
Guide to making a 2 Year Old funding application on the 
Parent Portal 

Once you have signed-in to the ‘2 Year Old Funding’ area of the Parent Portal, follow 

the steps below to make your application. 

Guidance on creating a Parent Portal account and signing-in is available if required – 

click this link to open. 

Step 1.  Select either the NI or NASS Number option as appropriate, then enter the 

number and your date of birth.  Click the ‘Save’ button to continue. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.leicestershire.gov.uk/sites/default/files/guide-to-creating-a-portal-account-for-parents.pdf


Step 2.  Select the child/children to be included in the application.  Please note that 
only children between the specified age range are available for selection.  Click the 
‘Next’ button to continue. 
 

 
  
 
Step 3.  Click the ‘Attach documents to application’ button to add documents in 
support of your application.  If you are applying for a child that is Looked After, attach 
a letter from your Social Worker showing a minimum of 24 hours in care.  If you are 
applying for a child with a disability, attach a letter from the DWP showing receipt of 
Disability Living Allowance. 
 

 



Please note that you can also attach documents in this step that have previously 
been uploaded to the Portal.  Click the ‘Submit Application’ button when you have 
attached your documents. 
 

 
 
 
Step 4.  The Portal will return your results.  If a voucher code is found then it will be 
displayed, and you can click the ‘Finish’ button. 
 

 
 



If a code is not found then you may need to go through the application process again 
to re-check – click the ‘Restart’ button if this is the case.  If you have documents that 
show that you do meet the economic thresholds to be eligible, attach these at the 
‘Add Documents’ step.  The Early Years Team will still receive your application and 
let you know the outcome within 5 working days. 
 

 
 
 
Step 5.   The Portal will email a confirmation to you including the code if one was 
found. 
 

 
 
 
Step 6.  The Early Years Funding Department at the Council will now process your 
application and contact you when this is done.  Expect to wait up to 5 working days 
to be contacted. 


	Guide to making a 2 Year Old funding application on the Parent Portal

