otfosf2017
3 Mmi Mm1 14 1071 150 200 000 200 0.00 200 1071 150 ) 0 300.00 570 320 570 570 01/04/2017
2 == Charles. “ooem 200 000 200 om0 z00m 10 0 ) 2000 570 s30 570 570 otfos/an17
42 410 sa2 4w 0 0 820,00
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Selecting a Funded Service
1. Select Focus | Early Years | Search for Funded Services.

34 Search [E] Collapse ~ &) Clear

( Search for Funded Service

[ service Name

Provider Mame

Provider Postcode Registered .
Reference Number DCSF URN
Status o Funded Status Currently Funded -
Service Type . PaymentBand
Stretched Offer(s)

Open [ Open In New Window b Next 4 Previous

2. Enter search parameters.

A minimum of two characters of Service Name or Provider Name or three characters of
Provider Postcode must be entered. Wildcards of % and - can be used.

3. Click the Search button to display a list of matching services.

ﬁ
34 Search |[B] Collapse ~
( Search for Funded Service 0
(" Service Name %
Provider Name
Provider Posteode l:l Registered .
Reference Number DCSF URN
Status - Funded Status Currently Funded -
Service Type - Payment Band
Stretched Offer(s)
Open Open In New Window 1} Next Previous
Provider Name: Provider Address Service Name Service Type Reference Number
I IS DEENT NN ENENEN DNEEN NN ENN NN EENEN BN B IENEE NN I B DR SN B SN ——
= L SRS S N E B - n - " mm
- - .. ] L8] = " mm =
u W mem . - " -

4. Highlight the required record and click the Open In New Window button to display the Funded
Service details page.

[ save [C]Data Panels ¥ Alerts " Sql Mail Merge 25 UDF Manager ¢ Refresh
1. Payment Period | EIGHEReR | 3. Daily Hours 2_Chidren -7
1. Payment Period
Period 201772018 AUt 1T . Periog Start Date 010912017 -
Period End Date 311212017 S Age Calculation Date  31/08/2017 S
2. Chitdren
Dispiay  AI238& 4yearolds + [] Show Rates [] Show Canceled [] Show Apportionments Required [ spowshide Comns
Previous FroRUS pygry | Mverse umerse Bxtendes EXIends oo acqal  Acual o paverse Bxende BXendet oo yiiersal  Unversal  Edended  Edtended L
Ageon Date OF Post Parer Start Period nterim  Interim  Interim i y e
Sumame Forename erio e Wesks Hours  Hours To ty Hours early Hours
311082017 Birth Code Deck Date Toee Total e Howrs  Hours Hours Hours oS MOUS BOMS  hours  hours  Hows Hours e e RS e | P st
Hours Week  Period  Week  Period Week  Period  Week  Perid J 9 o
» 2 Barbara 08f11/2014  G10CC [ ote4z017 ~ 0 w14 15 20 s 20 0 0 0 1¢ 20 14 210 840.00 570 260 570 360 o1
2 i Carios 05/12/2014  C138C [ o1josyz017 + 0 100 14 15 210 15 20 o ) ) 1® 210 18 210 840.00 570 260 570 360 o
3 : Creryl 05/10/2013  D16AA 01/04/2017 ~ 18 2 1 15 210 s 20 18 S ;@ w7 1 18 210 72000 570 220 <70 280 01
3 o Edward 24112013 D148 01/04/2017 ¥ 0 1w 14 071 14994 0 o 15 0 150 10 150 (] 20000 570 210 570 570 o
3 3 Edward 22/11/2013  D148B 01/04/2017 ~ 0 100 14 357 4398 0 0 15 333 50 333 50 0 0 100.00 570 270 570 570 01
. e Jmmy 1052013 B34BA 01/04/2017 ~ © 100 1a o [} 1080 147 0 o [} 3 0 o [} 0.00 570 570 570 570 o
2 Donald 20/04/2015  C18C8 01/03/2017 ~ 0 [ 14 o7t sst 0 [ 0 0 [] 071 1085 0 [] 2130 570 559.35 570 570 01
“ "' Jonathan 11/07/2013  B38CD 01/09/2017 ~ 0 o 14 o o 0 o o o o o o o o 0.00 570 570 570 570 01
4 Jonatnan 11/07/2013 B3 3CD 01/08/2017 ¥ 0 0 18 0 0 0 0 0 0 0 0 o 0 0 0.00 570 <70 <70 <70 01
- 5000  830.85 5650 77T 4133 802 5275 78065 43 630 282130
< i »
Total Number of Chidren listed at the Service 8 The Total Number of Chidren currently at the Service §
[ | [Cemmmrs ] [_comone ] [ oo ] [

5. If required, select a different Period on the Payment Period panel.
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Updating the Hourly Base Rate

The hourly base rate can be updated manually for each child on the Funded Service page.

NOTES: Base rates can also be updated using the Payment Parameters screen. To avoid overwriting
the values imported via Provider Portal Headcount, payment parameters must be updated before
importing any related headcount tasks.

If the child is eligible for extended hours funding during the selected term, the Extended Hours
Eligibility check box is selected (ticked) and the extended hours columns are enabled.

More Information: One Early Years Setup handbook, and One Early Years Headcount Provider Portal
handbook available on the One Publications website.

The Hourly Base Rate is used to calculate the Hourly Rate and Extended Hourly Rate paid to
service providers.

The Hourly Rate is calculated as the sum of Hourly Base Rate and SFF Universal.
The Extended Hourly Rate is calculated as the sum of Hourly Base Rate and SFF Extended.

More Information:
Using Single Funding Formula on page 11.

1. Select the required funded service.
For more information, see Selecting a Funded Service on page 9.

2. Select the Show Rates check box to display the Hourly Base Rate, SFF Universal, Hourly
Rate, SFF Extended and SFF Spot columns.

2. Children
Display  Al23&4yearolds ~ [ Show Rates [ Show Cancelled [ Show Apportionments Required | show/Hide Columns
Universe Universz Extende: Extendes
parasion Surname Forenams :c':f?::; gg::}‘ TR Lry || 57 Eltt:rr;e' T Pay Pay Pay oy ?Uﬂtal
3082017 . Universe Rate Extende: Spot Hours Hours Hours Hours
Period Rate Rate N N N N Amount
Week Peried  Week Period
» 3 Aal Aai 15 200 2.00 200 ooo| . ] 150 0 0 300.00
4 pdt Dd1 10 200 2.00 200 ooof . |10 100 0 0 200.00
3 Mm1 M 14 2.00 2.00 zoo  ooo| . e 1so o 0 300.00
2 o Charles 14 2.00 2.00 2.00 0.00 07 10 o o 20.00
0.00 31.42 40 o o 820.00

3. Select the required Hourly Base Rate, enter a new value and tab to the next field, as shown in
the following graphic:

2. Children
Display ~ All2,3 & 4yearolds ~ bl Show Rates [ Show Cancelled [ Show Apportionments Required | showiHide Columns
Universe Universe Extende: Extende:
focion Surname Forename f_ﬁ::; g:;;ﬁ‘ S0 TG || 57 Ei?:rrlly‘rja 57 5 Ly Ly Ly 'Pl'cﬂlts;l
3082017 e Universe Rate Extende: Spot Hours Hours Hours Hours
Period Rate Rate s N . N Amount
Week Period Week Period
» 3 sal Aal 15 3.00 3.00 3.00 oo .. ] 150 0 0 450.00
4 Dd1 Dd1 10 2.00 2.00 2.00 0.00( .. |10 100 0 0 200.00
3 Mm1 Mm1 14 2.00 2.00 200 000 .. [1071 150 0 0 300.00
2 " Charies 14 2.00 2.00 200 000 .. |07 10 0 0 20.00
0.00 3142 410 0 0 970.00

The Hourly Rate is calculated as the sum of Hourly Base Rate and SFF Universal.
The Extended Hourly Rate is calculated as the sum of Hourly Base Rate and SFF Extended.

The Pay Total Amount is calculated using the new Hourly Rate and Extended Hourly Rate,
respecting the payment limits.

4. Click the Save button.
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Using Single Funding Formula

The Early Years Single Funding Formula (EYSFF) is set for each registered provider based on
the services that they provide and the costs involved in providing free entitlement. If required, it
can be set differently for individual children. It is added to the Hourly Base Rate to determine
the provider's Hourly Rate for providing early years education.

A Single Funding Formula code is defined to apply to universal hours, extended hours or both.

More Information: for more information about defining Single Funding Formula, see the One Early
Years Setup handbook on the One Publications website.

NOTE: Children who are identified as being eligible for EYPP, with a funding basis other than LAC, for
the selected payment period, will automatically have the correct premium rate added as a Single Funding
Formula (SFF) payment when the payment is generated. Once the payment is generated, children
eligible for EYPP in that term will have the additional EYPP supplement added to their SFF column and
to the overall hourly rate. For more information, see Early Years Pupil Premium (EYPP) Payments on
page 23.

Select the required funded service. For more information, see Selecting a Funded Service on
page 9.

Select the Show Rates check box to display the Hourly Base Rate, SFF Universal, Hourly
Rate, SFF Extended and SFF Spot columns.

2. Children
Display ~ All2,3 & 4yearolds ~ bl Show Rates [ Show Cancelled [ Show Apportionments Required | showiHide Columns
Universe Universe Extender Extende:
goeion Surname Forename f_ﬁ::; g:;;ﬁ‘ SHF Aoy A Ei?:rrlls‘rja TRE ) £ £ £ 'Pl'cﬂlts;l
JazmT o Universe Rate Extende: Spot Hours Hours Hours Hours
Period Rate Rate Amount

Week Period  Week Period

4 3 Aal Aal 15 3.00 3.00 3.00 0.00 - 10 150 0 0 450.00
4 Dd1 Dd1 10 2.00 2.00 2.00 0.00 - 10 100 o o 200.00

3 Mm1 Mm1 14 Z.00 Z.00 Z.00 0.00 - 1071 150 0 0 300.00

prd e Charles 14 2.00 2.00 2.00 0.00 - 071 10 o o 20.00

0.00 31.42 410 0 0 970.00

Click the chooser button adjacent to the required SFF to display the Single Funding Formula
Chooser.

% | Single Funding Formula Chooser L@é]

€ oK

34 Search [2] Collapse ~

Single Funding Formula Search

Formula Code

Description

Pupil Premium b4
Funding Basis

o Select

Formula Code  Description Start Date  End Date Funding Amount Active SFF Universal SFF Extended

1M EYTest! 061172011 200 Yes Yes

EB Eco both reasons 01/01/2013 045 Yes Yes Yes

EE Eco eligble reasons 04/06/2014 028 “es Yes Yes

EQ Eco other reasons 01/01/2016 025 Yes es Yes

EU Eco unknown basis 11/06/2014 021 Yes ves

EYPP Early vears Pupil Premium  01/04/2015 0.53 Yes es

= = 01/01/2010 2000 Yes Yes

Formula Code Description Start Date End Date FundingAmount Active SFF Universal SFF Extended Remove

If required, enter search criteria and click the Search button to display matching formulas.

Highlight the required formula and click the Select button.
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6. Click the OK button to display the SFF on the Children panel.

2. Children
Display  al23& 4yearolds - [l Show Rates [ Show Cancelled [ Show Apportionments Required
faaeion Surname Forename x::::; g::l'eh’ SFF TG || €77 :?i);tfrrrl).‘je'l £iF g::EFSE g::EFSE E};;fenda E’;‘;ﬂﬂdﬁ '?:t‘,:;l
JtoazoT Period Rate Universe Rate Extende: Rate Spot Hours HDL!I'S Hours HDL!I'S o
Week Period  Week Period
3 3 Aal Aal 15 3.00 5.00 0.25 - 3.25 150 0 0 750.00
4 Dd1 Dd1 10 2.00 2.00 0.00 - 2.00 100 o o 200.00
3 Mm1 Mm1 14 2.00 2.00 0.00 2.00 150 0 0 300.00
2 o Charles 14 2.00 2.00 0.00 - 2.00 10 o o 20.00
410 0 0 1270.00

Making Spot Payments

Spot Payments are one-off payments made to a funded service using a Spot Code. Spot Codes
are stored on lookup table (ID: 1162).

NOTE: Only one spot payment can be made per child per payment period.

1. Select the required funded service. For more information, see Selecting a Funded Service on
page 9.

2. Click the chooser button adjacent to the required SFF Spot to display the Spot Payment
Chooser.

—_— —_—
.| Spot Payments Chooser

& OK

34 Search [E] Collapse -

Spot Payment Search
Spot Code

SpotDescription

o Select

Spot Code  Spot Description  Active
_LK 1162 - TABLE_ID ‘“es

3. If required, enter a partial Spot Code or Spot Description and click the Search button to
display matching codes.

4. Highlight the required formula and click the Select button to display the code in the bottom
panel.
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S C"""Si’._-E‘EIg

oK

54 Search [2] Collapse -

en
Spot Code
Spot Description
o Select
Spot Code  Spot Description  Active
-_u T Yes
LK 1162-TABLE_ID Yes
"l
Spot Spot - ¢ Remove
l| Code Description At GEDD

g 1162 - TABLE_ID s es

Enter the Spot Amount and click the OK button to display the SFF Spot amount on the
Children panel.

Pay Total Amount is updated to (Hourly Rate x Universal Pay Hours Period) + (Extended
Hourly Rate x Extended Pay Hours Period) + SFF Spot.

; 2. Children
Display  Al2,3 & 4yearolds + [ Show Rates [ Show Cancelled [J Show Apportionments Required | showiHide Columns
Universz Universz Extende: Extende:
Age on Acual | Hourly | Hourly  SFF Extender opp Pay Pay Pay Pay Ly
Surname Forename Weeks Base . Hourly Total
NS0T Period Rate Universe Rate Extendet Rate Spot Hours Hours Hours. Hours e
Week Period  Week Period
» 3 Aal Aal 15 3.00 5.00 325 200 [ 10 150 0 0 752.00
4 Dd1 Ddi 10 2.00 2.00 200 oo0of .. |10 100 0 0 200.00
3 Mm1 Mm1 14 2.00 2.00 200 000( .. [1071 150 O 0 300.00
2 L Charles 14 200 200 200 000 .. [o71 10 0 0 20.00
0.00 3142 410 0 0 1270.00

Click the Save button.

Adding Children to a Funded Service

Select the required funded service. For more information, see Selecting a Funded Service on
page 9.

Click the Add Child button to display the Child Enquiry screen.

T ———————————=—EL

& Apply
A Search [Z] Collapse -
{"Child Enquiry &l
["Search Etigible 2 Include Underage
EYChildren
Name
| | ‘Sounds Like Search X Include Name History X
Gender Not Specified o Date of Birth -
Person ID Active
Posteode
f Registered Base Q %
NCY Unique Pupil Number
| © select All () Select $€ Clear All [B) New
(Providers ™
Mm
Remove
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2. If required, enter information into search fields.
3. Click the Search button to display matching child records.

& Apply

34 Search @Expand -
(& Select All £ Select $€ Clear All [ New

Famity Name Given Name Chosen Family Name Chosen Given Name Given Name 2 Gender Date of Birth Postcode Perzon ID
@ oa—a] - = | Female ]
I:‘ - L ] ™ = Female » =
O n Wale -
[ e — — Wale . 5 o o o e

4. Select the check box against one or more children, or click the Select All button.
5. Click the Select button to display the selected children in the Selected Children panel.

& Apply
54 Search [ Expand -
€ Select All €3 Select $€ Clear All [7] New

Family Name Given Name Chosen Family Name Chosen Given Name Given Name 2 Gender Date of Birth Pos
| = o [ ] n =
D . e - e ] (s L 1]
D . m n q
D — — n n n - i
4 1 | 3

Person ID  Provide... ‘“Year Paymen... Locality Area

( Selected Children ;

Family ... GivenN.. Chosen.. Chosen.. GivenN.. Gender Date of ... Postcode Person 1D %REFHOVE

6. Click the Apply button to add the selected children to the Children panel on the Funded
Service page.

Children are added with a Start Date equal to the Period Start Date.

_ Managing Early Years Payments Handbook



Managing Funded Services

[ save []Data Panels % Alerts _ﬁ Sql Mail Merge 729 UDF Manager 43 Refresh
1. Payment Period |-| 3. Daily Hours 2. Children - ;,7
(1. Payment Period ;-
Period 2010/2011 Summer Term » Period Start Date 01/04/2009
Period End Date 31/08/2009
Age Calculation Date 31/03/2009
(2. Children R
Display  a) » [0 show Rates [J Show Cancelled [ Show Apportionments Required | spow/Hide Columns
Previous Reeviow:
Ageon Surname Forename Date Of Post Parer Start End Date Stretched Period Period
31/03/2009 Birth Code Decle Date Offer Hours Total
Hours
. . 0 osovaon - - o
1 - - o om ] o1/o4f2008 ~ - 0 [ 3

Recording an End Date for a Child

Select the required funded service. For more information, see Selecting

a Funded Service on

page 9.
Select an End Date for the required child.
Click the Save button.

