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1. Logging-in to the PIP Portal 
 
1.1  How to log-in to the PIP Portal 

In order to access the PIP Portal a service provider must first log-in on the Pobal website.  

 

https://pip.pobal.ie/SitePages/PIPHome.aspx  

 

 

 

 

Click the óSign inô in the top right corner. 

 

 

 

 

 

 

 

 

 

https://pip.pobal.ie/SitePages/PIPHome.aspx
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The following screen will appear: 
 
 

 

 

Enter your username and password, as issued by Pobal, in the Portal Users Sign In 

section. 
 

 

For security purposes you should change the password to your own chosen password 

when you log in for the first time and should keep this password secure. The password 

should never be shared. 
 

 

A password can be changed as follows: 
 

 

1. Log-in to the PIP Portal with the username and password issued by Pobal 

2. Select your username at the top right hand side of the screen 

3. Select Change Password 
 



3 
 

 

1.2  Forgot Password / Username 
 

If you have forgotten your password or your username you can use the 'Forgot Password' 
button to reset your password or check your username. 

 

 
 
On the next page enter the registered email address for the user and the code and click 
send password.  

 

 
 
You will receive an email which contains your username and a link to reset your password. 

 

 

1.3 How to log-in to the PIP Portal from the Pobal Homepage  

 

https://pip.pobal.ie/_login/piplogin.aspx?ReturnUrl=%2f_layouts%2fAuthenticate.aspx%3fSource%3d%252FSitePages%252FPIPHome%252Easpx&Source=%2FSitePages%2FPIPHome%2Easpx
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You can navigate to the PIP portal from the Pobal website home page.  
 

  

 

Please do not log in to the PIP portal from the óSign Inô button on the top right hand side of 
the screen as this will not log you into PIP.  You will receive an error message telling you 
the system does not recognize your username.   

 

  

Do not sign in here.   
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2. Navigating the PIP Portal 
 

Once logged-in, the PIP Homepage for the service will appear. The homepage provides 

the service with access to PIP announcements, resources, information and PIP Support 

details. Each of the facilities for a service provider/organisation will be listed here under the 

orange bar óMy Servicesô. The Tax Clearance Expiry date is also shown under óMy 

Servicesô 

 

 
 
 
 

2.1 PIP Announcements 
Navigate to this section to find the latest announcements that have been made in relation to 
PIP. These announcements will match those which have also been made on the PIP Home 
Page.  
 

2.2 PIP FAQ & How to Guides 
This section contains current FAQs, How to Guides and Programme Supports and 
Resources. Documents are saved by content type, with English and Irish versions available.  
 

2.3 My Services Section 
To manage the individual facilities registration forms and payment details navigate to the My 
Services section and click on the View details for the relevant facility.   
 
 

*Find handy ótool tipsô on the Portal & Forms by hovering the cursor over fields 
 
 

2.4 How to Navigate the PIP Portal 

To manage the individual facilities registration forms and payment details, simply click 

View details for the relevant facility.  That individual facilityôs PIP Dashboard with 

Registration Details Screen will appear. Please note that the layout of the Service Portal 

has been updated in order to provide an enhanced experience for users. 
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2.5 Service Details 
This section shows the basic service details such as the name and DCYA reference 

number. The expiry date of the serviceôs Tax Clearance Certificate (TCC) is also shown. A 

coloured flag is also presented to indicate the status of the TCC. Green indicates the TCC 

is in date; Amber indicates the TCC will expire within the month and Red indicates the 

TCC has expired. 
 

*When the TCC has expired no payments can be made and the Payment Status under 

Programme Funding Summary will show as On-hold. 
 
 

2.6 Create Child Registration 
The links to PIP Child Registration Forms, for the DCYA Early Years Programmes under 

which a service is óin-contractô, can be found in this section. By clicking on the relevant 

programme an individual PIP Child Registration Form opens. 

 

For further details on the registration process, please consult the How To registration guides 

for the various programmes found on the PIP Portal or on the PIP Homepage.  

