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Introduction

This guide will explain how to use the Establishment Portal, including accessing your account,
viewing education information held by the local authority and submitting forms, referrals and

applications.

Register for an account
Click Login.

A nelincs.gov.uk

Home Your Account Vv

Home

Welcome to the schools portal

Admissions Attendance & Exclusions Login
Manage School Admissions Submit a Penalty Notice, Attendance Referral, PEX Login to the schools portal

Request or Notification of CME

Click Register for new account.

. nelincs.gov.uk

Home > Securelogin - step 1

Secure login - step 1

New to Establishment Portal UAT2? Reqgister for an account here or use the button below.
Already using Establishment Portal UAT2? Sign in below.

Exustmg users New users
f you're new to Establishment Portal UAT2. sign up
Email for an account here
Register for new account
Password
For additional security, we will confirm your account by sending an authentication code 10 your email address
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Enter your name and click Next.

bl -
. nelincs.gov.uk

Home > Register a new account - step 1

Register a new account - step 1

Forename *

Surname *

Enter your email address and create a password. Click Next.

. nelincs.gov.uk

Home > Register a new account - step 1

Register a new account - step 2

Email address *

Password policy

Your passworc
Password *

et the following requirements:

ch
Confirm password *

Ntan at Jeast one upper-case letter

Ntain at least one numerical digit
pecial character
L ent 1o your current password
. 0 your p

View the list of special characters:

You will be taken to the login screen.
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Login
Click Login.

A nelincs.gov.uk

Home Your Account Vv

Home

Welcome to the schools portal

Admissions

T
JITIA

Manage School Admissions

Attendance & Exclusions

ci=ln

Login

Submit a Penalty Notice, Attendance Referral, PEX
Request or Notification of CME

Login to the schools porta

Enter your email address and password, then click Submit.

. nelincs.gov.uk

Home D> Secure login - step 1
Secure login - step 1

New to Establishment Portal UAT2? Register for an account here or use the button below.
Already using Establishment Portal UAT2? Sign in below.

Existing users New users

If you're new to Establishment Portal UAT2. sign up
Email

for an account here

Password

For additional security, we will confirm your account by sending an authentica'

tion code 1o your email address.
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You will receive a verification code email.

Your custom code for Establishment Portal UAT2 login

donotreply@liquidlogic.co.uk C

S

&\ Reply
To: @ Niamh Tynan (NELC)

A This sender donotreply@liquidlogic.co.uk is from outside your organisation.
Dear Niamh Tynan,
Thank you for using Establishment Portal UAT2. Please enter the following code on the login verification page:
98416433

Many thanks,
Establishment Portal UAT2

Enter the code into the box provided, then click Finish.

. nelincs.gov.uk

¢ > Secure login - step 2

Secure login - step 2

Please enter the venfication code that we sent you
We have just sent you an email to confirm your account. Please enter the code this contains below
if you can't find this email. it may be in your spam/junk email foider.
Code

[roe ] e

If a message appears saying that you are “not linked to an establishment”, please contact us
at ict-chsprojectteam@nelincs.gov.uk so we can link your account to your establishment.
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Admissions

Click on Admissions from the Home page.

A nelincs.gov.uk

Home Your Account v

Welcome to the schools portal

Admissions Attendance & Exclusions Login
Manage School Admissions Submit a Penalty Notice, Attendance Referral, PEX Login to the schools portal

Request or Notification of CME

More icons will display here.

=% nelincs.gov.uk

Home Schools v Your Account & Niamh Tynan v

Humberston Academy:

Home » Admissions

Admissions
Key Dates Applications & Offers In Year & Waiting List
&8 2=
Primary Destinations

W
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Key Dates will show you admissions timescales and closing dates for different types of

applications.

Key Dates

Admission Key Dates

Admission Period / Phase
Admission Year 2025/2026
Phase of Education Primary
Applications
Online Admission System Open 07-Nov-2024
Closing Date for all Applications 15-Jan-2025

Applications & Offers will show total applications and a breakdown of applications by

preference, CLA and SEN.

