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REFERENCE GUIDE: 

Citizen Portal 30 Hours 
 

 
 

 

SECTION 1 – Registration 
Please note if you already have account, you can skip straight to Section 2 
 
Slough Citizen Portal  
 
The link to make an application for 

Two Year Old funding will take you 

to the home page  

Select the register link 

Security Details 

Complete the Security Details 

 

 

 

 

 

 

 

 

 
 
 
About you 
 

 
 
Contact Details 

Section 1 
Registration 

 

Section 2 
Homepage  

 

Section 3 
Your Child 

 

Section 5 
What Happens 

Next? 

Section 6 
Change of 

Details 

 

Section 4 
Applying 

 

Email Address 

Answer to your 

question in case you 

forget your password 

https://capita.slough.gov.uk/CitizenPortal_LIVE/Account/Login?ReturnUrl=%2fCitizenPortal_LIVE%2f
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Enter your Postcode and press 

   When you find your address press  

 
 

If you cannot find your address you add your address manually -  
 
After telling us where you live provide us with at least one telephone number 
 

 

Finally press  
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You will then receive an email  

 

Click on the link or copy and paste it into your Internet Browser 

 

Press the Home button  

 

Enter your Email address and Password and press  
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SECTION 2 – Home Page 
 
 

 

 

 
 
 

SECTION 3 – Adding your Child and 30 Hours Funding Check 
 

 
 
If you have used this website before you maybe be presented with details of your children, if they are eligible for 
Thirty Hours Entitlement you will be able to select and check. If you have not already added your child’s details, you 

can add these by selecting the tab -   and enter the details of the Child  
 
 
 
 

Return to 

Home 

Change your 

details 

Log out 

Check 30 Hour 

Funding Dates 

Read your 

messages 

Tell us about 

your family 
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Select the Address for the Child or add a new one 
 

 
 

Press  

Select your child from the list  

 

 

 

Your child’s legal 

names 

Gender 

Date of Birth 
Ethnicity, First Language and 

Relationship – type in the 

first characters to find the 

code you need 
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Enter your National Insurance Number and Eligibility Code 

Note: The Eligibility code was provided by HMRC when you originally registered for 30 Hour Funding 

 
 

Press  to show the date you can take up the Extended Funding from, and the date range you 

must re-confirm your Eligibility between, to keep your funded place going forward 

 

Press  

Proceed if your 

child is the right age 

Select to Retrieve 

Entitlement Dates 

National Insurance 

Number 

Eligibility Code 
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Press  to send the details, you can select more Childcare Providers by repeating this 

 

If you change your mind you can Press  or Press to return to the Child Page 

 

 

Entitlement and 

Recheck Dates 

Choose more Providers 

to Share details with 

Review History 

Select a Provider to 

Share your details 
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Selecting  in the future, will show the history of changes and rechecks 
 

 
 

 

SECTION 5 – What happens next? 
 
Once you have shared your details, you can contact the Childcare Providers who will be able to organise childcare 
with you, they will already have details you have shared with them, and may contact you. 

Note: Sharing does not guarantee that a funded place will be available for the days you require 

 
SECTION 6 – Changing your details  
 

 
 

 

 
 
You can change your details, and find out how to tell us about other changes in your circumstances 

 End of document  
 