Y] Save []DataPanels ¥ Alerts &7 Sql Mail Merge [ UDF Manager 5 Refresh
1, Payment Period ‘-| 3. Daily Hours 2. Children - 5,7
(1. Payment Period n
Period 2013/2014 Spring Term - Period Start Date 01/01/2014 -
Period End Date 31/03/2014 - "
Age Calculation Date  31/12/2012 -
(2. Children ™
Display  AI2,384yearolds » L[] Show Rates [] Show Cancelled [] Show Required
> Previous > =
Previous 5 Interim Interim  Interim  Actual  Ac
317192'7;;13 Surname Forename gale Gt ot o B2 End Date SR Period Reri Weeks Hours  Hours  Weeks Ho
th Code Deck Date offer Hours  1°  period  Week  Period  Period W
Hours
3 e [ o01/2014 = 30/05/2014 = 0 0 12 0 0 12 0
» 3 _— — = [ oo1/2014 ~ | o o 12 o o 12 0
4 = [0 oo12014 = - 0 0 12 0 0 12 0
2 -} — m—— [ owo1/2014 = A 0 0 12 0 0 12 0
3 TE A " [ oto1/2014 = - 0 0 12 0 0 12 0
2 s [ p o [0 oyo1/2014 = - 0 0 2] 0 0 12 ]
NOTE: When recording an end date for a child at the funded service, the date must fall in the current
period.

Creating a New Child Record

Select the required funded service. For more information, see Selecting a Funded Service on

page 9.
Click the Add Child button to display the Child Enquiry screen.

If required, enter information into search fields.

1.
2.
3. Click the Search button to display matching child records.

Managing Early Years Payments Handbook




Managing Funded Services

© Apply

34 Search [2] Bxpand ~
(€2 Select All €2 Select $€ Clear All D MNew

Family Name Given Name Chosen Family Name Chosen Given Name Given Name 2 Gender Date of Birth Postcode Perzon ID
B o -— Female
D ] I u mm Female
D Male _
I:‘ m I u Male Lo mmEs AT

4. Click the New button to display the Student Details page.

% Student Details 1 — | — — == ﬂ

| [Bl New []Data Panels Ty Data Conflicts {8 ContactPoint Retrieve

_| 01. Student's Details - ;/7

01. Student's Details ‘

’Family Mame ' |

Given Mame Gender Not Specified

5. Enter the Family Name, Given Name and Date of Birth of the child and select the Gender.
6. Click the Continue button.

7. Enter the remaining details for the new child.

2= Student Details [] : (e 0 |
[ save [B Mew {»Memo [[|Data Panels ¥ Alerts ﬂ Sl Mail Merge 753 UDF Manager Data Conflicts i) ContactPoint Retrieve
e _| (1a. National Hea... | 02. School History | 03. Address Details | 04, Addressee | 01. Student identifier ~ y7
(01, Student Identifiers h -
'.FﬁITIIW Mame ::; | =
Given Name Olive

Given Name 2

Chosen Family Mame @

Chosen Given Name  Qlive Gender Female - fl
Date of Birth 2000312017 - Guessed DOB |
Current Age 10 Person 1D
Unique Pupil Number Local UPM
Left England
Long Forename -
-
Long Surname -

8. Click the Save button.

Updating Interim Hours

Interim Hours are submitted to the Local Authority by the Early Years provider based on their
estimated headcount. This enables the Local Authority to make interim payments to the
provider.

Interim payments are either based on age groups at the funded service or for individual
children’s estimated hours. This is determined when the payment period is defined.
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More Information:
For information regarding defining Payment Periods, refer to the One Early Years Setup handbook
available on the One Publications website.

Updating Interim Hours per Age Group at a Funded Service

Select the required funded service. For more information, see Selecting a Funded Service on
page 9.

If the Local Authority makes the interim payment based on estimated hours per funded service,
the Interim Hours panel is displayed on the Funded Service page.

"’5. Interim Hours

2 years 0 3 years 0
4 years 0 Over 4 years 0
Total Hours 0 Extended 2 years 0
Extended 3 years 0 Extended 4 years 0

Extended Over 4 years Extended Total Hours

Enter the interim (estimated) hours for each age group at this funded service.

NOTE: The interim hours for each age group can be broken down into universal and extended hours.
Any field without “Extended” in its name, refers to universal hours.

Click the Save button.

Updating Interim Hours per Child

If the Local Authority makes interim payments based on children, Interim columns are displayed
on the Children panel.

When providers submit a Forecast task using the Headcount portal, the claimed hours are
displayed as interim hours on the Children panel.

If the child is eligible for extended hours funding, the Extended Hours Eligibility check box is
selected (ticked) and the Extended Interim Hours columns are enabled.

Payment limits (caps) are applied to the universal and extended hours.

More Information:

For more information regarding payment limits, refer to the Early Years Setup handbook.

For more information regarding the Headcount portal, refer to the One Early Years Headcount Provider
Portal handbook

Both handbooks are available on the One Publications website

Select the required funded service. For more information, see Selecting a Funded Service on
page 9.

If the Local Authority makes interim payments based on children, Interim columns are displayed
on the Children panel.

Interim Weeks Period is automatically calculated using Period Start Date and Period End
Date.

2. Children
Display  All2,3&4yearolis » L[] Show Rates [] Show Cancelled [] Show Apportionments Required
A0 i rowame  em M W e mem (S0 S SRS o gy g S e

3MM22017 Period Hours Hou_rs Hours Huu_rs Period Week Period Rate Universe Rate Extende: Rate Spot Hours Huu_rs Hours
Week Period  Week Period Week Period  Week

4 4 12 0 (] 0 0 12 0 0 200 2.00 0.00 200 0.00 - 0 0 (]

3 4 === | ala 12 0 _D 0 12 0 0 2.00 200 0.00 2.00 ool . |o 0 0

4 I 12 0 o 0 0 12 0 0 200 200 0.00 200 DBDD 0 o

4 Fai - 12 0 o o 0 12 0 0 2.00 2.00 0.00 2.00 0.00 - o 0 o

4 I 12 o o 0 o 12 0 o 200 2.00 0.00 200 0.00 _ 0 o o

3 =] S— 12 0 o 0 0 12 ] 0 200 200 0.00 2.00 D 0 (]

0 0 0 0 0 0 0 0 0
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Enter the Universal Interim Hours Week for each child.

Tab across to automatically update Universal Interim Hours Period.

NOTES: As you update the figures, the payment limits (caps) are applied automatically. If the child is
eligible for extended childcare and the payment limits are exceeded, the Extended Interim Hours Week
and Extended Interim Hours Period are updated with the remaining hours.

Payment limits are applied to both universal and extended hours.

Hours that are capped are displayed in green.

If required, enter Extended Interim Hours Week.

Tab across to automatically update Extended Interim Hours Period.

G. Children
Display AI23&4yearokds - [J Show Rates [ Show Cancelled [] Show Apportionments Required
[Ty Uni\rfarsf Uni\rfarsf Exta.ndaw Exta.ndaw Exiendal Exter| Extended Extended
Age on Surname Forename Weeks Interim  Interim  Interim  Interim  Hourly Hourly SFF Status Hour: Eligibility Hours Hours Extended Hours
InzeoT Period ‘H'uurs Huu_rs H'uurs Huu_rs Rate Rate Spot Eligib Code Eligibility Eligibility Grace Period End

Week Period  Week Period Start End

4 = 12 1z 144 0 0 z.00 z.00 0.00 - 31234568521

3 4 - — 12 12 m 3 38 200 200 ooof .| 85545485121 01/01/2017  31/03/2017  31/03/2018

4 = 12 0 0 0 0 200 200 0.00 - 23154215456

4 =u - 12 o o o o 2.00 2.00 0.00 - E 21456164656

4 12 0 0 0 0 200 200 000 .. |

3 - —— 12 o o o o 2.00 2.00 0.00 - E 87878979854
24 288 3 36 0.00

Click the Save button.

Updating Actual Hours

Actual Hours are the hours that are submitted to the Local Authority by the Early Years provider
based on their actual headcount.

When providers submit an Actual task using the Headcount Provider portal, the claimed hours
are displayed as actual hours on the Children panel.

If the child is eligible for extended hours funding, the Extended Hours Eligibility check box is
selected (ticked) and the Extended Pay Hours columns are enabled.

Payment limits (caps) are applied to the universal and extended hours.

More Information:
For more information regarding payment limits, refer to the Early Years Setup handbook available on the
One Publications website.

Select the required funded service. For more information, see Selecting a Funded Service on
page 9.

Select the required Period on the Payment Period panel.

[ save [C]DataPanels ¥ Alerts BT Sql Mail Merge 725 UDF Manager 4 Refresh
1. Payment Period | ENGHIGIER] | 3. Daily Hours 2. Chidren .
(1. Payment Period P
Period 201742018 Spring 17 - Period Start Date 01/01/2018 -
Period End Date 31032018 - Age Calculation Date  31/12/2017 -
(2. Children
Display 42384 yearolds - [ Show Rates [ Show Canceled [] Show Apportionments Required | spow/Hide Columns
. Universe Universc Extender Extende: Universe Universe Extender E
Age on hlerim | om | Werin | intsrim | interim | c0al | Actual | Actual | Houdy | o Hourly ~ SFF Extender o Pay Pay Pay P
Surname Forename Weeks Weeks Hours  Hours  Base Hourly
311272017 Pepd  Mours  Hours  Hours  Hours R DR DOUR 2 Universe Rate  Extende: pate. SPOL Hours  Hours  Hours H
Week  Perid Week  Period ! Wesk  Period  Wesk P
4 12 0 0 0 0 12 0 0 2.00 2.00 200 000 0 0 0 0
4 ] o 12 0 0 0 0 12 0 0 2.00 2.00 200  0.00 0 0 0 0
4 = 12 0 0 0 0 12 0 0 2.00 2.00 200 000 0 0 0 0
4 - ] 12 0 0 0 0 12 0 0 2.00 200 200  0.00 0 0 0 0
4 - 12 0 0 0 0 12 0 0 2.00 2.00 200 000 0 0 0 0
3 ——— - — 12 0 o 0 ] 12 ] 0 2.00 200 200  0.00 ] 0 ] 0
» - 0 0 0 0 0 0.00 0 0 0 e
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1. Enter Actual Hours Week for each child.

2. Tab across to automatically update Actual Hours Period, Universal Pay Hours Week,
Universal Pay Hours Period and Pay Total Amount.

NOTES: As you update the figures, the payment limits (caps) are applied automatically. If the child is
eligible for extended childcare and the payment limits are exceeded, the Extended Pay Hours Week
and Extended Pay Hours Period are updated with the remaining hours.

Payment limits are applied to both universal and extended hours. Hours that are capped are displayed in
green.

e.g. in the following graphic, the payment limits of 14 hours per week for all age groups are applied to
both universal and extended hours.

2. Children
Display  AI2384yearoids + [ ShowRates [ Show Canceled [ Show Apportionments Required
pr— Actual  Actual  Actual E;;’er“ g:;“m E’:‘;”“' E’;‘;me' Pay Universal Universal Extended Extended T E’;‘:r"sm E’;‘ﬁ":e
swagoty ST S L e Pes Mows s Hows Hews R RER SO ewent | Remmnng  Egh % Eigbiy  Eighity
Wesk  Period Week Period Start End
2 Bartara 15 20 00 14 20 0 0 420.00 570 260 570 570 X seseztazezt
2 = Carlos 10 10 100 10 100 0 0 20000 570 370 s70 =70 [X] zssessasess
3 Cheryl 15 20 00 14 20 8 %0 £00.00 570 280 570 430 21s4s1S4ES2  01/09/2017 301220
3 = Edward 15 10 50 10 150 0 0 300.00 570 1o 570 570 X
3 Edward 15 30 450 14 20 0 0 420.00 570 110 =70 =70 Xl
+ = Jimmy ) ) 0 ) ) 0 ) 0.00 570 s70 570 570
2 Donakd 0 o 0 071 1085 0 0 2130 570 55835 570 570 45645454874
» 4 ] Jonathan 15 w0 210 14 210 240.00 570 260 570 #0 2351215155 01/09/2007 301220
s Jonathan 0 o 0 0 o 0 0 0.00 570 260 570 380 23151218188 01/09/2017 301220
120 4750 7671 110065 20 300 260130

3. Click the Save button.

Managing Stretched Funding

Stretched Funding enables parents and carers to access free early years education in a more
flexible way by having the same number of hours across more weeks of the year.

To support this, the following fields are provided on the Children panel:

/E. Children
Display  AI23&4yearods -~ [ ShowRates [ Show Cancelled [ Show Apportionments Required [ 5howiHide Columns
Uciverss gl nivers2 g xieadel pExicade| Pay Universal Universal Universal Extended Extended Extended ured
Age on Stretched Pay Pay Pay Pay Year
Surname Forename Total Vearly Hours Unpaid Yearly Hours Unpaid Status
3nzezoT Offer Hours Hours Hours Hours Start
N . N . Amount  Entitlement Remaining Hours. Entitlement Remaining Hours
Week Period  Week Period Date
4 12 144 0 0 288.00 570 20 0 570 420 0 01f042017
4 = | =8 o o o o 0.00 570 430 o 570 570 o 01f09/2017
4 - 0 0 0 0 0.00 200 -25 0 200 200 0 01f04/2017
4 [ - o 0 o 0 0.00 570 345 0 570 420 o 01f04f2017
4 o o o o 0.00 570 570 o 570 570 ] 01f04/2017
3 [ " o 0 o 0 0.00 570 570 0 570 570 o 01092017
12 144 0 o 288.00

Stretched Offer
This drop-down enables you to select a stretched offer from the lookup (table ID 1178).

Funded Year Start Date

The start date of the child’s personal funding entitlement each year. It is aligned to the DfE
eligibility dates of 1 January, 1 April or 1 September and is only displayed for children whose
funding year starts on or after 01/09/2012. It is automatically calculated based on their Date of
Birth and the Payment Period dates. A child’s funding year begins in the first payment period
that the child becomes eligible for funding and is reset at the start of each following 12 month
period.

If the child is not eligible for funding for the selected Payment Period, this field is blank.

Universal Yearly Entitlement
The total number of universal hours of annual funding entitlement for the child.
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Universal Hours Remaining

This field is read-only and displays the number of universal funded hours that a child has
remaining in their funding year. This field is displayed as NE (Not Eligible) if the child is not
eligible for funding in the selected Payment Period.

Universal Unpaid Hours

This field is read-only and displays the difference between the number of universal hours being
claimed and the number being funded.

Extended Yearly Entitlement

Extended Yearly Entitlement is automatically set to the same value as Universal Yearly
Entitlement for all children regardless of whether or not they are entitled to extended childcare.
Extended Hours Remaining

This field is read-only and displays the number of extended hours that a child has remaining in
their funding year. It is displayed for all children regardless of whether or not they are entitled to
extended childcare.

Extended Unpaid Hours

This field is read-only and displays the difference between the number of hours of extended
childcare being claimed and the number being funded.

Updating Universal Yearly Entitlement
The annual funding entitlement for a child is currently 570 hours.

It can be changed to another value between 0 and 9999. If it is changed, the new value applies
to every funding period within the child’s funded year.

(2. Children

Display  al23&4yearods » [ Show Rates [ Show Canceled [ Show Apportionments Required [ ghowiHide Columns

Universz Universz Extende: Extende: Funded
Stretched Pa Pa Pa Pa Pay Universal Universal Universal Extended Extended Extended -

1y y 1y Yy
Offer ) o o T Total “Yearly Hours Unpaid “Yearly Hours Unpaid Status

a

s s n = n Start

Week Feriod  Week Feriod Amount  Entitlement Remaining Hours Entitlement Remaining Hours Date
2 144

Age on
31H22017
570 420 0
570 570 0 01/09/2017
200 200 0 01/04/2017
570 420 0 01/04/2017
570 570 0 01/04/2017
570 570 0 01/09/2017

288.00 570 201
0.00 570 430
0.00 200 -25
0.00 570 345
0.00 570 570
0.00 570 570

288.00

01/04/2017

R A N
o e oo o oo
o oo oo o

(]
o
(]
o
(]
o
0

r
22 e e e e

0
0
0
0
0
1

2 44

Enter a new Universal Yearly Entitlement on the Children panel to automatically update
Universal Hours Remaining when you click out of the field.

Click the Save button.

If the child attends more than one funded service in the same funding period and Funded Year
Start Date, the Universal Yearly Entitlement and Universal Hours Remaining are updated
for all funded services that they attend.

NOTE: Yearly entitlement (yearly caps) can be amended in bulk across one or more funded service and
by age group. This is managed using Early Years | Setup | Yearly Caps.

More Information:
For more information regarding Managing Yearly Caps, refer to the Early Years Setup handbook
available on the One Publications website.
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Updating Extended Yearly Entitlement
Extended Yearly Entitlement is automatically set to the same value as Universal Yearly
Entitlement.

It can be changed to another value between 0 and 9999. If it is changed, the new value applies
to every funding period within the child’s funded year.