Home »> Admissions > Applications 8 Offers

Applications & Offers

Breakdown of Applications by Preference Rank

© st Preference (176)

@ 2nd Freference (161)
@ 3rd Preference (34)

@ a0 Freterence (0)

® 5h Preference (0)

® &ih Preterence (0)

©® Other Preferences (0)
@ Referral Preference (3)

Current Year (2025 - 2026) Previous Year (2024 - 2025)

Total Applications

394

CLA

9

SEN

10
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In Year & Waiting List will show you In-Year applications (if not dealt with by the school
independently) and a waiting list of children in order of admissions criteria.

Home » Admissions > In Year & Waiting List

In Year & Waiting List

Current Intake (2024-2025) | Next Intake (2025-2026)

Primary Destinations will show you a list of expected transfers that you can filter by primary or
Secondary and see previous, current and next intakes.

Home » Admissions » Expected Transfers

Expected Transfers

[ primary | Socondary | reresn |

Previous Intake (2024 - 2025) | Current Intake (2025 - 2026) | Next Intake (2026 - 2027)

UPN Name DOB Application Offer Sent Establishment Responded?

Attendance & Exclusions

From the Home page, click on Attendance & Exclusions.

% nelincs.gov.uk

Home Your Account v

Home

Welcome to the schools portal

Admissions

T
L0,

Manage Schodl Admissions

Attendance & Exclusions

Submit a Penalty Notice, Attendance Referral, PEX
Request or Notification of CME

Login

=

Login to the schools portal
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Select the relevant form to complete.

Attendance & Exclusions

Penalty Notice

Penalty Notices may be ssued in ¢

following circumstances
* One-off instances of ui

special occasions

Submit Penalty Notice to LA for Unauthorised Attendance

Attendance Referral

Start an attendance refesral for the North East Lincolnshire Council's Education Welfare Service. An Education Wefare Officer willl then complete a home visit to the child's home

Children Missing Education (CME) Service

res for identifying, registering and tracking children missing fror

rom education, dick the below button and

Complete all sections of the form, anything marked with a red asterisk (*) is mandatory.

Penalty Notice

Submit Penalty Notice to LA for Unauthorised Attendance

2 Penalty Notice Details ; School Contact Detaiis
Title
First name *
Last Name *
Email *
Home telephone
Work telephone
Mobile telephone

Preferred contact method *
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The CME form will not allow you to proceed if you have answered “no” to any questions in the
checklist, as these must be completed prior to submitting the form.

Navigate the form using the Next button at the bottom of the screen.

You can also click Save for Later and return to the form at a convenient time.

If you click Save for Later, you will receive an email with a link to return to the form.

Saved assessment form

UAT North East Lincs Education<donotreply quidiogic.co.uk ¢ Reply &, Reply 3 * Forward
u
o @ Oliver Peatman-Denham

A This sender donotreply@hquidiogic.co.uk is from outside your organisation.

Saved Assessment Form

Please visit the recover a form page in order to continue with your form.
Many Thanks

Social Care Team

Click on Your Account at the top of the screen and click on the Saved Forms tab. Click on the
form from the table to continue editing it.

Home Schools v Your Account & Niamh Tynan v

Humberston Academy

Home ) Your Account ) Saved Forms

Saved forms

Forms to complete

Messages >

——— Namets  pescipton Days Lot

25 Feb 2025 1:17 PM Test Test Portal Attendance Referral 2 days
Applications

26 Mar 2025 10:56 AM CME Referral Form 31 days
Manage Account

26 Mar 2025 11:12 AM Test Test Portal Penalty Notice Form 31 days

Ne
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When you get to the last page of the form, click Submit Application.

Submit Application

m Save for later Create PDF m

Schools tab

Click on the Schools tab to drop down a menu.

This is another way to navigate around the pages shown on the home page.

. .
=% nelincs.gov.uk

Home m Your Account & Oliver Peatman-Denham Vv

o

Attendance & Exclusions
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Early Years

Click on Early Years from the Home page.

% nelincs.gov.uk

Home Early Years v Help & Funding Family Information Scrvice Your Account & Niamh Tynan v

Ready Teddy Go Signhills v

Home

School Admissions

<
1l

Manage Scheol Admissions

Submit

School Attendance, Exclusions & CME

—
BB

a Penalty Notice, Attendance Referral, PEX

Request or Notification of CME

Guidance on how to use the Establishment Portal (2

Welcome to the Establishment Portal

Early Years

View Early Years Data and Submit Estimates and

Headcounts

More icons will display here. Click on Early Years Dashboard to access your dashboard.

