
 

Short Breaks Personal Budget Application Form 
Guidance Notes 

 

Using the Activities Unlimited Portal 

The AU Portal is an easy to use, secure space where you can apply for and manage your Short Breaks 
Personal Budget account. 
 
The first time you complete a form you will be asked to create a new portal account. It’s quick and easy 
to register for an account. 

To make sure the information you send to us is secure, you will need to log into this account every time 
you access the portal. 

Once logged in, all information is stored securely in-line with our organisational privacy notices. 
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https://www.suffolk.gov.uk/about/privacy-notice/


1. Registering for the portal 
 

 

 

To register on the portal, you will first need to enter your name, address and phone number. On the 
next screen you will be prompted to enter your email and then choose a password. 

 

You will then be emailed a unique verification 
code which is valid for 10 minutes. Once it’s expired 
you will need to begin the process again.  

The registration process is only complete once the 
code is entered and accepted. 

 

 

 

 

Please note: the code can take up to 5 minutes to arrive. If it doesn’t arrive after this time please: 

• Check your spam folder (add noreply@suffolk.gov.uk to your trusted sender list to avoid future 
emails being sent to these folders), 

• check with your email provider to make sure emails from noreply@suffolk.gov.uk are not being 
blocked, delayed or quarantined.  

 

Once you have confirmed your portal account, you can return to the Activities Unlimited Application 
Homepage to begin your Short Breaks Personal Budget application.  

mailto:noreply@suffolk.gov.uk
mailto:noreply@suffolk.gov.uk
https://cypportal.suffolk.gov.uk/web/portal/pages/pri#h1
https://cypportal.suffolk.gov.uk/web/portal/pages/pri#h1


2. Logging into the portal 
 

To log into the portal and proceed with your 
application, use your email address and the password 
you used to register.  

Each time you log in a unique verification code will be 
emailed to you. This is valid for 10 minutes and can 
only be used once. 

The code will usually arrive within 5 minutes (if it 
doesn’t please check your spam folder as above). 

Please allow time for the code to arrive before 
requesting another one. If you request a second 
verification code, the first code will no longer work. 

 

2.1 Working within the portal  
 

If you are inactive within the system for more than 10 minutes, a 
red banner will appear across the top of the screen to warn you 
that your session will expire in a further 10 minutes’ time. If you 
do not opt to stay logged in, you will be automatically logged 
out after this time and any unsaved changes will be lost. 
 
If you want to pause your application and come back at a later 
stage, you can save your progress at the bottom of each page. 

You can also print your form or save it as a PDF from this section. 
 

Once an incomplete form has been saved, you have 28 days to 
finish your application. To return to a saved form, login in to the 
portal and click the “saved form” heading from the top menu. 
 
 
 

 
 
   

 

 

  



 

3. Submitting a Short Breaks Personal Budget application 
 

3.1 Initial information about you and the person you are applying for 
 

The first section of your short breaks personal budget application asks for some basic information about 
you, and the child you are applying for a personal budget for. 

 

 

 

 

  

Important: Please do not use the “plus” button for Short 
Breaks personal budget applications. In this instance, 
you must make a separate application for each child. 

This section asks for YOUR details as parent/carer. 

This section asks for the details of the child or young person 
you are applying for. If they have a separate email and 
telephone number you would like to give us you can, but 
you do not have to. 



3.2 More information about main carer 

This section asks for more information about you as 
main carer, your caring role and responsibilities, and 
the impact these have on you and the rest of your 
family. 

Please note: you do not have to tell us about any 
benefits you receive. However, if you would like 
these taken into account then you must email  
evidence of them to info@activities-unlimited.co.uk 
once you have submitted your application. 

mailto:info@activities-unlimited.co.uk


3.3 More information about your child / young person 
 

This section asks for more information about the 
needs of the child or young person you are applying 
for, including their educational placement, any 
diagnoses they have and any specialist services they 
are supported by. 

If you click ‘yes’ to indicate your child is known to a 
particular service, sub-questions will then appear for 
you to tell us more information. 

It is important that you list your child’s needs and 
support as fully as possible, as this is what we then 
use to assess your application. 

Please note: you do not have to tell us about any 
benefits you receive. However, if you would like these 
taken into account then you must email  evidence of 
them to info@activities-unlimited.co.uk once you 
have submitted your application. 

mailto:info@activities-unlimited.co.uk


3.4 Feedback and submission of application 

 

 

 

This is the final screen before submitting 
your application. Once you press submit 
the contents cannot be changed, so please 
check your answers carefully. 

If you have indicated that you or your 
child are in receipt of benefits, you must 
email the evidence of this to us at 
info@activities-unlimited.co.uk . Without 
this your application will not be 
progressed. 

Once submitted, you will receive an auto-
reply email from us to confirm receipt of 
your application. Our team will then 
process this and we aim to be in touch 
within 28 days. 

mailto:info@activities-unlimited.co.uk
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