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1. How to log into portal for the first time 

 
1. You will receive an email from EYIF@southwark.gov.uk with your username and 

instructions. 

 

 
2. Visit eyif.southwark.gov.uk and click “Sign in” at the top right of your screen. 

 

 
 

 
3. On the next page, click “Login.” 
 
 
 
 
 

 
4. Click “Forgot your password?” 
 
 
 
 
 
 
 
 

 
5. Type in your username (this is your email) and click 

“Send verification code”. 

 
 
 

 
Email Address 

mailto:EYIF@southwark.gov.uk
file:///C:/Users/GPritchard/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/QWGKXTS5/eyif.southwark.gov.uk


3  

6. You will receive a verification code via email. Type in this code and then click 

“Verify code.” 
 
 
 
 
 

 
7. When the email address is verified, click 

“Continue.” 
 
 
 
 
 
 

 
8. PLEASE NOTE: You may be asked to verify again. If so, repeat steps 5 – 7. 
 
 
 
 
 

 
9. Create your new password and then click 

“Continue.” 
 
 
 
 
 

 
10. You should now be able to sign in and see your name in the top right corner of 

the page. 
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2. How to create a new application 

 
NOTE: The questions will be slightly different between the application types 
 

 
1. From the homepage, click on “Applications” and then select “Create 

Application” 

 

 

 
2. Read through the disclaimer text carefully. 
 

 
3. You must confirm both statements by ticking the checkbox’s and ensure the 

correct provider is selected before you can continue. You can then click “Next”. 

 

 

 
4. Complete all the details for the New Application and then click “Next”. 
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5. Add the details of the child 
 
 
 
 
 
 
 
 
 
 
 

 
6. After adding the name, NHS number and DOB, click “Add Child” 

 
(If a child with the same NHS number but different name/DOB exists you will see 

an error message. If this happens you will need to contact 

earlyyearsinclusion@southwark.gov.uk ) 

 
(For group applications, you will need to add the details all 3, 4 or 5 children 

before you can continue) 

 

 
7. The child will now be added to the application. Please check the details carefully 

and then click “Next” 
 

(If you need to remove a child, click the “dustbin” icon on the right) 
 

 
8. You will now need to add further details for each child in the application. Click on 

the “Add details” at the far right of the page. 
 

mailto:earlyyearsinclusion@outhwark.gov.uk
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9. Answer all the mandatory 

questions, indicated with an * 

for the child 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
NOTE: for the parent’s details section: 

• Email communications are preferred, however, if the parent does not have an 

email, you can send the Docusign consent form via SMS (Text). 

 

• In Group applications, you cannot use the same parent’s name for more than 

one child. When siblings or multiple children share a parent, include the 

child’s first name in brackets after the parents’ surname. Example: John Smith 

(Teddy). 

 

 
10. Once all child details are added correctly, the 

‘Completed’ section for that child will change from a 

red cross to a green tick. You can then click “Next” 

 

 
11. Complete all the mandatory * questions. 
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12. For Diagnosis information, Referrals and Professionals, you can add multiple 

records for each of these sections. 

 

 
13. You can save your progress at any time if you wish to leave and complete the 

application later. 
 

 

 

 
14. The next page requires you to complete the “Development Overview” and 

“Funding Allocation” sections. 

 
Development Overview: Only the Baseline Development Overview is mandatory 

*; however, you are expected to complete Term 1, 2 and 3 if you have passed this 

stage in the academic school year at the time you submit the application. 
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Funding Allocation: Please be as detailed as possible when listing how you will 

use the funding that you are applying for. This supports the panel determine the level 

of funding required and will inform any future auditing. 
 

 

 

15. On the final page, complete the “Actions, impact and monitoring” section and 

upload any supporting documents required or that you feel will support your 

application. 
 

 

 
16. You can now submit your application by clicking “Send Application”. 

This will first be sent to the parent/guardian for Docusign approval and then 

submit to the Southwark Early Years Inclusion Team for review. 
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3. How to manage ‘Ongoing Applications’. 

 
1. From the homepage, click on “Applications” and then select “Ongoing 

Applications” 

 

 
Note: If you have access to multiple settings, it will ask you to pick a setting or 

‘view all’. 

