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After selecting the ‘Two Year Old 

Funding’ button on your homepage, or 

accessing it via the dropdown menu, 

you will see this screen. 

From here you can:  

• run a check on behalf of a 

parent 

• link an eligible child to your 

headcount task  

• search for previously completed 

assisted applications 
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Running an Assisted Application 

Enter the child’s DoB and postcode. You will not be 

able to make changes to these later, so please 

ensure they are correct before proceeding. 

 

 

 

 

Fill in the rest of the child’s information. Again, make 

sure everything is correct here. 

 

You will need to click ‘find address’ and select the full 

address from the dropdown menu. If the full address is 

not in the list, you can enter it manually by clicking the 

‘Enter Address Manually’ button.  

Please make absolutely sure the postcode is 

correct before using this option.  
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Enter the parent/carer’s information. These should be the details of the 

parent you are checking on behalf of. These details will be used to make 

the check, so make sure they are correct, or the check will fail. 

 

 

 

 

From here you will need to choose the type of 

eligibility. If you are running a check for the 

family/parent/carer based on their economic 

situation (e.g claiming benefits, low income) then 

you need to select the New option on the left. 

Guidance for completing an economic claim is on 

pages 4 and 5. 

 

If the family have brought a Golden Ticket to you, 

or they qualify through one of the other non-

economic criteria listed, select the All Other 

Claims option on the right. Guidance for 

completing all other claims in on pages 6 and 7. 
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Economic 

Enter the parent/carer details. The name will already be 

present, so you will need to add the DoB and NI number 

or NASS number. Double check the child’s details in the 

panel to the right to make sure they are correct. 

 

You must read the declaration on the next screen 

carefully before selecting continue. 

 

 

A red cross on the next screen means the check has come back as not 

eligible.  

You can review the submitted details for any errors and edit them if 

necessary, using the ‘Edit Applicant Details’ button. 

If you or the family feel they may be eligible under the details of a 

second parent/carer, you can run another check by clicking the ‘Second 

Applicant Details’ button and entering the information for a second 

parent/carer with parental responsibility. 

You can click the ‘Request Help’ button to send an email directly to us 

asking us to review the ineligible check. 
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A green tick means the check is eligible. You 

will need to take a note of the application 

reference number – you will need it to add the 

child to your headcount task. 

You can print out the confirmation letter to give 

to the parent by selecting the ‘printed copy’ 

option. This will open the confirmation letter in 

a separate tab for you to print out. 

 

 

 

 

 

If you click ‘by email’, you will be prompted to enter an email address for the parent. They will then 

receive an email with the details of the check.  
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All Other Claims 

 

After selecting ‘All Other Claims’, you will be shown a list of the non-

economic criteria and the option to submit a Golden Ticket claim. 

Select the relevant section. You will be required to write something in 

the ‘supporting evidence’ box before you can submit. Please enter 

the Golden Ticket number if applicable, or the kind of evidence you 

have seen for the other criteria. 

 

 

 

You must read the declaration 

carefully before selecting 

continue. 
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Choose the preferred method of 

contact for the parent once we have 

reviewed the application.  

‘Via Email’ will prompt you to add 

contact details for the parent on the 

next screen, where you will be able to 

add an email address. The parent will 

then receive an email from us when 

the application has been approved. 

‘Via Provider’ will not send a 

message directly to the parent. You 

will need to inform the parent of the 

result directly. You will always 

receive a message in the Portal 

regardless of which option you 

choose. 

  

At this point, the check will not be 

completed until we have reviewed it 

within the Early Years & Childcare 

Service (EYCS). You will receive 

notification in the Portal once this has 

been done, and if it is approved you 

will be able to proceed with adding 

the child to your headcount task. 
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Searching for Completed Assisted Applications 

You can search for previously 

completed assisted applications to 

see the status and review the details 

if necessary. 

You can search by name or 

application reference number and 

change the dates you are searching 

between. 

 

 

Clicking on the names of any applicant will open a details screen allowing you to review the details as submitted. 

The status column shows the status 

of any checks that require review by 

EYCS. Where a check is not 

opened or not approved, you will not 

be able to link the child to your 

headcount task using the below 

steps until the application has been 

approved.  
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Linking a child to your Headcount Task 

 

Once you have an eligible check, either through running an assisted application or from a 

parent bringing you a code from the Citizen’s Portal, you must complete this step to link the 

child to your headcount task. Click on the ‘Link eligible child to Headcount Task’ button on 

the Two Year Old Funding home page.  

 

 

 

 

Enter the application reference, 

the child’s date of birth, and the 

surname. If these details do not 

match exactly with the details 

used in the application, you will 

not be able to proceed. 

 

 

The agreed start date should be when the child will start attending with you. However, if you complete an assisted application after the child has 

started attending and enter a start date that is before the date the application was approved, the child will not appear on your headcount task. 

For more information, please see the Provider Portal Two Year Old Checker FAQs. 
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Review the details as entered so 

far and make sure everything is 

correct.  

 

Read the declaration notice 

before ticking the box and 

continuing. 

 

 

 

 

 

 

 

Confirm the address or change it if needed. 
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If you are the registered Portal user 

for multiple settings, you will be able 

to select the correct one here.  

If you only manage one setting, it 

will automatically be selected.  

 

 

 

 

 

Carefully read the declaration 

and press continue. 
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At this point, the check will be 

complete. The child’s details will be 

submitted into our system to be 

processed.  

When we have processed the child’s 

details, they will appear on your 

headcount task. While a headcount 

task is open, we will try to process 

these as quickly as possible.  

Once the child is on your headcount 

task, you can claim for them as 

normal. 

 

 

 

 

You can do this at any time. If you link a child to your headcount before a task is open, then they will appear on the next task issued to you. 

Please do not attempt to link a child to your headcount task multiple times. If more than a day has passed and you still cannot see 

them on your open task, send us an email via provider.portal@suffolk.gov.uk and we will look into it for you. 

mailto:provider.portal@suffolk.gov.uk

