:we::0needucation

One Early Yjears DAF

Provider Portal Handbook

-," tumn 2020 release 3.73

"
\ )
LY

-



Copyright

One Early Years DAF Provider Portal Handbook/Autumn 2020 (3.73)/19-10-2020

© Capita Business Services Ltd 2020. All rights reserved. No part of this publication may be
reproduced, photocopied, stored on a retrieval system, translated or transmitted without the
express written consent of the publisher. Microsoft® and Windows® are either registered

trademarks or trademarks of Microsoft Corporation in the United States and/or other
countries.

www.capita-one.co.uk

Contacting Capita Software Support

You can log a call at: https://support.capitasoftware.com/

Providing Feedback on Documentation

We always welcome comments and feedback. If you have any comments, feedback or
suggestions please email:

onepublications@capita.co.uk

Please ensure that you include the document name, version and aspect of documentation
on which you are commenting.


http://www.capita-one.co.uk/
https://support.capitasoftware.com/
mailto:onepublications@capita.co.uk




Document Change Control

Contents
01| Document Change Control..........ooimmnn e 5
02| Introduction to the Disability Access Fund Portal.............ccccevmrnrnrnnnnn. 6
VBTV B W .. 6
UsiNg this HANADOOK .........ooiiiiiiiiiiiiiiiiiiiie bbb eeneees 7
Provider Portal HOME Page .........oooiiiiiiiiiiiiiiiiiieie e 7
Displaying the HOME Page ..........oooiiiiiiiiiiiiiiiiiiiieeeeee e 7
o] g e e [ g1 a1y =) o] o R 8
Setting the Language in Chrome ..........oiiiiiiiiiice e e e 8
Common FUNCHONAIIY .......coeiiiiiii e e e e e e e et e e e e eaee 8
(@101 (o] 0 0113 T IR = PSP 9
Editing CustomMISEd TeXE......cciiiiiiiiii i e e e e e e e e 10
Configuring the Provider Portal.............ouuoiiiiiiiiiie e a e e 11
Using MesSSage TemPIAteS ......ooiiiiiiiiiiiiiiiiiiieeiee ettt b bbb beeeereeeerene 12
Editing @ TEMPIAtE ...oooiiiiiiiiiiiiiii et 12
03] ManNAgiNg USEIS ......ccciiiiiiiiiiiiisnneereeersissssssssssssssssssssssssssssnsssssssesssssssssnnsnsnsnees 13
LYoo (U T3 1] o I 13
Creating a Portal USEr ACCOUNT..........oouiiiiii i e e e e e e e e eaees 13
Activating @ Portal UsSer ACCOUNL..........coiiiiiiiii e e e e e e e 13
ASSIGNING PeIMISSIONS..... ittt e e et e e e e e a e 14
Permission 10 APPIY TOr DAF ... e e e 14
Permission 10 Configure DAF ... e 14
Permission to Manage AppliCatioNS ...........uuuiiiiiiiiieiice e 14
MaNAGING USEI ACCESS. ....eeeiiiiiiiiiiiiieiite ettt ettt ettt e eetaeeeeeteeeeteeeeebe et ebbbbbebebbbbbbbbbebbbbbnesnne 15
Granting Access to Providers and ServiCes ..........ccuuueiiiiiaiiiiiiiiieeee e e 15
Removing ACCESS fromM @ USEI.......coiiiieiiiiiiiee e e e 16
Logging iNto the POrtal..........oooiiiiiiiiiiiiiee bbb 16
Retrieving YOUr USErNAME ........ooiiiiiiiiiiiiiiiiiiiiie ettt bbb eeeeeeeernne 16
Resetting Your Portal PasSWOId ............ooiiiiiiiiiiiiiiiiiiiiiiiiiiiiieieeee e eeeeeeeeeeeeees 17
Resetting Your Secret QUESTION..........oiiiiiiiiiiiiiiiiii ittt eeee e eeeeeeeeeeeene 17
Setting Up Two Step Verification .........coooooiiiiiiii e 18
REVIEWING USEIS ...ttt ettt e e e e e et et s e e e e e e e ettt e s e e e e e e e ataa e eeeees 19
L0 (oo 18 o3 1T ] o [ 19
Viewing USEr DEtailS ........oii i 19
Updating a User Email AdAresSS ......coooeiiiiiiiiii et e e 19
Resetting @ USEr PasSWOrd ........cooiiiiiiiiiiiiiiiiiiiiiiii ittt eeeeeeeeerenee 19
Resetting @ USEr ACCOUNT.......ooiiiiiiiiiiiiiiiie ettt eeebeeeeeee 20
04| DAF Administration ...........ccccccmmiimiiiicccccseecer s ssssre s ssnnnnn e s 21
Configuring the DAF POrtal..........ccoiiiiiiii e e e e e e eeees 21
05| Completing a DAF Application ..o e 22

One Early Years DAF Provider Portal Handbook -



Document Change Control

LYoo (U o317 ] o I 22
Creating @ NeW APPlICAtION. .......uuuiiieiiiiiii e e e e e e e e e 23

06| Processing a DAF Application...........ccccoommmiimmiiicccccseeernes s ssssssssesseeees 28
L] (0o 18 o3 1T ] o [ 28
Approving a DAF Application ...........oooi i 28

DG [=Te (g Te JE= B TN iy Y o] o] [ o7 i o] o P 31

07| Updating Student Details in One v4......... e 33
LYoo [FTe3 1] o I 33
Using the Provider Portal to Automatically Update the Student Details...............cccceveeeeee. 33
Manually Recording a DAF Application for a Child in the v4 Client ............ccccccooviiiiiiieeee.. 34

08| Making DAF Payments.........cccccccerimiiiiicinssnmsresssssssssssssssssssssssssssssssssssssssssees 36
1] (oo 18 o3 1T ] o [ 36
Generating DAF PaymentS.......ccoooiiiiiiiiiii et e e e e e e e e e e e e aaae 36
Generating Individual DAF Payments ...........ccooviiiiiiiiii e 36
Generating Bulk DAF Payments ..........oouuuiiiiiiaiae et a e 38
Authorising DAF Payments.........ooooiiiiiiii 40
T = 42

_ One Early Years DAF Provider Portal Handbook



Document Change Control

01 I Document Change Control

Date ‘ Release ‘ Description

Autumn
2020

3.73

Address Management | Manage Addresses

New functionality has been added to manage addresses which
includes making them active/inactive.

When performing an address search, only those marked as
Active will be displayed in the search result. If the postcode of an
Inactive address is entered, a message stating ‘No Results’ is
displayed.

In the portal, if an address had already been selected and was
made inactive, it will still be displayed against the record.

For more information see: Manage Addresses and System
Administration Handbook on One Publications website.

Summer
2020

3.72

DAF Application

A ‘Show Eligible Children’ check box has been added to DAF
Application screen. The check box is ticked by default to display
a list of eligible children for the selected Provider.

For more information see Creating a New Application page 23
item 2.c

Spring
2020

3.71

Add Child — Address

Building Name has been added to the Address section in
‘Disability Access Funding Application’ when entering a Childs
detail. A Validation check has been implemented against each
field below :

e House Number
e House Name
e Building Name
A message will appear against each field if all 3 are left blank.

For more information see Creating a New Application Page 25

Spring
2018

3.65

When adding a new child for a DAF application, if the name is
longer than the field allows, the child needs to be added by the
Local Authority via the v4 Client and a message is displayed. The
message can be configured in the Provider portal via
Administration | Text Customisation.

For more information, see Creating a New Application on page
23.
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Introduction to the Disability Access Fund Portal

02 I Introduction to the Disability Access
Fund Portal

Overview

The Department for Education (DfE) introduced the Disability Access Fund (DAF) in April
2017 to enable Early Years settings to provide increased support for children with
disabilities.

