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Add or Amend Child Details 

on the Live Register 
  

  

 

 
The Live Register is used to provide an accurate view of children at your setting who are eligible 
for funding. This must be kept up to date, with children added to the register when they start at 
your setting, or when they become eligible for funding. Then removed when they leave or are no 
longer eligible for funding.  

If you need to perform an eligibility check, you should always start from the Dashboard. If you 

are adding a child in receipt of only universal funding, and therefore you do not need to perform 

an eligibility check, you should navigate directly to the Live Register. Both options are covered in 

the sections below.  

Adding a child with an eligibility code 

 

When you first login to the Establishment Portal, check that your provider name is showing in 

the top right corner. If not, select it from the dropdown menu.  

  

Navigate to the Dashboard, using the Early Years drop-down menu. You can perform checks 

from the Dashboard, to see if the child is eligible for funding.  
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Click on the Age/Eligibility Checks button.  

Enter the Child’s date of birth and select the Check Age button. 

  

 

A banner appears confirming the child’s Funding Age for the current and next term. Select one 

of the Eligibility Check radio buttons to check either for 2 Year Old Disadvantaged (FEET) or 

Working Parent Eligibility.  

2 Year Old Disadvantaged (FEET) Check 

 

The Eligibility check for 2 Year Old disadvantaged must only be used where a parent has 

provided a Surrey approved eligibility code. If the parent, does not provide a Surrey approved 

eligibility code, they will need to submit a 2 Year Old Application. The link to the Parent Portal for 

them to apply can be found on Surrey’s Family Information Service website. 

  

 

Complete all the fields with information provided by the parent and then click on the Check 

Eligibility button.  

A banner appears, either confirming the code is ‘found and eligible’, or ‘not eligible’. If found 

eligible, a new button appears at the bottom of the screen allowing you to add the child to the 

Live register. Clicking this button will open the Add Child screen, shown on page 6.  

Note: Checks can only be done, 

where Yes has been selected and a 

Surrey approved reference number 

has been given for a 2 YO Application 
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Go to the section Continue with Adding a Child to the Live Register on Page 6.  

Working Parent Eligibility Check 

 

Where a parent has received an eligibility code from the Government Website, a Working 

Parent Eligibility Check must be performed. 

 

 
  

Complete all the fields with information provided by the parent and then click on the Check 

Eligibility button.  

A banner appears, either confirming the code is ‘This child is eligible to claim working parent 

entitlement from DD/MM/YYYY until DD/MM/YYYY’, or ‘unable to check the child’s eligibility’.   

If found eligible, a new button appears at the bottom of the screen allowing you to add the child 

to the Live register.  Clicking this button will open the Add Child screen, shown on page 6 below.  

Go to the section Continue with Adding a Child to the Live Register on Page 6.  

Adding a child with Universal entitlement only  

 

For a child receiving only universal funding, there is not a requirement to carry out an eligibility 

check. Therefore, they should be added directly to the Live Register. To access the Live 

Register, click on the Early Years menu link and select Live Register from the dropdown.  

Note: Signed Authorisation must 

always be given by the parent to 

proceed with checking eligibility 
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The Live Register lists each child with their funding entitlement. You will be able to see what all 

the flags mean under ‘Info’ if you hover your mouse over them.  

 
 
Click on the Add Child button to add a child then continue in the Go to the section Continue 
with Adding a Child to the Live Register on Page 6.  
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Continue with Adding a Child to the Live Register 

 

Complete information about the child in each of the fields. The highlighted fields (*) are 

compulsory.  

  

  
  

  
Once you have completed information about the child, click on Edit Funding Details.   

  

NOTE: If applying for Universal Funding, or have a 2YO Disadvantaged (FEET) code you do 

not need to complete information about the Parent or Guardian.   

  

If applying for Working Parent Entitlement, or to give consent to a Pupil Premium check, you 

need to add Information about the Parent or Guardian.  
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Click on the Add Guardian button to add details for Working Parent Entitlement. You may find 

that some of the fields are already complete from when completing the eligibility check 

described on Page 3.  

  

  
 

Ensure that parent name details, NI number and Eligibility code provided to the parent on the 

Government website have been entered. If requesting a Pupil Premium check, click ‘Yes’.  

 

Depending on the age of the child and type of entitlement, checks can be completed and will 

enable hours to be added in Attendance details. 
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If Pupil Premium has been selected, checks can also be completed.  

  

  



Page 8 of 11  

If Disability Access Funding is to be included, click ‘Yes’ next to DAF. Enter the date that the 

DLA letter was seen.  

  

Supporting documentation must be uploaded and check the box to agree that the DAF 

information is correct.  

  

Click OK to save the child onto the register.  

  

If the child is being added after the start of term, enter the number of funded weeks in the 

Process Mid Term Change pop up box.   

  

  
Click Confirm and Submit.  

  
  

Note: If child details need to be edited, click on the pencil icon. Any information can be entered 

and then saved.   

If you need to make adjustment to any hours after a headcount has been submitted, you can 

select ‘Yes’ to Apply Funding Changes as a Mid-Term Adjustment.  
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The boxes will appear to enter date that the change is effective from and to confirm the number 

of funded weeks before and after the change 

 

Remove a Child from the Live Register 

 

  

To remove a child from the Live Register, select the cross to the left of the child’s details.  
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Either enter an end date, then Confirm, where claims have already been made. Or select Never 

Attended, where no claims have been made.  

    

Future Starters 

Future Starters can be added the term before they are due to become eligible.  

  

Click the Future Starters button and then Add Future Starter. The same fields for adding a 

child to the register need to be completed to add a future starter. You do not need to do the 

eligibility checks until they become eligible and can be added to the Live Register.  

  

When the future starter becomes eligible, click on the + button. The Add Child screen opens for 

you to complete information and add the child to the Live Register.  
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You can also remove a future starter if they are not going to join or become eligible.  

  

Click on the x button to remove a child.  

  

Click OK to confirm or Cancel to return to the future starters screen.  
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