2. Children
Displey  AN2,38 4yearods ~ [ Show Rates [ Show Cancelled [ Show sipportionments Required | sowitide Columns
age on stetched s:"'er“ s:"'“i E‘:‘E"“E‘ E‘:‘E"“E‘ Pay Universal Universal Universal Extended Extended Extended i”E:':Ed
g Surname Forename ¥ ¥ Y Y Total  Yearly Hours Unpaid Yearly Hours Unpaid Status
31032017 Offer Hours  Hours  Hours  Hours ) 2 d Start
" ! Amount Enttlement  Remaning  Howrs Enflement  Remaining  Hours

Week  Period Week  Period Date
4 . 15 s 10 150 75000 570 345 0 570 az 0 1042017
4 — - 0 0 0 0 0.00 570 570 0 570 570 0 tjo/2017
4 - 0 0 0 0 0.00 570 570 0 570 570 0 01/01/2017
1 — - 15 s s 25 90000 570 8250 0 570 198 ) 110872016
4 - 0 0 0 0 0.00 570 345 0 570 570 0 1j01/2017
3 — - 0 0 0 0 0.00 570 15 ) 570 441 0 01/09/2016
3 -en 0 0 0 0 000 570 115 0 570 a1 0 11/09/2016
» 4 — —— 15 225 0 0 450.00 300 75 0 100 o~ [ 01/04/2017

Enter a new Extended Yearly Entitlement on the Children panel to automatically update
Extended Hours Remaining when you click out of the field.

Click the Save button.

If the child attends more than one funded service in the same funding period and Funded Year
Start Date, the Extended Yearly Entitlement and Extended Hours Remaining are updated

for all funded services that they attend.

NOTE: Yearly entitlement (yearly caps) can be amended in bulk across one or more funded service and
by age group. This is managed using Early Years | Setup | Yearly Caps.

Managing Multi-line Attendance

If a child changes the number of hours per week that they are attending the service part-way
through a term, a new line can be added to the grid and the new hours can be recorded.

NOTES: Standard payment reports may need to be changed to include the period start and end date in
order to differentiate between lines where a child has different attendance patterns.
Multi-line attendance is not supported by the Generic Import Routine.
T
[ Save [] DataPanels ¥ Alerts [ Sql Mail Merge 75§ UDF Manager 3 Refresh
1. Payment Period | BAEHIGER | 3. Daily Hours 2. Chidren o
1. Payment Period A
Period 2015/2016 Spring Term ~ Period Start Date. 01/01/2016 -
Period End Date 21/02/2016 = Age Calculation Date  31/12/2015 =
(2 Children
Display  Al23&4yearolds - [ Show Rates [ Show Cancelled [ Show Apportionments Required
Previous
Pr Inte Int Inte Actual  Actual  Actual Hourly P P P
31‘;19;]2"["‘1[ Surname Forename g;::uf ;Z’;i' g;i: End Date pm“ ::‘:”‘“ ',r"v:g:; :ﬂ'? :Ui’r‘! We::s Hnu‘;; Hnuur: a;:; SFF fors Hﬂnzrs T:tya\
- Hours s Period ‘Week Period Period Week Period Rate Week Period Amount
B 4  co— -1 wor2o [ ooyosfd R 0 1 11 121 1 0 0 000] .. [0
4 Smnee - 08/05/2011 D 01/01/2014 * 0 0 " " 121 " o 0 3.00 0.00 n 0 o
4  wvemer - 31/08/2011 D 01/01/2014 ~ >0 0 1 11 121 1 0 0 3.00 0.00 - 0 0
- - 33 363 0 0 0 0 o
Total Number of Children listed at the Service 8 The Total Number of Children currently at the Service 3
Add Child | ‘ Remove Child ‘ | Copy Child ‘ | Ames e | ‘ Other ProvidersiServices

1. Select the required child on the Children panel.
2. Click the Copy Child button to create a duplicate line.

Managing Early Years Payments Handbook _



Managing Funded Services

2. Children
Display  Al23&4yearolds ~ [ ShowRates [ Show Cancelled [ Show Apportionments Required | snowy/Hide Columns
Previous
Frevious Interim interin Interim  Actual  Actual  Actual  Hourly Pay  Pay  Pay
LD Sumame Forename oo " e End Date Perod Foo? Weeks Hours Hous Weeks Hows Hows Base  SFF Hours  Hours  Total
= Hours o8 Period Week Period Period Week Period Rate Week  Period  Amount
4 x - 04012011 [] oyoya0is > v 0 0 1 ki 121 1 o 0 300 000 1 121 363.00
4 = - o4otj2011  [] ot/01/2014 > 0 0 11 1 121 11 ] 0 300 000 1 121 363.00
4 03/05/2011 [ ] o1/01/2014 ~ -0 0 11 11 121 11 o 0 300 000 11 121 363.00
4 - — 302011 [] owjorj2014 ~ e 0 11 11 121 1 0 0 600 000 11 121 726.00
- - 4 484 0 0 “ 484 181500

m

Total Number of Chidren listed at the Service 8 The Total Number of Chikdren currently at the Service 3

[ agacnis | [ remove | [ comve | [ amendment | [ Other Providers/Services |

3. Select the Show Cancelled check box to display the Period Start Date and Period End Date
for the children in the grid.

2. Children
Display  Al238 4yearolds » L[] Show Rates [ Show Canceled [] Show Apportionments Required | spowiHide Columns

Period previous oY% nerm  imerm  term  Actual  Actusl  Actual  Hourly Pay Pay Pay
31’:1955[:‘1= Surname Forename g:{: cf [P)i:; Start E:;'U[‘;E‘e Period T:I:Td Weeks Hours Hours Weeks Hours Hours  Base  SFF Hours  Hours  Total

° Date ours 0% Period  Week  Perod Period Week Period Rate Week  Period  Amount

» 4 wjoyzone ] oyn1f016 ~ 31032018~ Jo 0 B 1 2 B 121 200 000[ .. |1 121 263,00

4 - - oqjoy201t [T 01012016 ~ 31/03/2016 ¥ 0 0 G 1 2 12 132 300 G 121 36300

4 ogfos/201  [] 01/01/2015 ¥ 31/03/2015 ~ 0 0 b 1 [T b 121 300 000 . |1 121 263,00

4 rommm == syosj2011  [] 01012016 ¥ 31/83/2016 ¥ 0 0 i 1 2on i 121 s0 000 |n 121 726.00

“ 484 5 495 4 484 181500

« i,

Total Number of Chidren listed at the Service & The Total Humber of Chidren currently at the Service 3

Amendme: ‘ | Other Providers/Services. |

| Add Child H Remove Child H Copy Child

4. Edit the Period Start Date and Period End Date for the duplicate lines so that the dates do not

overlap.
Click the Save button to display the new attendance line for the child.

Enter the new hours for the child.

Click the Save button.

2. Children n
Display  AI23&4yearoids ~ [ Show Rates [ Show Canceled [ Show Apportionments Required | snow/Hide Columns
Previous
Previous interim  Inferin  nterim  Actual  Actual  Actual  Hourly Pay  Pay  Pay
31‘:‘19;2”‘;'1[ Surname Forenams [B)i“é: & ;’:“i’ ;ﬁ: End Date Period :;’E"id Wesks Hours Hours  Weeks Hours Hours Base  SFF Hours  Hours  Total
N Hours oS Perod Week Perod Perid  Week  Perid  Rate Week  Period  Amount
4 . - 04012001 [] 220272016 ~ -0 0 11 0 0 1 10 10 300 0.00 10 110 330.00
4 = - ogfosfz01r  [] o1/oyz014 ¥ o 0 L 1 21m L 121 30 000 1 121 363.00
4 = syosfa01r  [] oyoy20i4 v ~ 0 0 11 it 21 n 11 121 800 0.00 i 121 726.00
- 2 242 32 352 32 362 1412.00

I,

The Total Number of Children currently at the Service 3

Total Number of Children listed at the Service &

Aud:m\u‘l:e:e.-:‘l Copy Chiki H Ame

NOTE: Multiple attendance lines can also be recorded in the Headcount portal and imported info Early
Years v4 when the task is submitted.
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04 | Making Payments

Introduction

Payments are made to registered providers for the children who are in attendance and entitled
to free early years education.

Early Years Pupil Premium (EYPP) Payments

EYPP payments are calculated automatically for children who are eligible (but not if there is a
Looked After Child (LAC) assessment). The payment is based on the correct EYPP Single
Funded Formula rate for the payment period and the calculated funded hours. This includes
where the payment for funded hours is shared between providers or services.

NOTES: If the Funding Basis or Check Result is changed during a term, the EYPP supplement is
added or removed.

The Generate Payments routine pays the additional supplement for newly eligible children in the
adjustment payment.

The Generate Payments routine uses the history of pupil premium checks to determine whether
or not a child is eligible and, if eligible, the rate at which the child will be paid.

For more information, see Early Years Pupil Premium on page 53.

Payment Types

There are four standard (seeded) payment types for each payment period, DAF (Disability
Access Fund), INT (Interim), ACT (Actual) and ADJ (Adjustment).

Interim payments are made to providers based on their estimated headcount. The percentage of
the interim payment made is defined when the payment period is set up.

Actual payments are made to providers based on their actual headcount.

In addition a seeded payment type of MINT (Manual Interim) enables this type of manual
payment to be entered against an individual funded service.

Non-seeded payment types can be set up by a Local Authority in order to make ad-hoc manual
payments to individual funded services.

More Information:
For information regarding defining Payment Periods and Payment Setup Options, refer to the One Early
Years Setup handbook available on the One Publications website.
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Generating Payments

Generating DAF Payments
A DAF payment can be generated for a provider against a 3 or 4 year-old child.
1. Select Focus | Early Years | Generate Payments to display the Payment Run Enquiry page.

'—'

&4 Search [Z] Collapse -

. Payment Run

Payment Period ~ Payment Type -
For2s o For3s o

For ds v For Over 4s v

5 New Open In New Window

Click the New button to display the Generate Payments page.
Set the Payment Run options:

ﬁ

Generate

_| 2. Providers | 3. Apporticnments | 1. Payment Run - ;,7

1. Payment Run

[ Payment Period

010/2011 Summer Term .| Payment Type

For2s o
For 4s o
Pay By Date

a. Select a Payment Period.

For 3s
For Over 4s
Report Required

b. Select DAF - Disability Access Fund from the Payment Type drop-down list.

The For 3s and For 4s check boxes are selected (ticked) and disabled. The For 2s and For

Over 4s check boxes are de-selected (cross) and disabled.

Generate Preview Pupil Premiums

1. Payment Run |-| 3. Apportiecnments

{ 1. Payment Run
Payment Period 2018/2019 Autumn -
Payment Type DAF - Disability Access Fund
For2s X FES
For 45 o For Qver 4s
Pay By Date - Report Required
Authorised
Payment Amount

c. If you require the pre-defined Payment Schedule Report to be produced when the payments
are generated, select the Report Required check box to display a tick.

4. Select the providers:

Managing Early Years Payments Handbook
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Generate Preview Pupil Premiums
1. Payment Run | EIBSUEER] | 3. Apportionments 2. Providers -7
(1. Payment Run h
Payment Period 201802019 Auturn

Payment Type DAF - Disability Access Fund

For2s x For 3s w
For 4s o For Over 4s ®
Pay By Date - Report Required
Authorised

Payment Amount

2. Providers.

ProvMNa.. Service  Provide.. DCSFUm  Apporti. & Add

Remove

a. In the Providers panel, click the Add button to display the Add Providers To Payment Run
page.

| Add Providers To Payment Run l DR
4% Search [E] Collapse -

Providers
Service Q X
Provider Q, X

o Select All Select

b. If required, click the browse button to select a Service or a Provider.

c. Click the Search button to list the providers who have outstanding DAF payments for the
selected Payment Period.

=
tu| Add Providers Te Payment Run
4 Search [E] Expand -

o Select All & Select

Prov Name Service Provider Address DCSF Urn  Apportion Rgd

d. Click on the required provider or click Select All to select the whole list.
e. Click the Select button to display the selected providers on the Generate Payments page.
5. Click the Generate button.

Generating Interim Payments

An interim payment can be generated for one or more providers for a particular payment period
and for one or more age groups.

Interim payments are made to providers based on their estimated headcount. The percentage of
the interim payment made is defined when the payment period is set up.

More Information:
For information regarding defining Payment Periods and Payment Setup Options, refer to the One Early
Years Setup handbook available on the One Publications website.

NOTE: A payment can also be generated for an individual funded service. For more information, see
Making Payments to an Individual Funded Service on page 38.

1. Select Focus | Early Years | Generate Payments to display the Payment Run Enquiry page.
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'—'

&4 Search [Z] Collapse -

Run
Payment Period ~ Payment Type -
For2s v For 3s v
For 4s o For Over 4s o

5 New Open In New Window

Click the New button to display the Generate Payments page.
Set the Payment Run options:

—

| Generate

_| 2. Providers | 3. Apporticnments | 1. Payment Run - 5’7

1. Payment Run

Payment Period 01042011 Summer Term - | Payment Type

For2s o For3s

For 4s o For Over 4s
Pay By Date Report Required

a. Select a Payment Period.
b. Select INT- Interim Payment from the Payment Type drop-down list.
All age groups are included by default.

c. If required, select the For 2s, For 3s, For 4s or For Over 4s check boxes to display a cross
(X) if interim payments are not to be generated for that age group.

d. If you require the pre-defined Payment Schedule Report to be produced when the payments
are generated, select the Report Required check box to display a tick.

4. Select the providers:

ﬁ

| Generate

_| 2, Providers | 3. Apporticnments | 1. Payment Run - }-;7

1. Payment Run » -

Payment Period 2010/2011 Summer Term - PaymentType INT - Interim Payment] o
For2s For 3s v

For 4s v For Over 4s W

Pay By Date - Report Required

[ 2. Providers N

Prow Na... Service Provide... DCSFUrn  Apporti.. g Add

Remove

m

a. In the Providers panel, click the Add button to display the Add Providers To Payment Run

page.
.| Add Providers To Payment Run - » E@g
54 Search (2] Collapse ~
iders.
Service Q x
Provider Q, X
o Select All Select

b. If required, click the browse button to select a Service or a Provider.
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c. Click the Search button to list the providers who have outstanding interim payments for the
selected Payment Period and age groups.

- - ™

%] Add Providers Te Payment Run

54 Search [2]Expand -
7 Select All « Select

e e

Prov Name Service Provider Address

DCSF Urn  Apportion Rgd

d. Click on the required provider or click Select All to select the whole list.
e. Click the Select button to display the selected providers on the Generate Payments page.
Click the Generate button.

|E Generate

1. Payment Run | 2. Providers | 3. Apporticnments | 1. Payment Run -| 7

(1. Payment Run =

Payment Period 2013/2014 Spring Term ~ PaymentType INT - Interim Payment S
For2s W For 3s W

For 4s v, For Over 4s v

Pay By Date - Report Required

P
&k Add

Remove

Prov Na... Service Provide... DCSFUrn Apporti..

Generating Actual Payments

An actual payment can be generated for one or more providers for a particular payment period
and for one or more age groups.

NOTE: A payment can also be generated for an individual funded service. For more information, see
Making Payments to an Individual Funded Service on page 38.

Select Focus | Early Years | Generate Payments to display the Payment Run Enquiry page.

_’

4 Search (5] Collapse -

Payment Period ~ Payment Type

For2s
Fords

[5] New

For 3s
For Over 4s

v
v

<L

Open In New Window

Click the New button to display the Generate Payments page.

Select the Payment Run options.

ﬁ

X
Generate

_| 2, Providers | 3. Apportionments | 1. Payment Run - ;,7

1. Payment Run

Payment Period
For2s

For 4s
Pay By Date

010/2011 Summer Term - | Payment Type

o
o

Managing Early Years Payments Handbook
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a0 T

Select a Payment Period.
Select ACT- Actual Payment from the Payment Type drop-down list.
All age groups are included by default.

Select the For 2s, For 3s, For 4s or For Over 4s check boxes to display a cross (X) if interim
payments are not to be generated for that age group.

If you require the pre-defined Payment Schedule Report to be produced when the payments
are generated, select the Report Required check box to display a tick.

Select the providers:

1. Payment Run -

Generate
_| 2. Providers | 3. Apportionments 1. Payment Run - ;’7

Payment Period 2010/2011 Summer Term ~ | Payment Type INT - Interim Payment -

For2s For 3s v
For 4s v For Over 4s v
Pay By Date - Report Required

{ 2. Providers N

Prov MNa... Service Provide... DCSFUrn Apporti. LL'JAdd

Remove

m,

. In the Providers panel, click the Add button to display the Add Providers To Payment Run

page.

u| Add Providers To Payment Run ’ LIE'&J
34 Search @Collapse -

Providers
Service Q x
Provider Q >(

7 Select All Select

. If required, click the browse button to select a Service or a Provider.

Click the Search button to list the providers who have outstanding actual payments for the
selected Payment Period and age groups.

| Add Providers To Payment Run

34 Search [2] Expand ~
7 Select All + Select

Prov Mame Service Provider Address DCSF Urn  Apportion Rgd
—
u | B | N E (BN

. Click on the required provider or click Select All to select the whole list.