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.

NOTE: The three year-old funding period starts on the first day of the payment period following the
child’s third birthday. The three year-old funding period then includes the following two payment periods.

Providers that take three and four year-old children who are eligible for the Disability Access
Fund are entitled to receive an annual payment of £615 per child. The payment is made to a
single Early Years setting nominated by the child’s parents or carers. The parent or carer needs
to complete a DAF declaration form each year and confirm which provider receives the
payment.

The parent or carer submits the completed DAF declaration form to the provider so that they can
apply for the Disability Access Fund.

If the Local Authority has a licence for the Provider Portal Headcount, Early Years providers can
use the Provider portal to make claims for DAF and the Local Authority DAF manager can use
the Provider portal to approve or reject DAF applications.

The Student Details record in the One v4 Client is updated with details of the DAF approval.

Local Authorities that are not using Provider Portal Headcount can manually enter details of
approved DAF applications in the student details record.

The Local Authority financial approver can generate and authorise DAF payments to the
provider using the One v4 Client.

More Information:
For information regarding configuring the Provider portal, refer to the Technical Guide: Deploying and
Configuring the One Provider Self Service Portal for Local Authorities.

For information regarding making Early Years payments in the v4 Client, refer to the handbook:
Managing Early Years Payments.

All documents are available on the One Publications website (www.onepublications.com).
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Introduction to the Disability Access Fund Portal

Using this Handbook

This handbook is intended for the Early Years team and the DAF administrator at the Local
Authority.

The first chapter provides an overview of the Disability Access Fund and the administration
functions that are common to all Provider portal modules.

The second chapter covers setting up user accounts, managing user access and assigning
permissions.

The third chapter describes the configuration of the DAF application in the Provider portal.

The fourth chapter provides an overview of the processes performed by Early Years providers to
create a DAF application.

The fifth chapter describes the process for approving or rejecting a DAF application.

The sixth chapter describes the process in the v4 Client to update the student details record with
information about approved DAF applications.

The seventh chapter describes the process in the v4 Client to generate and authorise DAF
payments.

Provider Portal Home Page

Displaying the Home Page

When a user logs into the Provider portal, if the Local Authority has the Headcount licence and
the user is a member of a user group with the required permissions, the Disability Access
Fund tile and menu route are displayed on the Provider Portal home page as shown in the
following graphic.

4 Home
BetterStart ~ Self Update ~ EPM ~ Headcount ~ 30 Hours Free Childcare ~ Two Year Old Funding~ Disability Access Fund ~ Administration v

a ~ O signout

Welcome to the Provider Portal

Below, you will see a vast range of services available to you. If you have two year old children to approve.
Click on the Two Year Old Funding icon to approve. If you have headcount information to submit. Click on the
Headcount icon to submit.

2 ] »
30 Hours Free Better Start Disability Access Education Plan Headcount Self Update
Childcare Fund Monitoring
v 4
Self Update - Two Year Old
Admin Funding

For information about the required permissions, see Assigning Permissions on page 74.

One Early Years DAF Provider Portal Handbook
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Portal Administration

The Administration menu route enables the Local Authority to perform the following processes:
m Manage the setup and configuration of the website.

m Manage user access to providers and services.

m Review user details.

The Disability Access Fund | Administrator menu route enables the Local Authority DAF
administrator to configure the DAF application. For more information, see Configuring the DAF
Portal on page 217.

Setting the Language in Chrome

If the Provider portal is accessed using Google Chrome, the language must be set to English
(United Kingdom).

English (United Kingdom) must be the first language in the list.

For more information regarding setting the language in Google Chrome, refer to:
https://support.google.com/chrome/answer/95416?hl=en-GB

Common Functionality

The following functionality is common for all processes in the Provider portal.

Function Description

Tooltips Using the mouse, hover over an item on the screen to
display a description of the information displayed or the
action required.

Home button Click the Home button to display the Home page

Change Password Click the drop-down adjacent to the user name and select
Change Password. Enter your Current password, New
password and Confirm new password. Click the
Change password button.

Change Secret Question Click the drop-down adjacent to the user name and select
Change Secret Question. Enter your Current
Password, Select a New Secret Question and enter a
Secret Answer. Click the Save button.

NOTE: This functionality is only available if second factor
authentication is enabled.

Enable Two Step Verification Click the drop-down adjacent to the user name and select
Two Step Verification. Select Email from the Preferred
method drop-down. Click the Save button.

You will be signed out and will need to sign in again.

Disable Two Step Verification Click the drop-down adjacent to the user name and select
Two Step Verification. Select No Two Step Verification
from the Preferred method drop-down. Click the Save
button. You will be signed out and will need to sign in
again.

Sign out Click the Sign Out button adjacent to the user name.

- One Early Years DAF Provider Portal Handbook
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Customising Text

All text, field labels and messages that are displayed on the website can be configured.

Type

Site Notices

‘ Name

Announcements
and Welcome
Text

Provider Home
Guidance Text

About

Contact Us
Cookies Policy
Privacy Notice
Terms and
Conditions
Version and
Licensing
Submission
Declaration

Introduction to the Disability Access Fund Portal

‘ Description

Displayed when the user logs into the portal.

Displayed on the Home page.

Text is displayed when the user clicks the corresponding
button at the bottom of each page.

Text Resources

Field labels, user messages and tooltips (text displayed when
a user hovers the mouse over a field).

Address

Address
Registration

Guidance text displayed for address fields.

Module specific

Guidance text and other text displayed on module-specific
pages.

Password

Email Text for standard emails and messages relating to managing
user accounts.
Message Message Report | Text for the message to be sent to a portal user when a new
Sent Body report is available to view. NB. Not used in Training Manager.
Report Guidance text for reports.
Site Titles Site Title Displayed at the top right-hand side of every page.
Tooltip Tooltip for New Displayed when user sets up a new password.

Select Administration | Text Customisation to display the Text Customisation page.

Choose a text
Category

or Search

Default Welsh

Text Customisation

Warning! This text has not been defined.

=

From the Choose a text category drop-down, select the category of text to be configured.

Alternatively, enter search criteria, click the Search button and select the text.

Select the Default or Welsh tab to determine the text language.

One Early Years DAF Provider Portal Handbook
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Click the Add button.

About (Default)

ge|EE]| B 2| =t
Text

How to Format

Text

Enter required text in the formatting panel. Formatting buttons are provided above the panel.
The formatted text is displayed beneath.
Click the Save button.

Editing Customised Text

Select Administration | Text Customisation to display the Text Customisation page.

Text Customisation

Choose a text
Category

About

or Search

Default Welsh

Warning! This text has not been defined.

From the Choose a text category drop-down, select the category of text to be configured.
Select the Default or Welsh tab to determine the text language.
Click the Edit button.

Provider Home Guidance Text (Default)

Save

ve|EE| B 2| EE eE= How to Format
#i## Welcome to the Provider Portal

Below, you will see a vast range of services available to you

Ifyou have two year old children to approve. Click on the Two Year Old Funding icon 0 approve.

If you have headcount information to submit. Click on the Headcount icon to submit

Welcome to the Provider Portal

Below, you will see a vast range of services available to you. If you have two year old chiren to approve. Click on the Two Year Old Funding icon to approve. If you have headcount
information to submit. Click on the Headcount icon o submit

Make the required changes to the text displayed in the formatting panel. Formatting buttons are
provided above the panel.

The amended text is displayed beneath.
Click the Save button.
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Introduction to the Disability Access Fund Portal

Configuring the Provider Portal

Select Administration | Site Setup | Configuration to display the Manage Configurations
page.

