CHILDCARE VOUCHERS

PARENT PORTAL - HOW TO GUIDE
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If you access your childcare vouchers through your employer’s benefits portal, please
note that if you sign up for a benefit or make changes to the amount of childcare
vouchers you require, you MUST continue to do so through your employer’s portal.

Please therefore ignore sections 4.1 and 4.2 of this Parents’ How to Guide.




1. Introduction

Welcome to your personal Childcare Vouchers online
account.

The childcare voucher portal has been created to help you easily manage your childcare
vouchers.

This document helps you understand how the portal works by providing a ‘step by step’
guide.

This portal allows you to make payments to your childcare provider(s), add and remove
childcare providers and change your voucher amount.

Remember!
We are always here to help you, so please do not hesitate to call us on 0800 328 74711 or
email customercare.br.uk@sodexo.com




2. How to log in to the portal

Step 1 - Go to the Childcare Voucher portal

Access the Childcare Voucher portal through your normal internet browser.

https://childcare.mysodexo.co.uk/login q

Step 2 - Log into your account

Select ‘Log in as a Parent, enter your Username and Password, and select ‘Log in’.

Forgotten your password?
If you've forgotten your password, just click on the ‘forgot your password’ link.

You will then be prompted for your email address so we can send you a password reset link.



3. Overview of the portal

Below is your account home page

Key information about your account is visible on
the home page, including your balance and your
transaction history.

Sections you will regularly use are in the top
navigation panel:

e My Vouchers

e Spend My Vouchers

e Top Up

e My Childcare Providers
e My Family

e Calculators

e My Offers

L. My Vouchers

This page provides a summary of your childcare voucher deductions for each payroll period. If you need
to edit the amount or leave the scheme, you can do this from this page.




4.1. How to edit your childcare voucher amount

When editing your childcare voucher amount, please
account for your BEA* status.

* Basic Earnings Assessment.

A BEA 1s used by your employer to identify the level of tax relief, and therefore childcare
voucher amount, you dre entitled to.

The assessment will identify you as either a ‘basic rate, ‘higher rate’ or ‘additiondl rate’
earner.

Amount you can take

BEA Status Monthly Annually
Basic Rate £55 fo43 £2,915
Higher Rate £28 £124 £1,484
Additional Rate £25 £110 £1,325

Changing your childcare voucher amount:

e Select ‘Change’ against the relevant

payroll date

e Enter your new voucher amount

You can amend your voucher amount for:

e Next order only
e Next order and all subsequent orders

All changes to amounts will then be approved by your employer,




On the '‘Request to leave the scheme’ page enter the reason for leaving and click on the green ‘Confirm’ box.

4.2 Leaving the scheme

Click on the ‘My VVouchers’ page.

Click the ‘change’ button next to the desired date that you wish to leave the scheme.

This request is sent to your employer’s account and they will need to approve this before you can leave.

Please note: if you access your employee benefits through your employer’s benefits site, you will need
to action your leave the scheme request through your employer's site.

Remember! Childcare vouchers can be used for children under
the age of 16 (vouchers can be used until Tst
September following their 15th birthday, or 1st
September following their 16th birthday if they
are registered disabled). Childcare vouchers are

e Out of hours school clubs valid for 30 months so you don’t have to spend
them immediately. You can save them for when
you need them most, such as school holidays.

Childcare vouchers can be used to pay for more
than just nursery fees. You can use them for
registered childcare for older children, such as:

e Sport, music and drama lessons

* Holiday clubs or schemes When a childcare voucher expirers after 30
e Activity holidays months it can be simply re-issued by emailing
the Customer Care team at customercare.br.uk@

e Certain elements of independent school fees <odexo.com.

Please note:if you change your employer, your account remains active until you have used up

Go to the bottom of the page and click the red ‘Leave the scheme’ box the value in your account.



5. My Childcare Providers
Before you can spend your e-vouchers, you'll need to provide details of your childcare provider(s).

Step 1
Childcare Providers currently associated with your account will be displayed here.
We require details about your childcare provider to verify that they are Ofsted (or equivalent) registered.

Click ‘Add Provider’ to add your childcare provider.

Step 2 - Adding a childcare provider

To add a childcare provider, enter their Childcare Provider ID and their postcode to establish whether
they are saved on our database. Your childcare provider can provide you with this. They will have an ID
number if they have already registered with our scheme.

If your provider isn't registered with us, you can get them to join the Sodexo childcare voucher provider
network by completing the ‘Invite a Childcarer’ fields, where they will be sent a link so that they can
register online.

Once we have verified their registration you will be able to add them to your account.

Please note: To comply with HMRC guidelines, for your childcare provider(s) to be linked to your
account and receive vouchers as payment, they must be registered with an appropriate body, such as
Ofsted.



