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Provider Portal Funding Guide 

 

You can log on to the Portal at: 

https://childcare.bury.gov.uk/Synergy/FIS_Live/SynergyWeb/Login.aspx 

 

 

Then enter your funding username and password, on your first log in your will be 

prompted to change your password , simply complete the old password and new 

password boxes and click ‘Confirm’ you password will need to include the following: 

 Be a minimum of 8 characters in length. 
 Contain at least one alphabetic character. 

 Contain a number. 
 Contain an uppercase character. 
 Contain a special character (! $ % ^ & * () ; : @ # ~). 

 Cannot be the same as your Username. 
 

 

 

 

 

https://childcare.bury.gov.uk/Synergy/FIS_Live/SynergyWeb/Login.aspx
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Once you arrive at the welcome screen you will need to click ‘Provider Portal’ in the 

centre of your screen. 

 

You will then be taken to the ‘Home’ screen, click on the ‘Funding’ tab 

 

This will take you to the Summary page and from here you can access a summary of 

funding details for a term. Simply click on the funding year (newest being at the 

top)‘Select’ for the term you want to see. 

 

You will be able to click on the funding you wish to access 
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When you click ‘Select’ this will take you to the summary of that term 

By clicking on the “Change” button this will take you back to the previous page. 

 

The summary page show a breakdown of funding including any additional funding you 

have attracted (IDACI & EYPP), to view this click on the arrow next to “Child weighting 

total” there are two options for this one under “Universal funding” and one under 

“Extended funding”  this will open a list displaying the number of children per weighting 

(Circled red above & Next Page) 

From the Summary you can see details of estimates and actual and whether payment 

has been made or not 
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For a more detailed breakdown please click on the Actuals tab under funding this will 

open the headcount page and display the list of children you are claiming funding for in 

that’ term: 

 

 

Under Autumn term if will tell you your submission start and end date for the term 

Once you click on the term this will open your list of children 

The child weighting column will show which children have extra funding (IDACI & EYPP)  
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Estimates  

The estimate payment is the first payment in the term, the upfront payment based on 

the number of hours per week you expect to claim for in the coming term. You will then 

receive payment for 80% of these estimated hours. 

To enter an estimate you need to select Estimates from the top menu.  

 

Click ‘Open’ and this will then allow you to enter your estimate for that term, you will 

need to enter an estimate for 2yr olds and a separate one for 3&4yr olds. 

 

You only need to enter the number of hours per week and then click ‘Calculate’, you will 

then see the total number of hours for the term. 

 

You must click ‘Send Claim’ you will get a message saying ‘Submission Successful’ 
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You can change the number of hours you have estimated, even if you have already 

clicked ‘Send Claim’, up until the submission deadline (you will always be notified of the 

deadline dates for submissions before the start of the term, the deadline for estimates 

should usually be approximately 2-3 weeks into the term). Simply enter the new number 

and click ‘Send Claim’ again to resubmit. 

When the deadline has been reached and we close the estimates down to process 

payment you will still be able to select the estimates tab however you will see a read-

only page showing the number of hours you have estimated. 
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Actuals - Entering, Amending and Deleting Children 

To enter actual children’s details you will need to click ‘Actuals’ on the top menu 

 

Select the correct Year and Term, this will open a drop down to the Terms available 

 

Click  ‘Select’ on the current term. Again you will need to make sure that you enter the 

details for 2yr olds separately to 3&4yr olds. 

Once you have ‘opened’ a term you will see a list of children who have been carried 

forward from the previous term.  

As you can see below the “Send Claim” button is greyed out as there has been no 

amendments there is nothing to submit. 
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You will then need to review the list of children and update their details accordingly for 

the current term. 

There will be times when you will need to delete a child from your headcount, for 

example if a child has left your setting and is no longer attending for the current term, in 

this case you will click  ‘Request Delete’. 

 

You will then get the following message: 

 

Selecting yes the details will display. 

 

If you wish to revert back click on the icon and this will cancel the delete (this need to 

be done before any information is submitted)  

 
 

 

 

 Represents any unsubmitted records – this means you have updated your 

system but not clicked “Send Claim” (thins information will remain unsubmitted to 

Early Years funding until you click send claim) 

 Request delete 

 Undo Edit 

 Any child in the 30-hour grace period will have this against their record (You 

can see in the weighting column the start date, end date and Grace period of a 

code – this means parents will need to revalidate their code) 
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To review and edit a child’s details you will need to click on the child’s name. 

 

This will open in the child’s summary page, this tab provides a complete breakdown of 

how an individual child’s funding has been calculated. It includes separate sections for 

Universal and Extended Funding (where taken), and where weightings are used, the 

amount calculated per weighting. 

You will then be able to review a child’s details and amend or update as necessary 

If the child is in the 30 hours ‘Grace Period’, a warning shows in the upper left section: 

 

The child Details tab displays information about the child 

 

*Please ensure all sections are complete, including Ethnicity and SEN* 

Any field with a * next to it is mandatory 
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To update funding details click on ‘Funding Details’ tab if you click ‘Default Term Dates’ 

this will add the dates for you 

**If a child is not with you the whole term, you need to amend these dates to 

reflect the start and end date to ensure any remaining funding can be taken at 

another provider** 

 

You must now specify Universal hours per week, extended hours per week, and non-

funded hours per week (any hours completed on top of their funded hours) per child. 

Where hours are not taken, 0 must be entered. 
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In order to claim 30 hours funding the following details will need completing: 

1. Parents Ni Number under the parents tab (it is good practice to complete all 

parent details in order for a EYPP eligibility check to also be complete)  

 

2 You must ensure the Consent tick box is ticked, you will be unable to confirm 

eligabilty if not. 
 