Manage Configurations

Configuration Key Configuration Value A

Include the admin on emails sent OFF

The from email address used when messages are sent i :
g admin@capita.co.uk

When sending lots of emails, batch them up into groups of this size 10
Maximum messages to show on the home page 10
Is second factor authentication enabled OFF

Is Mini Profiler enabled m

The Portal url

Google Analytics tracking id
Account lockout time span in minutes 4
Maximum failed Verification Code attempts

Pop-up message expiry time in seconds 16

For each Configuration Key, change the Configuration Value, if required:

If required, set Include the admin on emails sent to On.

Enter an email address for: The from email address used when messages are sent.
Enter a number for: When sending lots of emails batch them up into groups of this size.
Enter the number of Maximum messages to show on the home page.

If required, set Is second factor authentication enabled to On.

If required, set Is Mini Profile enabled to On.

If required, enter The Portal url.

If required, enter the Google Analytics tracking id.

If required, enter the Account lockout time span in minutes.

If required, enter the Maximum failed Verification Code attempts.

If required, enter the Pop-up message expiry time in seconds.

Click the Save button.

More Information:

For more information regarding portal configuration, refer to the Technical Guide: Deploying and
Configuring the One Provider Self Service Portal for Local Authorities, which is available on One
Publications

One Early Years DAF Provider Portal Handbook -
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Using Message Templates

Messages can be composed and sent to one or more users. The message can be free text or

can use a pre-defined template.

Message Templates

Template | Approved Disability Access Funding Application N New Template
@

Approved Disability Access Funding Application

Subject

W | Application for Disability Access Funding for a [$$ChildAge$$] year old child - reference

Message

This is to notify you that your application for Disability Access Funding for [$$ChildF¢ $$] [$SCH $$] has been approved.
Payment of [$$Amount$$] will be paid to you via the normal means of payment.

You will not be able to make a further claim for Disability Access Funding for this child until 12 months from the date of your application
Please retain this message for future reference and quote reference number [$$ApplicationReference$$] in all correspondence.

If you have any questions regarding this application, please contact us on 01011 123456 or email contact@thisauthority.com]
(mailto:contact@thisauthority.com)

Regards
DAF Team, This LA

Visit our website

Editing a Template

To make changes to a template:

Select Administration | Site Setup | Message Templates to display the Message Templates

page.
Select a Template.
Click the Edit button to display the Edit Template page.

Edit Template

Template Name [ 7 Approved Disability Access Funding Application

Subject * W Application for Disability Access Funding for a [$$ChildAge$$] year old child - reference [¢

Message =
-’)(“jE“B 1|EE%E How to Format
This is to notify you that your application for Disability Access Funding for [$$ChildForename$$] [$$ChildSurname$$]
has been approved. Payment of [$$Amount$$] will be paid to you via the normal means of payment.

A

‘You will not be able to make a further claim for Disability Access Funding for this child until 12 months from the date of
'your application

Please retain this message for future reference and quote reference number [$$ApplicationReference$$] in all
correspondence.

Save

Preview
This is to notify you that your application for Disability Access Funding for [$$ChildForename$$] [$$ChildSurname$$]
has been approved. Payment of [$$Amount$3$] will be paid to you via the normal means of payment.

You will not be able to make a further claim for Disability Access Funding for this child until 12 months from the date of
your application.

Please retain this message for future reference and quote reference number [$$ApplicationReference$$] in all
correspondence.

If you have any questions regarding this application, please contact us on 01011 123456 or email
contact@thisauthority com](mailto:contact@thisauthority. com)

Regards
DAF Team, This LA

Visit our website

Make the required changes to the Template Name, Subject or Message text. Formatting

buttons are provided above the panel.
The amended text is displayed in the Preview.
Click the Save button.
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03 I Managing Users

Introduction

NOTE: Users are created and user permissions are set up in the v4 Client.

In the Provider portal there are two types of DAF user, Provider users and Local Authority
administrators. Provider users can apply for the Disability Access Fund. LA administrators can
manage access to providers, configure the portal, approve or reject DAF applications and
perform portal administration. Using the One v4 Client, Early Years financial approvers can
authorise DAF payments to providers.

User creation is a three stage process.

Firstly, if they do not already exist, a One Administrator must create the portal user in the One
v4 Client via Tools | Administration | User Management | User Accounts with a user name
and unique email address.

Secondly, the user must be assigned to the correct security group in the v4 Client. Permissions
are assigned to a security group in the v4 Client via Tools | Permissions | User Group
Processes. For more information, see Assigning Permissions on page 14.

Finally, after a user is created and assigned to the appropriate security group in the v4 Client,
they must then be granted access to the required providers and services in the Provider portal
via the Manage Access area.

More Information: Managing Users in v4 chapter in the One System — Managing Users, Groups &
Permissions handbook available on the One Publications website.

Creating a Portal User Account

To create a new portal user account, the One Administrator must:

Set up the user in the One v4 Client and assign to them to the relevant user group via Tools |
Administration | User Management | User Account.

Send the log in details (user name and initial password) to the new user via email.

Activating a Portal User Account

A new Provider portal user needs to activate their user account.

When the user first logs in with their user name and initial password, they are informed that an
activation email has been sent to them and that they must click on the activation link in the email
to verify their email address. The user must:

Click on the unique link contained in the email.
Enter their user name and original password.

They are prompted to change their password and, if second factor authentication is enabled, to
select a secret question and supply an answer.

More Information:

For more information regarding user setup and permissions, refer to the Technical Guide: Deploying and
Configuring the One Provider Self Service Portal for Local Authorities, which is available on One
Publications website

One Early Years DAF Provider Portal Handbook _
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Managing Users

Assigning Permissions

To access the Disability Access Fund on the Provider portal a user must belong to a user group
with permission for one or more of the following business processes:

m Disability Access Fund User
m Disability Access Fund Administrator
m Disability Access Fund Manager.

Business processes are assigned to a user group in the v4 Client via Tools | Permissions |
User Group Processes.

Permission to Apply for DAF

To apply for the Disability Access Fund, the permission required is Read-Write for the business
process Disability Access Fund User under the Provider Portal main business process.
P

Main Business | provider Portal <
Processes

(02. Business Processes

Mame Read Read-Write Read-Vvrite-Delete Deny
Provider Portal

£ Better Start Administrator
Better Start User
Disability Access Fund Administrator
Disability Access Fund User

Disability Access Funding Manager

Permission to Configure DAF

To configure the DAF portal via the configuration page, the permission required is Read-Write
for the business process Disability Access Fund Administrator under the Provider Portal
main business process.

Main Business | provider Portal <
Processes

| 02. Business Processes

Name Read Read-Write Read-Write-Delete Deny
Provider Portal
Better Start Administrator
Better Start User

3 Disability Access Fund Administrator
Disability Access Fund User
Disability Access Funding Manager

Permission to Manage Applications

To manage applications for the Disability Access Fund, the permission required is Read-Write
for the business process Disability Access Funding Manager under the Provider Portal main
business process.

Main Business  proyider Portal T
Processes

| 02. Business Processes

Name Read Read-Write Read-Write-Delete Deny
Provider Portal

Better Start Administrator

Better Start User

Disability Access Fund Administrator
Disability Access Fund User

s Disability Access Funding Manager

_ One Early Years DAF Provider Portal Handbook
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Managing User Access

To update access for the selected user:

Managing Users

Granting Access to Providers and Services

After a user is created and assigned to the appropriate security group in the v4 Client, they must
then be granted access to the required providers and services in the Provider portal.

Select Administration | Manage Access to display the Manage Access page.

Manage Access

User= &

Select a User to display their Role and a list of

services to which they have access.