 

 

  

http://www.google.ie/
https://pip.pobal.ie/SitePages/PIPHome.aspx
https://www.pobal.ie/FundingProgrammes/EarlyEducationandChildcare/Pages/PIP.aspx
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2.7 Registration Details Screen 
To assist with navigation through the registration detail screens, key information has been 
split out into the following tabs: 
 

1. Registrations: This tab contains details of all child registrations made by a particular 
service. Critical information displayed on the tab includes: 

 
 

Field Name Description 

Portal Registration ID 
 

Field contains a unique ID which is automatically assigned 
by the PIP system to each registration 

Child Name Field contains the name of the child  

Programme This is the programme into which the child has been 
registered.  To filter to 2015 programme call please see 
óFiltering by Columnô below.  

Status Field contains the approval status of each registration. 
Possible values include: 

¶ Submitted - The registration is transferring to PIP. 

¶ Provisional - The registration is awaiting review. 

¶ Approved - The registration is approved. 

¶ Declined - The registration has been declined. 
Please review the status comment field to ascertain 
why a registration was declined. 

Request Displays any follow up request made against a 
registration 

Value Field contains the calculated value of the registration. 
Please ensure  

Status Comment Field contains comments from PIP Support Team which 
should be reviewed and acted upon by the Service 
Provider 

Last Modified Field contains the date on which the registration was last 
modified 
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¶ To edit a registration, click on the Portal ID registration and click edit registration in the 
subsequent screen. 

 

 
 

¶ To view the start and end dates of a child's registrations, please hover over the name  
 

 
¶ Filtering by Columns: To aid in the viewing of registration details each respective 

column can be filtered and sorted e.g. filter to 2015 Programme; filter by approval 

status etc. To complete either of these tasks, hover over on the relevant column and 

select from the various options 

 

 

¶ The maximum number of records that can be displayed at any one time is 30. To view 

subsequent registrations click on the black arrow at the bottom of the page. 
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2. Requests and Appeals: This tab contains details of all child registrations made by a 
particular service. Critical information displayed on the tab includes: 
 

 
 

Field Name Description 

Registration Request 
 

Field the type of registration request which has been 
submitted 

Registration ID Field contains the Portal ID to which the request is 
associated with  

Child Name Field relates to the child's name 

Programme Call Relates to the programme call under which the 
registration was submitted 

Status Displays the status of the registration request. The 
possible values are: 

¶ Open - The registration request is still in review 

¶ Completed - The request has been reviewed and 
marked as complete 

Last Change Date Displays the date on which the last change to the 
registration request was made 

Created Date Contains the date on which the registration request was 
created 

Answered Displays whether a registration request has been 
answered or not. If the registration request has been 
answered then a Green tick will be displayed in the field.  

Description Contains the comments which were entered by the 
service provider when raising the registration request 

Response Contains the response from the PIP Support Team 

 
Á Click on the Registration ID field to open up the registration in order to view it in 

greater detail 
Á The maximum number of records that can be displayed at any one time is 30. To view 

subsequent registrations click on the black arrow at the bottom of the page. 
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3. Allocations: This tab contains details pertaining to registration details for the 
registrations: 
 

 
 

Field Name Description 

Registration ID Field contains the Portal ID to which the request is 
associated with  

Allocation Displays the allocation type  

Start Date Displays the start date per allocation 

End Date Contains the end date per allocation 

Payable Weeks Presents the No. of payable weeks per allocation 

Status Displays the status of each allocation 

¶ Submitted - The allocation is transferring to PIP 

¶ Provisional - The allocation is awaiting review 

¶ Approved - The allocation is approved 

¶ Declined - The allocation has been declined. 
Please review the status comment field in the 
registration tab to ascertain why 

Allocation Contains the value of the allocation  

CCS Band Contains the Approved CCS Band1 

Days per Week Displays No. of days per week on allocation 
 

Á The maximum number of records that can be displayed at any one time is 30. To view 

subsequent registrations click on the black arrow at the bottom of the page. 

