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Introduction to One Better Start

Ol ‘ Introduction to One Better Start

Overview

The One Better Start Assessment portal uses the One Provider portal. It enables the Local
Authority to collect and analyse progress, developmental and attainment data for 0-5 year olds
directly from the providers.

Assessment templates can be defined by each local authority to support statutory and local
assessment collections. Assessment information recorded by providers is automatically updated
and held centrally against children’s records in One PULSE. This enables regular progress
checks to record whether children are below, in accordance with or above age expectation per
assessment statement.

Better Start uses the Portal Back Office in One v4 Online to match incoming student information
with existing details in the One database.

More Information:
For information regarding using the Portal Back Office, refer to the One Portal Back Office handbook.

For information regarding configuring the portal, refer to the Technical Guide: Deploying and Configuring
the One Provider Self Service Portal for Local Authorities.

For information regarding setting up Better Start, refer to the Technical Guide: Setting Up One Better
Start for Local Authorities.

For information regarding creating Better Start reports, refer to the Technical Guide: Developing Better
Start Reports.
All documents are available on the One Publications website (www.onepublications.com).

What's New in this Release

When adding a child to an assessment, if the name is longer than the field allows, the child
needs to be added by the Local Authority via the v4 Client and a message is displayed. The
message can be configured in the Provider portal via Administration | Text Customisation.
For more information, see Adding a Child to the Assessment on page 38.

Using this Handbook

This handbook is intended for the Early Years team and One Coordinator at the Local Authority.

The first chapter provides an overview of the portal administration and setting up of assessment
templates, gradesets and age mapping in One v4 PULSE.

The second chapter covers setting up user accounts, managing user access and assigning
permissions.

The third chapter describes the Better Start administration functions performed by the Local
Authority Early Years Admin Officer, including creating tasks and sending reminders to
providers.

The fourth chapter provides an overview of the processes performed by Early Years providers to
view tasks and reminders, submit Early Years assessment data and run reports.

Better Start Assessment Provider Portal Handbook -
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Provider Portal Home Page

Introduction

When the portal administrator or user logs into the Provider portal, any announcements
regarding the portal are displayed. The user clicks the Continue button to display the Home

page.

NOTE: Announcements are configured via Administration | Site Setup | Text Customisation.

The Home page displays the Site Logo and guidance text set up via Administration | Site
Setup.

NOTE: The facility to change your password or secret question is accessed by clicking the drop-down
adjacent to your user name.

Navigating within the Provider Portal

The services to which you have access are indicated by the buttons displayed on the Provider
Portal home page. There are drop-down menus displayed at the top of each page which enable
you to navigate to other pages.

Portal Administration

The Administration menu route enables the Local Authority to perform the following processes:
m Manage user access to Better Start information.
= Manage the setup and configuration of the website.

The Better Start | Administrator menu route enables the Local Authority Early Years Admin
Officer to:

m Create tasks so that providers within the LA can complete Better Start assessment templates.

Compose and send messages to Early Years providers.

Manage service groups.

Configure the Better Start application.

Setting the Language in Chrome

If the Provider portal is accessed using Google Chrome, the language must be set to English
(United Kingdom).

English (United Kingdom) must be the first language in the list.

For more information regarding setting the language in Google Chrome, refer to:
https://support.google.com/chrome/answer/95416?hl=en-GB

Common Functionality

The following functionality is common for all processes in the Provider portal.

Function Description

Tooltips Using the mouse, hover over an item on the screen to
display a description of the information displayed or the
action required.

_ Better Start Assessment Provider Portal Handbook
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Function Description

Home button

Click the Home button to display the Home page

Change Password

Click the drop-down adjacent to the user name and select
Change Password. Enter your Current password, New
password and Confirm new password. Click the
Change password button.

Change Secret Question

Click the drop-down adjacent to the user name and select
Change Secret Question. Enter your Current
Password, Select a New Secret Question and enter a
Secret Answer. Click the Save button.

NOTE: This functionality is only available if second factor
authentication is enabled.

Enable Two Step Verification

Click the drop-down adjacent to the user name and select
Two Step Verification. Select Email from the Preferred
method drop-down. Click the Save button.

You will be signed out and will need to sign in again.

Disable Two Step Verification

again.

Click the drop-down adjacent to the user name and select
Two Step Verification. Select No Two Step Verification
from the Preferred method drop-down. Click the Save
button. You will be signed out and will need to sign in

Sign out

Click the Sign Out button adjacent to the user name.

Customising Text

All text, field labels and messages that are displayed on the website can be configured.

Type

Site Notices

‘Name

Announcements
and Welcome
Text

Provider Home
Guidance Text

About

Contact Us
Cookies Policy
Privacy Notice
Terms and
Conditions
Version and
Licensing
Submission
Declaration

Description

Displayed when the user logs into the portal.

Displayed on the Home page.

Text is displayed when the user clicks the corresponding
button at the bottom of each page.

Text Resources

Field labels, user messages and tooltips (text displayed when
a user hovers the mouse over a field).

Address

Address
Registration

Guidance text displayed for address fields.

Module specific

Guidance text and other text displayed on module-specific
pages.

Better Start Assessment Provider Portal Handbook
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Type ‘ Name Description
Email Text for standard emails and messages relating to managing
user accounts.

Message Message Report | Text for the message to be sent to a portal user when a new
Sent Body report is available to view. NB. Not used in Training Manager.

Report Guidance text for reports.

Site Titles Site Title Displayed at the top right-hand side of every page.

Tooltip Tooltip for New Displayed when user sets up a new password.
Password

Select Administration | Text Customisation to display the Text Customisation page.

Text Customisation

Choose a text
Category

About

or Search

Diatzaull Wailsh

Warning! Thes text has not been defined

From the Choose a text category drop-down, select the category of text to be configured.
Alternatively, enter search criteria, click the Search button and select the text.

Select the Default or Welsh tab to determine the text language.

Click the Add button.

About (Default)
[RERa— m

e 3G B s EEEERAS Heow to Fermat
Teat

Enter required text in the formatting panel. Formatting buttons are provided above the panel.
The formatted text is displayed beneath.
Click the Save button.

Defining an Assessment Template

Assessment templates used on the Better Start portal are created in the One v4 Client using
PULSE.

In PULSE, aspects are used to define any criteria that can be used to measure performance
against a student. The columns of a template are specified by selecting aspects.

The Local Authority creates Early Years assessment templates and selects which templates are
available to be used in the Better Start portal.

- Better Start Assessment Provider Portal Handbook
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More Information:
For information regarding using PULSE, refer to the help files included with the v4 Client.

Adding a New Assessment Template

1. Inthe One v4 Client, select Focus | Data Management | Templates to display the Template
Enquiry page.

34 Search [E] Collapse ~

emplate Enquiry

Template Name
Authar Template Categary

Date Created -

[B New ¢ Delete [ Open In New Window

2. Click the New button to display the Template Detail (New Template) page.

I Save [ Clome

EEEEBR | > Template Cotumns | 3 Properties | 4. Marksheets | 5. Template Categeries 1, Banc Detain

Authar

Enter a Template Name.

If required, enter Template Notes.
Click the Save button.

