Guidance for the parent portal

1. The link will take you to this page:

. . If you already have an account,
Synerg)" S'gn In enter your username (your

username is your email address)

Enter your username

A
| x|
You must enter 2 username to continue Press here to set up a new
‘  account
Create Account

Wi

2. Create an account: -

-
Synergy: Create Account s

i
Personal Details ot
Title * = -

i

Forename * <+— Your 1st name
Middle Mame
Surname * <«——| Your 2nd name
Contact Details
Email Address * <«—| Your email address
Confirm Email * <4—| Your email address

Pleass confirm your email

Daytime Number
Ewening Number

MWobile Number

Address

No address to display.

Add Address < Add your address

Account Security

Mew Password * A password that you will
<+——| remember: it must contain 7

. letters and 1 number
Confirm Password *

<4—| Type your password again

Pleaze confirm Wour password

+— cick e




3. Activate your account:

Synergy: Verify email address

We have sent you an email to verify your account. You must click the link in this email before you can
sign i,

You will be sent an email, press
on the link

You can click "Resend Email” to have a new one sent out.

Resend email in 2 seconds. ¢

If you do not get an email press
here for it to resend

4. Sign in:

Synergy: Sign in

Enter your username

The link will take you back to this
‘ X | <+—— page; enter your username — this is
You must enter & username to continue your email address

Create Account m

Synergy: Sign in

Enter your password

\ G

You must enter a password to continue

Change User Forgot Password m

5. Check your details and add your 2 year old:
A  SsignOut

Enter your password

Applicant Summary

Thank you for sefting up your account
To add new children use the "Add Child” link.

To add preferences use the "Apply for Schaol Admissions” link below your child's name. If you are applying for 2 Year Old Funding, you do not need to add this information
For other matters use the use the appropriate buttons.

This screen shows a summary of all the children within the family that will be included in the application

Once you have added all of your children, please press ‘Submit 2 Year Old Funding Application’ to check your eligibility.

Please note that Submit 2 Year Old Funding Application’ will only appear if your child is between 1 year 8 montns and 2 years 11 manths okd

Applica

o«

[ view Details

Press here




7. Add your child’s details

Child detalls

Please specify the details of the child you wish to make an application for and then
click the "Mext” button to continue. Fields marked with an astensk (7) are mandatory.

- B -

Child's 1st name

Forename™

M

Middlename

Surname™®

M

Child’s 2™ name

DOB* (DDMM/YYYY)

Gender® 2 Male O Female

Child address same as [+
Applicant?

Child’s date of birth

=
<

=
-

Boy or girl?

LA Bedford Borough

Current School (Leave blank | - Select Current School -
if not attending School)

Click here

<< Back

8. Check the details are correct:

Child details confirmation

The information Dedow 1S & confirmaltion of the details you have Supphed for your child I the Information you have suppbied 1S comect cick Ihe “Confirm® bumion % continue. To amend

any of the detalls, cik the approprate heading %o return to that secsion and update the information s necessary

Ched Dedails / £at Cria Detats sectior School Details / £ot Schoot Detats secix

Forename Current School: Not cumently 8t school

Surname:

DOB:

Gender:

Chid address same as Applicant?:

Are your details correct?

- Click here




9. Add another child or apply for funding:

@ Add Child Add more children if you have them

G Submit Two Year Old Funding

Application Click here

10. Enter your details:

Applicant Details

Please enter your National Insurance Number or NASS Number and your date of birth

Press 'Submit Two Year Oid Funmng Application’ when compiete

* indicates a required fieid
Please enter NI Number or NASS Number:-

T — I -— Your National Insurance number
NASS Number [
DOB (DDMMAYYYY)* [ < Your date of birth

Submit Two Year Old Funding Application Click here

Upon submission of your Funded Two Year Oid Application, a provisional check will be
performed with the Eligibility Checking Service (ECS). The resuits of the provisional
check will be displayed when you are returned to the Application Summary page.

11. You will get an email telling you that we have got your application.

12. You will get a letter attached to an email with a code if your child can be funded or a letter saying
that your child cannot be funded.

If your child can be funded, take the letter to your preschool, nursery, childminder or school