 
  

                                                           
1
 Please note that this field is only relevant for CCS Registrations. A date for the announcement of CCS Bands will be 

publicised at a later date.  
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3. Navigate to Programme Page  
 
To manage the Fee Payment Policy documents, click on the Programme tab on the ribbon 
 

 

This will display to the portal page from where FPP templates can be accessed and from 
which FPPs and associated documents can be submitted to CCCs. For further information 
please consult the FPP How To guide.  
 

 
  

https://www.pobal.ie/Publications/Documents/Guide%20to%20FPP%20on%20PIP.pdf
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3.1 FPP Programme Funding Summary 
 
This section presents a summary of the individual DCYA Early Years Programmes for 

which the service has been issued a contract by the DCYA 
 

Programme Status indicates if the service is óin-contractô with the DCYA. This status 

should be óActiveô to enable a service to register children. If the status in óIn-activeô, then it 

means the contract has not been countersigned and/or the service is not participating in 

the programme for this academic year. 
 

Approved Funding indicates the total actual funding that has been approved based on 

child registrations in the individual programmes. 
 

Payments to Date indicates the actual payments that have been made to date (including 

any Preliminary Payments received). When a service logs-in to register children for the 

first time, this column will show any Preliminary Payments already made in advance of 

registrations. 
 

Balance to Pay shows the balance of funding left to be paid (Approved Funding less 

Payments to Date). When a service logs-in to register children for the first time, this 

column will show a negative amount (as no children have yet been registered and 

approved). Once children are registered the negative balance will reduce and should move 

to a positive figure.  
 

Payment Status indicates the payment situation i.e. if payments to the service provider 

are óNormalô or óOn holdô. If the payment status is óOn holdô this may be due to 

circumstances such as an expired Tax Clearance Certificate. Registrations can still be 

made if the Payment status is óOn holdô, but no payments can occur. 
 

Provisional Budget shows the funding that has been calculated based on the child 

registrations made but are still pending approval. 

 

FPP allows you to submit new FPPs to the CCC for review.   Once a New FPP has been 
submitted this view will change to 'edit' - this allows for the resubmission of revised FPPs 
which have either been rejected by the CCC following review or where an amendment is 
required to an approved FPP during in the year.   

 
FPP Status displays the status of your FPP submission. They are five categories within this 
field: 

 

 Displayed Status Category  Comment 

1. Blank An FPP has not been submitted yet 

2. In Progress The FPP has been saved as a draft by Service Provider 

3. Submitted The FPP has been submitted to PIP*  

4. In Review The FPP is under review by the CCC* 

5. Approved  The CCC has reviewed and approved the FPP 

6. Rejected The CCC has reviewed and rejected the FPP 
 
* Please note that FPP documents will have an óin reviewô status for a while as CCCs manage the 
FPP review and approval process.    
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For each of your contracts across the programmes within which your service was active in 
2014, a new contract has been provisionally created for 2015/2016. In order to indicate that 
you will be re-entering the programme call for 2015/2016 and to activate this contract, you 
must submit a FPP before the 31st July 2015. 
 
Contracts are displayed within their relevant year, with user having the ability to collapse and 
expand the relevant year. 
 

3.2 View All - FPP Programme Funding Summary 

 
 
To collapse a year in order to hide the contracts click on the - icon 
 

 
The contracts will in turn be hidden from view 
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3.3 Published FPPs 
After an FPP has been approved by a CCC, a stamped copy of the FPP will be available for 
printing in this section. FPPs will be grouped in programme order. For further information on 
the FPP process please consult the FPP How To guide. 
 

 
 

3.4 Early Years Capital 2015 ï Applications 
If the service has applied for Early Years Capital 2015 funding, the relevant application(s) will 
be displayed here.  
 