Select the Template Columns panel.

o g kW

. Template Columns

o Add |7
Edit

Column Heading Aspect Mame Display From To Formula Read Only Hidden | Add Data Entry Column
| Add Data Review Column

Remove

Up

(] Add Formula Entry Column

] Add Formula Review Column

‘ Down

7. Select Add Data Entry Column from the Add drop-down to display the Create Template Data
Entry Columns dialog.

| Create Template Data Entry Columns L@g

E Save
01, Select Resultset |_| 02. Selected Aspect ~ ;-37

1. Select
Result Set i

02. Selected Aspects

Aspect Type  Aspect Name LL:J Add

Remove

8. If required, select a Result Set.

NOTE: A result set is used to group a set of aspects and results together.

9. Click the Add button on the Selected Aspects panel to display the Aspect Enquiry dialog.

Better Start Assessment Provider Portal Handbook -
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12.
13.
14.

15.

16.
17.
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] Select Aspects

33 Search @Collapse -

quiry

Mame

Active o
Code

Author
Hierarchy -

R .

Target Aspect

Select [B Mew Delete Open

Enter search criteria and click the Search button.

Highlight one or more aspects and click the Select button.

[ Save
01. Select Resultset |_‘

0Z. Selected Aspectt -

F

4

Result Set BKResultSet

)

0z. Aspects
Aspect Type  Aspect Name \1_,':! Add
iAge Reading Age % Remove

Click the Save button.

Select the Template Categories panel.

Click the Add button to display the Template Category Enquiry dialog.

% Template Category Enquiry
of Select [ New

Calegory Name

Better Start Portal

Delete 5] Open 4} Next 40 Previous

“.| Template Category Enquiry eSS
of Select [F] New

Category Nams

Delete ] Open 4 Next 43 Previous

Better Start Portal

4 n ] »

[ Save [ New

[ ] 7

Template Category Details
Category Name 'Beﬂer Start Portal

Template Category D+

Click the Save button.
To save the template, click the Save button.

Highlight the Better Start Portal category and click the Select button.

Better Start Assessment Provider Portal Handbook
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Updating an Assessment Template

An assessment template that has not already been live on the Better Start portal can be
updated.

NOTES: Changes should not be made to an assessment template that has been live on the Better Start
portal. Local Authorities are advised to clone the required template and make the changes to the cloned
version. The cloned template should then have the Better Start category added.

A template that has been live on the portal and is no longer required should have the Better Start
category removed. Any data that has already been added using the template can still be imported into
One v4 because the PULSE template and aspects still exist.

To update a template:

1. Inthe One v4 Client, select Focus | Data Management | Templates to display the Template
Enquiry page.

Select Better Start Portal from the Template Category drop-down.

3. Click the Search button to display a list of templates defined for Better Start.

34 Search (2] Collapse -

emplate Enguiry

Template Name

Author Template Category Better Start Portal -
Date Created -

D New $€ Delete [ Open In New Window

Template Name  Author  Date Created

BKBSTemplatel PULEZ0 04102016

W_temp1 PULE20  04M0/2016
v_temp2 PULS20  04M0/2016
v_template PULS20 041052016

4. Highlight the required template and click the Open In New Window button.

Better Start Assessment Provider Portal Handbook
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[ save [3] Clone

[BNBESEHEEE | 2. Template Columns | 3. Properties | 4. Markshests | 5. Template Categories | 1.BasicDetais = 7
(1. Basic Details =
Template Name 'axamemp\atew |
Template Notes templatel E
Author PULE20
(2 'unp% Columns -
Column Heading  Aspect Hame. Display From To Formula Read Only Hidden gpAdd
BSACT BSActivity No No Mo Edit
BSCOM BSCommunication No No to RETE
BsLSH BSListening No No to e
BSRCMT BKResult Commnt No No to
Down
(3. Properties ™
Default Name: BKBSTemplate]
WModule Name CES Assessment Services
Date Created 0411012016 = Edit Date 0411012016 =
LastImported Date > Last Exported Date -
External ID %0006

—_———————————————————————————————————

Marksheet Name & Add
Edit
5. Template Categories N
Category Name g Add
Better Start Portal Remove

Make the required changes and click the Save button.

Cloning an Assessment Template

In the One v4 Client, select Focus | Data Management | Templates to display the Template
Enquiry page.

From the Template Category drop-down, select Better Start Portal.
Click the Search button to display a list of templates defined for Better Start.

_ Better Start Assessment Provider Portal Handbook
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34 Search (2] Collapse -

quiry
Template Mame

Author Template Category Better Start Portal =
Date Created -

[F] New € Delete [] Open In New Window
Template Name  Author  Date Created

BKBSTemplate! PULE20 04102016

V_temp1 PULB20  04M042016
v_temp2 PULEZ0 04M02016
v_template PULB20 04M042016

Highlight the required template and click the Open In New Window button.

Click the Clone button to display the Template Detail (New Template) page with the same
details as the cloned template.

Enter a Template Name.

Update the details as required and click the Save button.

Defining Grades and Age Mapping Bands

Grades used in Better Start Assessments are defined in the One v4 Client using PULSE.

The Local Authority can update gradesets and define age mapping bands to enable reports to
be produced to identify which children need support in particular areas.

Adding a Memo for a Grade

A memo can be added to provide a long text description against a grade. This enables providers
to produce reports for parents that describe the grade that their child has achieved.

1. Inthe One v4 Client, select Focus | Aspects Management | GradeSets to display the
Gradeset Definition Enquiry page.

&4 Search (2] Collapse -

Mame

Type

Description

D MNew Delete Open Open In New Window MNext Previous Clone

2. Enter the required search criteria and click the Search button to display a list of matching
gradesets.

Better Start Assessment Provider Portal Handbook -
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34 Search @Collapse -

Gradeset Enquiry

MName |Tr
Type Grade -
Description

|:| MNew 3¢ Delete Open Open In New Window Mest Previous @] Clone

Name Type  UseAge Mappings Description
T Gradeset on 3618... Grade Tosigss Gradeset

Select the required gradeset and click the Open In New Window button to display the
Gradeset Definition page.

08 Bncriptan

Grades

Click the Memo button adjacent to the required grade in the Gradeset Details panel to display
the Memo dialog.

Record the required details and click the OK button.

Mapping Grades to Bands

Children can be placed into bands based on their age at the assessment date when they were
given a particular grade. Once children are categorised, reports can be produced to help to
identify children who need support in certain areas.

The Local Authority needs to define the age range for each band for a particular grade, by
selecting an age mapping code.

Selecting an Age Mapping Code

In the One v4 Client, select Focus | Aspects Management | GradeSets to display the
Gradeset Definition Enquiry page.