. Click the Select button to display the selected providers on the Generate Payments page.
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B Generate

1. Payment Run |-| 3, Apportionments | 2. Providers. - #

(1. Payment Run h -

Payment Period 2010/2011 Summer Term - PaymentType ACT - Actual Payment >

For2s For 3s v

For 4s v For Over 4s v,

Pay By Date - Report Required
(2. Providers ™,

Prov Na.. Service  Provide.. DCSFUrn  Apporti.. 5 Add
- = - Remove

5. Click the Generate button.

NOTE: If a child is attending more than one funded service and the payment limits are exceeded, the
payments must be apportioned before actual or adjustment payments are made. If this is the case,

Apportionment Rqd displays Yes and the Generate button is disabled. See Apportioning when
Generating Payments on page 29.

Apportioning when Generating Payments

When generating payments, if there are any outstanding apportionments to resolve for any of
the children in the selected age ranges at the selected providers, the Apportion Rqd field
displays Yes and the Generate button is disabled as shown in the following graphic.

Generate Preview Py

1. Payment Run

pil Premiums

2. Providers | 3. Appertionments

=

1, Payment Run| - 57’

(1. Payment Run -
Payment Period 20177201 Summer 17 . Payment Type ACT - Actual Payment
For2s v For3s v
Fords v For Over s v
Pay By Date - Report Required
Authorised
Payment Amount
2. Providers ™
ProvNa_ Service  Provide. DCSFUrn  Apporti 4 Add
EYProvi.. Chidmin.. 41 Dam.. Remove
testprovi_ Full Day Ves
testprovi.. Chimin...
testprovi_ Creche es
vpl Breakfa_ 4 York Yes 3
vpl Creche 4 York .. Yes
vp2 Crsche 24 Grss es
vp3 ARCDE.. 24 Gree... Yes
1. Highlight the provider in the list to display the child records requiring apportionment in the
Apportionments panel.
{3, Apportionments
p— P Previous — Universal  Universal  Extended
Age on cumame rorename | DAEOF Post Parer £l Period Start — e Period e nterim Interim nterim
31R321T Birth Code Decke oo End Date Date fonod Total P Hours Hours Hours
Hours Week Period Week
3 - David 31/08/2013  J2 908 15/05/2017  28/07/2017  15/052017  28f07/2017 D 0 15 0 0 0
3 4 v B8 02/02/2013 01/04/2017  31/08/2017  01/04/2017 0 0 15 0 0 0
4 Phil 01/02/2013 04042017 3L08/2017  01/04/2017 0 0 15 0 0 0

<

Apportion

m

2. Click the Apportion button to display the Apportionment window.
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[ [Apportionme

Save

_| 2.Payment Period Details | 3, Summary | 1. Student Details

1. Student Details

[ sumame [

Forname Mark Date of Birth 020212013 =

{"2. Payment Period Details
Max Hours Per Week 15

WMax Hours Per Period 350

Period 2017/2018 Summer 17

™

3. Summary

rverscll P iversall JFderded [JFsdended {§ o Universal Universal Universal Extended Extende

u
Period Actual Actual  Actual
BaovERy Sogace) ot Start ponod Weeks Hows | Hows | 2 By 7 Ly Total Yearly Hours Unpaid Yearly Hours
Hours Hours Hours Hours

Name Description Code End Date N N " N
Date Period Week Period Week Period Week Period Amount  Entitiement Remaining Hours. Entitlement Remaini

» testprovider1  Full Day Care 01/04/2017 31/08/2017 12 17 204 15 180 2 24 867.00 570 165 570 531
testprovider1  Childminder 01/04/2017 31/07/2017 15 16 240 15 225 1 15 1020.00 570 165 570 531
33 444 30 405 3 39 1887.00

3. Amend the children’s hours to resolve the apportionment.
4. Click the Save button.
5. Click the Generate button.

More Information: Apportioning Payments on page 47

Viewing Generated Payments

Generated payments can be viewed for a particular payment period and for one or more age
groups. You can also view payments for an individual funded service. For more information, see

Viewing Payment Details for a Funded Service on page 39.
1. Select Focus | Early Years | Generate Payments to display the Payment Run Enquiry page.

4 Search [Z] Collapse -

1. Payment Run

Payment Period || .

Payment Type -

Far 2s vy Far 3s vy
Far 45 W For Over 45 W

|:| MNew Open In New Window

If required, select a Payment Period.
Select a Payment Type to automatically select the age groups.

For Interim, Actual and Adjustment payments, all age groups are included by default. For DAF
payments, the For 3s and For 4s check boxes are automatically selected (ticked), the For 2s
and For Over 4s check boxes are de-selected (cross) and all check boxes are disabled.

4. If required, and the Payment Type is Interim, Actual or Adjustment, de-select one or more age
groups by clicking in the check box to display a cross.

5. Click the Search button to display the Payment Run Enquiry page. Payments are ordered by
Payment Run Date with the most recent first.
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34 Search @Collapse -

1. Payment Run

Payment Period -

Payment Type ACT - Actual Payment >

For2s v For3s o
Faords vy For Over 4s vy

[ New 92 Delete Open In Mew Window

Payment Period Payment Type For2s For3s For4s ForOver4s PayByDate Payment Run Date Authorized  Payment Amount
201772018 Spring ACT - Actual Payment  Yes Yes Yes Tes 01/01/2015  18M0%2017 15:13:38  Yes 100
2014/2015 Autumn Term  ACT - Actual Payment  Yes Yes Yes es 08/07/2014 14:31:33  Yes 200
2014/2015 Summer Term ACT - Actual Payment  Yes Yes Yes es 08/07/2014 14:22:44  Yes 200
2013/2014 Summer Term  ACT - Actual Payment  Yes Yes Yes es 04/07/2013 10:31:31  Yes 624

6. Select the required payment and click the Open in New Window button to display the Payment
Details page.

View Pupil Premiums
_| 2, Payments | 3. Payment Breakdown | 4, Errors |
'q‘ Payment Run
'Pﬂ?ment Period 2017/2018 Spring
Payment Type ACT - Actual Payment
For2s |7 For 3s ~
For 4s v, For Over 4s o
Pay By Date 01/01/2015 -
Payment Run Date 18/09/2017 15:13:38
Authorised o
Payment Amount 100
(2. Payments
Provider Service Address  DCSFUrn  2sAmo.. 3sAmo.. 4sAmo.. Overds.. CFA& ... TotalA.. Authori..
Provider ... Breakfa... 0.00 0.00 100.00 0.00 0.00 100.00  OF/0%V2...

7. If required, click the View Pupil Premiums button to display a list of children who have had their
EYPP supplement added or removed during the payment period.

8. If required, select the Payment Breakdown panel to display a breakdown of the payment
information at a child level. If a payment has been generated for multiple providers, the children
are grouped by provider then service, but the table can be sorted by any column.

3. Payment Breakdown
 Showing 10f 1 Reconds.

2 Save All Records as CSV

Student Other Base Univer:
Provider Service == Date of Birth Age Gender e Start Date End Date = e
»  ProviderTest Provider TestService Test01,Test0l  02/02/2013 4 Male 01/01/2018 31/03/2018 2 o

NOTE: A bulk payment could have a large number of children. A message shows how many children are
being displayed out of the total. If the list has been limited, the Show All Records button is enabled.
Click this button to display all the records.

9. If required, click the Save All Records as CSV button to export the table as a CSV file for
further editing or analysis.
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Authorising Payments

Authorising DAF Payments

After generating a DAF payment it must be authorised before the payment is made.
Select Focus | Early Years | Authorise Payments to display the Payment Authorisation

Enquiry page.

|§ﬁ Search @Collapse -

Payment Period
Payment Type

Authorised Cn -

[l New Open In New Window

Click the New button to display the New Authorisation page.

_

[ Authorise
Authorisation |_| Generated Provider | - ;,7

(Authorisation ™

Payment Period 2010/2011 Summer Term -

Payment Type =

Authorised On - Total to Authorise 0.00
(Generated Provider Payments b

Provide.. Service  Address  DCSFUm  PayBy.. Paymen.. 2s s 4s Over 4s CFAR .. Add

Remove

Select a Payment Period.
Select DAF - Disability Access Fund from the Payment Type drop-down.
Select an Authorised On date.

_

M Authorise
Authorisation ‘_l Generated Provider | » 7
AT 1
Payment Period 2017/2018 Autumn -
Payment Type DAF - Disabiliy Access Fund -
Authorised On 18/08/2017 -
Total to Authorise 0.00

(‘Generated Provider Payments

Provide. Service Address  DCSFUmn  Pay By Paymen 25 3s 4s Over 45 CFA G

i Add

Remove

Click the Add button to display the Select Payments to be Authorised window.

%] Select Payments to be Authorised
34 search [B] Collapse -

Service Q X
Provider Q X
Select All and Apply Select

If required, click the browse button to select a Service or a Provider.

_ Managing Early Years Payments Handbook



10.

11.

2.

Making Payments

Click the Search button to list the providers who have DAF payments that have been generated
but not authorised for the selected Payment Period.

| Select Payments

44 Search [B] Collapse -

ent
Service
Provider

(SN 4
Q X

Provider Name  Service

vp3 ARCDEL Full Day Care

o Select All and Apply o Select

Address

24 Green Lane, »ommmems

DCSF Urn  Pay By Date PaymentAmount 2s 38 43 Over 45 CFA& MINT

e 0 B15.00 Mo Yes Yes Mo 0.00

Click the Select button to select the highlighted payment or the Select All and Apply button to
select all of the listed payments.

Selected payments are displayed on the Generated Provider Payments panel. The Total to
Authorise displays the total of all payments included.

|E Authorise

Authorisation | Generated Provider Payments

( Authorisation
Payment Period 201772018 Autumn -
Payment Type DAF - Disability Access Fund -
Authorised On 19/09/2017 hd
Total to Authorise 615.00
(G Provider Payments
Provide... Service Address  DCSFUrn  PayBy... Paymen.. 2s 3s 45 Over 45 CFA& ...
vp3 ARCDE.. 24Gree.. 0O §15.00 No es es No 0.00

Click the Authorise button to authorise the payment and display the Authorisation page.

Authorising Interim Payments
After generating an interim payment it must be authorised before the payment is made.

Select Focus | Early Years | Authorise Payments to display the Payment Authorisation
Enquiry page.

34 Search (2] Collapse ~

uthorisation

Payment Period
Payment Type

Authorised Cn -

5] Mew

Open In New Window

Click the New button to display the New Authorisation page.

Managing Early Years Payments Handbook
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[ Authorise
Authorisation |_| Generated Provider | ~ ;,7

(Authorisation ™

Payment Period 2010/2011 Summer Term -

Payment Type =

Authorised On - Total to Authorise 0.00
(Generated Provider Payments n

Provide.. Service  Address  DCSFUm  PayBy.. Paymen.. 2s s 4s Over 4s CFAR .. Add
Remove

Select a Payment Period.

Select INT — Interim Payment from the Payment Type drop-down.
Select an Authorised On date.
-k

[ Authorise
_| Generated Provider Payments | Authorisation - )_;7
( Autharisation N
Payment Period 2015/2016 Spring Term o
Payment Type INT - Interim Payment .
Authorised On 2210212016 n Total to Authorise 0.00
en er en N
Provide... Service Addresg  DCSFUrn  PayBy.. Paymen.. 2s 3s 45 Over 4z CFAG . 'fv_::‘ Add
Remove

Click the Add button to display the Select Payments to be Authorised window.

‘:-h | Select Payments to be Authorised

54 Search [E] Collapse -

Service Q X
Provider Q X
Select All and Apply Select

If required, click the browse button to select a Service or a Provider.

Click the Search button to list the providers who have interim payments that have been
generated but not authorised for the selected Payment Period.

% | Select Payments to be Authori:
&4 Search @Expand -
o Select All and Apply « Select

Provider Name  Service Address DCSFUrn  Pay By Date PaymentAmount 2s 3z 4z Over4s CFA& MINT
Maintained Nursery Schoole/Cla EEEEEE EUEE CEEEEE EEem omm 8800 Yes Yes Yes Yes 0.00

Click the Select button to select the highlighted payment or the Select All and Apply button to
select all of the listed payments.

Selected payments are displayed on the Generated Provider Payments panel. The Total to
Authorise displays the total of all payments included.
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|B Authorise

Authorisation ‘ Generated Provider Payments | Authorisation - j

(‘Authorisation ™

Payment Period 2015/2016 Spring Term o

Payment Type INT - Interim Payment -

Authorised On 22/02/2016 - Total to Authorise 12389
(Generated m%mg ™

Provide: Service Address  DCSF Urn  Pay By Paymen 2z 3= 4z Over 45 CFA & éfl" Add

wp-1 Childmin.. o 123.89 Yes es es es 0.00 w Remove

10. Click the Authorise button to authorise the payment and display the Authorisation page.

_| Generated Provider Payments Authorisation - :/_

( Authorisation &
Payment Period 2015/2018 Spring Term

Payment Type INT - Interim Payment

Authorised On 22/02/2016 -

Last Updated 22/02/2016 14:45:19

Updated By ;System Administrator

Total Amount 12389
H

Provide... Service Address DCSFUm  PayBy.. Paymen.. 2s 3s 4z Over 45 CFAS ...

wp-1 Childmin 12389 Yes es es Yes 0.00

Authorising Actual Payments

After an actual payment has been generated, it must be authorised before the payment can be
made.

1. Select Focus | Early Years | Authorise Payments to display the Payment Authorisation
Enquiry page.

34 Search |5 Collapse ~

Payment Period
Payment Type

Authorised On -

[ New Open In Mew Window

2. Click the New button to display the New Authorisation page.

[ Authorise

Authaorisation |_| Generated Provider | = :’/_

o
Payment Period 20102011 Summer Term -
Payment Type -
Authorised On - Total to Autharise 0.00
( Generated Provider Payments N
Provide... Service Address DCSFUrn PayBy.. Paymen.. 2s 3s 4z Over 45 CFAL .. i 1 Add
Remove

Managing Early Years Payments Handbook -
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Select a Payment Period.

Select ACT - Actual Payment from the Payment Type drop-down.
Select an Authorised On date.

o 0 R~ W

Click the Add button to display the Select Payments to be Authorised window.

% Select Payments to be Authorised

44 Search (B Collapse -
ent
Service Q X
Provider Q %
Select All and Apply Select

7. If required, click the browse button to select a Service or a Provider.

8. Click the Search button to list the providers who have actual payments that have been
generated but not authorised for the selected Payment Period.

. Select Payments to be Authori:
34 search [ Expand -
o Select All and Apply « Select

Provider Mame ~ Service Address DCSF Urn  Pay By Date  PaymentAmount 2s 3= 4= Over 48 CFA& MINT
(ssssesesms Maintained Nursery Schools/Cla = ] | | B 1] 8300 Yes Yez Yes Yes 0.00

9. Click the Select button to select an individual payment or the Select All and Apply button to
select all of the listed payments.

Selected payments are displayed on the Generated Provider Payments panel. The Total to
Authorise displays the total of all payments included.

10. Click the Authorise button to authorise the payment and display the Authorisation page.

_| Generated Provider Payments |

(Authorisation

[ Payment Period 2013/2014 Summer Term
Payment Type ACT - Actual Payment
Authorised On 04/02/2014 -
Last Updated 04/02/2014 12:29:35
Updated By {System Administrator

Total Amount 231.00

%enemiﬂd Provider Payments

Provide... Service Address  DCSFUrn  PayBy.. Paymen.. 2s 3s 4z Over 4z CFAS ..
= | . Childmin... 231.00 No Yes No Mo 0.00
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Enquiry page.
1 |
34 Search [ Collapse -

Authorisation

Payment Period | 013/2014 Autumn Term -

Payment Type -

Authorised On -
D MNew Open In New Window

Viewing Authorised Payments

Making Payments

Select Focus | Early Years | Authorise Payments to display the Payment Authorisation

If required, select a Payment Period, Payment Type and Authorised On date.
3. Click the Search button to list the payments.

34 Search [2) Expand ~
[ Mew [ Open In New Window

Payment Period Payment Type Authorised On

20132014 Autumn Term  INT - Interim Payment  22/01/2014

2013/2014 Autumn Term
201372014 Autumn Term
20132014 Autumn Term

ACT - Actual Payment
ALT - Actual Payment
MINT - Manual Interim

220172014
26/04/2013
0300772013

Total Amount

83.00
240.00
630.00

50.00

4. Select the required payment and click the Open In New Window button to display the

Authorisation page.

_| Generated Provider Payments |

(Authorisation
Payment Period 2013/2014 Autumn Term
Payment Type ACT - Actual Payment
Authorised On 2210172014 7
Last Updated 22101/2014 12:48:07
Updated By g&'stem Administrator
Total Amount 240.00

ﬂ Provider Payments

Provide... Service Address  DCSFUrn  PayBy.. Paymen.. 2s
E Childmin... 2200142... 240.00 “es

CRAE ..
0.00
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Making Payments to an Individual Funded Service

Payments can be made to an individual funded service.

Making a Payment to a Funded Service

View the payment details for a funded service. For more information, see Viewing Payment
Details for a Funded Service on page 39.

