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Early Years Web Guidance
This document will show you how to:

•Log into the Early Years Website
https://www.kent.gov.uk/KCC.eGov.NurseryPlaces.Web.Public/Login.aspx

•Submit an Estimate Claim
•Change your login password
•Submit a Headcount Claim

The application images used in this document are for guidance only and will 
not always show the current claiming term and dates.

https://www.kent.gov.uk/KCC.eGov.NurseryPlaces.Web.Public/Login.aspx
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1. Please note this 
application requires 

Javascript

2. AOL users might 
have problems 

using this 
application

3. Enter your 
username4. Enter your 

password

5. Click on Login

Log into Early Years Website
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Change Password
This form may appear automatically when your password has expired or when 
your account is new.

Alternatively it may appear when you have selected the Change Password 
option from the Menu.

1. Enter a new password in 
both fields.  It must be a 
minimum of 6 characters 
and must contain alpha 
and numeric characters

2. Click Next
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Estimate Claim
This option will appear on the main menu only during a set period suitable for 
submitting an Estimate Claim.

Click Estimate 
Claim

If you wish to change the 
Text size click the plus or 

minus button
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2. Number of weeks for the 
Interim payment

Estimate Claim – How to Enter Forecast Numbers

This page shows the following details:

3. Payment 
Dates

4. Estimate Deadline Date

1. Free Entitlement and 
Eligibility Dates

Warning: Do not use the 
‘Back’ Button on your 

browser

5. For Parental 
Declaration forms click 
the Kent Trust Web link
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Estimate Claim – How to Enter Forecast Numbers

Now enter your forecast numbers

1. Enter Total number of 
eligible children claiming

0

0

0
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Estimate Claim – How to Enter Forecast Numbers

Now enter your forecast numbers

1. Enter Total number of 
eligible children claiming

25

0

0
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Estimate Claim – How to Enter Forecast Numbers

Now enter your forecast numbers

2. Enter Total free entitlement 
HOURS per week claimed for 

eligible children at setting

25

0

0
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Estimate Claim – How to Enter Forecast Numbers

Now enter your forecast numbers

25

270

0

2. Enter Total free entitlement 
HOURS per week claimed for 

eligible children at setting
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Estimate Claim – How to Enter Forecast Numbers

Now enter your forecast numbers

3. Enter Number of weeks your 
setting will deliver the free 

entitlement during this period

25

270

0
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Estimate Claim – How to Enter Forecast Numbers

Now enter your forecast numbers

25

270

14

Check your Estimate forecast 
and click Submit
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Estimate Claim – How to Enter Forecast Numbers

Now enter your forecast numbers

25

270

14

Warning: If you return to this form within the estimate 
period and make any additional changes, this will 

override your previous return.

Thank you, your changes to your estimate claim have been saved and submitted

1. A confirmation 
message will appear

2. Click the Print button so you can 
print off a report for your own records
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Estimate Claim Report

2. There is an 
option to print

1. There is an option to 
save a copy

3. Click close 
when finished

How to Print and Save
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Estimate Claim

Click on Back

How to Log Out
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Click Logout and you will 
then be taken to the 
Kent.gov.uk website

Estimate Claim
How to Log Out

Estimate Claim is now complete
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Headcount Claim - Overview

This option will appear on the main menu only during a set period suitable for 
submitting an Headcount claim.

Click Headcount 
Claim

NB. Ensure you 
have child details 
to hand prior to 

starting the 
process.
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Headcount Claim - Overview

Update will save your 
progress so far.

The grid will display up 
to ten records at a time.

You may move around 
records in the grid by 

clicking the First Page, 
Previous Page, Next Page 
and Last Page links in blue.  

You may Print a 
Summary for 

Audit purposes. Next will validate your 
Headcount Claim and take 
you to the next stage of the 
process.  Do not use until 
all details are entered for 

your existing children.
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Headcount Claim – Updating Existing Children

1. Enter Free Entitlement Hours

When you click the field will pre-
populate to 12.5 or 15 hours

Double click to amend where 
necessary

2.  Enter Wraparound Hours

3. The Total Attended Hours will 
automatically calculate

4.  Remember to click Update to Save your 
progress so far.
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Headcount Claim – Updating Existing Children

5.  If you need to Edit an Address 
or inform us of any other 

change Click on Edit.