_ Better Start Assessment Provider Portal Handbook
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4 Search [ Collapse =

Mame

Type

Description

[F New Delete Open Open In New Window Mext Previous Clone

2. Enter the required search criteria and click the Search button to display a list of matching
gradesets.

3. Select the required gradeset and click the Open In New Window button to display the
Gradeset Definition page.

4 save 8 hew
SRR | 02 cradeset Detats | 03 fxception Log 03 Deserpten
(T Deseription ~
Hame [
Gestipann - Al ety Exeal £
Faschee Zasenarert
L
Supior CEE Aasessment Services
(A Cradesst Detaity ™
Trpe Grags UseAge lappings. *
ataries
SunDae  Ings o A
3 oymEs ~ 7 [ st
bt
¥ Remove
Srades
Grade vale Ceacrion [ ke
[ . Asora Typcas o 5] bnsert
Trpea 3 Typeal < bl
[ 2 [ <@
L] ] Vel Dok <

4. Select the Use Age Mappings check box to display a tick. The age mapping fields are
displayed.

Y Sove [ Mew
L awenionen 3] 7
Jopka CES Assessmen Servizes
Trae Geade Ussdge Magsings o
Hatores
StrtDste  [odDue e haid
[} OL9/015 - ™ [ insert
9 Remree
fieasmn
Geade an [rop—— A | Mo, e o add t
b Anew . o - o [ tneert
Tres 3 Tyscal & B Rewinn
Beien ] Bemw @
wen 1 et Bes Lol

5. Click the button adjacent to the required grade to display the Age Mapping dialog.
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£.| Age Mapping [
34 Search [E] Collapse -

e ing

Code

Description

I

of Select [ Mew $¢ Delete ] Open {Next < Previous $€ Clear Selection
Code  Description

Al A1

A2 A2

A3 A3

B1 Excellent

B2 ‘Good

B3 Fair

1 aneus

o »

‘Age Mapping

Deseription Al

Ages

Age Start Age End
(months} (months)

0 10 Low

il 20 below
21 30 Hormal
31 40 Above

Description - & Add
92 Remove

m

6. If required, enter search criteria and click the Search button.

7. Highlight the required Code and click the Open button to display the Age Mapping Details for
the code.

Alternatively, click the New button to create a hew code. For more information, see Creating a
New Age Mapping Code on page 13.

.| Age Mapping | B e

44 Search [E] Collapse ~

e ing
Code
Description

of Select [[] New € Delete [ Open {F Next 4} Previous $€ Clear Selection

Code  Description

A3 A3 7
B1 Excellent g|
B2 Good L
B3 Fair

c1 Above

c2 oK

ra Ralnw i
[ save

Age Mapping Age Mapping -7

Description Bbove

Ages

AgesStat  AgeEnd b Add
(months) (months) TEE D %R

s 11 Outstanding smove
12 25 Good

26 35 Fair

* 55 Low

8. If required, update the age ranges for the code:

a. Click the Add button to add a new age range or click the Remove button to remove an age
range.

NOTE: Age ranges cannot overlap.

b. Click the Save button.
9. Click the Select button.
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T Girndent Deratn
ree " e age M
P
Sunbes  Esade
omizns -
adea
e
Grade Vil Gescriton ey
b b abzve Typal 1
Trrica Trpical
Dok Bakoras
v vt b

10. Click the Save button.

Creating a New Age Mapping Code

1. Inthe One v4 Client, select Focus | Aspects Management | GradeSets to display the

Gradeset Definition Enquiry page.

34 Search ECollapse -

Mame

Type

Description

D MNew Delete Open Open In Mew Window

Next

Previous Clone

2. Enter the required search criteria and click the Search button to display a list of matching

gradesets.

3. Select the required gradeset and click the Open In New Window button to display the

Gradeset Definition page.

PN ave | e
SRR | 02 cradeset Detats | 03 fxception Log 03 Deserpten
(T Deserption
‘‘‘‘‘
Ewerignon foort the neoasa of lnavsieg customes ¢ Earh Pucalonce Fouedrion Sage
st
Supgie 558 Lasssament Senvices
(T3 Crmdewet Betaity
T e Useageappings X
staries
sunDse  Ens o 2dd
» o oymm ™ ] bt
3 Remove
Grates
e ks Gescrion e W i
Flinsert
azcve . ABove Typeca < -
i ‘ oo i 3 Sariren
Beaw 2 [ <
wein ' Vil Dakrw <

4. Select the Use Age Mappings check box to display a tick.
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e

Y Sove [ Mew

WGt Donn - 7

Aboren Typcsl <
Trpica ] Tywical <
Beien ] Bemw @
el 1 el B ] <
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Code
Deseription

o Select [F New $€ Delete £ Open §J-Next < Previous $¢ Clear Selection
Code  Description

aloA L
2 a2 1
FER

Bl Excelent

B2 Good

B3 Far

f1 s

[ save

Age Wapping -7
ge Mapping
oo
Description A
Ages
Age Start Age End o
(months) (months) Description = &
emove
0 10 Low
& 2 below ]
2 EY Normal
3l 4 Above

Click the New button.

Click the button adjacent to the required grade to display the Age Mapping Details.

|B Save
Age Mapping ‘ Age Mapping -7
Cade
Description
Ages
Age Start Age End Desecription & Add
(months) (months}
9 Remove

Enter a Code and Description.

Enter one or more age ranges with descriptions:
a. Click the Add button.

b. Enter an Age Start (months) and Age End (months) and a Description.

NOTE: Age ranges cannot overlap.

Click the Save button.
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02 ‘ Managing Users

Introduction

NOTE: Users are created and user permissions are set up in the v4 Client.

In the One Better Start portal there are two types of users, Provider users and Local Authority
administrators (Early Years Admin Officers). LA administrators can create tasks, send
messages, and manage users. Provider users can enter assessment data for tasks assigned to
them or their own ad hoc assessments, read messages sent to them and run reports.

In addition to the above roles, the One Coordinator or EY Admin Officer can create Early Years
assessment templates in the v4 Client and the LA Data Officer or EY Admin Officer can add and
match children in the Portal Back Office.

User creation is a three stage process.

Firstly, if they do not already exist, a One Administrator must create the portal user in the One
v4 Client via Tools | Administration | User Management | User Accounts with a user name
and unique email address.

Secondly, the user must be assigned to the correct security group in the v4 Client. Permissions
are assigned to a security group in the v4 Client via Tools | Permissions | User Group
Processes.

Finally, after a user is created and assigned to the appropriate security group in the v4 Client,
they must then be granted access to the required providers and services in the Provider portal
via the Manage Access area.

More Information: Managing Users in v4 chapter in the One System — Managing Users, Groups &
Permissions handbook available on the One Publications website.

Creating a Portal User Account

To create a new portal user account, the One Administrator must:

Set up the user in the One v4 Client and assign to them to the relevant user group via Tools |
Administration | User Management | User Account.

Send the log in details (user name and initial password) to the new user via email.

Activating a Portal User Account

A new Provider portal user needs to activate their user account.

When the user first logs in with their user name and initial password, they are informed that an
activation email has been sent to them and that they must click on the activation link in the email
to verify their email address. The user must:

Click on the unique link contained in the email.
Enter their user name and original password.

They are prompted to change their password and, if second factor authentication is enabled, to
select a secret question and supply an answer.
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More Information:

For more information regarding user setup and permissions, refer to the Technical Guide: Deploying and
Configuring the One Provider Self Service Portal for Local Authorities, which is available on My Account
and on the One Publications website.

Granting Access to Providers and Services

After a user is created and assigned to the appropriate security group in the v4 Client, they must
then be granted access to the required providers and services in the Provider portal.

To update access for the selected user:
1. Select Administration | Manage Access to display the Manage Access page.

Manage Access

User- &

2. Select a User to display their Role and a list of services to which they have access.

Manage Access
Users &
Role: &

Services User has The user doesn't have access to any provider funded services
access to:

Change Access Allow Access To All Services

3. Click the Allow Access to All Services button or click the Change Access button to display
the Amend Access panel.

Manage Access

4. Select a Provider from the drop-down list to display their services.
Select one or more services.
6. Click the Save button.