Manage Access

User- &

Role: &

Services User has The user doesn't have access to any provider funded services
access fo:

Change Access Allow Access To All Services

3. Click the Allow Access to All Services button or click the Change Access button to display

the Amend Access panel.

Manage Access
Users &
Role * =

Services User has The user doesn't have access to any provider funded services
access to:

Amend Access:
Provider *

Save Cance

4. Select a Provider from the drop-down list to display their services.

5.
6.

Select one or more services.
Click the Save button.

One Early Years DAF Provider Portal Handbook



Managing Users

Removing Access from a User
To remove a user’s access to all services:

Select Administration | Manage Access to display the Manage Access page.

Select a User to display a list of services to which they have access.

Manage Access

User * & | T5USER- T5user
Role « = | Headcount/ TYOF / Early Years Seff Update

Services User has access

to # Bumble Bee Nursery

= Full Day Care

Change Access Allow Access To All Services

Click the Remove All button.

Logging into the Portal

A user with an active user account can log into the portal.

Provider Portal

= U Welcome to the provider portal

=========

Enter User name and Password and click the Log In button to display the Secret Question
page.

NOTE: The Secret Question page is only displayed if second factor authentication is enabled by the
system administrator via Administration | Site Setup | Configuration.

Retrieving Your User Name

If you forget your user name:

From the portal Log In screen, click the Forgotten your username? link to display the
Forgotten Username page.

Forgotten Username

To retrieve your username, enter the registered email address associated with your account

Email Address a

2. Enter your registered Email Address and click the Submit button.

3. Access your registered email account and open the email received to retrieve your user name.

One Early Years DAF Provider Portal Handbook



Managing Users

Resetting Your Portal Password

To reset your password:

1. From the portal Log In screen, click the Forgotten your password? link to display the
Forgotten Password page.

Forgotten Password

To reset your password enter the requested account details

Username | &

Email Address a

2. Enter your User name and registered Email Address and click the Submit button.

3. |If second factor authentication is enabled, enter the Secret Answer and click the Submit
button.

# Home

Secret Question

Please provide the answer to your secret question
Secret Question a Month of Birth

Secret Answer * i

Forgotten your secret answer?

4. Access your registered email account and open the email received.

5. Follow the instructions in the email to reset your password.

Resetting Your Secret Question

If you need to reset your secret question:
1. From the portal Secret Question screen, click the Forgotten your secret answer? link.

Secret Question/Answer Reset

To reset your secret question enter the requested account details

Username* | &

Email Address * a

2. Enter your User name and registered Email Address and click the Submit button.

3. Follow the reset instructions in the email.

More Information:

For more information about enabling second factor authentication, refer to the Technical Guide:
Deploying and Configuring the One Provider Self Service Portal for Local Authorities available on the
One Publications website (www.onepublications.com).

One Early Years DAF Provider Portal Handbook
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Managing Users

Setting Up Two Step Verification

Introduction
If two step verification is enabled, you will be sent a verification code every time you sign in.

If two step verification is not enabled, a message is displayed when you log into the Provider
portal with a link to enable it if you want to.

Enabling Two Step Verification
To enable two step verification:

1. Select Two Step Verification from the username drop-down to display the Two Step
Verification screen.

& - & Sign out

Two Step Verification

Two Step Verification is our way to make your data more secure.

If you enable Two Step Verification, we will send you a Verification Code every time you sign in. This helps
us keep your data safe._

Some areas require Two Step Verification to be enabled before you can use them. We will tell you when
you fry to access if you do not already have Two Step Verification enabled.

Changing your preference will sign you out, and you will need to sign in again.

Preferred method

# | No Two Step Verification E|

2. To receive a verification code to your registered email address, select Email from the Preferred
method drop-down.

3. Click the Save button.
You will be signed out and will need to sign in again.
Disabling Two Step Verification
To disable two step verification:

1. Select Two Step Verification from the username drop-down to display the Two Step
Verification screen.

& ~ & Signout

Two Step Verification

Two Step Verification is our way to make your data more secure.

If you enable Two Step Verification, we will send you a Verification Code every time you sign in_ This helps
us keep your data safe.

Some areas require Two Step Verification to be enabled before you can use them. We will tell you when
you try to access if you do not already have Two Step Verification enabled.

Changing your preference will sign you out, and you will need to sign in again.

Preferred method

- Email E‘

2. Select No Two Step Verification from the Preferred method drop-down.
3. Click the Save button.

You will be signed out and will need to sign in again.
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Managing Users

Reviewing Users

Introduction

The Review Users page is used to view the users that are currently registered to use the
Provider portal, to update their email address and enable them to update their password. It is
also used to reset a user account that is inactive in the v4 Client.

NOTE: When a system administrator logs into the portal, their account is displayed as read-only.

Viewing User Details
Select Administration | Review User to display the Review Users page.

Review Users

Name &

42 Records Found

Username Description Active Registered Email Groups Action

TestUser Admin user for EPM v x @ EPMADMIN Reset Password,Reset Account
Testuser14@onetestsr

VPADM vpadm v v PP Headcount Adm Reset Password

testuser10@onetestsn

If required, enter a partial User Name, Description or Email address and click the Search
button.

Updating a User Email Address

To update the user's Email address:

Select Administration | Review User to display the Review Users page.
Enter a new Email address and click the adjacent update button.

Resetting a User Password
If a user has forgotten their password, to enable them to reset their password:

Select Administration | Review User to display the Review Users page.

Click the Reset Password link to send an email to the current Email address asking the user to
update their password.

NOTE: Clicking the Reset Password link displays the Reset Account link in the Action column until the
user resets their password. When the user resets their password, they receive an email to let them know
that their password has been changed successfully. The Reset Account link is then removed from the
screen.
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Resetting a User Account

If the user account is set to inactive in the v4 Client, the Reset Account link is displayed in the
Action column and the Active status is displayed as a red cross as shown in the following
graphic:

Review Users

Name 4
Page 2 of 5 << Prev | 1 345 Nextss
Username Description Active Registered Email Groups Action
EPMUSER EPM user x v m EPMUSERGROUP Reset Password,Reset Account
Testuser17@onetestsr

To reset an inactive account and set the status to active in the v4 Client:
1. Select Administration | Review User to display the Review Users page.

2. Click the Reset Account link.

NOTE: The Reset Account link is also displayed if the user has requested a new password and this has
not been reset. For more information, see Resetting a User Password on page 19
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Configuring the DAF Portal

DAF Administration

If the user has permission to configure the DAF portal, the Disability Access Fund | Configure
Disability Access Fund menu route is displayed on the home page and the Configure
Disability Access Fund tile is displayed on the Welcome to the Provider Disability Access

Fund Admin Portal page.

Welcome to the Provider Disability Access Fund Admin Portal

Below, you will see the services available to you.

Caaie Dy == Manage Applications
-_

Access Fund

& Provider Home Page

Click the Configure Disability Access Fund tile on the welcome page to display the Configure

Disability Access Fund page.

Configure Disability Access Fund

General Configuration

Show Disability Access Fund (Requires re-login if changed).

Application configuration

Is the user allowed to attach evidence in support of an application.

Is upload of parental agreement required ON

File extensions accepted on evidence attachments. g ,ipg.ipeq,gif,bmp,pdf,doc,docx,img

Allow DAF applications for new children

Message templates

Application Approval Template Approved Disability Access Funding Application

Application Rejected Template Reject Disability Access Funding Application

Save

The Local Authority uses the Configure Disability Access Fund page to control whether or not
providers can access the DAF home page and to configure the application parameters.

If required, click the Show Disability Access Fund button to change the value.

applied.