 
2. The ‘Ongoing Applications’ page is split into 3 sections. ‘Draft Applications’, 

‘Awaiting Parent Signatures’ and ‘In Progress Applications’. 
 

 

 

3.1 Draft Applications 

 
Applications in the Draft Applications table have been created by a contact at your 

setting but not yet submitted for parent approval and final consent. These could 

include applications you have saved so that you can return to them later to complete. 

Any application that a parent declines to sign will also return to the Draft 

Applications state. 

 

 
In the “Action” column at the far right of the table you 

have 2 options: 

Update – you can continue or update the application 

and then submit 

Delete – If this application is no longer required it can be 

deleted 
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3.2 Awaiting Parent Signatures 

 
Applications in the Awaiting Parent Signatures table have been submitted and 

currently awaiting the parent to give approval by completing the Docusign before 

the application is submitted to the Southwark Early Years Inclusion Team. 

From this point onwards the application is in a read only state and cannot be 

amended. 

 
 

 
In the “Action” column you can View Details of the 

application 

 
 
 
 

 
For Group applications, you can see the status of each parent that is required to 

give approval. 
 

 

 

Docusign Status Meaning 

Sent Approval was sent but the recipient has 
not opened the Docusign link yet 

Delivered Approval was sent and the recipient has 
opened the Docusign link. But they 
have not finished completing approval 

Completed Recipient has completed the approval 
process 

Auto responded Issue with the email address and 
approval has not been delivered. Please 
contact Southwark Early Years 
Inclusion Team 

 
Note: If a parent rejects or declines to sign an application, it will be moved back into 

Draft Application status, and you will receive an email notification of this 
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3.3 In Progress Applications 

 
Applications in the In Progress Applications table have been successfully 

submitted to the Southwark Early Years Inclusion Team. 

 
 

 
This table also includes a Status column. This shows at what 

stage the application is currently at. 
 
 
 
 
 

 

Status reason Meaning 

Draft Application is still sitting in draft and has not 
been submitted 

Awaiting Parent Signature Application is currently with the parent(s) 
awaiting approval to be submitted 

New Application has been approved by parent(s) and 
submitted to Southwark Early Years Inclusion 
Team 

In Progress The Southwark Early Years Inclusion Team 
have acknowledged receipt of the application, 
and it has been assigned to a case reader for 
recommendations 

Further information required Further information has been requested by 
Southwark. Please respond to this request from 
within the application 

Ready for panel The application is ready for final decision and 
has been assigned to the next EYIF panel 

Approved Funding for the application has been approved 

Approved and Paid Funding has been paid to the setting. 
Application is now closed 

Not approved Funding for the application has not been 
approved. Application is now closed 

 
 
 

 
In the “Action” column you can View Details of the 

application 
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3.4 Further information required 

 
If an application has the status “Further information required” then the Southwark 

Early Years Inclusion Team are requesting additional information from you to 

continue assessing the application. 

You will receive an email notification if the application status changes to this. 
 

 
1. Locate the application that requires further information and click on the “View 

Details” 
 

 

 
2. Scroll down to the bottom of the application to the “Comments” section 
 

 

 
3. This section is where you can see any 

communication between you and the Southwark 

Early Years Inclusion Team for this particular 

application. Click on the “Add Comments” button to 

add a new comment or reply 

 
 

 
4. Add your response and ‘Attach a 

file’ if this is required. Then click 

“Submit” 
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5. You can now see your response in the Comments section. Please wait for the 

Southwark Early Years Inclusion Team to respond. This may not be until after the 

application has been read at panel. 
 

 

 
Note: The application will stay as further information required until Southwark 

have reviewed the response and moved to the next status. 
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4. How to see completed applications 

 
1. From the homepage, click on “Applications” and then select “Completed 

Application” 

 

 
Note: If you have access to multiple settings, it will ask you to pick a setting or view 

all. 

 

 
2. You will then see a table of all the ‘Completed Applications’ and their status 
 
 
 
 
 
 
 
 
 
 
 

 
3. Click on the “View Details” to see all the information from the application, 

including the amount of funding that was granted and any comments against the 

decisions made. 


