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The two year old free early education entitlement is claimed online however the
procedure is slightly different to that followed when claiming the 3 & 4 year old free
early education entitlement.

Each term there will be two main claim dates when claiming the 2 year old free early
educational entitlement. Please ensure that you refer to the payment schedule and
check the dates in which online submissions should be made.

At each claim stage the provider will receive 100% payment for the children
they are claiming for:

» First Submission
At this point you will log onto the online portal and submit information for any
eligible 2 year old children actually accessing your setting (the following
procedure clearly outlines what information is required).

» Second Submission
The second submission allows you to claim for any new eligible 2 year old
children who have started at your setting after the first submission date.

If there are any eligible 2 year old children who are placed at your setting after the
second submission date, you will need to claim for by submitting a paper claim within
two weeks of the child starting. All claims for new children must be submitted by the
last week of any given term.

Key differences you need to be aware of before you start.

At the beginning of any new term you must delete any children that no longer attend
your setting.

The process for the first submissions is different to that of the 3 & 4 year olds in that
you will be required to input actual hours and child details.

On the second submission you must not delete children as this could result in an
under payment.

If a child’s attended hours increase or decrease mid term please email the free
entitlement team with the details and they will make the necessary amendments.

The pages to follow will guide you through the process of making online claims.



First Claim Submission

» Login to Provider Portal

» Select Funding Tab
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» Select View to see a Summary of the relevant term details. Note! The
current estimates are shown on the left with the actuals on the right hand

side.
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» Select Estimates option to input current estimates

» Select Open that relates to the current term
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» Input number of weeks to be claimed for

» Input Funded Weekly Hours and Select Calculate

» Total Number of Hours for the Term will be calculated
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(@)Synergy FIS Provider Portal

» Select Send claim to Submit your estimates for the relevant term

Q? Submission Successful

It is important that you immediately submit child information for eligible 2
year old children currently accessing your setting.
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@Synergy FIS Provider Portal

2010/2011 Auturm & A Year Funding

» Select Actuals option to input child details.
» Select open to view the relevant term.

» Now you will need to add, amend or delete any children.
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If children have already been attending with the provider from a previous term,

they will already be shown.

DELETE; If the child no longer attends your setting then you must request

deletion.

AMEND:; Each child’s record will need to be edited to ensure all correct details

are recorded for this term

ADD; If you need to add a child you can do so from this screen.

Request Deletions

> Select Delete from the left hand side of the child’s name

@Synergy FIS/Provider Portal

» Select Send claim
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The support team will receive the request and complete the deletion of the
child. The child will not be deleted from the database but will no longer
appear at your setting.

Amend a child’s detalls

» Select Edit at the left hand side of the child’s name to check the child’s
details and make any necessary changes.

@Synergy FIS Provider Portal

» Make any alterations necessary and then select Save

» If all claims are correct select Send Claim
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Add a child

> Select Add Child from the bottom of the screen to record a new child on

the database.
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@Svnergy FiS Provider Portal

» Input child information on Child Details tab.
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@angy FIS Provider Portal

» Input information on Funding Details tab.
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» Complete Child Details Form and Funding Details Form fill out all fields

marks with * as mandatory
» Select Save

The new child’s record will be added to your list.
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@Synergy FIS Provider Portal
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» Repeat Process as Required

» Select Send claim once all the new children have been added and

any deletions and amends have been made.

» The status will change to pending.

@Synergy FIS Provider Portal
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This stage is to allow you to claim for any new eligible 2 year old children who

have joined your setting after the first submission deadline.
To enable you to do this, you will need to;
» Log onto the portal
» Select Funding tab
» Select actuals
» Open the current term
» Add any new children
» Select submit

Please do not delete or amend any existing children at this stage or it could

result in an underpayment.

» Paper claims will need to be made for any children that start with the
setting after the second submission deadline has passed.

All submissions should be made in line with the submission and payment
timetable.
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