Removing Access from a User
To remove a user’s access to all services:
1. Select Administration | Manage Access to display the Manage Access page.

2. Select a User to display a list of services to which they have access.
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Manage Access

Services User has access

o # Bumble Bee Nursery

+ Full Day Care

3. Click the Remove All button.

Logging into the Portal

A user with an active user account can log into the portal.

Provider Portal

togin Welcome to the provider portal

Enter User name and Password and click the Log In button to display the Secret Question
page.

NOTE: The Secret Question page is only displayed if second factor authentication is enabled by the
system administrator via Administration | Site Setup | Configuration.

Retrieving Your User Name

If you forget your user name:

1. From the portal Log In screen, click the Forgotten your username? link to display the
Forgotten Username page.

Forgotten Username

To retrieve your username, enter the registered email address associated with your account

Email Address [~}

2. Enter your registered Email Address and click the Submit button.

3. Access your registered email account and open the email received to retrieve your user name.

Resetting Your Portal Password

To reset your password:

1. From the portal Log In screen, click the Forgotten your password? link to display the
Forgotten Password page.
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Forgotten Password

To reset your password enter the requested account details
Username &

Email Adaress @

2. Enter your User name and registered Email Address and click the Submit button.

3. If second factor authentication is enabled, enter the Secret Answer and click the Submit
button.

# Home

Secret Question

Please provide the answer to your secret question

Secret Question a Month of Birth
Secret Answer - o

Forgotten your secret answer?

4. Access your registered email account and open the email received.

5. Follow the instructions in the email to reset your password.

Resetting Your Secret Question

If you need to reset your secret question:

1. From the portal Secret Question screen, click the Forgotten your secret answer? link.

Secret Question/Answer Reset
To reset your secret question enter the requested account details
User name = &

Email Address = a

2. Enter your User name and registered Email Address and click the Submit button.
3. Follow the reset instructions in the email.

More Information:

For more information about enabling second factor authentication, refer to the Technical Guide:

Deploying and Configuring the One Provider Self Service Portal for Local Authorities available on the
One Publications website (www.onepublications.com).
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Reviewing Users

Introduction

The Review Users page is used to view the users that are currently registered to use the
Provider portal, to update their email address and enable them to update their password. It is
also used to reset a user account that is inactive in the v4 Client.

NOTE: When a system administrator logs into the portal, their account is displayed as read-only.

Viewing User Details
Select Administration | Review User to display the Review Users page.

Review Users

Name &
Page 50f5 == Prev 2 3 JH
Username Description Active Registered Email Groups. Action

TestUser Admin user for EPM v x EPMADMIN Reset Password,Reset Account

Testuser14@onetestsr

VPADM vpadm v v PP Headcount Adm Reset Password

testuser10@onetestsn

If required, enter a partial User Name, Description or Email address and click the Search
button.

Updating a User Email Address

To update the user's Email address:

Select Administration | Review User to display the Review Users page.
Enter a new Email address and click the adjacent update button.

Resetting a User Password
If a user has forgotten their password, to enable them to reset their password:
Select Administration | Review User to display the Review Users page.

Click the Reset Password link to send an email to the current Email address asking the user to
update their password.

NOTE: Clicking the Reset Password link displays the Reset Account link in the Action column until the
user resets their password. When the user resets their password, they receive an email to let them know
that their password has been changed successfully. The Reset Account link is then removed from the
screen.

Resetting a User Account

If the user account is set to inactive in the v4 Client, the Reset Account link is displayed in the
Action column and the Active status is displayed as a red cross as shown in the following
graphic:
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Review Users

Name &
Page 2 of 5 == Prev n 3 4 5 Next==
Username Description Active Registered Email Groups Action
EPMUSER EPM user x v EPMUSERGROUP Reset Password,Reset Account

Testuser17@onetestsr

To reset an inactive account and set the status to active in the v4 Client:
Select Administration | Review User to display the Review Users page.
Click the Reset Account link.

NOTE: The Reset Account link is also displayed if the user has requested a new password and this has
not been reset. For more information, see Resetting a User Password on page 19

Setting Up Two Step Verification

Introduction
If two step verification is enabled, you will be sent a verification code every time you sign in.

If two step verification is not enabled, a message is displayed when you log into the Provider
portal with a link to enable it if you want to.

Enabling Two Step Verification
To enable two step verification:

Select Two Step Verification from the username drop-down to display the Two Step
Verification screen.

& - @ Sign out
Two Step Verification

Two Step Verification is our way to make your data more secure.

If you enable Two Step Verification, we will send you a Verification Code every time you sign in. This helps
us keep your data safe.

Some areas require Two Step Verification to be enabled before you can use them. We will tell you when
you try to access if you do not already have Two Step Verification enabled.

Changing your preference will sign you out, and you will need to sign in again.

Preferred method

# | No Two Step Verification E|

To receive a verification code to your registered email address, select Email from the Preferred
method drop-down.

Click the Save button.
You will be signed out and will need to sign in again.

Disabling Two Step Verification
To disable two step verification:

Select Two Step Verification from the username drop-down to display the Two Step
Verification screen.
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& "~ O Signout
Two Step Verification

Two Step Verification is our way to make your data more secure.

If you enable Two Step Verification, we will send you a Verification Code every time you sign in. This helps
us keep your data safe.

Some areas require Two Step Verification to be enabled before you can use them. We will tell you when
you try fo access if you do not already have Two Step Verification enabled.

Changing your preference will sign you out, and you will need to sign in again.

Preferred method

=+ Email E|

2. Select No Two Step Verification from the Preferred method drop-down.
3. Click the Save button.

You will be signed out and will need to sign in again.

Assigning Permissions

Business processes are assigned to a user group in the v4 Client via Tools | Permissions |
User Group Processes.

Permission to Access Better Start

Permission can be given to one or both of the following business processes under the Provider
Portal main business process:

m Better Start Administrator is for Local Authority users who are creating Better Start
assessment tasks for providers to complete and tracking the status of tasks.

m Better Start User is for provider users who are logging on to the Provider portal and
submitting Early Years assessment data to the LA.

ﬁain Processes

Main Business  proyider Portal -
Processes

(02. Business Processes

Name Read Read-Write Read-Write-Delete Deny
b %
Better Start Administrator _ o _
Better Start User _ CQ _

Permission to Create Templates and Manage Aspects

Permissions are required to create templates in PULSE v4 and manage aspects, including age
mapping.

To manage templates, the permission required is Read-Write-Delete for the business process
Manage Results under the Results Administration main business process.
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To manage aspects, the permission required is Read-Write-Delete for the business process
Manage Aspects under the Results Administration main business process.

] Expand ~

[y
Save

(01. Main Processes

Main Business | CTEEYRME < |

Processes

Name Read Read-Write Read-Write-Delete Deny

4 Results Administra...

Manage Aspects
Manage Projects

5686

Manage Results

Permission to use Better Start Reports

To use the Better Start reports in v4 Client, the user needs to have access to Better Start
Reports via Tools | Permissions | Report Permissions.

) Grant 6 Revoke

= [] Report Definition Repository | GI’DLlD5| Users |
[ ] Admissions and Transfers
[ | Assessment Stage Validation Reports 4 Search
[] B2B Student Reports
% % Bases Reports User Name Description
[=-|- | Better Start Reports
T VK Vk
B Average Score Report @

Permission to View Better Start Imports in Portal Back Office

In some Local Authorities, adding and matching Better Start assessments in Portal Back Office
is performed by different roles to those who perform it for other submissions e.g. Headcount.