Lﬁ Search @Collap;e -

‘fear

Payment Type

[ Save Memos [5 New [ Open [ OpenIn New Window 5 Next <0 Previous

Payment Period “ear Payment Type Amount Pay By Date Autherised On Payment Run Date +* Memo
2007/2008 Summer Term 2007 ACT - Actual Payment 01/06/2007 01/07/2010 10:42:10 <
2007/2008 Summer Term 2007 INT - Interim Payment 0.00 04/05/2007 04/05/2007 01/07/2010 10:42:10 Q
2008/2009 Autumn Term 2008 ACT - Actual Payment 7a4.00 30/102008 01/07/2010 10:42:10 O
2007/2008 Autumn Term 2007 ACT - Actual Payment 0.00 26/04/2010 01/07/2010 01/07/2010 10:42:10 <
2008/2009 Summer Term 2008 INT - Interim Payment 3571.75 01/05/2008 09/05/2008 01/07/2010 10:42:10 <
2008/2009 Summer Term 2008 ACT - Actual Payment 3571.75 11/06/2008 10/06/2008 01/07/2010 10:42:10 &
2007/2008 Autumn Term 2007 INT - Interim Payment 0.00 14/09/2007 11/09/2007 21/12/2009 15:37:32 O
2008/2009 Autumn Term 2008 INT - Interim Payment 784.00 11/08/2008 10/08/2008 21122009 15:37:32 O

Click the New button to open the New Payment page.

Y Save [1] New Authorise Preview Pupil Premiums

_| 01. Payment Details = :/'7

01, Payment Details

Payment Period 010/2011 Summer Term| -

Payment Type -

For 2s N For 3s "
For 4s v For Qver 45 o

Select the required Payment Period.
Select the required Payment Type.
If required, deselect one or more age groups.

Click the Continue button to display details of matching payments due for this funded service.
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4 Save [5 New OMemo Authorise  Preview Pupil Premiums

03. Apportionments.

7 7

(01, Payment Details | 02, Treasury Info |_|
M

Payment Period

2015/2016 Spring Term

Payment Type AGT - Actual Payment

Amount 1419.00

Pay By Date - Authorised On -
For2s W Total (2yr Old) 0.00

For3s + Total (3yr Old) 0.00

For4s v Total (4yr Old) 1419,00

For Over 45 v Total (Overdyr Old) 0.00

Credit Ref. Ma. B7RRTTRTE Total (Carried Forward Q.00

& Manual Interim}

P

Cash Date - Cheque Date -
Cheque Mo.
(03, Apportionments N
. = Previous =
Period . Previous . Interim In
Age Surname Forename D.ate Ch post oy Stal ficood it End Date Period Lo Weeks H
Birth Code Decle End Date Date Total .
Date Hours Hours Period W

7. If required, select a Pay By Date.
8. Click the Save button.

Viewing Payment Details for a Funded Service

To display payments made to a funded service:
Select the required funded service. For more information, see Selecting a Funded Service on
page 9.

1. If required, select Links from the Show/Hide drop-down to display the Links panel.

] Save [C1DataPanels ¥ Alerts (' Sql Mail Merge 2% UDF Manager 3} Refresh
_ || Links
1. Payment Period 3. Daily Hours 2. Chidren -] 4
” (I iy o | T sovmentocas
(1. Payment Period =
Beriod 20172018 Aut 17 ~  Period Start Date 01/09/2017 -
Period End Date 122017 - Age Calculation Date  31/08/2017 -
{2. Children »
Display  AI23&4yearods » LI Show Rates [ Show Cancelled [ Show Apportionments Required
Previous Universz Universe Universz L
Age on Date Of Post Parer Start PIEVIOUS poriog  MEIM pterim  merm ooal Actual Actal o TR
S Surname Forename Period Weeks Weeks  Hours  Hours
irth Code Decle Date Hours Total Period Hours. Hours Period  Week Period Hours. 3
Hours. Week Period Week F
3 L Benjamin 07/02/2014 D128C D 01/09/2017 ~ 0 0 14 o 0 14 12 168 12 n
2 H Benjamin 09/10/2014  C130D [ ot09/2017 ~ 0 ° 14 ] 0 14 ° 0 ° 0
4 - Benjamin 27/02/2013  B29AB [ owosjzor7 = o 0 14 0 0 14 0 0 0
4 — Benjamin 31/08/2013 B2 4AC [ ovosj2017 = 0 (] 14 [] 0 14 (] [} 0
- o o 12 168 12 1

2. Click Payment Details on the Links panel to display a list of payments for the service.
Payments are ordered by Payment Run Date with the most recent first.

34 Search @Collapse -

ear

Payment Type o

| Save Memos [F] New ] Open [F OpenIn New Window g Next 4 Previous

Payment
Period

201772018 Aut 17

Year Payment Type Amount Pay By Date Authorised On Payment Run Date *  Memo

16/05/2017

2017 ACT - Actual Payment 16/05{2017 09:40:49
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If required, enter search criteria and click the Search button.

Select the required payment and click the Open In New Window button to display the details.

[ save [ New ¢ Memo Authorise View Pupil Premiums
O1. Payment Details | 02. Treasury Info | 03. Payment Breakdown 01, Payment Details -
'(01‘ Payment Details
Payment Period 2017/2018 Aut 17
Payment Type ACT - Actual Payment
Amount 260.00 i
Pay By Date - Authorised On 16/05/2017 -
For2s = Total {2 yr Old) 0.00
For 3s bvs Total (3yr Old) 20.00
For 4s W Total (4yr Old) 240.00
For Over 4s W Total (Overdyr Old)  0.00
Credit Ref. Mo. 10236 Total (Carried Forward .00
& Manual Interim)
{02 Treasury Info R
Cash Date - Cheque Date -
Cheque No.
(03, Payment Broakdown n
4 Records.
. Save All Records as CSV
Provider Service Student Name Date of Birth Age Gender gg;:r:gs Start Date End Date
3 vp2 vp2_ser = 07/02/2014 3 Wale 01/09/2017 31/12/2017
vp2 vp2_ser - 09/10/2014 2 Male 01/09/2017 31122017
vp2 vp2_ser - 27/02f2013 4 Male 01/09/2017 31/12(2017
vp2 vp2_ser ] = 31/08/2013 4 Male 01/09/2017 31/12(2017

If required, click the View Pupil Premiums button to display a list of children who have had their
EYPP supplement added or removed during the payment period.

The Payment Breakdown panel displays a breakdown of the payment information at a child
level. It is only shown for interim, actual and adjustment payments and all records are displayed.

If required, click the Save All Records as CSV button to export the table as a CSV file for
further editing or analysis.

Making a Manual Payment

Manual payments are ad-hoc payments made to a funded service. The payment type used can
either be Manual Interim (MINT), which is a seeded payment type, or a non-seeded payment
type set up by the Local Authority.

A manual payment can be made if the Manual Payment check box is selected on the Interim
Payments panel when the Payment Period is defined.

More Information: For more information on defining Payment Types and Payment Periods, refer to the

One Early Years Setup Handbook, which is on the One Publications website.

Generating a Manual Payment

Manual Interim (MINT) is a seeded payment type. Other manual payment types can be set up
by the Local Authority.

NOTE: A manual interim payment cannot be generated for a funded service if an interim payment has
already been made for the same payment period.
If payment details against the child records in the funded service have changed but the overall (net)

amount has not changed, you can raise a zero adjustment payment.

View the payment details for a funded service. For more information, see Viewing Payment
Details for a Funded Service on page 39.
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34 Search [2] Collapse ~

‘ear
Payment Type -

E Save Memos B New [ Open [] Open In New Window @7 Mext @ Previous

Payment Period “ear Payment Type Amount Pay By Date Autherised On Payment Run Date +* Memo
20072008 Summer Term ACT - Actual Payment 01/06/2007 01/07/2010 10:42:10 <
2007/2008 Summer Term 2007 INT - Interim Payment 0.00 04/05/2007 04/05/2007 01/07/2010 10:42:10 {
2008/2009 Autumn Term 2008 ACT - Actual Payment 784.00 30/10/2008 01/07/2010 10:42:10 <Q
2007/2008 Autumn Term 2007 ACT - Actual Payment 0.00 26/04/2010 01/07f2010 01/07/2010 10:42:10 Q
2008/200% Summer Term 2008 INT - Interim Payment 3571.75 01/05/2008 08/05/2008 01/07/2010 10:42:10 Q
2008/200% Summer Term 2008 ACT - Actual Payment 3571.75 11/06/2008 10/06/2008 01/07/2010 10:42:10 <
2007/2008 Autumn Term 2007 INT - Interim Payment 0.00 14/09/2007 11/09/2007 21/12/2009 15:37:32 <Q
2008/2008 Autumn Term 2008 INT - Interim Payment 784.00 11/09/2008 10/09/2008 21122009 15:37:32 @

Click the New button to display the New Payment page.
[P T e — |

¥ Save [0] New Authorise Preview Pupil Premiums

01. Payment Details

Payment Period 010/2011 Summer Term| -

Payment Type -

For2s v Bons v
For 4s W For Qver 45 o

Select the required Payment Period.

Select the required Payment Type e.g. MINT — Manual Interim or a non-seeded manual
payment type.

All age groups are included by default.
If required, de-select one or more age groups by clicking in the check box to display a cross.
Click the Continue button to display the Payment page.

|B Save [H] New »Memo Authorise Preview Pupil Premiums
_| 02. Treasury Info ‘ 01. Payment Detais  ~ ;7
{01 Payment Details -
Payment Period 2015/2016 Spring Term
Payment Type MINT - Manual Interim
Amount 0.00
Pay By Date - Authorised On -
For2s v, For3s iV
For 4s v For Over 4s v
Credit Ref. No.
(02 Treasury Info ~
Cash Date - Cheque Date -
Cheque No.

Enter an Amount.
Select a Pay By Date.

If required, click the Preview Pupil Premium button to display a list of children who have had
an EYPP supplement added or removed when the payment is generated.

Click the Save button.

Managing Early Years Payments Handbook -
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Authorising a Manual Payment
The manual payment must be authorised before the payment is made.

1. Select Focus | Early Years | Authorise Payments to display the Payment Authorisation
Enquiry page.

34 Search (2] Collapse -

Payment Period
Payment Type

Authorised On

[ MWew Open In New Window

2. Click the New button to display the New Authorisation page.

—

) Authorise
Authorisation | Generated Provider Payments | Authorisation - )_-','7
(‘Authorisation
Payment Period 2015/2018 Spring Term e
Payment Type MINT - Manual Interim -
Authorised On 24/02/12016 - Total to Authorise 0.00
€n er en
Provide... Service Addrese DCSFUrn  PayBy .. Paymen.. 2s 3s 4s Over 4s CFAE .. Iful:‘ Add
Remove

3. Select the required Payment Period, Payment Type and Authorised On date.
4. Click the Add button to display the Select Payments to be Authorised page.

“.| Select Payments to be Authorised
44 Search [E] Collapse -

Service

Q X
Q X

Provider

Select All and Apply Select

If required, enter a Service or Provider.

Click the Search button to display payments requiring authorisation.

% | Select Payments to be
34 Search [2]Expand
o Select All and Apply & Select

Provider Name Service Address DCSFUrn  Pay By Date PaymentAmount 2s 3s 4z Overds CFA&MNT

Smsmems wm wemen Sssmews Full Day Care _— 23101/2014 120.00 No No Mo No 0.00

7. Click the Select All and Apply button to select all payments in the list, or click the Select button
to select a single payment in the list.

Selected payments are displayed on the Generated Provider Payments panel. The Total to
Authorise displays the total of all payments included.

8. Click the Authorise button to display the Authorisation page.
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Making Amendments

Introduction

If a payment has been generated and authorised, it cannot be deleted. A payment amendment

is required if the children’s hours have changed.

An amendment can only be made to an actual payment that has been generated and
authorised. Following an amendment, an adjustment payment must be generated and
authorised.

Creating an Amendment
1. Select the required funded service.
For more information, see Selecting a Funded Service on page 9.

I) Seve []DataPanels ¥ Alerts (5T Sql Mail Merge ﬂuowanagey@}wmsh

1. Payment Pericd | EICHIGHEN | 3. Daily Hou

2. Chilgren

=

201712018 Aut 17 - Period Start Date. 01/08/2017 -
MM1202017 - Age Galculation Date 310872017 -
Display 412384 yearoids = L[] Show Rates [ Show Canceled [ Show Apportionments Required
e T— e DO B pmam e lier e B L A R PO,
‘“ 07/02/2014 D12BC D 01/09/2017 R4 0 14 o 0 14 0 o 071 10 20.00 570 560 WUMJZDH IZ‘ 0 AUTH2 < _
09/10/2014 130D [ ovosszoi7 ~ o o 0 % ) o 0 0 0100 570 570 ojorjaorr ] o AUTHZ < O
. - 27/02/2015 62948 [ oyosyzo17 = o 0 I 0 0 i 0 0 o 0 240.00 570 570 0104207 [X] 0 AUTHZ < O
s - LS 31/08/2013  B24AC O oyos2017 = 0 o 14 o 0 14 o o 1] 0 0.00 570 570 oyogp017 X o AUTH2 < 0O
- 0 0 0 0 071 10 260.00 <
Cu! »
Total Mumber of Children listed at the Service 4 The Total Number of Children currently at the Service 1
[raacnia | [reroecnia | [ comons | [ Amsnoment | [ roperio
If the Status is AUTHZ2, this is an actual payment that has been authorised and the
Amendment 7
Brown
07/02/2014 -
Actual Actual Actual Hourly Extended Urozesl Urozesl ExEsaed ExEsaed Universal Universal Universal Extended Extended B
Weeks Hours. Hours. Base H N SFF Spot “Yeart Hours Unpaid Yearly Hours ur
Week Period Week Period
» 14 0 0 2.00 0.00 200 0.00 200 0.00 071 10 L] L] 20.00 570 560 o 570 570 o

.

4. Click the Add Row button to add a new row beneath the original row.
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‘

Amengment
ur
Dateoftirin 07022014 S
Actual Actual Actual Hourly Extended Unwersell | Unvermal | Btenced ) Bxtanded Unverssl  Unwersal  Unwersal  Exdended  Extended B
. seF Hourly B Pay Pay Pay Pay Pay Total
Weeks. Hours Hours Base Hourly SFF Spot o ours unpaid ean ours. u
Unversal Rt Extended Hours Hours. Hou Hours. Amount
Period Week Period Rate Rate i g Enfflement  Remainng  Hours Eniflement  Remainng  H
Week Period Wee Period
14 0 0 200 000 200 000 200 oo [ ot 10 0 0 2000 570 se0 0 B B 0
T - D om B om C I e : : =R i : S S :

Enter the amended Actual Hours Week or Actual Hours Period and tab to automatically

update the other payment fields.

If required, update the Universal Pay Hours and Extended Pay Hours.

Click the Save button to display the amended payment on the Funded Service page.

Select the Show Cancelled check box to display the cancelled payment beneath the new

payment.
The cancelled payment has a Status of CANC.

Y] Save []DataPanels ¢ Alerts & Sql Mail Merge [ UDF Manager &3 Refresh

- Period Start Date

20172018 Aut 17 01/09/2017 -

Age Calculation Date ~ 31/08/2017 -

.Pa o | ERGHIGRER | 3. Doity Hours
“Paymen
Period
Reriod End Date

311272017 -

2. Children

DSPRY  Al23 84 yearolds

[ Show Rates [ Show Cancelled  [] Show Apportionments Required | gpow/Hide Columns

Period
arer

i, sumame mems e s p i
3 3 - — 7] ouogre017 + 0 0 14 0 0 14 12 188
¢ 3 pe= 7] 01032017 7 0 0 14 0 0 14 ] 0
2 = - — 7] 01097017 + 0 0 12 0 0 14 0 0
4 - o — 7] otjogf017 ~ 0 ] 14 0 0 14 0 0
4 " - 7] oij09/2017 ~ 0 0 14 0 0 14 0 0
[ [} 2 168

Total Number of Chiren isted at the Service 4 The Total Number of Chidren currently at the Service 1

(s | [remmcne | [ cmare | [ ammnen ] |

Hours
Period
168
10

0

0

0

168

336.00 570
2000 570
0.00 570
240.00 570
0.00 570
576.00

Universal
Hours.
Remaining

402

T

570

570

570

Funded
s o Proer S
Date

01/04/2017 0

01/042017 0 CANC
01/01/2017 0 AUTHZ
01/04/2017 0 AUTHZ
01/03/2017 0 AUTHZ

Click the Save button.

the adjustment payment.

NOTE: It is possible to make further amendments to the hours on the Children panel before generating

Generating an Adjustment Payment
After making an amendment, an adjustment payment must be generated.

NOTE: If payment details against the child records in the funded service have changed but the overall
(net) amount has not changed, you can raise a zero adjustment payment.

Select Focus | Early Years | Generate Payments to display the Generate Payments page.
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1. Payment Run | EIPGUEER] | 3. Apportionments |

—

Making Payments

2. Providers -

- Payment Run

Payment Period 2013/2014 Spring Term . PaymentType

For2s v
Fords v
Pay By Date -

ADJ - Adjustment
Fords v

For Over 4s v

Report Required

2. Providers

ProvMa.. Service  FProvide.. DCSFUrn Apport

& Add

Remove

Select the required Payment Period.
Select ADJ - Adjustment from the Payment Type drop-down list.

a 0D

If required, de-select one or more age group by clicking in the check box to display a cross.
Click the Add button to display the Add Providers to Payment Run window.

