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SECTION 1 — NAVIGATION

The Announcements screen will be visible at every Log In, please read these

carefully; select to proceed to the Homepage. You may need to scroll to the

bottom of the page to see the Continue button.

D
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Provider Portal

# Home & PROVIE~ O Signout

Announcements

User guides for the system are available here

If you have any queries about logging in or using the system please visit the contact us page

Early Years Provider Portal

Important Reminders
30 hour codes

Please ensure that you check a code is eligible before starting a child in an extended hours place. If a code shows ‘No term available' it means that the code is not eligible for the
current term

In order for 30 hour codes o be eligible for the Spring Term, parents must apply for of reconfirm their codes before 31st December 2022
It & parent has any queries about their 30 hour application please advise them to contact the Childcare Choices helpline (0300 123 4087)
Early Years Pupil Premium (EYPP)

3 and 4 year old children recening nursery education (universal hours only) may be eligible for EYPP if their parents are in recespt of certain benefits or the child has been Cared For
Information to check elgibility for EYPP should be recorded on a parental deciaration form and should be submitted via the Headcount portal for children that may be eligible
through benefits

It a child has been Cared For then please complete an EYPP Manual form and send to Lesley Baxter by encrypled email to fis@togetherforchildren org uk

On the initial Log In you may not have any Tasks to complete or Messages to read — the

image below shows an empty new user’s page.
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to you by the Local Authority, and create Adhoc Tasks for late stariers

= My tasks = My messages My reports

You don't have any tasks yet You don't have any messages yet.

Tasks assigned to you by the local authority will be shown here Messages sent to you will be displayed here.

Add Adhoc Assessment
+ Start an adhoc assessment

# Home & PPBSUser ~ & Sign out

Welcome to the Better Start Portal. Here you can add your Assessments against existing Children, add new Children, to Tasks created by the Local Authority, Read Messages sent

Selecting your name (Top Right of the screen), brings up a menu where you can change

your own Password or Secret Question, and Sign Out securely.

& PPBSUser~ Signout

# Change Password

. # Change Secret Question
= My messages My repc 9

You don't have any messages yet.

Messages sent to you will be displayed here.

Selecting My reports displays a menu where you can access any reports that have been

provided.
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= My messages [ My reports

+ Run A Report
Schedule a new report to be created.

You don't have any reports yet.
Reports you run will be displayed here.
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Note: If this page is empty, no reports have been run.
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SECTION 2 — MESSAGES

If a Message has been issued to your provision, all relevant users will receive an email informing them to
Log In. Once you Log In to the Better Start Portal you will see the Message on your Homepage.

& My messages My reports

BetterStart Attendance Task
‘v‘ At the moment you don't seem to have submitted your BetterStart
Attendance data. This task needs

& View all messages

Selecting a Message in the list allows you to read and; if required, delete this message.

o
together for  gynderland i
children  oarlers Provider Portal
# Home BetterStart « & PROV1S ~ ® Sign out

& My messages

& Back W Delete

BetterStart Attendance Task 19/04/2023 10:07

Services

At the moment you don't seem to have submitied your BetterStart Attendance data
This task needs to be completed by 28th April 2023 - please do so at your earliest convenience.

Togsther for Children

Note: You do not have to delete messages, they will stay in My messages and show that you have read

them by the icon changing to @' The red @ icon shows how many Tasks or Messages are
outstanding.
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SECTION 3 — TASKS

When a Better Start task has been issued to your provision, all relevant users will receive an email
informing them to Log In. Once you Log In to the Better Start Portal you will see the task on your
Homepage under My tasks.

ksl .
together for  synderland Provider Portal
children  CityCouncil
#A Home  BetterStart ~ l-v ® Sign out
= My tasks ¥ My messages [B My reports
[ 0]

Do Not Use

3= No messages found
Do Not Use

Any messages sent you will be shown here

2022-23-Attendance-S ummer-1-TEST - BS ’
@ Attendance Collection Df:g:‘".ﬁe%y

I S

Q View all tasks

The task has a Due Date shown in the lozenge. The colour and information on this lozenge changes to
show the status. It will change to Amber then Red the nearer it gets to the Due Date changing to Grey
when the Due Date expires — see examples below.

Mot Started,

Due on 31 May Not Started, Unsubmitted, Not Started, Submitted, Submitted,
2014 Due 8 days Due & days Due Tomorrow Due Tomormow Due on 21 March 2014

Note: Selecting an expired Task allows you to look at historic information.