Early Years

Early Years Dashboard

Live Register

Reports

Estimates

Payments

£

Staff Details

Key Dates
ahuln

Provider Details

A

Headcount Submissions

L
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Early Years Dashboard

Early Years Dashboard will show different funding categories, depending on what your provider
offers. You can click into these tiles for more information.

Dashboard

View Messages (0/0) m

No Headcount dates set.
An Estimate has already been submitted for Spring term.

“[ Under 2's i Disadvantaged 2 ycar olds i 2 ycar olds Working Parent
4 3 year olds 4 4 year olds ) Total Children

15 - 47

Requested / Receiving EYPP Requested / Receiving DAF #®Receiving Working Parent Entitlement

6/2 0/0 34

Further down the page on the Early Years Dashboard, you have the ability to complete
eligibility checks.

& Online Eligibility Checks

The Age / Eligibility Checks page will allow you to complete eligibility checks.

Age / Eligibility Checks

Child’s Date Of Birth

i 3

Check Age @

Eligibility Check @ ) 2 Year Old Check
) Working Parent Eligibility Check
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Estimates
From the Early Years Dashboard, the Estimates page will allow you to complete Estimates
submissions.
Early Years
Early Years Dashboard Estimates Key Dates
il = i
0 e
= &
Live Register Payments Provider Details
Reports Staff Details Headcount Submissions
B 2 L

Estimates allows you to submit and track your current and previous Estimates submissions.

When it’s time for an estimate, click Next on this page to get started. You will be given
instructions to complete and submit your estimate.

Early Years

Estimates

1 Start 2 Total Claimed Hours 3 Confirmation I Finish

2 Welcome to the Total Claimed Hours Estimate Submission Wizard.

Itis not currently time for an Estimate.

Previous Estimate Submissions

2026

Term Delivery @ Total Claimed © Total Approved © Submitted Outcome

T10 168.0 168.0
) 30-Jan-2026 ACCEPTED

Spring 2025/26 X
d 0.0 0.0
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Key Dates

Key Dates allows you to view a calendar of any important dates or events, such as Estimates
and Headcount submission deadlines.

Key Dates
Croi [ [ s

B Key dates for Jan 2026 (Spring term)

Show Non-funded Days ® Yes

No
Monday Tuesday Wednesday Thursday Friday Saturday Sunday
1 2 3 1
B Start of term
(Spring)
5 6 7 8 9 10 11
ew Events (47)
12
8 Estmate 13 14 15 16 17 18

mission pericd
S open.

B Headcount and
Census submission

period Is open.

Live Register

Live Register shows your current, live register of children attending your provider. Here you can
also add and remove children from the register where necessary.

Live Register

Use the Live Register to record all children attending your provision. It will be used as the basis for your headcount and Early Years Census so be sure that it's kept up-to-date
and it includes all the 2 (if applicable), 3 and 4-Year-Olds at your provision

If you wish, you can also record younger or older children on your Live Register. These will be automatically excluded from your Headcount

o] s

@ Test Pre-School

Date Of Days Per Funded Entitlement Total Hours Delivery Method Alert
Sex Age
Name Birth Week o e e nfo o
Test Child M ﬂ("t‘" Under2 0 00 240 o #

To add a new child to the Live Register, click on Add Child and complete the information about
the child.
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Early Years
Live Register - Child

o CT CEEDEES EEED

(# Details

Forename *

Surname *

Date Of Birth —
. &
Ethnicity * [ . ]
Once you have completed this, click on Guardian.
(# Proof of Child's Date of Birth
Seen proof of date of birth? “ This field @ Yes
is required © No
Document Seen * UK Passport v ]
Document Reference ™ 123456
v =

Click on Add Guardian to add the child’s parent/carer(s).

Early Years
Live Register - Child

- CACEIED CIED

This should only be the parent/guardian(s) living in the household of the child as declared to HMRC and may not necassarily be the child's biological parent

No consenting Parent/Guardian

Add Guardian

o COCEDET EIE

Once you have completed the relevant information, click Confirm Guardian.
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Early Years
Live Register - Child

Confirm Guardian Cancel

@ Details

Parent/Guardian consented to share O Yes
data with the LA * This field is required O No
Title

Forename *

Surname *

Telephone Type l

Next, click Funding.