NOTE: Ifthis value is changed, the user needs to log out and then log in again before the change is

If required, click one or more of the Application configuration buttons to change the value.

If required, update the list of accepted file extensions used to attach evidence in support of an

application.

If required, select a new message template to be used when sending a message to inform a
provider that the application has been approved or rejected.

Click the Save button.
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05 | Completing a DAF Application

Introduction

This chapter describes the process that the service provider follows to complete a DAF
application for a child attending their service.

If the provider has permission to apply for DAF and the Show Disability Access Fund button is
set to ON, on the configuration page, the Disability Access Fund tile is displayed on the
Provider home page.

For more information, see Permission to Apply for DAF on page 74 and Configuring the DAF
Portal on page 21.

Welcome to the Provider Portal

Below, you will see a vast range of services available to you. If you have two year old
children to approve. Click on the Two Year Old Funding icon to approve. If you have
headcount information to submit. Click on the Headcount icon to submit.

y silin
& [ = ]
30 Hours Free Better Start Disability Education Plan
Childcare Access Fund Monitoring

Headcount Self Update Two Year Old
Funding

When completing a DAF application, the provider can search for children who are known to
attend one of their services or, if Alow DAF applications for new children is set to ON on the
Configure Disability Access Fund page, they can add a new child.

NOTE: Newly added children must be processed via the Portal Back Office before they are displayed on
the Headcount portal.

For more information about configuring the DAF portal, see Configuring the DAF Portal on page
21.

Providers and services are assigned to a user via Administration | Manage Access. For more
information about granting access, see Managing User Access on page 15.
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Completing a DAF Application

Creating a New Application

DAF Application screen has been updated with a Show Eligible Children check box. The box
is ticked by default and displays a list of eligible children for the selected Provider.

To display a list of ineligible children, remove the tick from Show Eligible Children.

To create a new application:
1. Click the Disability Access Fund tile to display the welcome page.

Welcome to the Provider Disability Access Fund Home Portal

Below, you will see the services available to you

# Disability Access Funding Actions = My messages

Create new Disability Access Funding You don't have any messages yet.
Ol Application Messages sent to you will be displayed here.

2. Click the Create new Disability Access Funding Application button.
If you are associated with more than one provider or service, the following dialog is displayed:

Welcome to the Provider Disability Access Fund Home Portal

Below, you will see the services available to you

Please identify the service to which the application will be linked.

Provider Providers
Service ® = Provider - Breakfast Clubs
(O Childminder

() Childminder
(O  Childminder
Childminder

(O  Anu service

a. Select the required Provider from the drop-down.
b. Select the radio button for the required Service.
c. Click the Continue button to display the Disability Access Funding Application page.

A list of eligible children is displayed on screen. To display a list of ineligible children, remove
the tick from Show Eligible Children tick box.
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Completing a DAF Application

Disability Access Funding Application
Select a child from the list to continue with the application
Find a Child T Show Eligible Children [/
Forename Surname Date of Birth Age Eligibility DAF Approved Date
O | Abbie 03/02/2017 Yes

Debbie 24/05/2016 Yes
Harvey 30/09/2016 Yes
Jason 08/06/2015 Yes
Joshua 10/12/2015 Yes
Julie 12/10/2015 Yes
Meryl 12/10/2015 Yes
Rose | 22/05/2016 Yes
Sammy 01/01/2016 Yes

NOTES: If a child is not eligible or has already been approved, they cannot be selected.

If the required child is not listed, they can be added if the DAF application has been configured to allow
applications for new children. For more information, see Configuring the DAF Portal on page 21.

If the name is longer than the field allows, the child needs to be added by the Local Authority via the v4
Client. A message is displayed. The message can be configured in the Provider portal via
Administration | Text Customisation. For more information, see Customising Text on page 9.

Newly added children must be processed via the Portal Back Office before they are displayed on the
Headcount portal.

If a Child name is entered in the Find a Child field, the list of names will be filtered out to display
only the details of that Child.

Disability Access Funding Application

Select a child from the list to continue with the application

Find a Child h 4 de Show Eligible Children ]
Forename Surname Date of Birth Age Eligibility DAF Approved Date
Debbie 24/05/2016 Yes

If the tick is removed, a list of ineligible children will be displayed. Replacing the tick will show
only the name of the child that was originally entered in the Find a Child field. Clear the child’s
name to display the list of eligible children.
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Completing a DAF Application

3. Select a child and click the Continue button.
Alternatively, to add a new child:

a. Click the Add Child button to display the Disability Access Funding Application page.
Enter the child details.

Disability Access Funding Application

Forename * &
Sumname * &
Gender * O Male
(@} Female
Date of birth =]
(dd/mmiyyyy) *
Ethnicity - % | Please select
First Language * Q@ Please select
Postcode - A

| don't have a Postcode

* Required field

The address section has been updated to include Building Name. A validation check has been
implemented against each field mentioned below:

= House Number
= House Name
= Building Name

House Number * ® ]

Either House Name, House No or Building Name is required

House Name ® ]

Either House Name, House No or Building Name is required

Building Name ® ]

Either House Name, House No or Building Name is required

A message will appear against each field if all 3 are left blank and the Continue button is
selected.

b. Click the Continue button.

One Early Years DAF Provider Portal Handbook



Completing a DAF Application

Disability Access Funding Application

This is the guidance text for parental agreement, please update me

Parental Agr —

11 will provide Parental Agreement by post

This is the guidance text for award letter, please update me

DLA Award Letter
Browse...

[J1 will provide DLA Award Letter by post

Details to support your Disability Access Funding claim

NOTE: The guidance text on this page is configurable by the Local Authority. For more information, see
Editing Customised Text on page 10.

4. If required, click the browse button to attach a Parental Agreement.
Alternatively, select the check box to provide the parental agreement by post.
5. If required, click the browse button to attach a DLA Award Letter to the application.
Alternatively, select the check box to provide the DLA award letter by post.
Enter Details to support your Disability Access Funding claim.
Click the Continue button.

Disability Access Funding Application

Below is the summary of Disability Application Funding application

Child Details
Name Ricardo
Gender Female
Date of Birth 15/08/2014
Address 200, Wilstead Road, Elstow,
Ethnicity OLIB - Libyan

First Language Maltese

Application Details

Provider Provider
Service Name Breakfast
Parental Agreement by Post Yes

DLA Award Letter by Post Yes

Details to support your Disability Access Funding claim  supporting info

[ Al the DAF details provided by me are correct

8. Select the All the DAF details provided by me are correct check box.
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Completing a DAF Application

9. Click the Submit button to display the Application submitted page.

Application submitted

“Your application for George King has been submitted. You will be notified of the result of your claim by a message to your provider portal account.
Application reference number for your information:

DAF-1709-AQV1UQF5

The application reference above will help us with enquiries - please store it somewhere safe. If you have any further enquiries about your application or would like to take any further
action please contact us at- PO Box 244 Shepherds Bush London E1

10. Click the Finish button.
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06 I Processing a DAF Application

Introduction

A Local Authority administrator with permission to manage applications can approve or reject a
DAF application. For more information, see Permission to Manage Applications on page 14.

If the Show Disability Access Fund button is set to ON, on the configuration page, the
Disability Access Fund tile is displayed on the home page. For more information, see
Configuring the DAF Portal on page 21.

Provider Portal

# Home
BefterStart +  SeffUpdate~  EPM ~  Headcount ~ 30 Hours Free Childcare~  Two Year Old Funding~  Disability Access Fund~  Administration~

& - O signout

Welcome to the Provider Portal

Below, you will see a vast range of services available to you. If you have two year old children to approve.
Click on the Two Year Old Funding icon to approve. If you have headcount information to submit. Click on the
Headcount icon to submit.

i &

30 Hours Free Better Start Disability Access Education Plan Headcount Self Update
Childcare Fund Monitoring

4

Self Update - Two Year Old
Admin Funding

Approving a DAF Application

1. On the Home page, click the Disability Access Fund tile to display the Welcome page.

If the Local Authority DAF Administrator has permission to manage applications, the Manage
Applications tile is displayed on the Welcome page. For more information, see Permission to
Manage Applications on page 74.