Permissions need to be set up to enable users to see unmatched children and children with data
conflicts in the Portal Back Office that have been submitted via a Better Start assessment. The
permission required is Read-Write for the business process Better Start under the Portal Back
Office Access main business process.

Main Business  portal Back Office Access @
Processes

’IIJ-Z, Business Processes

Name Read Read-Write Read-Write-Delete Deny

Portal Back Office Acc...
Better Start
Free School Meals
Headcount
SEND Portals
Transport
Two Year Old Funding
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03 ‘ Administration

Better Start Administration Overview

The Better Start administration home page is displayed when the LA administrator clicks the
Better Start button on the Provider Portal home page.

el

¢ Beller Start Configuration

The following options are accessed via the Better Start | Administrator menu route or by
clicking the required button:

m Tasks

= Messages

m Service Groups
= Configuration.

Issuing Tasks

Introduction

Tasks are created by the Local Authority and request attainment information from Early Years
providers. Providers must complete tasks that are assigned to them by the submission deadline.

NOTES: Before creating a task, an assessment template must first be created using One v4 PULSE.

The provider must be assigned to a base that has the B2B Student Base check box selected in the One
v4 Client and the XML transfer option deselected in the One v3 Client. For more information, refer to the
Setting Up One Better Start for Local Authorities technical guide.

Tasks are created via Better Start | Tasks. Once a task is issued, it is displayed on the
recipient’s (the provider's) Home page and an email alert is sent to their registered email
address with the following message:

This is to inform you that you have a new Early Years assessment task waiting for you on
Provider Portal. Please log in to read it.

NOTE: The email text can be updated by selecting the Task Alert Email Body (Better Start) category
via Administration | Site Setup | Text Customisation.

Creating a New Task

Tasks are created for a particular age range of children at a particular date (Age Calculation
Date).

Tasks are created using the New Task wizard.
Select Better Start | Tasks and click the Create Task button to display the New Task page.
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New Task

Assessmant Titke -

Age Range of Children
(Months) -

Amainment Template
Age Caltulation Date (-]

Deadline Date &

Mext

Retiplens

Enter an Assessment Title.

Enter the Age Range of Children (Months).
Select an Attainment Template for the assessment.

Enter an Age Calculation Date.
Select a Deadline Date for the information to be received.

Click the Next button to display the Recipients page.

New Task

| psiens

Click the To button to display the Select Services page with all available, active services listed.

Select Services

Name

Search Results i
Prowders
Providars
Prowders
Prewidars
Praviders

Providers

Selected Services

Provider!

Provider

Provider2

Lower School

Thare are no seleciad senvices
.S ™ o A N0 < C

Service

Provider - Braakfast Clubs
Chidmindos
Chédminder
Chidminder

Chidmindos

servce

Mamtained Nursery Schoots/Cla

Funding Typs

Service Typs

Breaidast Clubs
Childmander
Childmndar
Childmandar
Chiddminder

Extended Play Group

Childmindar

If required, enter a partial Provider or Service Name and click the Search button to display

matching services.

Alternatively, select a service group from the Service drop-down. For more information, see
Managing Service Groups on page 31.

Refine the search further by applying a Funding Type or Service Type filter.
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Click the cross button to remove the filter.

Select the check box for one or more services or click the Add All button to display the services
in the Selected Services box.

Select Services

Mame s

Search Results
(3 senvicels) | Service Group XYZ (3]

EYSorvice Funded (T} Chuldmindir

Provider Sarvice Funding Typs Sarvice Type
® v v i

Early Excellence Centre

B EYProvider3 EYServiced Funded (T} Wraparound Care

T T

FYProvider3 - FYService3 | FYProvider! - FYServiced | FYProvides - FY Service

Selected Services

Click the Continue button to display the New Task page with Selected Services for this Task
displayed.

NOTES: Services that do not have the B2B import flag selected are highlighted. This does not prevent
the task from being created.

Services that do have the XML transfer flag selected are highlighted and this does prevent the task from
being created.

New Task

) Step 3

Esue

Erevious et

Click the Next button to display the Issue page.

NOTE: An error message is displayed if a required field on a previous step is missing. To complete the
field, click the relevant Step button to display that step or alternatively, click the Previous button to
display the previous step.
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New Task
p Step 3
ssue
Summary
Please confirm that your information is correct
Assessment Title Assessment Test
Attainment Template Seller Start Template
Age Range of Children P
{Months)
Age Calculation Date 01082016
Deadline Date 30-09-2016
Selected 3 Service(s

Task Sent

Your task has been created and sent.

Click the Send button to issue the task and display the Task Sent dialog.

Click the OK button to display the Tasks page listing the tasks that have been issued.

Tasks

B Serviem AL Q
Include Adhoc Tasks

Hame

Deadline =

Issued By

Service Status
000
2000

Actions

Viewing Issued Tasks

The Tasks page displays a list of issued tasks. It enables you to monitor progress made by
providers, send messages to providers and to retract a task, if required.

Select Better Start | Tasks to display the Tasks page listing all tasks that have been issued.

Tasks

Create Task

o) Service: Q.

Include Adhoc Tasks
Name Created ¥

EYBS-245-Assessment-2 - BKBS Template1 29/09/2016 13:44:47

EYBS-245-Assessment 1 - BKBS Template: 29/09/2016 13:36:45

3.main - v_temp 29/09/2016 11:51:09

_agemap assessment - lie _template age map 29709/2016 11:13:16

Assessment Test - Better Start Template 29/09/2016 11:05:38

Deadline ¥
05/10/2016
08/10/2016
30/09/2016
30/09/2016

30/09/2016

Issued By

BKBSADMIN
BKBSADMIN
VPADM

RAZADMIN

TADM

Service Status Actions
000 Retract
000 Retrac
000 Retract
000 Retract
o  ( 0 Retract

The Service Status displays the number of tasks with each status (Not Submitted (red), In

Progress (yellow) or Completed (green)).

If required, select the Include AdHoc Tasks check box to also list ad hoc tasks.

If required, to display tasks for a specific service:

a. Click the Service search button to display the Select Service dialog.
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Please select a service

Frovider: a

Administration

b. Click the Provider drop-down. If required, enter one or more characters of the provider name

to limit the providers listed.

Select Service

Please select a service

Provider:

'SW Select Service .
re| Q]|
Reg Provider K

Reg Provider 2

c. Select the required provider to display a list of services.

Select Service

Please select a service
Provider: 3 Peoridec
Service:

| iy tunded servics
=y non lunded service

== service 3

d. Choose a service and click the OK button.

Click the task Name hyperlink to display the Task Details page.

Task Details
Mg Task P2 267 N1 - " Template

EEIT  Service: Reg Provider-Reg funded servce | Q Chear

Pravider Sarvies Funsded Sarvies Type

Childmindes

3 c=m

Staeus

Service Detail
EYBES-421 - ¥ 'mwy's Better Start Template

Provider Service Funded Service Type
Proaden Provaiar - Braakdast Clubs Ereaktass Cluts

Mame Date of birth  Aspect Status Status Description

7D Chikd msching panding - New chid

Chid matching pirading - New chid 08

Click the Service hyperlink to display the Service Detail page with the Results tab selected.