**if the consent box is not ticked we will be unable to revaluidate the code 

when we complete code checks.** 

3  Enter 30 hours code unders the Funding details tab, The 30h checker 

 ‘button’ will appear on screen and you must click on this 
button to determine eligibility dates before they can be saved. If ‘Found’, and 

eligibility dates are valid, you can save with the extended hours added. 
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If Not Found, or eligibility dates are outside the term, you can still add the child, but will 

only be allowed to enter the Universal hours

 

 

When you have entered all the details you can click ‘Save’, if anything needs attention 

you will receive an error message.  

The system will not allow you to save the child’s details for Extended entitlement unless 

an eligibility check has been performed 
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In the example below the ‘Attends Two Days or More’ button hasn’t been ticked so the 

system knows that the maximum number of hours per week should be no more than 10 

and has returned the appropriate error message. 

 

Nominated for DAF (Disability Access Fund), see criteria below, if you feel a child is 

eligible please email early years funding. 

 

 

Disability Access Fund is an additional payment for settings who provide a free 
Early Education & Childcare place for DAF eligible children.  

3 & 4 year olds will be eligible for the DAF if they meet the following criteria: 

 The child is in receipt of child disability living allowance 

 The child receives free Early Education & Childcare  (EEC) 

Please complete parent declaration and send to Earlyyearsfunding@bury.gov.uk 

along with a copy of the DLA 

mailto:Earlyyearsfunding@bury.gov.uk
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To enter a new child’s details you click ‘Add Child’  

When you click ‘Add Child’ you will then have a blank form to complete like the one 

shown below 

 

If you have added a child i.e. you have entered all the child’s details into blank forms 

online rather than them being carried forward, then after you have ‘saved’ that child you 

will see that the options look slightly different.  

 

This is because the child’s details have not been submitted so have not yet been 

imported to the system by the Early Years Team. If you delete a child at this stage they 

will never have been seen by the Early Years Team. If you select ‘Delete’ you will receive 

the following notification 

  

If you select ‘Yes’ then the child will be removed from your list  

When you have entered all the information you can click ‘Send Claim’ to submit the 

details to the Early Years Team. 

You should then receive the message ‘Submission Successful’, (see green banner above) 

if your submission is not successful for some reason you will need to check your records 

then resubmit, if you continue to have issues then please contact Early Years Funding. 
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Even though you have submitted your claim, you can still amend or update your claim 

up until the deadline.  

If you log on and have no amendments you will be unable to resubmit and the “Send 

Claim” button will be greyed out. 

When the deadline has been reached and we close the ‘Actuals’ down to process 

payment you will still be able to ‘Select’ actual tab and view each child record but be 

unable to edit any information until the next term. 
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EYPP – Early Years Pupil Premium 

For all children who you think may be eligible for EYPP see criteria below. You need to 

complete the parent tab on the child records, once submitted our system is linked to ECS 

checker to confirm eligibility 

 

You must ensure the Consent tick box is ticked,  we will be unable to check for EYPP if 

this is not ticked. 

If the Parents NI or DOB is missung you will be unable to ticke the EYPP Consent Box 

and the following error message will appear: 

 

 

3 and 4 year olds in state-funded early education will attract EYPP funding if they meet at 

least 1 of the following criteria: 

 Their family gets 1 of the following: 

o Income Support 
o Income-based Jobseeker’s Allowance 

o income-related Employment and Support Allowance 
o support under part VI of the Immigration and Asylum Act 1999 
o the guaranteed element of State Pension Credit 

o Child Tax Credit (provided they’re not also entitled to Working Tax Credit and have an 
annual gross income of no more than £16,190) 

o Working Tax Credit run-on, which is paid for 4 weeks after they stop qualifying for 
Working Tax Credit 
o Universal Credit 

 they are currently being looked after by a Local Authority in England or Wales 

  they have left care in England or Wales through: 
o an adoption 
o a special guardianship order 

o a child arrangement order 
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Monthly Payments 

If you choose this option you will receive 12 payments per year broken down as follows: 

 Spring 3 payments  
 Summer 5 Payments 
 Autumn 4 payments 

 
The payments you receive will still be dependant on the figures you supply for your 

estimate and actuals, however, unlike the current payment method, you will be able to 

amend your estimate until your final payment has been made. 

Amending your estimate in the term will adjust the remaining payments to reflect your 

updated estimate amount and the system will show a breakdown of payments made and 

payments due. 

 

The example above is for spring term, the number of payments due are 2 (estimates) 

and the final payment will be based on the actuals. 
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Once a payment has been made the total number of payments due will change and you 

can see on the interim amount paid to date has been updated with the amount paid and 

the date 

 

You can amend the estimated hours at any time up until the cut off, we have amended 

the funded hours per week from 100 to 95, this amends payment 2 of the estimates: 
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Once the final estimate payment has been made the estimate section of the system will 

lock, the estimates paid will be deducted from your total funding. 

 

The total number of payments due will change to 0 and you can see on the interim 

amount paid to date has been updated with the amount paid and the date, the fully 

processed also changes to “Yes” 
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You can input your actuals and amend your child hours up until the final “Actual” closing 

date, once these have been paid the actual page will display the child weighting for both 

universal and extended. The amount paid and the date paid. 
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This guide has been provided by: 

Early Years Funding 

Bury Council 

3, Knowsley Place 

Duke Street 

Bury  

BL9 0EJ 

earlyyearsfunding@bury.gov.uk    

0161 253 7665 

 

 

 

mailto:earlyyearsfunding@bury.gov.uk