Welcome to the Provider Disability Access Fund Admin Portal

Below, you will see the services avallable to you.

Configure Disability Access

=== Manage Applications q" Provider Home Page
= [

Fund

2. Click the Manage Applications tile to display the Manage Applications page.
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Manage Applications

Select the type of tasks you want to view:

# Al Disability Access Fund Applications M
Page 10f2 2 Next >

Application Applicant Child's name Child's Submission  Application/Placement. Status

Type Dob Date Reference Show All Tasks [l
Disability Access Provider - Breakfast Test 08-08-2014 | 18092017 | DAF-1709-TCCAQ6F5

Fund Clubs

Disability Access Providers - Childminder | A Bb 12-08-2014 19-09-2017 | DAF-1703-GXDGJTFO
Fund

Disability Access Provider - Breakfast Rr Rr 12-08-2014 | 19-09-2017 | DAF-1709-EM3TOGF1

Fund Clubs

Disability Access Provider - Breakfast A1 BI 12-08-2014 | 19-09-2017 | DAF-1709-YZV4HSF

Fund Clubs

3. To search for an application, enter a Child’s name or Application/Placement Reference and
click the Search button.

Manage Applications

Select the type of tasks you want to view:

# | All Disability Access Fund Applications " || George

Application Type Applicant Child’s name Child’s Dob issi I Status
Date Reference Show All Tasks [
Disability Access Fund vp3 vp3_ser George King 20-09-2013 20-09-2017 | DAF-1709-AQVIUQFS

4. Click the Applicant link to display the Application Details page.

Application Details

Application Details v
Application Reference  DAF-1709-AQV1UQFS
Last Action 20/09/2017 12:06:00  Application State Set To Opened
Provider Details N
Task Created  20/09/2017 11:47.07
User L r B4 publications4@onetestsmip.co.uk
Provider vp3 & F B est@w3.com
Address
Service Name  vp3_ser
Child Details ~
Name George King
Gender Male
Date of Birth  20/09/2013
Address 12, Home Farm, ¢ =
Application History >
-

Information provided to support application

Message Supporting information D

Approval
Evidence submitted in suppert of this application has been checked and meets requirements for payment of DAF. DAF has net
been paid in the current and previous two terms for this Child and the Provider.

3

5. If required, click the Application History link to display a list of actions linked to the application.

Application History

These actions are linked to the application:

Date User Action Application Note / Further Information
29/09/2017 15:13:05 . Application State Set To Opened
20/09/2017 15:14:28 Note Added

Note for file Approved as | have seen the uploade
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If required, click the Information provided to support application link to display a list of files

attached to the application.

If required, click the Add Note button to display the Add Note To Application page.

Add Note To Application

Application Details

Application Reference  DAF-1709-AQV1UQF5
Last Action 20/09/2017 12:06:00 Application State Set To Opened
Provider Details

Child Details

Application Note *

This text will be added in the history of the application. It will be visible to other administrators. it will not be visible to the applicant

Save

a. Enter a note to be added to the application. This will be visible to other administrators but not

to the applicant.
b. Click the Save button.
Select the Approval check box.

Application Details
Application Details

Application Reference DAF-1709-AQVIUQFS
Last Action 20/09/2017 12:06:00  Application State Set To Opened

Provider Details

Task Created 20/09/2017 11:47:07

User s B3 publications4@onetestsmip.co. uk
Provider w3 & F B est@w3eom

Address

Service Name vp3_ser

Child Details
Name George King
Gender Male
Date of Birth  20/09/2013
Address 12, Home Farm,

Application History

Information provided to support application

Message Supporting information |V|

Approval
Evidence submitted in support of this application has been checked and meets requirements for payment of DAF. DAF has not
been paid in the current and previous two terms for this Child and the Provider.

provider when the application is created.

NOTE: The Message displayed in Information provided to support application, is entered by the

Click the Approve button to display the Approve Application page.
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Processing a DAF Application

Approve Application
Application Details

Application Referance DAF-1709-AQV1UQF5
Last Action 20/09/2017 135822  Note Added

Provider Details

Child Details

Application Note

Include a private note explaining the reason for the approval ? [

If required, select the check box to include a private note (not visible to the applicant).

Click the Approve button to display a confirmation message.
Click the OK button.

Rejecting a DAF Application

On the Home page, click the Disability Access Fund tile to display the Welcome page.

If the Local Authority DAF Administrator has permission to manage applications, the Manage
Applications tile is displayed on the Welcome page. For more information, see Permission to

Manage Applications on page 74.

Welcome to the Provider Disability Access Fund Admin Portal

Below, you will see the services available to you.

Configure Disability Access
a Fund

== Manage Applications q; Provider Home Page
—1 (@

Click the Manage Applications tile to display the Manage Applications page.

Manage Applications

Select the type of tasks you want to view:

# Al Disability Access Fund Applications

Page 102 - 2
Application Applicant Child's name Child's Submission  Application/Placement. Status
Type Dob Date Reference Show All Tasks [l
Disability Access Provider - Breakfast Test 08-08-2014 | 18092017 | DAF-1709-TCCAQ6F5
Fund Clubs
Disability Access Providers - Childminder | A Bb 12-08-2014 19-09-2017 | DAF-1709-GXDGJTFO [ Not Opened ]
Fund
Disability Access Provider - Breakfast Rr Rr 12-08-2014 | 19-09-2017 | DAF-1709-EM3TOGF1
Fund Clubs
Disability Access Provider - Breakfast A1 B 12-08-2014 | 19-09-2017 | DAF-1709-YZV4HSF&
Fund Clubs

Next ==

To search for an application, enter a Child’s name or Application/PI
click the Search button.

acement Reference and

Manage Applications

Select the type of tasks you want to view:

# | Al Disability Access Fund Applications George
Application Type Applicant Child’s name Child’s Dob Status
Date Reference Show All Tasks [
Disability Access Fund VD3 vp3_ser George King 20-09-2013 20-09-2017 | DAF-1709-AQVIUQF5
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Click the Applicant link to display the Application Details page.

Application Details
Application Details
Application Reference  DAF-1709-AQV1UQF5
Last Action 20/09/2017 12:06:00  Application State Set To Opened
Provider Details

Task Created 20/09/2017 11:47:07

User g r & publications4@onetestsmip.co.uk
Provider vp3 & F & est@w3.com
Address

Service Name  vp3_ser

Child Details
Name George King
Gender Male
Date of Birth  20/09/2013
Address 12, Home Farm, ¢

Application History

Information provided to support application

Message Supporting information D

Approval
Evidence submitted in support of this application has been checked and meets requirements for payment of DAF. DAF has not
been paid in the current and previous two terms for this Child and the Provider.

Click the Reject button to display the Reject Application page.

Reject Application

Application Details

Application Type DAF
Application Reference  DAF-1709-CNNEKSF4
Last Action 209/09/2017 15:14:28 Note Added

Provider Details

Child Details
Application Note
Include a private note explaining the reason for the rejection 7 [J

Message To Applicant

Include a message explaining the reason for the rejection 7 ]

If required, select the check box to add a private Application Note explaining the reason for the

rejection. This will not be visible to the applicant.