Early Years
Live Register - Child

e DN EIES

This should only be the parent/guardianis) living in the househald of the child as declared to HMRC and may not necessarily be the child's biolegical parent.

Name DOB Contact No. NI No. NASS No.

Niamh Test AA1020308 °
Add Guardian

o [0 O ]

Add any relevant categories and click Save.

- A
(# Categories
Use this section to add tags / categories to this child which can then be used to filter on in the Live Register.

Add a category

Categories  No categories selected

EditView:m Guardian(s) m
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Complete the Eligibility Check and enter Attendance information and click Save to add the
child to the Live Register.

Early Years
Live Register - Child

@ Eligibility Checks
Funding Age: 2 year old

ECS check result: Not found

= Check Eligibility for 2 Year Old Funding

(@ Attendance

Delivery Method * v ]

Days Per Week *

Additional Hours ©

2 Year Old Funded Entitlement §) 0.0

Future Starters

From the Live Register, click Future Starters to view and children with future start dates and to
add new children with future start dates.

Live Register

Use the Live Register to record all children attending your provision. It will be used as the basis for your headcount and Early Years Census so be sure that it's kept up-to-date

and it includes all the 2 (if applicable), 3 and 4-Year-Olds at your provision.

If you wish, you can also record younger or older children on your Live Register. These will be automatically excluded from your Headcount

a Future Starters (0) Add Child

To add a new Future Starter, click Add Future Starter and follow the same steps as adding a
child to the Live Register.

Early Years
Live Register

Use the Live Register to record all children attending your provision. It will be used as the basis for your headcount and Early Years Census so be sure that it's kept up-to-date
and it includes all the 2 (if applicable), 3 and 4-Year-Olds at your provision

If you wish, you can also record younger or older children on your Live Register. These will be automatically excluded from your Headcount

s st
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Payments

Payments allows you to view information about payments that have been made to your
provider. Use the tabs to view information about totals and payment rates.

You can also Export Payments to download them as an excel file.

Early Years

B Payments for Spring 2025/26 (01-Jan-2026 to 31-Mar-2026)

Payments Payment Totals Payment Rates

Spring 2025/26

Under 2 Year Old DAF Headcount

2 Year Old (Combined) Pupil Premium Mid-Term Joiner

2 Year Old (Working Parent) Mid-Term Leaver

2 Year Old (Disadvantaged)
3 Year Old

4 Year Old

Provider Details

Provider Details shows the details NELC currently hold for your provider.

Provider Details

Main Details

DfE URN 999999

Ofsted URN 1234567
Ofsted Registered Name Test Pre-School
Type of Provision

Maintained School Relationshi, No

¥

Other Establishment Partnership  No

This page also allows you to update your opening times.

Opening Times

Day Open Opening Time © Closing Time ©

® Y
Monday N°’ 0815 © 1500 ©
o

® Y
Tuesday N“ 0815 © 1500 ©
o

® v
Wednesday e 0&:15 ® 15:00 ®

No

@ Y
Thursday e 0&:1s © 1500 ©

No

Friday ) 0815 © 1500 ®

Sunday




NO RESTRICTIONS

Reports

Reports gives you the ability to download reports from the portal, such as Estimates
previously submitted and Live Register.

Reports
B Reports

Get a report of all Estimates previously submitted.

L Estimates

Get reports about children on (or previously on) your live register

‘ All children currently on your live register v

Staff Details

Staff Details shows a list your current staff. To add new staff members to the list, click Add
Staff.

Staff Details

& Staff Details

This page allows you to record each member of staff and all of their qualifications. The DfE requires you to report a series of statistics about your staff and their levels of
qualification. These statistics are calculated based on the staff details entered on this page, though it is possible to just set or amend them when submitting your Census

For staff who do not have contact time with any child, leave un-checked the "Works with children aged under 5' box e.g. administrative support or kitchen staff. Additionally, you
can also check staff who volunteer (e.g. parents on a reading rota). Both volunteers and staff who do not work with children aged under 5 are NOT included in the summary
submitted to the DfE.

When you add a member of staff, you can include extra information about their contact details, emergency contact details and any training they have completed. This will not be
returned to the DFE or your local authority and are for your records only.

