
 

 

REFERENCE GUIDE: 

TYOF Portal Users 
 

 
 

 

SECTION 1 – LOGGING IN 
 

Using the Web Address provided in your email. 

PLACEHOLDER FOR WEB ADDRESS 

Select the address or copy and paste into your 

Internet Browser address bar. 

 

Login to Provider Portal by completing the user 

name and password fields on the login box; then 

select. 

  
 

Note: If you cannot remember either your Username or 

Password you can Select the links below the Login button 

and follow the instructions. 

 
 

 

 The first time you login you will be redirected to an information page and an email will be sent to you with a 

confirmation Web Address, this is to ensure security.  

 

Each subsequent login to the Provider Portal you will be directed to the Homepage as detailed in Section 2. 

After following the Web Address sent in the confirmation email you will see the confirmation message displayed. 
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During this login you will be prompted to change your 

password to a memorable one, this must contain at least 

10 characters; and must contain Upper Case, Lower 

Case, Special Character and Two Numbers. E.g. 

Password01@ 

Please do not use Password01@ as your new password this is 

only an example. 

Complete the current password, new password, confirm 

new password fields; and select. 

 

 

 

At the Security Details prompt select a secret 

question and provide a memorable answer; then 

select. 

 

 
 

Congratulations you have now successfully logged in for the first time, and will have access to the Provider Portal. 

 

PLEASE NOTE: Each time you login to the portal, you will need to enter your Username and Password and answer 

your Secret Question. 

  



SECTION 2 – HOMEPAGE NAVIGATION 
 

 

If there are any, the 

Announcements page will be 

visible at every login, please read 

these carefully; select  to 

proceed to the Homepage. 

 

If there are no announcements you will be taken straight to the Homepage 

 

To complete a Two Year Old Funding application, select   to continue. 

 

On initial login you may not have any Messages to read, the image below shows the TYOF users page, on the left are 

the application tasks you can complete, on the right are two messages showing both the read  and unread  

icons. 

 

 



 

Selecting on your name; Top Right, brings up a menu 

where you can change your own password or secret 

question, you can also sign out securely 

 
 

. 

 

 

 

 

 

Guidance text can be provided, this 

text can be closed but will become 

visible again on each new login 

 

 

 

Selecting the Two Year Old Funding; Top 

Left, brings up a menu which replicates the 

three large buttons on the TYOF home  

screen. 

 

  

Note: These are particularly useful as shortcuts to the applications if you also use the Headcount tasks in the Provider Portal 

  



SECTION 3 – Assisted Application 
 

When a Carer asks for help applying for TYOF you can 

check their status by selecting   Start an Assisted 

Application as a Provider  , this will allow you to enter 

the Child and Carer details to send to the Eligibility 

Checking System (ECS). 
 

 

 

 

Enter the Childs DOB and 

Postcode and select . 

 

 

 

 

Enter the Child’s Legal Forename and Surname, Gender, Ethnicity and First Language, then select  

 

 

 
 

 

 

 

 



 

 
 

 

 

Highlight an existing Address from 

those displayed and  to 

continue. 

Note: If you cannot find the address 

displayed you can select 

 and manually 

populate the address, please check that 

the postcode used is correct before 

using this option. 

 

 

 

Select to store the child details 

 

 
 

 

 

Enter the Carer details and either choose 

the existing address or select No to enter 

a new one, then select to store 

the Carer details 

 

 

  



SECTION 4 – ECONOMIC / NON ECONOMIC 
 

The Carer may be claiming TYOF due to Economic (e.g. Benefits) or Non Economic Grounds (e.g. Disability, Child in 

Care, Adoption) 

 

 

 
Economic  Grounds 

Selecting will show you the Carer details to enter their date of birth and either the National 

Insurance number or the National Asylum Seekers number, then select  

 

 
 

You must read carefully and select  to the Legal Declaration before selecting  

 

 
 

  



Once the result is returned you can choose the delivery method to the parent. 

 

 

You will need an email address for  or you can print out the details. 

 

 
 

 
 

Select  on the application page to complete the application. 

 



Non-Economic  Grounds 
 

Selecting will show you the options available for the Non-Economic calim. 

 

 
 

Selecting the relevant section will expand it to allow you to populate the details of the claim, and any electronic 

evidence documents can be attached by selecting  and browsing to the file. 

 

 
 

 

Note: Multiple evidence documents can be attached 

 

 

 

 

Read and Select the decleration before selecting  

 

 
 



Select the method(s) of contact and enter any supplimentary details before selecting  

 

 
 

Note: If your screen looks like the image above and you do not see Via Post, this is because that option has been turned off by 

you Local Authority. 

 

 
 

Note: If you select Via Citizen Portal, they must have an account associated with the email address. 

 

Populate the contact details of the Parent and select  

 

 
 

Note: If your screen looks like the image above and you do not see the postal address, this is because that option has been 

turned off by you Local Authority. 

 



 
 

Select  to return to the Home Page, once you have noted the applicant reference for you records. 

 

 
 

  



SECTION 5 – APPLICATION SEARCH 
 

By selecting   Search for Assisted Applications   you can check existing application details.  

 

  
 

You can filter by Name / Application Reference and search between application dates. 

 

 
 

Selecting  with the default dates will return all applications in the last three months, including the current 

Status. 

 

 
 

  

  



Selecting an Application from the list provided will display the details. 

 

 

 
 

Note: You can also select  to reissue the details to the Parent. 

 

 


