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Disclaimer 

This document was created using the latest version of  the sof tware and training data. Whilst every ef fort has 
been made to ensure the contents and screen images match what will appear for you, there may be some slight 
discrepancies. 
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PROVIDER REPORTING PORTAL 

The Provider Reporting Portal allows users to generate a range of reports for the Free 
School Meal pupils registered at the school. 

 

ACCESSING PROVIDER PORTAL 

1. In a web-browser access 
https://schadm.northumberland.gov.uk/CCSProviderPortal_LIVE 

A screen similar to the following will be displayed: 

 

2. Enter your Username/Password, click on Log In 

A screen similar to the following will be displayed: 

 

3. Enter your Secret Answer and click on Submit 

  



   
 

 

A screen similar to the following will be displayed: 

 

 

RUNNING REPORTS 

1. Click on Reporting 

A screen similar to the following will be displayed: 

 

2. Click on Run A Report 

  



   
 

 

A screen similar to the following will be displayed: 

 

3. Click on Report Choice and select he report 

Report Name Description 
List - Awaiting Further 
Information 

Displays where application for Free School Meals has 
been received, between the selected dates, for  
the children listed however further information needs to 
be provided by the parent /guardian. 

List – Approvals Displays children who have become entitled to free 
school meals or have had their meals entitlement 
renewed between the selected dates. 

List – Cancellations Displays children where their free school meals 
entitlement is cancelled due to a change in 
circumstances between the selected dates. 

List – Dual Reg Approvals Displays Dual-Registered children who have become 
entitled to free school meals or have had their meals 
entitlement renewed between the selected dates. 

List – Dual Reg Cancellations Displays Dual-Registered children where their free school 
meals entitlement is cancelled due to a change in 
circumstances between the selected dates. 

List – Dual Reg Rejections Displays Dual-Registered children where their free school 
meals claim has been rejected between the selected 
dates. 

List – Rejections Displays children where their free school meals claim has 
been rejected between the selected dates. 

 

  



   
 

 

4. Click on Next 

A screen similar to the following will be displayed: 

 

5. Click on Report Format and select the report output required 

6. Click on Give your report a description and enter a name for the report output 

7. Enter/select the Start and End Date parameters 

8. Click on Next 

A screen similar to the following will be displayed: 

 

9. Review the Summary and click on View Report 

10. The report will be generated and output to the format selected earlier and downloaded 
to either Save or Open 

11. Click on Home to generate further reports or Sign out when finished 



   
 

 

REMOVING REPORTS 

When a report has been generated the output remains accessible on the Provider Portal. 
These can be removed when they are no longer required. 

1. From the Provider Reporting Portal screen 

A screen similar to the following will be displayed: 

 

2. Click on View / Delete Reports 

A screen similar to the following will be displayed: 

 

3. Click on the report to remove 

A screen similar to the following will be displayed: 

 



   
 

 

 

4. Click on Remove Report 

A screen similar to the following will be displayed: 

 

 

5. Click on Yes 

6. The report will be removed from the list repeat for further reports or click on Sign out 

 

 

 

 

 

 

 

 

 

NOTE: 

You can view/download the report again by click on View Report 