You can add all qualifications a staff member holds from a drop down list from the DfE that are considered ‘full and relevant’. If the qualification is not listed then you will not be
able to record it. You will need to know whether the qualification was gained before or after September 2014, as this was when major changes took place to align older

qualifications,

Complete the relevant information and click Save to add the staff member to the list.

B Add Staff

# Staff Details

Forename *

Surname *

Previous Surname

Job Title *
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Headcount Submissions

Headcount Submissions allows you to submit and track your current and previous Headcount
submissions.

When it’s time for a headcount, click Next on this page to get started. You will be given
instructions to complete and submit your headcount.

Early Years

Submissions

1 Start 2 Census 3 Headcount I Confirmation 5 Finish

Ceven [

2 Welcome to the Submissions Wizard.

Itis not currently time for a headcount.

Previous Headcount Submissions

| 2026 v J

Help & Funding

Help & Funding takes you to a list of forms available to submit to NELC. This page can also be
reached by clicking Help & Funding in the menu bar.

Help & Funding

Inclusion Support

Make a request for Inclusion Support

Request Inclusion Support

Setting Inclusion Funding

Make a request for Setting Inclusion Funding

Request for Setting Inclusion Funding

EY Support Request

Make a EY Support Request

Make a request for Early years Support

EY Transition Funding Application

Make a EY Transition Funding Application

Make a EY Transition Funding Application
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Family Information Service

Family Information Service includes a form to complete to add/update information for your
provider on the Family Information Service directory.

Submit Content for the Family Information Service

Complete FIS Form

Your Account

Click on Your Account at the top of the screen.

The Forms to complete tab will show you any forms that the local authority have requested that
you complete. Click Pickup to start the form.

. nelincs.gov.uk

Home Schools v Your Account 2 Oliver Peatman-Denham v

Humberston Academy

My Account

Forms to complete

This page contains a selection of your documents stored by Social Care on our computer system.

Messages
Saved Forms
Your Forms
Applications
Start Days
Manage Account form Type Date Left

Humbe

rston Academy - Establishment 21 Feb 3 m
Annual Safeguarding Audit 2025 =
Submitted Forms

No items

The Messages tab will show any messages from the local authority. You will also receive an
email asking you to check the portal for messages.

% nelincs.gov.uk

Home Schools v Your Account 2 Oliver Peatman-Denham Vv

Humberston Academy

¢ > YourAccount > Messages

Messages

Forms to complete

_ This page contains messages that have been sent to you by Social Care, and other people in your support network.

Saved Forms
Applications
P No items
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The Saved Forms tab will be where your uncompleted forms will be saved to return to. Click on
a form in the table to open it and continue editing.

. nelincs.gov.uk

Home Schools Vv Your Account 2 Oliver Peatman-Denham Vv

Humberston Academy

Home > YourAccount > Saved Forms
Saved forms

Forms to complete
Messages
EE o o

24 Feb 2025 10:40 AM test test Portal Penalty Notice Form 31 days

Applications

Manage Account m

The Applications tab shows your completed forms, referrals and applications.

The status of each form displays here and is updated once the form is processed. Check on this
tab for updates.

Home Schools v Your Account & Niamh Tynan v

Humberston Academy -

Home » YourAccount » Applications

Applications

Forms to complete
This section lists all the other applications you have made

Messages
Saved Forms > e
My Applications
Applications >
Select Period to View .
Manage Account > elect Periad to View Last Month
No. Submitted  Appli f Type Status Info

24-Feb-2025 niamh test  6L-4X8G-EQMK  School Attendance Referral - test test  Application Submitted

2 20-Feb-2025 Niamh Test FC-VWC9-VLB)  CME Portal Referral - Oscar Test Application Submitted

The Manage Account tab allows you to review your account details and change your password.

Home Schools v Your Account 2 Oliver Peatman-Denham Vv

Humberston Academy

dome D YourAccoumt > Manage Account

Manage Account

Forms to complete

Messages Account Details
Saved Forms Email Address
olver.peatman-denham@nelincs.gov.uk

Applcations

m bl

Change profile details

To keep your account secure, we'll ask you to enter your password to authonse your details change.

Change profile details
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Logout

Click on your name at the top of the screen. Here you can access your account (see above),
and logout.

A nelincs.gov.uk

L LA a1 Be Oliver Peatman-Denham V|

Your account

Logout

Home » Your Account » Manage Account

Humberston Academy
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