.| Add Providers Te Payment Run

o — -

:.Elg

34 Search @Collapse -
iders
Service Q X
Provider I\fﬂ.{‘ x
o7 Select All Select

6. If required, select a Service or Provider.

7. Click the Search button to display providers with payments for this period and type that have not

been generated.

';:k\ | Add Providers To Payment Run

54 Search [E]Expand -
o Select All & Select

Prov Mame Service Provider Address DCSF Urn Apportion Rgd

m

8. Click the Select button to display the Generate Payments window.

[ Generate

1. Payment Run | [EIBRUEER] | 3. Apportionments |

—

2. Providers.

Pay By Date - Report Required

{1 Payment Run ™
Payment Period 201372014 Spring Term ~ PaymentType ADJ - Adjustment
For2s v For3s v
For4s V] For Overds v

(2. Providers

ProvMa.. Service  Provide.. DCSFUm  Apporti

s=mm  Chikdmin

&b Add

Remave

9. Click the Generate button.

Generating Payments on page 29.

NOTE: If a child is attending more than one funded service and the payment limits are exceeded, the
payments must be apportioned before actual or adjustment payments are made. If this is the case,
Apportionment Rqd displays Yes and the Generate button is disabled. See Apportioning when
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Authorising an Adjustment Payment

After an adjustment payment has been generated, it must be authorised before the payment can
be made.

Select Focus | Early Years | Authorise Payments to display the Payment Authorisation
Enquiry page.

34 Search @Cullapse -

Authorisation

Payment Period -
Payment Type

Authorised On -

|:| Mew Open In Mew Window

Click the New button to display the New Authorisation page.

Authorise
_| Generated Provider Payments ‘ Authorisation - 7

Payment Period 201312014 Spring Tern] -
Payment Type ADI - Adjustment. -
Authorised On 2710172014 -
Generated Provider Payments

Provide.. Service  Address DCSFUm PayBy. Paymen. 2s 3s. 4s Overds  CFAS |LLU Add

Remo

Select the required Payment Period, Payment Type of ADJ-Adjustment and an Authorised
On date.

Click the Add button to open the Select Payments to be Authorised window.

=

.| Select Payments to be Authorised

44 Search [B] Collapse -
Payment
Service Q %
Provider = X
Select All and Apply Select

If required, select a Service or Provider.

Click the Search button to display the payments that have been generated but not authorised.

% | Select Payments to be Authorised

44 Search [2] Expand -

Select All and Apply Select

Provider Mame  Service Address DCSF Urn  Pay By Date  Payment Amount 2s 3s 4z Owver 45
,ome . s Childminder 0 2202014 4000 Yes “es Yes Yes

Highlight the payment and click the Select button to display the New Authorisation page with
this payment listed in the Generated Provider Payments panel.
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I/ Authorise
Authorisation | Generated Provider Payments

(‘Authorisation

Payment Period 2013/2014 Spring Term
Payment Type ADJ - Adjustment
Authorised On 270172014 -

(Generated Provider Payments

Provide..  Service Address  DCSF Urn Pay By Paymen.. 23 3s 4s Over 4s. CFA& o Add
Childmin 0 2210172 40.00 Yes Yes Yes Yes 0.00 Remove

Click the Authorise button.

Apportioning Payments

Introduction

Apportionment is required when a child attends more than one provider and one or both of the
following applies:

m The payment limits, defined via Early Years Setup | Define Early Years Payment Period |
Payment Period Definition Detail, are exceeded.

m The child has negative hours remaining and Cap Payments with Negative Hours
Remaining is selected on the Payment Setup Options page.

The same rules apply to universal and extended paid hours. A payment cannot be made if
apportionment is required. The hours must be apportioned between the attendance lines so that
the payment limits (caps) are not exceeded.

The need for apportionment is considered in the following circumstances:
m Hours are entered on the Funded Service | Children grid.

m Hours are imported from the Headcount Provider portal.

m Hours are imported using the Generic File Import.

m Hours are carried over using the Carry Over routine.

m Hours are updated using the Update routine.

m A child’s school history dates are changed.

More Information: for more information about payment limits and payment setup options, see the One
Early Years Setup handbook on the One Publications website.

Apportioning Children’s Hours

If the Apportionment Required check box is selected (ticked) on the Children panel, the
child’s hours require apportionment.

The Other Provider column displays the number of other providers attended by this child.

2. Select the child in the list to enable the Apportion button.
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(2. Children
Display  Al23&4yearolds » L[] Show Rates [ Show Cancelled [ Show Apportionments Required
Universe Universz Extende: Extender n n = Funded
Age on S Pay Pay Pay Pay Pay Universal Universal Universal Extended Extended Extended Y Appa Cther
Surname Forename Total  Yearly Hours Unpaid Vearly Hours Unpaid
3140312017 Offer Hours  Hours  Hours  Hours Start Requ Provid
w B Amount  Entitiement Remaining Hours Entitlement Remaining Hours
Week  Period  Week  Period Date
3 4 15 270 0 0 540.00 570 130 0 570 140 0 01012017 1
4 " i 15 270 15 270 1080.00 570 120 0 570 180 0 oyjorjem7  [X] 1
3 L] 10 150 0 150 300.00 570 270 o 570 270 0 01/04f2017 1
3 =n = 15 225 15 225 450.00 570 35 0 570 345 0 01/04/2017 E 1
3 15 225 0 0 450.00 570 185 0 350 350 0 01/01f2017 E 1
3 .- (S8 15 285 15 285 570.00 570 185 0 350 -85 0 01/01/2017 1
85 1425 55 930 3390.00
] M »
Total Number of Chidren listed at the Service 6 The Total Number of Children currently at the Service 6
| Add Child | | Remove Child ‘ ‘ Copy Child ‘ ‘ Amendment ‘ ‘ Apportion ‘
If required, select the Show Apportionments Required check box to display only children
2. Children
Display  Al23&4yearolds » [ ShowRates [] Show Canceled [#] Show Apportionments Reguired
Universe Univers: Extender Extendes n Funded
Age on . Stretched Pay Pay Pay Pay Pay Universal Universal Universal Extended Extended Exten_dad - Appo. Other
urname Forename Total  early Hours Unpaid Yearly Hours Unpaid
31032017 Offer Hours  Hours  Hours  Hours Start Requ Provid
Week  Perid  Week  Peripg Amount Enttiement Remaining Hours Entitlement Remaining Hours -
Veel erio Weel erio ate
4 “ 15 270 0 0 540.00 570 -130 0 570 140 0 01/01/2017 1
& - mm 10 150 10 150 300.00 570 pai) 0 570 270 0 01/04/2017 1
3 15 288 15 285 570.00 570 185 0 350 -85 0 01/01/2017 1
40 T05 25 435 1410.00

Click the Apportion button to display the Apportionment window.

[Apportionment fo
Save
1. Student Details|| 2. Payment Period Details | 3. Summary 1. Student Details
(1. Student Details
Surname
Forname Date of Birth 2710612012 =
(2. Payment Period Details ™
Max Hours Per Week 15
Max Hours Per Period 350
Period 201712018 Summer 17
(3. summary ™
Period Actual Actual | Actusl | riversall Universal| Exdended| Extended| Universal Universal Universal Extended
Provider ) ) Post Period ; Pay Pay Pay Pay
N Service Description Start Weeks Hours  Hours Total  Yearly Hours Unpaid Yearly
ame Code End Date ! Hours  Hours  Hours  Hours
Date Period Wesk  Period || h Amount  Entilement  Remaining  Hours Entitlement
Week  Perid  Week  Period
w2 Crache 7310 01/04/2017  31/08/2017 15 0 0 15 225 15 225 900.00 570 8250 0 570
ve3 /i, Full Day Care 2505/2017  31/08/2017 15 0 0 5 75 3 45 252.00 £70 82.50 0 570
vp3 Jadi W, Full Day Care 01/04/2017  20/05/2017 15 0 0 05 75 6 %0 20475 570 82.50 0 570
] 0 05 3075 24 360 1386.75

Payment Period Details display the maximum hours allowed per Week and for the Period. The
Universal Pay Hours Week and Universal Pay Hours Period are highlighted if they exceed
the maximum allowed. The Universal Hours Remaining is highlighted if it is a negative

amount.

The Extended Pay Hours Week and Extended Pay Hours Period are highlighted if they
exceed the maximum allowed. The Extended Hours Remaining is highlighted if it is a negative

amount.

NOTE: A child’s attendance line has a start and end date. Only overlapping attendance lines are
considered when deciding if the hours per week require apportionment.

Update the Universal Pay Hours Week, Universal Pay Hours Period, Extended Pay Hours
Week or Extended Pay Hours Period as required until the total is less than or equal to the
maximum allowed and the fields are no longer highlighted.
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[ [Apportionme

[ Save
rd

1. Student Details | 2. Payment Period Details | ENSUmMat]| 3. Summary By,
{1. Student Details N
Surname -
Forname - Date of Birth 2710612012 -

(‘2. Payment Period Details
Max Hours Per Wesk 15

WMax Hours Per Period 350

Period 201712018 Summer 17
= ‘Summary ]
Period Actual Achml || Achwal | Univecsall Univecsal | Extended| Exiended| Universal Univarsal Universal Extsnded
Provider Post Period Pay Pay Pay Pay
N Service Description Start Weeks Hours  Hours Total  Yearly Hours. Unpaid early
ame Code End Date Hours  Hours  Hours  Hours
Date Period Week  Period Amount  Entlement  Remaming  Hours Enttiement
Week  Perid  Week  Period
> wp2 Crache 7316 01/04/2017  31/08/2017 15 0 0 10 150 9 570.00 570 157.50 0 570
v ARCDEL Full Day Care 25/05/2017  31/08/2017 15 0 0 5 7 3 45 252.00 570 157.50 0 570
vp3 ARCDEL Full Day Care 01/04/2017  20/05/2017 15 0 0 05 75 6 %0 20475 570 157.50 0 570
0 0 155 2325 18 270 1026.75 0 0

6. Click the Save button.

Carrying Over or Updating Hours for a Funded Service

Introduction

The Carry Over routine is used to carry over hours for a funded service from one payment
period to another. The Update routine is used to update hours for a funded service in a
particular payment period.

Carrying Over Extended Hours
Extended hours information is copied over to the same columns in the To Period.
When carrying over extended hours the following business rules apply:

m [f the From Hours Type is Paid and the To Hours Type is Actual, the universal and
extended hours are combined into the Actual columns.

m If the From Hours Type is Actual and the To Hours Type is Paid, the actual hours are
separated into universal and extended (the first 15 hours are put into universal).

m If the hours are carried over into a term that has lower caps, the lower caps are applied.

m Extended hours are only carried over to a new period if the child is eligible for extended
chidcare in the new period.

Carrying Over Hours
1. Select Focus | Early Years | Carry Over / Update to display the Carry Over / Update Query

page.

4 Search (2] Expand -~
[F] New Open Open In New Window Mext Previous

Routine Routineg Run Date  To Pericd To Hours Type

2. Click the New button to display the Carry Over / Update page.
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Process

[GoRBTERERE | Fundes services |

CarryOverUpdste -

CarryOverUpdate

From Period
To Period
Hours per week

Auto-populate Faid
Hours

Cverwrite Existing

- | From Hours Type

.| To Hours Type

Hot Specifie ~

Not Specific

{ Funded services

Provide.. Provide.. Service.. Service.. Referen.. DCSFU.. Localty  Area

o Add

Remove

3. Select Carry Over from the Routine drop-down list.

4. Select a From Period and From Hours Type.

5. Select a To Period and To Hours Type.

10.

NOTE: If From Hours Type is Interim, To Hours Type is Actual and the From and To periods are the
same, the Weeks per Period check box is enabled and weeks per period can be carried over.

Auto-populate Paid
Hours

Process
Carry Over/Update
Routine - Overwrite Existing
From Period 2017/2018 Autumn 17 -~ From Hours Type Interim -
To Period 2017/2018 Autumn 17 . ToHours Type Actual -

Copy Weeks per Period

-_

If required, and weeks are being carried over from interim to actual in the same period, select
the Copy Weeks per Period check box to display a tick.

If required, select Overwrite Existing to overwrite any existing values when copying the hours.

If required and To Hours Type is Actual, select the Auto-populate Paid Hours check box to
update paid hours when actual hours are carried over.

Click the Add button to display the Search for Funded Services modal window.

% | Search for Funded Services " [ E] | S
34 Search @Collapse -
N

{"Search for Funded Service

Service Name

Provider Name
Provider Postcode
Reference Mumber
Status

Service Type

Stretched Offer(s)

-

Registered
DCSF URN
Funded Status

Payment Band

Currently Funded -

o Select All Select $€ Deselect All

Enter a minimum of two characters in the Service Name, two characters in the Provider Name
or three characters in the Provider Postcode and click the Search button to display a list of

services.
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% | Search for Funded Services g uﬂlé]

4 Search [E] Expand -~
o Select All [ Select 9¢ Deselect All

Provider Name Provider Address  Service Name Service Type Reference Number DCSF URN  Localty Area
Childminder
Extended Play Group
Full ay Care
J u Childminder
n Creche

Select the check box for the required service and click the Select button to display the service
on the Carry Over / Update page.

[ Process

CarryOverUpdate |[Fllided Services Funded Services.

CarryOverUpdate

Routine Carry Over - Overwrite Existing o/
From Period 201372014 Spring Term ~ | From Hours Type Actual
To Period 201372014 Summer Term ~ | ToHours Type Actual

Auto-populate Paid
Hours

Funded Services

Provide..  Provide . Service. Service. Referen.. DCSFU.. Localty  Area 4 Add ‘

3 Remove

Click the Process button.

NOTE: The following business rules apply when carrying over hours:

If the hourly rate for a child has changed, the routine uses the child’s hourly rate rather than that for the
funded service.

Payment limits are respected for the To Period. The need for apportionment is determined by using the
sum of paid hours per week for the date ranges they apply to within the period.

Paid hours cannot exceed actual hours. If the specified actual hours value is less than the child’s existing
paid hours value in the To Period, the existing actual hours value is not updated. An entry is made in the
Logs panel for each record affected with the message:

Actual Hours Less than Paid Hours

If the specified paid hours value is greater than a child’s existing actual hours value in the To Period, the
existing paid hours value is not updated. An entry is made in the Logs panel with the message:
Paid Hours Greater than Actual Hours.

If more than one line is present for the child following an amendment, the hours are not carried over. An
entry is displayed in the Logs panel for the children who have not been carried over for this reason.

Hours Remaining is recalculated and updated for all eligible children at the selected funded services.
Hours Remaining is also updated against other funded services the child attends within their funding

year.

Updating the Hours for a Funded Service

The Update routine is used to update hours per week for all children at a funded service in a
particular payment period.

NOTE: The To Hours Type can be Universal Interim, Extended Interim, Actual, Universal Paid or
Extended Paid.

Select Focus | Early Years | Carry Over / Update to display the Carry Over / Update Query
page.
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4 Search (&) Expand -~
Bl New Open Open In New Window Mext Previous

Routine Routine Run Date To Pericd To Hours Type

Click the New button to display the Carry Over / Update page.
=

Process
[CEBTRRERE | Funded Services | CamyOverlpdate  + |
CanyOverUpdate
[ Routine l:l Overwrite Existing
From Period . From Hours Type Not Specifie
To Period . To Hours Type Not Specifie =
Hours per week
Auto-populate Paid
Hours
(Funded Services N
Provide.. Provide.. Service.. Service.. Referen.. DCSFU.. Localty  Area 5 Add
Remove

Select Update from the Routine drop-down list.

Select a To Period and To Hours Type.

Enter Hours per week.

If required, select Overwrite Existing to overwrite any existing values when updating the hours.

If required and the To Hours Type is Actual, select the Auto-populate Paid Hours check box
to automatically update paid hours when the actual hours are updated.

Click the Add button to display the Search for Funded Services modal window.

.| Search for Funded Services - l =l ﬁl
34 Search [E] Collapse -
( Search for Funded Service N

Service Mame

Provider Mame

Provider Postcode Registered -
Reference Number DCSF URN

Status - Funded Status Currently Funded -
Service Type - Payment Band
Stretched Offer(s)

& Select All Select 5% Deselect All

Enter a minimum of two characters in the Service Name, two characters in the Provider Name
or three characters in the Provider Postcode and click the Search button to display a list of
services.

.| Search for Funded Services

44 Search [2] Bxpand -
o Select All [ Select 98 Deselect All

Provider Name Provider Address  Service Name Service Type Reference Number DCSFURN  Localty Area
[ Childminder
Creche
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Select the check box for the required service and click the Select button to display the service
on the Carry Over / Update page.

[ Process
CarryOverUpdate | Funded Services
(CarmyOverUpdate
Routine Update - Ovenwrite Existing
To Peried 2013/2014 Summer Term + ToHours Type Actual o
Hours per week i5

Auto-populate Paid o
Haours

(Funded Services

Provide... Provide... Service.. Service.. Referen.. DCSFU.. Locality Area

Creche

Click the Process button.