If required, select the Portal Back Office — Unmatched Children tab to display a list of

unmatched children for the most recent import.
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NOTE: Only the current import unmatched children are listed. Previous submissions for the same task
are not displayed even though they are shown in the Portal Back Office.

Service Detall

Provider

Providess
Hame Date of birth
John, 1 OO 00

Service

Provider - Broakfast Clubs.

Gender File Name

0000 M

EYBS-421 - Tem « Better Start Template

Funded Service Type

830_BETTERSTART_67-468-51_D6MOZ016-09 134T xml | DENOR01E 09 13:47

Breakfast Clubs

File Creation Date/Time  File Import Date/Time

DESTNTONG O 13 49

Status

If required, select the Import Log tab to display the log of import activity.

EYB5-421- "mm

Provider
Provisers

tai b
Activity
Type User
IMPORT TBSU
IMPORT Tesu
IMPORT TBSU
IMPORT TBSU
IMPORT TBSU
IMPORT TBSU
IMPORT TBSU
IMPORT TESU

Service Detail

1 Better Start Template

Service

Date and Time

Funded Service Type
Provider - Breakfast Clubs Breaktast Clubs
Activity Detall
EYBS-421-"4% Betier S1an Tempiate / Providers - Provider - Breakfast Clubs / Lakesde Centre 520-

06102016
09.13.59

OEMOZ016
091358

DENO201E
091359

06102016
091354

0BMU20E
051359

Submissson for EYBS_SUBMISSION_ID. 51 created

Resull records status - nol malched (5) from 1 childven, record cound (5)

Submissson data creation coped

Reporting calummns update finshod

Submisseon data creabon completed

Task servce status updated to SUBMITTED

Resull rocords status - not matchod (5) from 1 chuldren, record count (8) . B28 Chld Impoart job 15 quesed . (Queusld. S26768a4-89%9a-41ab

Sdbf-5e42c2603074)

Thete is v B2B Child Impert Job,

Retracting a Task

If required, the task can be retracted. Retracting a task prevents any further action on that task
by service providers. Data that was submitted before the task was cancelled is still imported into

One.

Select Better Start | Tasks to display the Tasks page listing all tasks that have been issued.

Tasks

Create Task

Service:

Name

EYBS-245-Assessment-2 - BKI

3.main - v_temp
_agemap assessment -

Assessment Test -

Q

Include Adhoc Tasks

EYBS-245-Assessment1 - BKBS Template1

Created ¥ Deadline ¥ Issued By
BS Template1 29/09/2016 13:44:47 05/10/2016 BKBSADMIN
29/09/2016 13:36:45 08/10/2016 BKBSADMIN
29/09/2016 11:51:09 30/09/2016 VPADM
_template age map 2970972016 11:13:16 30/09/2016 RAZADMIN
Better Start Template 29/09/2016 11:05:38 30/09/2016 TADM

Page 10f2 n 2 | Next>>

Service Status Actions
000 Retract
Q000 Retract
000 Retract
000 Retart
000 Retract

Click the Retract link to display the Retract task dialog.

Enter a Reason for retracting the task.
Click the Retract button.
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Introduction

Administration

The Messages option is used to compose messages to providers or services and to view a log

of messages sent. It is selected from the Better Start menu.

Viewing Sent Messages

This page is displayed when you click the OK button on the Messages Sent dialog or select
Better Start | Messages. The number of Messages Sent is displayed and, for each message,

the Subject, Date Sent and Sender are displayed.

Sent Messages

Compose Message Moduie Type: Bemner Stan ~
Subject Date Sent Sender Recipient(s) Message

Placement ref tieterences] - Approved DENO2016 11:16:50 Admantest

1410 Admantest

0411072016 13.53.47 Better $1an Admin

To view the recipients of a message, click the View Recipients link to display the Recipients

page.

Recipients

Subject Date Sent Sender
Placement referente [$SPIacementReterence$s) - Approved DEMOI2016 11:16:50 Admintest
Provider Service Status

Proviger Service_Funded = Unread

To view the message, click the View Message link to display the View Message page.

Composing a New Message

1. Select Better Start | Messages and click the Compose Message button to display the

Compose New Message page.

Compose New Message

L0 Sorviceds) ]

Use Template Pluase Solect a Template

Attachment [ Browse. Clear
Subfect

Massage - ae|3@ |8 s | =Sk QET How 15 Format

2. Click the To button to display the Select Message Recipients dialog.
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Select Message Recipients

Name s [ searct e .

S Raals Provider Service Funding Type Service Type
-

viders Prasador - Braakiast Clubs Broakfast Chubs

Selected Services

Enter a full or partial provider or service Name and click the Search button to display a list of
matching services in the Search Results. Alternatively, select a service group from the Service
drop-down. Refine the search further by applying a Funding Type or Service Type filter.

NOTE: Only active services are listed.

Select one or more services to display the service name in the Selected Services box.
Alternatively, click the Add All button to select all of the services found.

After selecting all required recipients, click the Continue button to display the Compose New
Message dialog.

Compose New Message
~ P Provvier - EYService  EvProvidert E¥Servicet L EYProvder) Y Servce3
s serviceis)

Use Template Please Salect 3 Template

Atachment Browst: Clear
Subject

Message: o0 |[JE|m s |EERE(QAT o P

Select a message Template to automatically complete the Subject and the Message. If
required, edit the text in these fields.

If required, click the Browse button to select an Attachment.
Click the Send button to display the Message Sent dialog.
Click the OK button to display the Sent Messages page.
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Introduction

Administration

Service groups enable you to process several services together when creating tasks, composing

messages or generating reports.

Creating a Service Group
To create a new service group:

1. Select Service Groups from the Better Start | Administrator menu to display the Manage

3.
4. Click the browse button to display the Select Services for Group page.

5.

Service Groups page.

Manage Service Groups

Name Service Count

Create Service Group

Manage Service Group

Name - ,

Enter a Name.

Select Services for Group - Service Group 2

Hame o
Search Results Frovider Jorvice
Providers. Provder - Breakfast Clubs
Providers
Praviders
= Oravidess
=5 Providers
Providers = service
Prowdert ARCDEL INTG Provider Senice
Providert ARCDEL INTG Service?
Provider2 ARCDEL Service!
Boweiowen Lower School Maintained Nursery Schools/Cla

Selected Services

Funding Type

Funded (T)
Funded (T)
Fundad (T)
Funded (T)

Funded (T)

Service Type

Ereaktast Clubs

Chadmander
Chddminder

Cheldmander

Extendod Play Group
Chddminder

Combined Nursery Centre
Breakdast Clubs

Maintained Nursery Scheols/Cla

If required, to filter the list:
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a. Enter one or more characters of the Name and click the Search button to display matching
services.

b. Select a Service, Funding Type or Service Type from the drop-downs.

Select one or more check boxes adjacent to the required services to add them to the Selected
Services box.

Alternatively, click the Add All button to add all of the displayed services to the Selected
Services box.

Click the Continue button.
Click the Save button.

Displaying a Service Group

Select Service Groups from the Better Start | Administrator menu to display the Manage
Service Groups page showing the Name and number of services in each current group.

Manage Service Groups

Hame Service Count

Click the Name link to display the Manage Service Group page with the current list of services
in the group.