6.  If you have clicked Update then 
select OK.

7.  If you have NOT recently 
clicked Update then Cancel 

and click Update.

NB. This box will 
appear every 
time regardless 
of whether 
changes have 
been saved or 
not.
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Headcount Claim – Updating Existing Children

8.  If a child has changed 
address enter the 

postcode here

9.  Click on Search
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Headcount Claim – Updating Existing Children

10.  Select the correct 
address.

11.  Click Cancel if the 
address is not there.  

Either refine your search or  
manually enter the address 

in the Child’s Address 
Details panel
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Headcount Claim – Updating Existing Children

13.  Click Next.

12.  If you have name or 
date or birth changes 

please enter the details 
here

These changes will be 
verified and updated by 

Kent County Council
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14.  If a child has left 
your setting then tick 

the Child Has Left 
box.   This record will 

appear later to 
request leaver 

information.

Headcount Claim – Updating Existing Children
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Headcount Claim – Updating Existing Children

15.  When you have 
completed a page 

click Update to save 
your progress so far.

16.  Then click Next 
Page and NOT the 

Next button.
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Headcount Claim – Updating Existing Children

17.  Complete each 
page by following 

Steps 1 – 16 of the 
Headcount Claim.

Remember to Click on 
Update otherwise you 

are at risk of losing 
your work.

When you complete a 
page you must click the 

Next Page.
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Headcount Claim – Updating Existing Children

18.  When you have 
completed all pages 

Click Update and then 
Click the Next button.
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Headcount Claim – Children Leaving The Setting

19.  If you have 
Leavers you need to 

enter the leaving date.

20.  Select a 
destination.

21.  Other Reason is 
optional however, if 

information is 
provided here this 
may reduce the 

number of queries 
raised.

22.  When completed  
click Update to save 
your progress so far.

23.  Then click on 
Next.
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Headcount Claim – Recommended Order of Input

A warning message 
will appear: You will 
not have a chance to 
make amendments or 

add newly eligible 
children once you have 

submitted.

24.  Click 
Submit.

26.  If you have not completed the 
Headcount Click on Cancel and then 
the Back button. Do not use the Back 

browser.

25.  If you have completed 
Click OK and you have 

completed the Headcount 
Claim.
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Headcount Claim – Possible Errors

27.  When you 
click Next you 

may get a 
validation error.

29.  Correct the record and 
remember to Click Update and Next

28.  A red exclamation mark !
Indicates the record with error.
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• Q) Can I print a summary after I have submitted the headcount?
• A) Yes, however you must do so before the deadline as the EY Web is no 

longer accessible after the deadline.

• Q) If I create a duplicate record, how do I delete it?
• A) You are not able to delete duplicates.  If a duplicate exists, please ensure 

all information is the same for both records ie. Attended hours and free 
entitlement hours.

• Q) Can I change the headcount data after I have submitted?
• A) You cannot change the data if you have submitted.

• Q) If I press save and log out, will I lose my data?
• A) Pressing save allows you to log out and come back at a later stage to 

complete the headcount.  Pressing save and not submitting will also allow 
you to make changes to the information you have already input but not yet 
submitted.

EY Web – Q&A
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Useful Information

https://www.kent.gov.uk/KCC.eGov.NurseryPlaces.Web.Public/Login.aspx
Early Years Web:

Kent Trust Web Early Years Section:

http://www.kenttrustweb.org.uk/Finance-Assessment/earlyyears.cfm

Click here to go back to guidance:

For any queries relating to the site, please refer back to the guidance 
or contact a member of the Management Information Unit.

https://www.kent.gov.uk/KCC.eGov.NurseryPlaces.Web.Public/Login.aspx
http://www.kenttrustweb.org.uk/Finance-Assessment/earlyyears.cfm
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