Early Years Pupil Premium

Early Years Pupil Premium (EYPP) is additional funding for early years settings to improve the
provision for disadvantaged 3 and 4-year olds.

Local Authorities are responsible for checking whether individual children meet the eligibility
criteria for EYPP. Information about the child’s carers is used to determine whether or not the
child is eligible.

NOTE: A check for eligibility is only run for carers who have parental responsibility and have given
consent. Parental responsibility and carer consent are indicated on the Student Details | Early Years
Additional Information panel.

=
a 32
] Save [ New ¢ Memo [C1DataPanels ¥ Alerts 57 Sql Mail Merge f<5 UDF Manager ~ Datz Conflicts [ ContactPoint Retrieve 3¢ Delete
© 01, Student dentifiers | 01a. Nationsl Hea... | 02. School History | 03. Address Detsils | 04 Addresses | 05. Centact Details | 06. Student Profile | 07. Supperting Details | 08. LA Details | 09. Court Ordere 33 Early Years Addi ~ 7
(33, Early Years Additional i
Eligible for 2yearold [ Effective Date -
funding
Basis For Funding
0
Deferred x
Pupil Premium Checks
Initiated Check Check Check Check Run Check
Check Date By Result Funding Basis Method DOB Surname Process Status N
& Add
92 Remove
Carer Consent
Carer Parental
Name Relationship Responsibiity Consent Given
Eileen FAI [x]
Randl%a .  PAF x

Children who are identified as being eligible for EYPP on economic grounds will have the correct
premium rate added as a Single Funding Formula (SFF) payment, alongside payments to
settings for funded hours.

Checking Eligibility for EYPP

The following table summarises how One determines the EYPP category a child is eligible for,
e.g. Economic, Non-Economic or Looked After Child (LAC) based on the DfE Funding Basis
Codes (Lookup table id:1206):
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CBDS Codes
EE Eligible through economic criteria
EO Eligible other known reason
EB Eligible both reasons
EU Eligible unknown basis
Criteria
Eligibility Criteria Internal Codes CBDS External Codes
Non-Economic Any code mapped to Ext Code | EO or EU
Economic Any code mapped to Ext Code | EE or EB
Looked After Child LAC EO

Business Rules for Identifying the EYPP Record to Use

The Generate Payments routine uses the history of pupil premium checks to determine whether
or not a child is eligible and, if eligible, the rate at which the child will be paid. The following
business rules are used to identify the EYPP record that is used:

If there is only one EYPP record in the history, this record is used.

If there are two manual eligible checks (non-economic, economic or LAC), the latest check
date is used.

If there are three manual eligible checks, one for each of non-economic, economic and LAC,
the eligible non-economic check record is used.

If there are two manual eligible checks, one economic and one LAC, the eligible economic
check record is used.

If there are two automatic economic checks for the same carer, the latest check record is
used.

If there are two automatic economic checks for two different carers and only one carer is
eligible, the eligible carer check record is used.

If there are one or more automatic economic eligible checks and there is a more recent
manual economic check, the manual economic check is used.

If there are one or more automatic economic eligible checks and there is an older eligible
non-economic manual check, the manual eligible check is used.

If there is one eligible and one not eligible automatic economic check and an earlier not
eligible manual check, the latest automatic economic check is used.

If there are non-economic or economic not eligible manual checks and an eligible Looked
After Child (LAC) check, the LAC check is used.

For more information, see Using Single Funding Formula on page 711 and Early Years Pupil
Premium (EYPP) Payments on page 23.

Collecting Carer Details

The carer details for the child must include name, date of birth, and either National Insurance
number or National Asylum Support Service (NASS) number. This information is submitted to
the DWP Eligibility Checking Service (ECS) to perform a bulk check of the eligibility of children
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for EYPP. For authorities who have purchased the Provider Portal Headcount module, the

required information for making an eligibility check via ECS can be collected by settings as part
of a headcount collection task.

More Information: One Early Years Headcount Provider Portal handbook available on the One
Publications website (http://www.onepublications.com).

For information about running the ECS check, see EY Pupil Premium Bulk ECS Check on page
58 and EY Pupil Premium Single ECS Check on page 60.

For Local Authorities not using the Provider portal, carer details can be updated using the v4
Client:

Updating Carer Details
Select Focus | People | Students to display the Student Enquiry page.

= “
34 Search [5] Collapse ~ @ ContactPoint Search ) Clear
{‘Student Enquiry ™
‘Sounds Like’ Search X
Name
Gender Mot Specified o Date Of Birth -
Person ID Mational Health Service
Mumber
Active Vs Postcode
Deceased Not Specified =
Base Name E
NCY Unique Pupil Number
SEN Status -
Qnly SEN Active x
Students
[5 New Open Open In New Window Mext Previous

Enter search criteria for the required student and click the Search button.

Select the required student in the search results list and click the Open in New Window button
to display the Student Details page.

F

[ Save [H New {3Memo []DataPanels ¥ Alerts (& Sql Mail Merge 2§ UDF Manager ., Data Corflicts i) ContactPoint Retrieve ¢ Delete
© [UISHudEEdentfiers|| 012. Ntionsl Hes.. | 02. School History | 03. Address Detils | 04. Addressee | 05. Contact Details | 06. Student Profile | 07. Supporting Details | 08. LA Details | 09. Court Orders 01. Student dentiier ~

Date of Birth 140772001 - Guessed DOB
188 Ferson 1D 9025108
Local UPN

Looked After Chid

= Quick Reports
[ Action + |/ Run - |} Data

4. Select the Carers link from the Links panel to display the Student Summary and list of Carers

for the student.
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|E Save

_‘ 02. Carers | 01. Student Summan - f

{01, Student Summary N

Family Name i [ petsils

Given Mame -

e-Mail Address.

Frincipal Address INEE EETEEN BN BNN BN NEEN EECE B
Primary Contact No CYP Yes
Gender Female Date of Birth 021117201
AT <
Carers Name  Parental R ibilty Financial R i Relationship Contact Order & Add
—— s Yes Mo Wother .| Edit
Remove

Select the required carer and click the Edit button to display the Carer Details page.

[ save ¥ Alerts & Sql Mail Merge = UDF Manager ;* Set Address
_‘ 02, Carer Details | 03, Carers Dependants ‘ 04, Last Update 01. Student Details = /7
(01, Student Details A
Family Name S w
Given Name =
e-MailAddress
Principal Address 1 B, B - ml D" " b 1
Primary Contact No CYP Yes
Gender Female Date of Birth
(02, Carer Details N
Title: [ petais
Name
Parental Responsibility Financial Responsibity 3¢
Relationship Mother -
Contact Order
(03, Carers Dependants ™
Famity Name  Given Name Given Name 2 Relati ip To D Parental R ibili Financial R i Contact Order
= w = Mother es No
n - Mother Yes No
(4. Last Update N
Last Updated 250022015 12:1%:44
Updated By System Administrator

On the Carer Details panel, click the Details button to display the Person Details panel.
£8 Person Details [sewes  semssms (Date of Birth: me s )] Elﬂlg

[ save {Memo (5) Set ACL []DataPanels ¥ Alerts @'Sql Mail Merge UDF Manager @ ContactPoint Retrieve

@ _| 0la. Mational Hea... | 02, Date of Birth Details | 03, Current Rele Summary | 01. Person’s Details - i

(‘01. Person’s Details o
Family Name T mialin
Given Name -u E

Given Mame 2

I Chosen Family Mame ——

Chosen Given Mame  [m Gender Female -
Persan ID o - Person Notes
Left England b 4 Mational Insurance N

Mumber
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Update the carer’'s name and National Insurance Number as required.
Select the Date of Birth Details panel and update the details as required.

02. Date of Birth Details N
Date of Birth 021211993 - Guessed DOB
Estimated Due Date -

If the carer is an asylum seeker, select the Asylum Seeker check box on the Asylum Details
panel to display a tick and enter an NASS Number in the format YYMMnnnnn.

15, Asylum Details

'Asylum Seeker o Asylum Status 4sylum Seeker| -

MASS Mumber 160435955

Click the Save button to save the person details and display the Carer Details page.

Click the Save button to save the carer details.

ECS Configuration
The ECS Configuration page is used to configure the link to the Eligibility Checking Service.
Select Focus | Early Years | Early Years Setup | EY Pupil Premium ECS Configuration.

ECS Configuration

Configure the link to the DWP Eligibility Checking Service

ECS Settings
ECS Environment These ‘override' settings will normally be empty. They should only be set after guidance
Lve E‘ from Capita
ECSICocalinuthoaty] ECS Service URI Override
Capita One

ECS Username ECS Service Version Override

Capita One18675
ECS Password Batch Size (Records)
Update ECS Password

ECS System Status WCF Open | Close Timeout (Mins)

Test

WCF Send / Receive Timeout (Mins)

ECS Mock Eligibility Status
Eligible E‘

ECS Mock Error Status

q

Validity Start Date (30 Hour Check) DDIMMIYYYY

15/01/2017

Validity End Date (30 Hour Check) DD/MM/YYYY

15/03/2017

Grace Period End Date (30 Hour Check) DD/MMIYYYY

01/04/2017

ECS Mock Submission Response

WebServiceSuccessiul E‘

ECS Mock Batch In Progress Status

Complete E‘
ECS Mock Batch Carer Eligibility Result
NotFound E‘

save

More Information: Technical Guide — Setting Up One Early Years Pupil Premium for Local Authorities
handbook available on the One Publications website.
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EY Pupil Premium Bulk ECS Check

Introduction

The EY Pupil Premium Bulk ECS Check page is accessed via Focus | Early Years | EY Pupil
Premium Bulk ECS Check. This page is used to submit a bulk check to the Eligibility Checking
Service.

The check can be run as a test to find out how many children are eligible. If required, the results
can be saved and this updates the student details to reflect the child’s eligibility.

Business Rules for Running a Bulk ECS Check
The check is only run against carers if all of the following criteria apply:

m The Consent Given check box is selected (ticked) on the Student Details | Early Years
Additional Information | Carer Details sub panel.

m The carer’'s Date of Birth is recorded.
m The carer’'s National Insurance Number or NASS number is recorded.
m The carer has a child aged 3 or 4 years old, for whom they have parental responsibility.

If all of these criteria are met, click one of the following buttons to run the Bulk ECS Check: Not
Eligible or Failed.

m Not Eligible: Checks all children who were previously not eligible for EYPP because they
either did not have any carer details recorded or carer consent was not selected (ticked). If
they are now found to be eligible, they will not be checked again for 12 months (3 terms).

m Failed: Checks children where a previous check failed due to incorrect data e.g. invalid NI
number.

NOTE: The ECS checker calculates eligibility based on a child’s date of birth, not their NCY.

Running a Bulk ECS Check

NOTE: A bulk check for eligibility is only run for carers with parental responsibility who have given
consent. For more information, see Business Rules for Running a Bulk ECS Check on page 58.

. Select Focus | Early Years | EY Pupil Premium Bulk ECS Check.

EY Pupil Premium Bulk ECS Check - Step 1 of 3

£ v

2. Check Progress [l 3. Process Results

Last Bulk ECS Check Information

Children identified as eligible for EYPP: [ 15]
Last check submitted: 24/02/2015 11:36:46
ECS results returned on: 24/02/2015 11:34:03

Committed on: 24/02/2015 11:37:44

Submit ECS check for childrenicarers:

The Submit Check screen displays the details of the last bulk check that was performed by the
Local Authority.
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To submit a check against children and carers who are currently flagged as not eligible, click the
Not eligible button.

The Check Progress Information screen is displayed.

EY Pupil Premium Bulk ECS Check - Step 2 of 3

Bulk ECS Check Information.

- ECS Batch validation query submitted.
- Additional Information: Please check the status using the Refresh. It may take a while to complete the validation.

v

1. Submit Check

2. Check Progress |l 3. Process Results

Check Progress Information

Latest status
Children identified as eligible for EYPP before bulk ECS check: D

Total submitted count: [ 10005 ]

Total failed: (0]

Last check submitted: 25/02/2015 13:13:57

4 Cancel ECS Check Refresh ECS Check Status £

Click the Refresh ECS Check Status button to refresh the results.

When the process is completed, the Process Results screen is displayed.
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EY Pupil Premium Bulk ECS Check - Step 3 of 3

1. Submit Check

Progress Results Information

Last check submitted:

ECS results returned on:

you do not need to do anything

< Cancel ECS Check

2. Check Progress

Completed

Latest Status

Children identified as eligible for EYPF before bulk ECS check: [15]
Children who will be identified as eligible if results are committed: m
Total submitted count: [ 10005 ]
Children newly identified as eligible for EYPP by this bulk ECS @
check:

Total not found:

Total failed: (0]

25/02/2015 13:13:57
25/02/2015 13:14:47

These results have not yet been saved. If you wish to update student information with EYPP eligibility information, please select the
“Commit” button. If this check was performed for information purposes only, for example to see how many children would now be eligible

The Progress Results Information panel displays information about the Bulk ECS Check that

has completed.

If you have only run the check as a test, no further action is required.
If you want to record the results of the ECS check, click the Commit Check Data button.
The Pupil Premium Checks on the Student Details | Early Years Additional Information

panel is updated with the results of the bulk check.

Pupil Premium Checks

Initiated Check . . Check Check Check + ¥ Run Check
Check Date By Result Funding Basis Wethod DoB S Process Status - © rad
20/10/2015 07:18:50 VK Eligible Economic Bulk 22f08/1984 = L
20/10/2015 07:18:50 VK Eligible Economic Bulk 01/01/1875 3¢ Remove
20/10/2015 08:07:08 VK Pending Economic Individual 22/09/1934

NOTE: When the check result is returned with a status of Not Found, the response (qualifier) code
received from the ECS check is interpreted and a message is displayed in the Process Status. For
more information, see Interpreting the Qualifier Codes on page 63.

EY Pupil Premium Single ECS Check

Introduction

A manual check for eligibility can be submitted for a 3 or 4 year old child. In order to run a
manual check, the carer details for the child must include name, date of birth, and either a
National Insurance number or a National Asylum Support Service (NASS) number. For more
information, see Checking Eligibility for EYPP on page 53.

NOTE: An eligibility check is only run for carers with parental responsibility who have given consent.
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Running a Single ECS Check

Select Focus | People | Students to display the Student Enquiry page.

Making Payments

a,

&r 5
34 Search [5] Collapse ~ @ ContactPoint Search ) Clear
{‘Student Enquiry ]
‘Sounds Like’ Search X
Name
Gender Mot Specified o Date Of Birth -
Person ID Mational Health Service
Mumber
Active v Postcode
Deceased Mot Specified o
Base Name E
NCY Unique Pupil Number
SEN Status -
Only SEN Active x
Students
[5 New Open Open In New Window Mext Previous

Enter search criteria for the required student and click the Search button.

3. Select the required student in the search results list and click the Open in New Window button

4.

© N o o

to display the Student Details page.

Select the Early Years Additional Information panel.

&)

s ®
E Save D New OMemn [ Data Panels ¥ Alerts ﬂSql Mail Merge =% UDF Manager Data Conflicts M ContactPoint Retrieve ¢ Delete
& 01 Student Identifiers | (1a. National Hea... | 02. School Histery ‘ 03, Address Details | 04, Addressee | 05. Contact Details | 06, Student Profile | 33. Early Years Addi = _"'_
(33, Early Years Additional Informatian .
'EligiblefDrZyeﬂr old r Effective Date -
funding
Basis For Funding
]
Deferred b4
Pupil Premium Checks
Inttiated Check . . Check Check Check Run Check
Check Date By Result Funding Basis Method DOB Surname Process Status R
g0 Add
%2 Remove
Carer Consent
Carer = = Parental =
Nams Relationship Responsibilty Consent Given
Anne FAM [X]

Details of any previous assessments made for the child, are displayed in the Pupil Premium

Checks table.

The Carer Consent table displays details of carers linked to the child. Only carers with the

Consent Given check box selected (ticked) are checked.
If required, select the Consent Given check box to display a tick.
Click the Add button.

Select a Funding Basis from the drop-down (Lookup table ID: 1206).

Click the Run Check button to display the EY Pupil Premium Single ECS Check dialog.
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®

EY Pupil Premium Single ECS Check

Submit New Check to ECS ¥

To submit the information for this student, click the Submit New Check to ECS button.
The Checked Results are displayed and the message:

These results have not yet been committed. Please select the Commit Check Data button to
commit

EY Pupil Premium Single ECS Check

Checked Results

Surname Date Of Birth National National Results  Status
Asylum Seeker  Insurance
Number Number
- 02/12/ L [ |E

These results have not yet been committed. Please select the Commit Check Data button to commit Commit Check Data

NOTE: When the check result is returned with a status of Not Found, the response (qualifier) code
received from the ECS check is interpreted and a message is displayed in the Status. For more
information, see Interpreting the Qualifier Codes on page 63.

Review the results and click the Commit Check Data button.

The results are displayed in the Pupil Premium Checks table on the Early Years Additional
Information panel.