Manage Service Group

Name * s 8G2

‘Husmbibe Ho Mursery . Full Day Care § Church End Lower School - Full Day Care EYProvigen - EYServicet 1 EYProviderd - EYSénviced

=

Updating a Service Group
To add new services or remove services from a group:

Display the required service group. For more information, see Displaying a Service Group on
page 32.

Click the browse button adjacent to the list of services to display the Select Services for Group
page.
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Select Services for Group - Service Group XYZ

Nams ’ :-_‘:': _. k : n

Search Resulls Provider Service Funding Type Service Type
o Provder Serncel Funded {T) Chikdrmirder

Lowsr School Maintaned Nursery Schools/Cla Funded (T} Maintained Nursery Schoals/Cla
Nursery Full Dy Care Net Furded [F)

End Lowas School Full Day Care Funded (T}

disdisd! Funded (T}

Funded (T}
& EYProvider Funded (T}
Y EYProvdert Funded (T}

& EYProviderd Funded (T}

Lousse

Mot Funded [F)

L vProvide £ Sorvce T EvProvdert - Servcet X EYProver - EYservices

3. To add an additional service to the group:

Selected Services

a. If required, enter one or more characters of the Name and click the Search button to display
matching services.

b. You can also filter the list by selecting a Service, Funding Type or Service Type from the
drop-downs.

c. Select one or more check boxes adjacent to the required services to add them to the
Selected Recipients box.

Alternatively, click the Add All button to add all of the displayed services to the Selected
Services box.

Alternatively, to remove a service from the group, deselect the adjacent check box or click the
Remove All button to remove all selected services.

4. Click the Continue button.
Click the Save button

Deleting a Service Group

1. Display the required service group. For more information, see Displaying a Service Group on
page 32.

Manage Service Group

Mame * #  BG2

Church Enid Lowsr School - Full Doy Gare

=

2. Click the Delete button to display a confirmation dialog.
3. Click the Yes button.
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Configuration

The Better Start Configuration page enables the Local Authority to specify what data to collect
via the Provider portal and whether the My Reports tab is enabled on the provider's home page.

Better Start Configuration

General Configuration

Configuration Key

Each Configuration Key has a Configuration Value set to either On (to collect or enable this

information) or Off, (to not collect or enable this information).

NOTES: If the middle name or SEND status is collected via the portal, they are passed through B2B with
the other details of the child.

To update the Configuration Value:

1. Select Configuration from the Better Start | Administrator menu to display the Better Start

Configuration page.

2. Click the Configuration Value button adjacent to the required Configuration Key to change

the value.

3. Click the Save button.
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Completing Assessments

04 ‘ Completing Assessments

Introduction

This chapter describes the process that the service provider follows to complete tasks assigned
to them, entering the required assessment data. The provider enters the results and submits
them. The results for matched children are imported straight away.

Unmatched children are processed through B2B and displayed in the One v4 Online Portal Back
Office. When a child is added or matched in the Portal Back Office, a Better Start import process

is scheduled to import the results for child.

More Information:
For information regarding using the Portal Back Office, refer to the One Portal Back Office handbook.

Provider Portal

# Home Sell Updale = EPM Headcount Two Year Old Funding = Admmistraton

& Better Star User - ® Sign out

Welcome to the Provider Portal

Below, you will see a vast range of services available to you. If you have two year old
children to approve. Click on the Two Year Old Funding icon to approve. If you have
headcount information to submit. Click on the Headcount icon to submit.

74

Better Start Education Plan Headcount Self Update
Monitoring

Self Update - Two Year Old
Admin Funding

Viewing Tasks

When the service provider logs onto the Provider Self Service portal and clicks the Better Start
button, any outstanding tasks assigned to services to which they have access are displayed in

the My tasks area of their home page.

= My tasks &= My messages @ My reports
o

Add Adhoc A ment q
4 S You don't have any messages yet.
Stan an adhoc assessment
MESEARES 5enl 10 you Wil be desplayed hene
S Assessment - SR Better
Start Template Edited bal not yet
+ submiled,
s BTOVIQES . e Provider . e Adhoc Assessmant

Chubs

Q. View all tasks

1. If required, click on the task to display the Assessment details.
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+ Assessment 2 - Tik'y Better Start Template
Bl Providers

1am-m
Enter Details

Plaasa identify the children for which the assessment will be complated

T Add Child

"= Provider - Breakfast Clubs  Age range 0-72 (Menths)

»3 Children

< Choose Children

Forename Surname Date of birth Age (in Months) User Defined Groups
Child Dddd 01/o2/2011 68
Lo - = 24/04/2011 65
Trags Brownings 24/04/2011 &5
Mext »

3 Rosults 4 Submit
Enter Dela Submit Assessment

Status: Not Started Adhoc Assessment

Include In Assessment

Alternatively, to view all tasks assigned to the provider:

a. Click the View all tasks link to display the My tasks page.

= My tasks

Task

Q

For +

Enter Criteria

Pleasa enter your search crileria above then click Search

Status =

Current

b. If required, enter a partial Task name, provider or service name or select a Status.

c. Click the Search button to display a list of tasks.

= My tasks

Adding Child-BS-3 - BSTemplate1
BK Provider? - BK2-FDC

Result populate in V4 client -2 - BSTemplate1
BI Provider2 - BK2-CM1

Result populate In V4 client -2 - BSTemplate1
BK Provider2 - BK2-FDC

Edit child -1 - BSTemplate1
BK Pravider? - BK2-CM1

Restrict PP data for different provider -2 . BETemplate1

BB B B B P

BK ProviderZ - BR2-ChM1

Displiaying all 5 items

i Cument
Edited but not yet submitted,
Due Today
Submitted,
[Due Toda
Submi ]
Due Toda
Submittod,
Dus & days

Edited but not yet submitted,
Dus 5 days

b

§i

d. Select the required task to display the details.
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Adding Child-BS-3 - BSTemplate1  status: Earted but not yet submitied |

BK Provider2 BHK2-FDC  Age range 1-60 (Months)

1 Children

Choose Chaldren
PFieasa idantify the children for which the assessment will be compieted
.

Forename  Surname Date of birth  Age (in Months)  User Defined Groups Include In Aszessme nt [
Aachildl Test 30/10/2014 3 BS1
Bbchild2 Test 02/01/2015 0
Mkchild Test 15/06/2014 i g

Mhchild2 Test 27/08/2015 13

Mkchild3 Test 121172003 34 ol

Completing an Assessment Task

To complete an assessment task created by the Local Authority, the provider must choose the
children to be included in the task and then enter their results.

Click on a task to display the Children grid. For more information on opening an assessment
task, see Viewing Tasks on page 35.

+ T ims't Assessment - [kl Better Start Template

= Providers 00 Provider -sfesss=m= (=mm  Age range 0-72 (Menths)

1 Emer petats Choose Chisdren
Pleass identify the children for which the assessment will b= completed
T Add Child
Forename § Surname $ Date of birth Age (in Months) ¥ User Defined Groups Include In Assessment
Child Dddd o1/02/2011 L] ~
04/05/2014 9 W
24/04/2011 &5 W
24/04/2011 55 i

NOTES: The grid is pre-populated with information from One Early Years relating to children associated
with the service. Additional children can be added and children can be deselected if they are not to be
included in the assessment.

If required, enter two or more characters of Surname to filter the list.