If required, select the check box to include a Message To Applicant explaining the reason for

the rejection.
Click the Reject button.
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07 I Updating Student Details in One v4

Introduction

Local Authorities with a Provider Portal Headcount licence can use the Provider portal to
approve DAF applications and the student details record is automatically updated in the v4
Client. For more information, see Using the Provider Portal to Automatically Update the Student
Details on page 33.

Local Authorities not using the Provider Portal Headcount module can manually enter details of
approved DAF applications into the v4 Client. For more information, see Manually Recording a
DAF Application for a Child in the v4 Client on page 34.

Using the Provider Portal to Automatically Update the
Student Details

When a DAF entitlement check is performed in the Provider portal for a child with a student
record in the One v4 Client, the details automatically update the child’s record.

33, Early Years Additional Information

nnnnnnn

aaaaaaaaaaaaaaa =
]

nnnnnn e Check Check Check Check oS Run Check
g Add
9 Remove

rrrrr

ccccc

======

The Disability Access Fund sub panel on the Student Details | Early Years Additional
Information panel is updated with the following read-only information:

m From Portal check box is selected (ticked).
m Approval Age Start

m Eligible check box

m Approval Date

= Provider Service

m Paid Period.

NOTE: There can be up to 2 rows in the Disability Access Fund grid for the child; one for age 3 and
one for age 4.
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Manually Recording a DAF Application for a Child in
the v4 Client

Local Authorities that are not using the Provider Portal Headcount can enter details of approved
DAF applications manually in the v4 Client to enable the generation and authorisation of
payments to Early Years providers.

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

34 Search [2] Collapse - @ ContactPoint Search 5 Clear
('Student Enquiry
‘Sounds Like" Search x
Name
Gender ot Specified - Date Of Birth -
Person ID National Health Service
Number
Active vy Postcode
Deceased Mot Specified -
Base Name
NCY Unigue Pupil Number
SEN Status -
Only SEM Active »
Students
[F New Open Open In New Window Mext Previous

2. Enter search criteria and click the search button to display matching students.

—

34 Search (2] Collapse ~ ] ContactPoint Search (53 Clear

{‘Student Enquiry

( ‘Sounds Like Search X
MName ltestd]
Gender Not Specified - Date Of Birth -
Person ID Mational Health Service
Mumber
Active v Postcode
Deceased Not Specified -
Base Name
NCY -2 Unique Pupil Number
SEN Status -
Only SEN Active b 4
Students

[F] New 2 Delete -] Open [ Open In New Window Mext Previous

PersonID Flags Family Name Given Name Chosen Family Name Chosen Given Name Given Mame2 Gender Date of Bith Postcode UPN SEN Base NCY
9057131 221 Tests 221 Tests Female 01/08/2014 £ Green Abbey School -2

3. Highlight the required student 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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Updating Student Details in One v4

femo. [IDstaPanels ¥ Alets 7 Sql Mail Merge 3 UDF Manager ., Data Co

# ContactPoint Retrieve. 3¢ Delete

Natonsi Hes.. | 02 SchoolHitry | 0. Adaress Detis | 4. Addresee | 5. ContactDetals | 6. tudent Prfil | 7. Supporting Detats | 08, LA Dets | 9. Court Orders | 10. Language/Mean..| 1. Eniciy, Re

3 Early Vears Addi

[ Eiigibie for 2 year old [X. Effective Date. S
funding
Basis For Funding @)
0
Deferred X
Fupi Premum Chci
Dtated Check Check Check Check Run Check
CheckDate o 5 Funding Basis Cliocks gy | Cronk y Chect Process tat A
4 add
2 Remove
Carer Consent
Carer Parentl
Carer Restorsnp P ConsentG
20 Hour Entement Checks
oty Code
Chi Date of Natonainsurance  Eigble fioble  Grace check Recheck
Checked on Date (Checked by User Birth Checked Number Checked From To Period End Status info  Checked for Providers
Gsabity Access Fund
From Appovel o Approval  Provider aper 4 add
Porta Age Start 0D Doty Service Paid Period
2 Remove

Click the Add button on the Disability Access Fund sub-panel.

Disability Access Fund

From Approval Approval Provider
Porta Age Start Date Service

| m— ]

The From Portal check box is disabled and diplays a cross.

Eligib Paid Period

Enter either 3 or 4 in the Approval Age Start.
Select the Eligible check box to display a tick.
Select an Approval Date.

Click the Provider Service browse button to display the Search for Funded Services dialog.

| Search for Funded Services | (S e -
34 Search @Collapse -

( Search for Funded Service N

Service Name

Provider Name

Provider Postcode Registered -

Reference Mumber DCSF URN

Status - Funded Status Currently Funded -

Service Type -

Payment Band Stretched Offer(s)
Select

Search for the required funded service.
Highlight the required service and click the Select button.

Disability Access Fund

From Approval Approval Provider
Porta Age Start Date Service

X 3 20/08/2007 = wig wnser [

Eligib' Paid Period

Click the Save button.

one for age 4.

NOTE: There can be up to 2 rows in the Disability Access Fund grid for the child, one for age 3 and
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08 I Making DAF Payments

Introduction

When the student details have been updated in the v4 Client to record DAF eligibility, a payment
can be generated.

DAF eligibility is displayed on the Children panel via Focus | Early Years | Search for Funded
Services using the following fields:

m DAF Approval Date is the date that the DAF application was approved.
m DAF Eligible is a read-only check box that displays a tick if the child is eligible.

m DAF Status is set to GEN if the payment has been generated and AUTH if the payment has
been authorised.

m DAF Paid On is the date that the DAF payment was made.

[ Save [C]DataPanels % Aletts 5 Sql Mail Merge 7§ UDF Manager & Refresh

1. Payment Period |-| 3. Daily Hours

(1. Payment Period

Period 2017/2018 Spring ~ | Period Start Date 01/0142018 -

Period End Date 31/02/2018 - Age Calculation Date  31/12/2017 -

2. Children

Display  aj23&4yearolds - [J ShowRates [J Show Cancelled [ Show Apportionments Required
Socion Surname Forename ﬁf?::; ::l‘ﬁ.:l ':I‘J::ur:I gg;{w‘gi gg}i{ver&z ;:ty;l RAF D7) Loz Do
3202017 Hours  Hours pRroval Eligh Status Paid On
Period  Week Period Week Period Amount Date

3 3 = Reject 15 0 0 0 0 0.00 27/09/2017 AUTH 28/08/2017
4 wmssmsms Shivnarine 15 0 0 0 ] 0.00 O
2 Eypp 15 0 0 0 0 0.00 O
3 - Add 15 (] 0 0 0 0.00 05/10/2017
3 = New 15 0 0 0 0 0.00 29/09/2017 AUTH 28/08/2017
4 ] Asron 15 0 0 0 ] 0.00 O
3 - Darren 15 0 0 0 0 0.00 25/09/2017 AUTH 25/08/2017
4 - carl 15 0 0 0 0 0.00 28/09/2017
3 Brian 15 0 0 0 0 0.00 29/03/2017 AUTH 28/08/2017
2 J— Stuart 15 ] 0 0 0 0.00 Il
3 . Glenn 15 0 0 0 0 0.00 O
3 = " Ricardo 15 (] 0 0 0 0.00 O
3 =1 Wiv 15 0 0 0 0 0.00 O
2 Eoralatinn 1z n n n n nan [

Total Number of Children listed at the Service 15 The Total Mumber of Children currently at the Service 0
| Add Child | | Remowe Child | | Copy Child ‘ ‘ Amendmen | | Apportion |

Generating DAF Payments
Generating Individual DAF Payments

When a child has been approved for DAF, an individual payment can be made to the funded
service.

Select Focus | Early Years | Search for Funded Services to display the Search for Funded
Services page.

