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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 drop down menu.   

  

Click on the Early Years menu link and select Submissions from the dropdown. 

  

 

When it is time for a Headcount to be submitted, the Next button is green, and you can proceed.  

When it is not time for a Headcount, the Next button is greyed out and you are unable to 

proceed.  

Note: previous Headcount and Census submissions are visible and can be viewed by clicking 

on them.   



  

 

If it is time for Census, when you click on the Next button, it will progress to Step 2. Census  

    



  

 

Complete all information under Provider Details and Staff Total sections required for Census.   

Once complete, click on the Next button to move to Step 3. Headcount.   

Note: If it is not time for Census, Headcount will be the first step to be completed.  

 
Confirm using the ‘Yes/No’ radio buttons if a child is attending. If you select ‘No’, a calendar will 

appear to enter the child’s last day of attendance at your setting.   



  

 

Enter the End Date and click on Confirm.  

A pop-up box appears asking if the child has left the provision.  

 
If they have left, click on the Yes radio button.   

Enter the number of Funded Weeks that they have received then click on Submit to return to 

the Headcount screen.   

  

Note: The number of weeks entered defaults for the child no longer attending and they have 

now been removed from the Live Register.   

  

 
Check all the Funded Days and Hours and then click on Claim Maximum Weeks to claim for 

the remaining children. Click Next to proceed to the confirmation screen.  

  

The confirmation screen provides a summary of the children and hours to be claimed for in the 

next term. The Provider Agreement and Multi-Agency Information Sharing Protocol (MAISP) 

must be viewed here.  

It is important you review both before proceeding.   



  

 

Check the box, once you have reviewed all the summary information, to agree to the Provider 

Agreement and MAISP. Then click Submit to complete the submission.  
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