3.5 Early Years Capital 2015 ï Expenditure Reporting  
If the service has applied for Early Years Capital 2015 funding, the relevant expenditure 
reporting forms will be displayed here.  

https://www.pobal.ie/Publications/Documents/Guide%20to%20FPP%20on%20PIP.pdf
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4. Early Childhood Care and Education (ECCE) 
 

 

Children qualify for the free pre-school year when they meet the age criteria, which, for the 

academic years are as follows: 

 

To avail of the ECCE programme at any 
stage during the pre-school year 

Children must have been born between 
the following dates 

September 2015 ï June 2016 2nd February 2011 ï 30th June 2012 

 
September 2016 ï June 2017 

 
2nd February 2012 ï 30th June 2013 

 
 
 

There are no exceptions to the lower age-limit. The upper age limit of 4 years 7 

months may be extended where a child is not in a position to commence primary school 

until s/he is more than 5 years 7 months of age, due either to the enrolment policy of the 

local school or because s/he has been assessed as having developmental delays. 

Services should contact the DCYA directly regarding exceptions to the upper age limit. 
 

Under the Education and Welfare Act 2000 all children must be enrolled in a primary 

school by the time they reach their 6th birthday. A child who will reach the age of 6 in the 

course of the pre-school year commencing September 2014 will not be permitted to 

participate in the ECCE programme. In this case parents should contact their local 

primary school or Special Education Needs Organiser for alternative childcare needs. 
 

 

4.1  Registering a child on the ECCE Programme 

The eligibility of each child enrolled in the ECCE programme will be verified by reference 

to the childôs date of birth and Irish Personal Public Services Number (PPSN). It is in the 

interest of service providers to request proof of a childôs date of birth and Irish PPSN, as 

any errors in these details at the child registration stage will result in payments being 

delayed. Proof of a childôs Irish PPSN can take the form of a copy of an official document 

or card showing the childôs name and Irish PPSN, e.g. a Drug Payment Scheme card, a 

Medical Card, or a letter from the Department of Social Protection alongside 

documentation confirming the childôs date of birth e.g. a birth certificate. 

 

Service providers can send parents their approved parentôs letter and the letter to parents / 

guardians provided on PIP by the DCYA. This letter can be found under the blue PIP 

Resources box in the Information Packs folder. The Child Pre-Registration form is also in 

the Information Packs folder, which can be used to collect child registration details prior to 

the ECCE Registration opening date of 14th September 2015. Once a child has been 

registered on PIP the Child Pre-Registration forms should be destroyed. 

 

https://pip.pobal.ie/Shared%20Documents/Final_ECCE%202015_Letter%20to%20Parent%20or%20Guardian.pdf
https://pip.pobal.ie/Shared%20Documents/Final_ECCE%202015_Letter%20to%20Parent%20or%20Guardian.pdf
https://pip.pobal.ie/Shared%20Documents/2015_16%20ECCE%20Child%20Pre-Registration%20Form.pdf
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Click on óECCE 2015ô under the óCreate Child Registrationô section on the right-hand side of 

your Registration details screen and the ECCE Registration form will open. The ECCE 

2015 Registration forms will go live on PIP from 14th September 2015. 

 

4.2  New Features on the ECCE Form 
 

1. Check Remaining ECCE Allowance as part of Registration 
If a child already received any part of their ECCE Registration session of 38 weeks 
from any programme call year recorded on PIP, then only the remaining weeks of the 
allowance can be entered in the current registration. If the payable weeks exceeds 
that of the remaining balance then an Already Registered request must be entered 
on the registration. Further details are outlined below.  
 

2. Parental Declaration forms available in Irish 
The Parent Declaration form is now available in both English and Irish.  
 

3. PPSN Validation registration requests ï Attachments Required 
All PPSN Validation registration requests must be submitted alongside supporting 
attachments.  
 

4. Late Registrations not approved automatically  
In cases where the date of input of a childôs registration is 8 weeks (56 days) past the 
start date of the placement then a mandatory registration request will be required to 
be completed by the service provider to explain the reason for the delay in making 
the registration. The registration will remain in a provisional status until it is reviewed 
by the PIP Support team and a decision made on the reasons for the delay.  
 

5. Registration Cancellation  
Service Providers can now cancel registrations were incorrect information has been 














































