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Once you have successfully logged in your screen should look like the below image. 
This is the new Family Service Directory (FSD) which will be the route to search and 
book onto courses. 
 

 
 
 

 

 

 

 

 

To access the Training courses go to 
‘Modules’ in the top left hand corner and click 
on the drop down arrow 

Click on ‘Childcare / Service 
Provider’ 

Another window 
will open with the 
name of your 
provision. If you 
have more than 
one setting, click 
on the drop down 
arrow and select 
the correct  
name/setting. 
Then click on 
‘Proceed’ 

Logging in to the new system 

Please ensure you have followed the instructions on how to log in for the first time. 
These instructions can be found in the document ‘Logging in to the new IT System’. 
If you have not yet logged in and created a new password or set up your 2 factor 
authentication, then please contact earlyyearstraining@hounslow.gov.uk 

 

NB – in the top right hand corner you will 
see a set of initials. For most, these 
initials will not relate to your name. The 
first initial will be from the first word of 
your setting and the second will be ‘M’ 
for migration. When the data was 
migrated, these were automatically set 
up as thus.   
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Once you have selected your setting/name you will see the below menu: 
 

 
  

 
 
 
 
 
 
Before you can book your staff onto a course, you will need to add their details onto 
the system. Select the Staff tab from the options at the top. 
 

 
 
In the example above, some staff have already been added.  To add another 
member of staff, click on: 

 
 
 
 
 
 
 
 

This section will 
hold important 
messages for you 
to action 

In this section, you 
will be able to 
search and book 
the current Early 
Years & Childcare 
Training courses 

This is the section 
where you will be 
able to enter your 
staff details & make 
any amendments to 
their records 

Finding your way around the system 
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You will now see a page to add your staff details 
 

 
 
Any field with an asterisk next to it is a compulsory field. 
 
Points to note: 

• For the Initial, please enter the first letter of your first name 

• The Start Date is the date you are creating the record for your staff member 

• When a staff member leaves, please remember to add an End Date to ensure 
that only eligible staff can access the Council’s subsidised training 

 

  
In this section, select Involved with Provider for all staff you are adding. 
Main Contact is selected for the primary recipient of communication (usually the 
manager). Please select this for one staff member only. 
Census Contact is selected for the person in your setting that the LA or DfE can 
speak to regarding any queries about the census (usually the manager). Please 
select this for one staff member only. 
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Please enter the setting address, telephone number &        
E-Mail Address 
 
 
 

 
 

 
 

 
 Please select the staff qualification from the dropdown. You 
can only add one qualification for each staff member, 
therefore please ensure this is the most recent or highest 
level. 
 

 
 

 
 
 
Once you have completed the sections for Staff Main Details, Address and 
Qualifications, please press Submit 

 
Once submitted, the details will be sent through to the Early Years & Childcare Team 
to authorise. Once authorised, you can book your staff onto courses. 

From this section 
select 
Address/Other 
Details 

From this section 
select 
Qualifications 
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Once your staff details have been submitted and accepted, you can now book 
training courses. 
 

 
 

 
 
 
 
 
 

 
 

 
 
 
 
 

 

 

Select the Courses 
tab from the options 
bar 

Select  
Course Search 
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If you know any of the information that goes into these fields (Course Type, Course 
Dates, Course Audiences, Course Venue) then choose these from the dropdowns. 
Alternatively, please select FINISH to get a full list of current courses. 
 

 
Once the list of courses is displayed, you can either: 

• Select Details to see further details of the course  

• Select Request Places to book a place 
 
 
If you select Details, you will see the following page: 
 

 
 

 
 
 
 
 

 
 
 
 
 

Select Course 
Website to see full 
details of the 
course 

Select Request 
Places to book the 
course 

Select Home Page 
to return to Course 
search page 
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If you select Request Places, you will see the following page: 
 

 
 
 

 
 
 
 
 
If you wish to view bookings made by your setting, select View Bookings from the 
option bar and add the dates you wish to search: 
 
 

 
 
 
 
 
 
 
 

Once the Early Years & 
Childcare Team has 
accepted your booking, 
the status will change to 
Booked 

Once you have selected 
Request Booking, the status 
will change to Place 
Requested and the request 
will go to the Early Years & 
Childcare Team 

To book a place, 
tick Request 
Booking next to 
your staff member 
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The courses that you have requested a place for/booked will show here: 
 

 
 

 
 
 
 
 

 

 
  

 
 
 
 
 
 
 

Select Manage 
Requests 

To book a place, 
tick Request 
Booking next to 
your staff member 

If you need to cancel a Booked 
course, please email 
earlyyearstraining@hounslow.gov.uk 
(2 weeks notice required) 

If the status is 
Place Requested, 
you can Cancel the 
Request 

mailto:earlyyearstraining@hounslow.gov.uk
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NB If any employee with login details leaves your setting and should no longer 

be accessing the provider portal, please contact a member of the Early Years 

& Childcare team immediately.   

 
Further support 
 
Harinder.rihal@hounslow.gov.uk 
020 8583 2735 
 
Christine.hicks@hounslow.gov.uk 
020 8583 2436 
 
 
 
 
 
  

Go to the top right hand corner and click on the 
initials displayed in the circle 

An option will pop up for 
you to ‘Sign Out’ 

Logging out 
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