Selecting a task opens the task.
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A task may contain existing children or be empty depending if you have any children on your current
Headcount or not. Children will only appear if they are funded.

9]
together for Y .
children g%%ﬂﬁfﬁnd Provider Portal
& PROVIE » O Synout

# Home BotlesSia

™ 2022-23-Attendance-Summer-1-TEST - BS Attendance Collection

Age range 0.59 (Months)

1 Chiidren 2 Results 3 Subemit
Choose Children Enter Data Subat Task
Please dently the chidren for which the task will be completed
T =] Noxt»
User Defined Groups-DO NOT USE Click toggle to Include All In Task & m

Forename & Surname ¢ Date of birth ¢ Age (In Months) &

If no children are listed, this may mean that you do not have any currently funded children. However, if
you believe there should be children on your Headcount, please contact the Early Years Team immediately.
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Children in your setting need to be selected by either clicking in the check box or pressing Toggle, which
selects every child on the page.

™ 2022-23-Attendance-Summer-1-TEST - BS Attendance Collection

Age range 0-59 (Months)

2 3
Erder Dala Suibwrst Task
Fleasa identily the children for which the task will be completed
T = Mexts
Forename *  Surname®  Dateofbirth # | Age (in Menths) 3 | User Defined Groups-DO MOT USE Click toggle ta Include All In Task £ m
]
]
]
-]

Once you have selected all children, select
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On this screen, you input data in the Possible Sessions and Missed Sessions columns.
For each child, please record the number of Possible Sessions that they could have attended the term.

Then, for each child, please record the number of Missed Sessions for the term.

You have the option to give any further information, such as an explanation for the missed sessions, by
clicking @ and adding a free text comment.

9 2022-23-Attendance-Summer-1-TEST - BS Attendance Collection CIEIID) CRETNITED
AQe range G40 (Mona)
= =)
s

Chite *  Date Of Beth = Age In Montin - Grouge - Date = Possidie <. Miased A 4 SPR2-
—

160471 n[

WO n!

1047 n,

Vo420 = 24

V042 nl

A completed task may look like this:

4 2022.23-Attendance-Summer-1-TEST - BS Attendance Collection CICCIID GCEREIIITED
Crg Dute Of Brth Age In Monehy Growps Date Possbie Moyses SPR2-
804X nl
10420 nl
04X n,
G420 *® 10 mi—-t.-
T " nl
 Cuoo | m Som | ScmaTak e
=3

When you are happy that the information entered is accurate and correct, press SAVE and then press
Submit Task.

Please note: If you do not press Save, and you need to then change any data on this screen after
submitting the task, you will have to re-enter ALL data.
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SECTION 4 - SUBMISSION

You will now be presented with this screen:

£ Submission Declaration [ Statrs: Ected bust not yet sutmitsed |

Age range 0-59 (Months)

1 2 »3 -
Choose Chaldron Entes Data Subwmit Task

Submission Declaration
Confirmation
| confem that af the informabon | have provided is corect 10 the best of my knowledge and that | have consent (o Send this data to my Local Authonty

Sy R
1\ Confirm

Click Confirm after reading the Submission Declaration.

You will be presented with this confirmation message:

9 Are you sure you wish o submit this information?

-

Select Yes.

You now MUST check for errors by running a report.

The next section will explain how to do this.

Note: If required, you can amend the data submitted in this task up to the deadline date. After that time,
the Task becomes read only.
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SECTION 5 — REPORTS

You can run a report by clicking on My reports and then Run A Report.

My messages My reports

Click to run a new report.

+ Run A Report
Schedule a new report to be created.

Choose Better Start Attendance report and press Next.

Run a Report

1 Report 2 Detail 3 Processing 4 Result
Select the report Enter parameters The report runs View the report

Please choose the report which you would like to run.

Report Choice " = v

Better Start Attendance
TNEXTF

If you would like more information about the content of these reports, please contact your local authority.
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Select the required Report Format (we recommend PDF and will be using that format for the purpose of
this guide.) Enter a Description for your Report to help you identify it later.

From the Please select submission dropdown, select the Attendance task that you have just completed.

Then press Next.

l~* Report Parameters - Better Start Attendance

1 Report > 2 Detail 3 Processing 4 Result
Select the report Enter parameters The report runs View the report

Report Format * = PDF - Portable Document Format A

Give your report a description B  BetterStart Summer First Half Term

Please provider the following parameters required by the report.