Enter the required search criteria and click the Search button to display a list of matching
services.

Select the required service and click the Open in New Window page to display the Funded
Service page.
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[ Save []DataPanels ¢ Alerts (5T Sql Mail Merge = UDF Manager <5} Refresh
_ || inks
1. Payment Period | EGHIGHEN]| 3. Daily Hours | 2. Chidren 7 oaymentDetai
“Payment Poriod ™
Peried 2017/2018 Autumn ~ Period Start Date. 01/09/2017 -
Period End Date 22017 S Age Calculstion Date  37,08/2017 -
(2. children
Dispiay  AI2384yearolds ~ 2 ShowRates [] Show Canceled [ Show Apportionments Requirsd
e Bxended  Extended b
Age on e z * evep e Eigiity Hours Hours & o wval | DAF DAF DAF
31082017 umame OTENeME  erence  Funding o code Elgibity Elgibity o S Eigh Status Paid 0n
Eigh period
Start End i
» 2 =1 Martin x O
4 e Tom x O
2 a Adam X |
3 i Mitchel X 24/10/2017
4 i Tim X 25/10/2017
4 - Seott 26/10/2017
3 T Ross 24/10/2017 AUTH 24/10/2017
l [T} 0]
Total Number of Children fted at the Service 7 The Total Humber of Chidren currently at the Serviee 1
[ asachia | [ Removecnia | [ copyenia | [ Amendment | [ soporion |

4. Click the Payment Details link to display the Payment Details page.

5. Click the New button to display the New Payment page.

M Save [ New Authorise Preview Pupil Premiums

_

01 Payment Detais 7

01. Payment Details

Payment Period

Payment Type .

For2s v Fords d
Fords v For Over4s d
Gontinue

Continue button to display the Payment Details.

—1
% Save [ New {3Memo Authorise Preview Pupil Premiums
[FPamentBetis] | 02. Tressury Info | 01, Payment Details + 57

(01, Payment Details -
| Payment Period 2017/2018 Autumn

Payment Type DAF - Disability Access Fund

Amount }1845.00

Pay By Date - Authorised On -

For2s X Total (2yr Old)

For3s v Total (3yr Old) 615.00

For4s v Total (4yr Old) 1230.00

For Over 4s x Total (Overdyr Old)

Credit Ref. No. Total (Carried Forward

& Manual Interim)

(T Teemman oie S

Cash Date - Cheque Date -

Cheque No.

Making DAF Payments

Select DAF - Disability Access Fund from the Payment Type drop-down and click the

7. Click the Save button to generate the payment and display the Payment Breakdown.

One Early Years DAF Provider Portal Handbook



Making DAF Payments

[ Save [Bl New »>Memo Authorise View Pupil Premiums
[GEiFaymentaiE] | 02 Tressury Info | 03. Payment Breskdown 01, Payment Detals  « 7
{01, Payment Details
Payment Period 201772018 Avtumn
Payment Type DAF - Disability Access Fund
Amount j1845.00
Pay By Date - Authorised On =
For2s x Total (2yr Old)
For3s V] Total (3yr Old) 615.00
Fords V] Total (4yr Old) 1230.00
For Over4s X Total (Overd yr Old)
Credit Ref. No. Total (Carried Forward
& Manual Interim}
(2. Treasury Info N
Cash Date S Cheque Date =
Cheque No
(3. Payment Breakdown N
3Records.
@ Save All Records as CSV
Student Paid DAF Financal
Frovider Service b Date of Birth Age Gender e o Term -
] P Provider Breakfast 12/07/2014 3 Male 615 GEN Autumn 207
I Provider Breakfast immmemn b 20/10/2012 4 Male 615 GEN Autumn 207
s Provider Breakfast 20/10/2012 4 1ale 615 GEN Autumn 2017

Generating Bulk DAF Payments

A bulk DAF payment can be generated for one or more providers against 3 and 4 year-old
children.

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

ﬁ

&4 Search [Z] Collapse -

1. Payment Run

Payment Period ~ Payment Type -
For2s o For3s o

For ds v For Over 4s v

D Mew Open In New Window

Click the New button to display the Generate Payments page.
Select a Payment Period.

Select DAF - Disability Access Fund from the Payment Type drop-down list to automatically
update the age ranges selected.

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

_l 2. Providers | 3. Apporticnments |

'r1'. Payment Run
Payment Period 2017/2018 Spring -
Payment Type DAF - Disability Access Fund -
For2s » For 3s W
For 4s W For Qwer 45 b 4
Pay By Date - Report Required
Authorised
Payment Amount

5. 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.

6. Select the providers:
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I Generate Preview Pupil Premiums

1. Payment Run | 2. Providers | 3. Apportionments |

—1

Making DAF Payments

1. Payment Run -\ 7

(1. Bayment Run

B —

Payment Period 201712018 Spring

Payment Type DAF - Disabifty Access Fund

For2s x For3s
For4s v For Over 4s
Pay By Date - Report Required

Authorised

Payment Amount

X <

(2. Providers

ProvNa.. Service  Provide.. DCSFUm  Apporti

& Add

Remove

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

dialog.

f\\ | Add Providers Te Payment Run

:.Elﬂ

44 Search [B] Collapse ~

ETS

Service

Provider

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.

‘:x\ Add Providers To Payment Run

==

34 search [E] Collapse ~

Service

Provider

Q X
Q X

o Select All of Select

Prov Name Service

Sessional Daycare
Breakfast Clubs
wom Provider - manage Access Combined Nursery Centre

F Provider

Provider Address

12 Court Road, Cranfield, BEDFORD, Simshire, MK43 0DR
|, Wistead Road, Elstow, Bedford, Mi<42 9YF

mop Test,

DCSF|

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.

7. Click the Generate button.
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Authorising DAF Payments

After generating a DAF payment it 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 -

uthorisation

Payment Period
Payment Type

Authaorised Cn

D New Open In New Window

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

—

M Authorise

Authorisation |_| Generated Provider |

-4
¥
-

=

Payment Period 2010/2011 Summer Term -
Payment Type

Authorised On - Total to Authorise 0.00

(Generated Provider Payments

Provide.. Service  Address DCSFUmn  PayBy.. Paymen.. 2s 3s 45 Over 45 CFAG .. Add

Remove

3. Select a Payment Period.

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

) Authorise

Authorisation ‘_| Generated Provider | = 7
fluﬂluriﬁtion

",

Payment Period 2017/2018 Autumn -

Payment Type DAF - Disability Access Fund -
Authorised On 19/08/2017

Total to Authorise 0.00

(‘Generated Provider Payments

Provide.. Service  Address DCSFUm PayBy.. Paymen.. 2s 3s 43 Overds  CFAG.. & Add

Remove

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

*:-h | Select Payments to be Authorised

54 Search [E] Collapse -
ent
Service L X
Provider i) X
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 DAF payments that have been generated
but not authorised for the selected Payment Period.
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10.

11.

. Select Payments
34 Search [ Collapse -

Making DAF Payments

eni

Service

Provider

a X
a X

Provider Name  Service

vp3 ARCDEL Full Day Care 24 Green Lane, » s

o Select All and Apply «f Select

Address

Ower4s  CRA& MINT
0.00

DCSF Urn  Pay By Date PaymentAmount 25 33 4s

e om0 61500 No Yes Yes MNo

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 |

A

Payment Period

272018 Autumn

Payment Type DAF - Disability Access Fund -
Authorised On 190092017 A
Total to Authorise 615.00

£ er en

Provide... Service Address  DCSFUrn PayBy.. Paymen.. 2z 3= 4s Over 4s CFAS ..
vp3 ARCDE.. 24Gree.. 0 §15.00 Mo Yes Yes No 0.00

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