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GUIDANCE SHEET G1: 

PROVIDER SELF UPDATE (MINI) 
 

 

Providers are able to update some of the details held about their service as well as 

providing information on the number of places and vacancies  

 
Please fully complete all of the areas which are   highlighted in red   in these instructions.   We particularly need 

information on numbers of places and vacancies on each day of the week in your normal opening times.  This data 

submitted should be current i.e NOW (i.e. not last term and not next term.) 

This first page shows a summary of what we need all providers to complete.  The subsequent pages show more 

detailed screenshots if you need them for further explanation. 

Once you have logged into the Portal click on the Provider Self Update button       
 

This will take you onto a page showing your provider’s name – click the link. This will take you to the page where 

you can make amendments
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Detailed screenshots of the areas shown on previous page. 

 

 
 

The first tab contains basic information about your setting such as setting name, contact details, website details  etc 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once you make any changes ensure you click on the  button, otherwise any new information will 

be lost 

 

Wherever you see this icon   changes have been made and are waiting for approval 

 

 
Click onto the Consent tab to indicate if and how you would like your details to be shared with the public, i.e. on 

http://www.nottshelpyourself.org.uk 
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To change the permission settings for each area click on the box to toggle the tick on/off 

 

As before, once amendments have been made click on to submit changes  

 

Under 

the final 

tab 

there 

are several sections to fill in giving more information about your setting, such as availability and capacity and 

the age range your setting caters for 

 

Click on Availability and Capacity tab, then Opening Dates  

 

 
 

Then click on the Normal Opening Hours link 

 

 
 

In the Opening Times tab each time is set to a default in the 24 hour clock format, to amend click on the item.  

 

 
 

This opens another window where start/end times and capacity and vacancy details can be inserted/amended 

 

For each day that changes are made, ensure you click on to submit the changes 

 

 

 

For days that your setting isn’t open insert 00:00 as the Start time and 00:01 as the End time (these fields cannot 

be blank) 
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In the final tab in this section opening time exceptions can be recorded. Say for example to advertise that your setting 

opens longer on a Monday evening during the summer holidays 

 

 
                    

Ensure you click on to submit any changes 

 

 

To return to the options click on the Availability and Capacity tab at the top  

 
 

Then click on the Availability and Age Range tabs in turn.  

 

You should enter the number of weeks a year your setting is open, click on the arrow to the right of ‘When is childcare 

available.’  You are then able to tick on as many options that are relevant 

 

 

 

 

 

 

 

 

 

                    

Ensure you click on to submit any changes 

 

Then click on Age Range tab and record the minimum and maximum age range of children your setting caters for. 

 

From here you can either go back to the home page or sign-out.  

 

 

 

 

 

Special note: ignore the following tabs – you are not required to enter anything here: 

 
This is because you should have already entered the capacity and vacancies for each day in your setting 

in the Opening Times section of these instructions (see page 3) 