Pupil Premium Checks

. Check # Run Check
Check Initiated Check Funding Basis Check Check Check Check NI NASS Process Stahs
Method DoB Surname Number b Add
Number L

Date By Result

25/02/2015  SYSADMIN  Eligible Economic Individual om ooy e e—— - e ¢ Rernove

NOTE: When the check result is returned with a status of Not Found, the response (qualifier) code
received from the ECS check is interpreted and a message is displayed in the Process Status. For

more information, see Interpreting the Qualifier Codes on page 63.
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Interpreting the Qualifier Codes

When a check result for EYPP comes back as Not Found, a qualifier is also returned. The
following table shows how the qualifier is interpreted:

Qualifier Interpretation ‘
Final The check result stands and no further action is required.
Pending The information to process the the check is not yet available and

could take up to 6 weeks. The check should be periodically re-run.

No Trace The details entered may be incorrect. The parent should re-enter
their details.
Manual Process The parent should provide proof of household earnings and the LA

should raise a manual query on the ECS web portal.

Manual Query LA should raise a manual query on the ECS web portal.

Found Pre- For both of these qualifiers, the child’s Date of Birth is checked. If

Thresholds the child was born on or before 31/12/2014, the child is eligible
and a Not Found result is converted to Found. Otherwise the

Found Pre- result should stay as Not Found.

Thresholds Manual

Process

Viewing Pupil Premium Changes

If a child’s check result or funding basis changes during a term, the Generate Payments routine
adds or removes the EYPP supplement.

A list of children who have had an EYPP supplement increased or decreased when the payment
was generated can be displayed.

Select the required funded service. For more information, see Selecting a Funded Service on
page 9.

1. Select a Payment Period to display a list of children at the service.

QF&M
[ Save [C1Data Panels ¥ Alerts @ Sql Mail Merge 2% UDF Manager 4 Refresh
_ || vinks
1. Payment Pericd | 2. Children | 3. Daily Hours | [i_Payment Peroc JRE A
Payment Details
(- Payment Feriod N 2| Reports
Period 201572016 Spring Term < Chidren With Negative Hours Remaini
Period Start Date 01012016 S Period End Date 31032016 S
Age Calculation Date  31/12/2015 -
(2 Children N
Display  Al23&4yearolds » [ Show Rates [ Show Cancelled [ Show Apportionments Reauired | spoyerhide Columns
Age on bl vl i 20 A e A W O P 9 Hou -r Appo Oth 1
Surmame Forcname  Hours  Hours  Base  Hours  Hours  Total Status Memo 'S Quick Reports
31122018 Weok  Puod Fate Voo  Perod Amoum EEMeN  Remanng  sun Requ Provider :
(@ Action + |« Run - [ Data
3 George Moz 15428 200 1093 153 306.00 570 7 oyos201s (X o cENz <||=
3 " Roshan Moz 15428 200 1093 153 306.00 570 47 ooa01s %] o0 GEN2 <
4 Laura o 0 200 0 0 0.00 570 570 01012015 [ © GENZ <
4 - Wendy o ) 200 0 ) 0.00 570 488 oyos015 [ o GENZ B
3 " Alan ] 0 200 0 0 0.00 570 510 01042015 [X] 0 GENZ <
3 = Jaya ] [} 200 944 12272 245.44 570 priE) 01042015 [X] o GENZ <
3 Robin 17.86  267.90 200 14 210 420.00 570 ) 01/04/2015 0 GENZ <
4 Ty Guy 0 0 200 0 0 0.00 570 s70 oyogz01s  [X] o <
3990 57646 1530 6872 127144 §
[ i o [l
Total Humber of Chidren listed at the Service 15 The Total Number of Chidren currently at the Service 4
[ asacria | [ removecnia | [ amenament | [ apporion |

2. Click the Payment Details link on the Links panel.
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|§a Search (5] Collapse ~
Year
Payment Type .
1 Save Memos [ New 5 Open [ OpenIn New Window 4 Next 40t Previous
Payment Period rear Payment Type Amount Pay By Date Authorised On Memo -
o |
2015/2016 Spring Term 2015 ACT - Actual Payment 1277.44 -]
2015/2018 Autumn Part 1 2015 ACT - Actual Payment 200.00 <
2015/2016 Autumn Part 2~ 2015 ADJ - Adjustment -41.25 <
2015/2016 Autumn Part 2~ 2015 INT - Interim Payment 310.53 20/10/2015 <3
2015/2016 Summer Term 2015 ACT - Actual Payment 370.00 <Q E
2015/2016 Autumn Part 2 2015 ADJ - Adjustment -3138 <
2014/2015 Summer Term 2014 ALCT - Actual Payment 1130.00 <3
2013/2014 Spring Term 2013 ADJ - Adjustment 540.00 <3
201312014 Spring Term 2043 ACT - Actual Payment 1200.00 20/10/2015 <
2013/2014 Summer Term 23 ALCT - Actual Payment 1200.00 <
2013/2014 Autumn Term 2013 ACT - Actual Payment 620.00 <3 |
042104 4 Crrine e Anan PRy — -0 nn /’\

Select the required Payment Period and click the Open In New Window button to display the
Payment page.

4 Save [H Mew <>Memo Authorise View Pupil Premiums

_| 02, Treasury Info | 3. Apporticnments ‘ 01. Payment Details = ;;7

(01, Payment Details n -
Payment Period 2016/2016 Spring Term
Payment Type ACT - Actual Payment
Amount 12774.4
Pay By Date . - Authorised On -
For2s vs Total (2yr Old) 0.00
For 3s o Total (3yr Old}) 1277.44
For 4s vy Total (4yr Old) 0.00
For Over 4s vy Total (Cwerd yr Old) 0.00
Credit Ref. Mo. Total (Carried Forward (.00
& Manual Interim)
(02, Treasury Info (]
Cash Date - Cheque Date -
Cheque No.
(3. Apportionments o
= = Previous
o Sumame  Forename  DASOT st Pww GRS pemd o oswt o ognn opn o ews GO0
Date Hours T Period

Click the View Pupil Premiums button to display a list of children who have had their EYPP
increased or decreased during the term.

The list can be exported to Excel for further analysis.

NOTE: The list can also be displayed by clicking the View Pupil Premiums button when viewing
generated payments via Focus | Early Years | Generate Payments.
For more information, see Viewing Generated Payments on page 30.
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Thirty Hour Entitlement Checks

When a 30 Hour entitlement check is performed in the Provider portal for a child who exists in
the One v4 Client, the details are used to update the student details record. The Student
Details | Early Years Additional Information panel 33 is updated with the Eligibility Code
and the following information about the check:

m Checked on Date

m Checked by User

= Child Date of Birth Checked

m National Insurance Number Checked

= Eligible From and To dates

= Grace Period End date

m Check Status

m Recheck Info (click to open information window)
m Checked for Providers.

More Information:
For information regarding the Thirty Hour Entitlement portal, refer to the One Early Years - 30 Hour
Entitlement Provider Portal handbook on the One Publications website.

Viewing Thirty Hour Entitlement Checks
1. Select Focus | People | Students to display the Student Enquiry page.

o) ®
44 Search [Z] Collapse - M) ContactPoint Search 5 Clear
fshldent Enquiry ™
‘Sounds Like' Search b4
Name
Gender Not Specified - Date Of Birth -
Person ID Mational Health Service
Mumber
Active v Postcode
Deceased Not Specified
Base Name
NCY Unigue Pupil Number
SEN Status
Only SEN Active b4
Students
B New Open Open In New Window Mext Previous

Enter search criteria for the required student and click the Search button.

. Select the required student in the search results list and click the Open in New Window button
to display the Student Details page.

4. Select the Early Years Additional Information panel.
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- |

[ Save [ New ¢ Memo []DataPanels ¥ Alerts & Sql Mail Merge £ UDF Manager . Data Conflicts @ ContactPoint Retrieve € Delete

@ 0. Student Ientifiers | 01a. National Hea... | 02. School History | 03. Address Details | 04, Addressee | 05, Contact Details | 06. Student Profile | 07. Supporting Details | 08. LA Details | 09. Court Orders | 10. Language/Mean.. | 11. Ethnicity, Re... | 12. SEN Needs - S.. 33, Early Vears Addi « 7

33, Early Years Additional Information
'Ehg\h\efﬂr?year old X Effective Date -
funding
Basis For Funding =]
0

Deferred x

Pupi Premium Checks

ntiated Check Check Check Check Run Check
Check Date By Result Funding Basis. Method boB Surname Process Status A
i Add
9 Remove

Carer Consent

Carer Parental

el Reatoranp oL Consent Give

30 Hour Entitiement Checks

Elghbity Code 32121334566

Chid Date of Eligible: Elgible. Grace Check. Recheck

Checked on Date Checked by User Birth Checked Fro To Period End Status Info Checked for Providers =

15/05/2017 12:17:37  System 15/02/2015 15/02/2018  31/03/2018  31/05/2016  Eligible @  ARCDEL Frovider1, ARCDEL Frovider2, Anu Froviders, Bumble Bee Nursery, Deborah Green Chidcare, .. <only first S providers listed>

NOTE: The Eligibility Code is unique to a student. All checks performed for this child with this
Eligibility Code are listed on the 30 Hour Entitlement Checks sub-panel.

Amending Entitlement Date

Thirty Hours entitlement may require to be extended in accordance to agreement made between
the Provider and Parents.

Before the eligibility dates can be amended in v4 Client, a successful Run Check must be
completed in the first instance. The Eligible From and To date fields in v4 Client can then be
edited with the required dates.

To amend the dates:

In the 30 Hour Entitlement Checks panel, selecting the drop-down arrow against the date field
displays:

m Edit Value — Allows you to manually edit the existing date.

m Clear Value —Clears the date field.

30 Hour Entitlement Checks

Eligibility Code 78784548785

2 Chec
Child Date of National Insurance Eligible Eligible Grace Check Recheck
Criached o Dals Chiacked by User Birth Checked Number Checked From To Period End Status Info Pur:wu
26/05/2020 09:16:09  System 05/05/2016 NM123456C 01012019 |~ v | 01j03/2022 Eligible An.
22/05/2020 13:05:35  System 05/05/2016 AB123456C 12/02fz020 | ¥ | 28/02/202 Edit Value An.
Clear Value

Select Edit value then click on the drop down arrow to display a calendar view. Select the dates
as required.

30 Hour Entitiement Checks
Eiigibilty Code 78784548785
Chid Date of National Insurance Eligible Eiigible Grace Check Recheck Liec
Chieched b et Chiacled by Leer Birth Checked Number Checked From To Period End Status nfo ;‘:’m
28/05/2020 09:16:09 System 05/05/2016 NM123456C 01/01/2019 | ¥ |28/05/2020 . 01/03j2022 Eligible An
22j05/2020 13:05:35  System 05/05{2016 AB123456C 12/02f2020 |~ | May 2020 » L
Mon Tue Wed Thu Fri Sat Sun
27 28 29 30 1 2 3
4 5 6 7 8 9 10
1 12 13 14 15 16 17
[\} 18 19 20 21 2 23 24
5 % 27 29 30 31 E
Disability Access Fund 1 2 3 4 5 6
From Approval i, Approval Provider o i Today: 28/05/2020 &5 Add

The date criteria for these fields are:
m Eligibility Start Date must be before Eligibility End date.
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A message is displayed for incorrect date entry.

Capita One 4.0: Error X

@ 30 hours Eligibility Start Date cannot be after the End Date

m Eligibility End Date cannot be after Grace Period date

A message is displayed for incorrect date entry.

Capita One 4.0: Error X

9 30 hours eligibility end date cannot be after the grace period

After the Student details has been saved successfully, the amended dates is shown in:

» The Provider Funded Service - Extended Hours Eligibility Start and End Dates column in
the Children panel.

= The Review Previous Checks on Provider Portal.

m On Headcount a new task created for the child against the provider, displays the child is

eligible for Extended hours funding. The Child Details screen shows details of the eligibility
code as shown in graphic below.

Child Details
{i]
Forename - s
Child's legal forename
Middle Name rd
Surname * Fa Smith
Gender * ) Male

@® Female

Your browser language settings are set to a language that is unsupported, this may cause issues when we validate the date you enter. if you are
using english make sure that your browsers language settings are set to 'English (United Kingdom])'

Date of birth (dd/mm/yyyy) i 09/02/2016
Ethnicity = = X
First Language * @
SEND Stalus @
Eligibility Code s 15679846565 0 This eligibility code i valid from 05-Oct-2012 to 06-Jun-2020, with a grace period to 31-
Dec-2022
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The Extended Hours is included in the Provider History report when generated.

B o
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05 I Early Years Maintenance

Introduction

Early Years maintenance is accessed via Focus | Early Years | Maintenance. It enables you to
maintain the links between children and funded services and to produce the Pupil Premium -
Eligible Check with Carer Declined report.

Permissions for Early Years maintenance are set as follows:

Permissions

Select Focus | Tools | Permissions | User Group Processes to display the User Group
Processes Editor.

Select the required user group to display the Permissions Editor.

Select Early Years Administration from the Main Business Processes drop-down.
Select the required permissions for the following Business Processes:

= Maintain Funded Service Children.

®  Pupil Premium - Eligible Check with Carer Declined.

M
Y Save

(01, Main Processes

i RSITAL TS P o rly “ears Administration| < |

Frocesses

M

Name Read Read-Write Read-Write-Delete Deny

%

Early Years Administration
EY" Staff Administration
Feedback Administration
Maintain Funded Service Children
[ 3 Pupil Premium - Eligikle Check with Carer Declined

o
o
o

Umbrella Organizations
Updating Carry Over Details QV

Maintaining Funded Provider Children

The Maintain Funded Service Children page lists funded providers with multiple service
provisions linked to children. It enables you to choose the service provision to which the children
should be linked and remove the links to the other services.

Select Focus | Early Years | Maintenance | Maintain Funded Service Children to display the
Maintain Funded Service Children page.

@ Process [ | Open In New Window

Registered

Retain For Nursery DCSF
Children Provider Name Service Name Service Description Service Address Education URN
Grant
13 D - Community Nursery ~msssss cmm Community Nursery - Full Day Care # % Ful Day Care - == BEDFORD, Simshire, MK4... T
Il - wa- Full Day Care NUNE: Full Day Care 1 ismsmes Simms, Bedford, MK40 7988 T
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Select the Retain Children check box to display a tick to retain the link to this service.
Click the Process button to display a confirmation message.

Click the Yes button to remove links between the unselected services and their children.

Removing Pupil Premium Eligibility Checks with Carer
Declined

A report can be produced to identify children where an eligibility check has been run even
though the parent declined check box was selected. These automatic eligibility checks can be
deleted.

1. Select Focus | Early Years | Maintenance | Pupil Premium - Eligible Check with Carer
Declined to display a list of checks.

2. Select the required child details via Focus | People | Students to display the Student Details |
Early Years Additional Information panel.

F g
4 save [5 New oMemU []Data Panels % Alerts ESqI Mail Merge 725 UDF Manager Deta Conflicts ) ContactPoint Retrieve 5 Delete ‘ Trim Launcher
@& 01. Student Identifiers | (01a. Matienal Hea... | 02, School Histery ‘ 03, Address Details | 04, Addressee | 05, Contact Details | 06, Student Profile | 33. Early Years Addi ~ ;,7
{"33. Early Years Additional Information N -
'ElwgiblefDrZyear old |— Effective Date -
funding
Basis For Funding E‘
]
Deferred x Pupil Premium Parent  gGjyen
Consent
Pupil Premium Mo Override =
Authority Consent
Pupil Premium Checks
Initiated Check " . Check Check Check * 1 Run Check
Check Date By Result Funding Basis Method Dos T Process Status |  rad
20/10/2015 07:18:50 VK Eligible Economic Bulk 22(09/1984 = w
20/10/2015 07:18:50 VK Eligible Economic Bulk 01/01/1875 3% Remove
20/10f2015 08:07:08 VK Pending Economic Individual 22/09/1984 |

3. Select the required check in the Pupil Premium Checks table.
Click the Remove button.
A confirmation message is displayed.

5. Click the Yes button.
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06 | Glossary of Terms

Disability Access Fund (DAF)

Three and four year-old children are eligible for the Disability Access Fund if they meet the
following criteria:

= The child is in receipt of the child disability living allowance (DLA).
m The child accesses the funded entitlement at the Early Years provider.

Extended Hours

Working parents of 3 and 4 year-olds can apply to HMRC for an extra 15 hours of childcare in
addition to the universal entitlement of 15 hours per week.

EYPP

Early Years Pupil Premium (EYPP) is additional funding for early years settings to improve the
provision for disadvantaged 3 and 4 year olds.

Interim Payments
Interim payments are made to settings based on the estimated hours for the period.

Payment Band

Payment bands can be associated to a provider or a service and enable you to filter the list of
funded providers or services displayed.

Single Funding Formula

The Early Years Single Funding Formula (EYSFF) sets the hourly rate of payment for providing
early years education. It is set for each registered provider based on the services that they
provide and the costs involved in providing free entitlement. If required, it can be set differently
for individual children.

Spot Payments

Spot Payments are one-off payments made to a funded service using a Spot Code. Spot Codes
are stored on lookup table (ID: 1162).

Stretched Offer

Stretched Offer funding enables parents and carers to take fewer free hours per week over more
weeks of the year.

Universal Hours

The number of hours of universal entitlement being claimed (up to a maximum of 15 hours per
week).
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