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Please read through the guidance below – this will ensure the submission process is as quick, easy and simple as possible for you.
The number one way to ensure a smooth submission process is to ensure you download your setting’s latest outcome spreadsheet and use that as the basis for your upcoming submission.
Submission Process
1. Download your setting’s latest outcome spreadsheet(s) from Perspective Lite.
2. Update the outcome spreadsheet(s) with any changes, following the guidance on the first tab.
3. Upload the amended spreadsheet(s) to the Spreadsheet Submissions File Return for that term, via Perspective Lite.
(Multiple documents must be uploaded at the same time otherwise one will overwrite the other.)
4. If you are submitting any new applications or requesting band increases, you will need to submit evidence. Download blank evidence form templates from the Suffolk Learning website (High Needs Funding – Suffolk Learning), fill them in and upload them to the appropriate Evidence Form File Return on Perspective Lite.
Perspective Lite Guidance
To access the outcome spreadsheet, you need to ensure that:
1. Your account has been assigned the “HNF Lead” role by your headteacher (headteachers will need to assign this role to their own accounts).
2. You have logged out and back in since the role was assigned, so that the change takes effect.
3. Search in the “my confidential files” area and ensure that it is filtered to the correct period when the outcome spreadsheet(s) would have been uploaded.
	(for example, if you are preparing to submit for the Autumn term in September, you will need to ensure it isn’t filtered to “current academic year” as the Summer outcome spreadsheet will have been uploaded over the summer during the previous academic year)
4. If your file is rejected, follow the link in your email to find more information about why it was rejected.
Follow the guidance links below to relevant information:
Setting up New Accounts: Setting up your Users – Perspective Lite
Assigning Roles: Roles – Perspective Lite
Accessing Confidential Files: Confidential Files – Perspective Lite
Submitting to File Returns: File Returns – Perspective Lite
Rejected Files: Rejected Files – Perspective Lite

If you have any technical issues which are not resolved using the guidance links above, please contact our colleagues at Angel Solutions for support. They are typically very quick to reply and are incredibly helpful, so please do utilise them! You can contact them via: perspectivesupport@angelsolutions.co.uk. You can cc jen.makin@suffolk.gov.uk in if you think we need to know about the issue you’re having.
If you think any of the information on your outcome spreadsheet is inaccurate, please contact us via InclusionFundingHub@suffolk.gov.uk so we can look into the discrepancy and provide you with an updated, accurate spreadsheet.
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