Please select submission: * # | Select an Option
| Q
m 2022-23-Attendance-Summer-1-TEST - BS Attendance Collection (submitted on

19/04/2023)
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The Report will be queued and ready shortly.

| Report Queued - Better Start Attendance

1 Report anosslng
Sedoct the: repont [ms parnmetess The report runs Vlnvmcveoon

Please wait while the report is being processed, this may take some time. You may leave this page at
any time, the report will continue running and can be seen in your 'My Reports' area.

Processing Status v

Report Submitted:  Today 11 40

Run Status: The report is being created. Processing started at - 19104/2023 11:40:17
Summarne of the submitied reood v
Provider Service: L
Report Chosen: Better Sant Allendance
Description: BetterStan Surnmer Fust Ma¥ Term

Summary of Parameters:  2027.23. Amendance-Summee. 1. TEST - BS Amendance Coliection (subemimed on 19/04/2023)

it J & i o

Upon completion you can select to see the contents.

The report has completed processing and can be viewed by clicking on the link below.

Procassing Stalus w

Report Submitted:  Today 1140

Run Seatus; Thee report ran at 1904023 1140017
Summany of the submitted repon ¥
Provider Service:
Report Chosen: Better Start Anendance
Dsoription: BetterStart Summer First Half Term

Summary of Parameters:  2022-23- Atendance-Summer-1-TEST - BS Attendance Collection (submitted on 18004°2023)

Cice l viow ropor 8 Romoro Repot
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Reports will open in a separate window and will look similar to this:

2m2-23~.ﬁmndf:t::-3u mmer-1-TEST - BS Attendance Collection
20 1 95.0 5.0
10 10 00 1000 Parents madé us iwarn
15 0 100.0 0.0
5 0 100.0 0.0
20 2 90.0 10.0

3 D 2

Please carefully check the end column, Potential Data Error. If an error is displayed, please check your
submission. You can return to the task, amend the data entered, and resubmit. Then, run the report again
to verify that the potential data error no longer exists.

If there are no errors, the task is now complete.

Reports can be viewed by selecting them from the My Reports tab on the Home Page.

= My messages A My repors

+ Rlun & Report
Schecile & new repon 1o be created

Betier Start Attendance
BetierStart Summer Frst Half Term

A=
2122 Z3-Atendance-Summer- 1-TEET - BS Atterdance Calection
(submitied on 18023

[& View | Delete Reports

They can be viewed by selecting the Report or deleted by selecting = View / Delete Reports
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APPENDIX 1: REGISTRATION AND FIRST LOG IN

Log In to the Provider Portal, either with the web address provided in your
email or by clicking on the following:

https://emsonline.sunderland.gov.uk/ProviderPortal/Account/Account/Login

Alternatively, you can scan the QR code below:

Complete the Username and Password fields in the Log In box; then select
Log In.

putting
the child first



https://emsonline.sunderland.gov.uk/ProviderPortal/Account/Account/Login

together for
children

SUNDERLAND

Log In

Usemame

&

Password

a,

Forgotten your usemame?
Forgotten your password?

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

The first time you Log In you will be redirected to an information page, you will receive an email with a
confirmation Web Address, this is to ensure security.

Register User
We have sent a confirmation email to your registered email address.

The email contains a confirmation link which will bring you back to the main login page.

You must use this link to continue with your registration.

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

putting
the child first




together for
children

SUNDERLAND

After following the Web Address link sent in the confirmation email, you will see the confirmation message

displayed.

Registration Confirmed

J Thanks, you hawve confirmed your
email address and now may log in

Change Password

Current password = | & eesssese
New password = # ssssssssse
Confirm new password = [CANTTTT YT

Change password

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

During this Log In you will be prompted to Change
Password to a memorable one, this must contain
at least 8 characters; and must contain:

Upper Case, Lower Case, a Special Character and
Two Numbers. E.g. Password01@

Please do not use Password01@ as your new
password this is only an example.

Complete:
Current password

At the Security Details prompt select a
Secret Question and provide a Secret
Answer; then select

Save

New password
Confirm new password fields, and select

Change password

Security Details
Please choose a secret question and provide an answer
Secret Question = & Mothers Maiden Name j
Secret Answer = u' esssee

Save

Congratulations, you have now successfully logged in for the first time and will have access to the Better

Start Portal.

End of document
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