6. My Family

To meet HMRC guidance, we require basic details about the children you are using the vouchers for. In this
section, you can view the children already associated with your account, and add to this list as your family
gets bigger. From here you can:

o Add children

° Edit the details of the child(ren) already listed

o Remove the details of the child(ren) once they no longer qualify for the scheme
e.g. over 16 years of age

Remember!

1. Childcare vouchers can be used to pay for more than just nursery fees. You can use them to
pay for registered childcare, i.e. Ofsted (England), Care Inspectorate (Scotland), Care and Social
Services Inspectorate (Wales), Department of Health, Social Services and Public Safety (Northern
Ireland), such as:

e Qut-of-hours school clubs

Sport, music and drama lessons

Holiday clubs or schemes

Activity holidays

Certain elements of Independent school fees

2. Childcare vouchers can be used for children under the age of 16 (vouchers can be used until st
September following their 15th birthday, or 1st September following their 16th birthday if they
are registered disabled).

3. You don't have to spend your vouchers immediately. Your vouchers are valid for up to 30 months
so you can save for when you need them most, such as school holidays. Once they have expired
you can simply email the Customer Care helpline to request any vouchers to be re-issued.

Please note: even if you leave your employer, your account remains active and you may still use your
vouchers for qualifying care.

Before you can spend your vouchers, you need to provide details of your child or children that you wish to
claim childcare vouchers for.

6.1.Add a Child

6.2. Family accounts

You can create a ‘Family Account” with your
partner if they also have a Sodexo childcare
voucher account. Having a family account makes
it easier to make larger payments to your childcare
providers, and makes it easier for them to reconcile
your payments.

To create a family account, simply enter the
following information of each additional family member that you want to add:

o Email address
° Username of partner you wish to invite

You will receive an email either confirming the accounts have been merged, or an email saying this request
has been rejected. You can then log in as normal but will see a combined balance and account statement.

Please note: The family member(s) must be part of the Sodexo / pGmm / Allsave / My Family Care
Vouchers Childcare Voucher Scheme to join your family account.



7. Spending my vouchers

Step 1

Any payments you have dlready arranged for your childcare provider will be displayed here. If you need to
set up a new payment, select ‘create’ at the top of this screen.

Step 2

To set up a new payment, choose to create either a:

° Single payment to your childcare provider(s)
° Regular payment to your childcare provider(s)

Please note: If your voucher payment amount is consistent from one pay period to the next, then we
recommend the regular payment option. If your circumstances do change, you can simply cancel your
regular payment and set up a new single payment.

Step 3
Whether you have decided to set up a regular payment or a single payment, you will need to complete the
following steps to proceed with your payment:

° Add Your Reference’ (this is what your childcare provider will see on their bank statement)
o Confirm Amount to Pay

o Select Payment Date

° Click Pay

Please note: The payment date displayed on the portal refers to the date the payment process starts’,
and may not be the date the funds are credited to the provider. Payments can take up to three working
days to clear in a bank account.

" In accordance with the CVPA Code of Practice, we ensure all monies are banked within 1 working day of receipt.



8. Voucher top ups

Voucher top-ups allow parents to top-up their voucher account balance with their own
money. This means that when your childcare costs exceed the value of your vouchers you
can make a single payment (per month) to your child carer directly from your account. You
can top-up via a direct debit if the top-up is a fixed regular amount or make a secure top-up
payment using your debit or credit card.

Select between a Direct Debit or single payment by Debit or Credit Card




9. Calculators 10. My Offers

There are two calculators to help you work out how much you can save by joining the At Sodexo we are dedicated to improving your quality of life, which is why we have created the My Offers
childcare voucher scheme section of the portal - to help your money go further.

This section gives you handpicked offers and discounts on childcare, family activities, holidays and

Childcare Voucher Saving Calculator more, to save you money on the things that are important to you. Special monthly discounts will be
promoted 1n this section so make sure you check back on a regular basis to ensure you don't miss out!

Maternity Pay / Childcare Voucher Calculator




11. Editing my details 12. Help section

If at any point you need to edit your details or refer back to the terms and conditions, you can do this At the top right of every page there is an FAQ section, where you will find:

from the home page. .
. . User Guide

From the home page, select ‘My Details’ Step-by-step guide on how to use the Childcare Voucher website

You will see that the data is already pre-populated. Simply change the relevant fields and click the ° FAQS
‘Submit’ button. Containing useful information regarding Sodexo Childcare Vouchers




Customer care

If you require further
information, please call our
friendly customer care team on:

0800 328 7411

between 08:00 - 18:00,
Monday to Friday

Alternatively, you can email:
customercare.br.uk@sodexo.com
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