If required, click the Add Child button to display the Add Child dialog and add a child to the list.
For more information, see Adding a Child to the Assessment on page 38.

If required, enter a User Defined Group against a child. This can then be used to group
children for reporting purposes.

If required, deselect the Include In Assessment check box against one or more children.
Alternatively, click the Toggle button to select or deselect all of the displayed children.

Click the Next button to display the Results grid. If a provider has entered data in the past for
any of the aspects on the assessment template, the grid is pre-populated with these results.
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+ Tusey's Assessment - Tusay's Better Start Template

ew Providers s Provider - Breakfast Clubs  Age range 0-72 (Months)

o e . & 5 Resus
Enter Detals Choose Children Enter Data .
Groups od

Child ¥ DateOfBith ¥ AgeinMonths ¥

Assszsment Date.Y ENREAD STREN..” A:GCE-AS DANCEY. KS&2: MATHS FINE =
qreater o equal greater or aqual greater or equal

ess of equil less or equal ks or equal

121201 68 041102016 B8
/201 29 0411002015
412011 5 04110:2015
24104/2011 5 041102016 (]
< >

7. If required, click on the drop-down on a column heading to display the options. You can sort by
the column, hide it or pin it to the left or right of the grid.

8. If required, filter the grid by entering one or more characters in the filter box beneath a column
heading.

9. Enter the required results data in the grid.
10. Click the Save button.

11. If required, click the Download button to export the assessment grid and save it in Microsoft
Excel format.

12. Click the Next button to display the Submission Declaration.

4+ Submission Declaration [ Statun: Coited but ot yot subemitied J Achoc Assessmen )

S Providers B Provider - Breakfast Clubs ~ Age range 0-72 (Months)

4 Assessment 5 Chidren 5 Resulis y 4 Submit
Enter Detals Choose Children Enter Data Submit Assessment

Submission Declaration

confirmation

I confiem that ail the information | nave provided is comect to the best of my knowlenge and that | have consent 1o send this aata to my Local Auhority

13. Click the Confirm button.

Adding a Child to the Assessment

A child that is not listed on the Children panel, but is included in the assessment can be added.

NOTE: When a new child is added through the Better Start portal, they are matched or added in the
Portal Back Office. If their school history overlaps the term end date, they are displayed on the
headcount grid in Early Years Headcount. These children may or may not be funded. To enable
providers to identify children who are not funded, changes have been made in the Early Years
Headcount portal.

More Information:
For information regarding Early Years Headcount, refer to the One Early Years Headcount Provider
Portal handbook available on the One Publications website (www.onepublications.com).

1. Display the required assessment details and click the Add Child button. For more information
on opening an assessment task, see Viewing Tasks on page 35.
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Add Child

Please enter the child's forename and surname

Forename | & a

Surname £ b

Enter a Forename and Surname and click the Next button.

NOTE: If the name is longer than the field allows, the child needs to be added by the Local Authority via
the v4 Client. A message is displayed. The message can be configured in the Provider portal via
Administration | Text Customisation. For more information, see Customising Text on page 3.

If the child already exists on another assessment or headcount, the Child Found page is
displayed. To add the child to the assessment, click the Select button.

Alternatively, the Add Child page is displayed to add the remaining child details.

Add Child

Forename # | A x

Chilfs legal forename

Date of bifth {dd/mmiyyyy)

Ethnicity =

First Lanquage @

SEND Stalus @

655 please enler i posicode and chck Find AJOress’ 17 e adaress ts not tisted Thn type i COMect aoaness in ihe boxes provided. If you 0o nol Know the

Fostcode - L

* Required field

=

NOTE: Middle Name and SEND Status are only displayed if the Local Authority administrator has
selected this option via the Better Start Configuration page. For more information, see Configuration
on page 34.

If required, enter Middle Name.

Select Gender and enter the Date of Birth.

Select Ethnicity and First Language from the drop-downs.
If required, select SEND Status (Lookup Table ID: 0608).

Enter a full or partial Postcode and click the Find Address button to display the list of matching
addresses.

Select the required address to display the address details.
Alternatively, click the Enter Address Manually link and enter an address.
Click the Save button.
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Adding an Ad hoc Assessment

An ad hoc assessment can be added for any of the providers to which you are linked.

# Home  SefUpdates EFM =  Headcoun! =  Two Year Old Funding=

=9 My tasks

You don't have any tasks yet

Tasks assigned 1o you by the local authory will be shown here.

Add Adhoc Assessment
+ S1an an adhot Assessment

= My messages

You don't have any messages yet

Messa0es Sent 10 you will be dispiayed here

[& My reports

Provider Portal

1. Click the Add Adhoc Assessment button to display the Create a New Adhoc Assessment

© N o o bk~ D

page.

|~ Create A New Adhoc Assessment

Assessment Title *

Age Range of Children
(Months) +

Attainment Template * Please select

Age Calculation Date * ==

Please identify the service to which the assessment will be linked.

Provider Anu Providers

Service @®  Anu Provider - Breakfast Clubs
(O Childminder
o Childminder
(O Childminder

) Childminder

) Anusenvice

Next »

»1 Assessment 2 Children 3 Results 4 Submit
Enter Details ‘Choose Children Enter Data Submit Assessment

Enter an Assessment Title.

Enter an Age range of Children (Months).

Select an Attainment Template from the drop-down.

Select an Age Calculation Date.

Select a Provider from the drop-down list of providers.

Select a Service.

Click the Next button to display the Children grid.
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+ L&#dy 1 - iy s Better Start Template

Fesmy Provider - manage Access

) Children
< Choost Chidren

Please dentify the Childeen for which the assessment will be completed.

"y Service 1 | Age range 12-24 (Months)

Age (in Months) &

User Defined Groups

Next v

St ot i 8 havoc Assossmeni

Include In Asseszment 5

Click the Add Child button to display the Add Child dialog and add the required children. For
more information, see Adding a Child to the Assessment on page 38.

Click the Next button to display the Results grid.

Viewing Messages

The My Messages panel is displayed on the provider's Home page with a list of messages sent

from the Local Authority administrator.

Provider User viewing task
craated by LA3 -
®e_Template
Beion Providers - be
Breakfast Clubs

Mot Started,
Due 5 days

Provider - & View all messages

B My tasks = Mymessages [3 My reports
+ Add Adhoc Assessment Placement reference
Start an adhoc assessment [$5F $5] - App

This is confirmation that the s

Click on a message to display the details. Alternatively, click the View All Messages link to

display the My Messages page.

= My messages

Subject ¥

Placement reference [$5PlacementReference$S] - Approved

Received ~

If required, click on the Subject or Received heading to sort the list.

Click on a message to display the detail.

£4 My messages

@ Back

Placement refe

[35P! {Reference$s] - Approved

This is confirmation B ke

= e e e ol el —

o' -l o i

s | b e e il P e pde Sl B g ea | e

OE102046 11:14

» e T el

If required, click the Delete button to delete the message.
Click the Back button to display the Home page.
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My Reports

Introduction

Providers can run new reports and view completed reports for children that are currently
attending or have previously attended one of their services.

In addition to the reports provided, the Local Authority can place their own custom Crystal
Reports in the report repository. These reports are then available for providers to access from
the My reports panel.

The My reports panel is only enabled on the provider's home page if the Configuration Value
is set to On via the Better Start Configuration page, as displayed in the following graphic:

Better Start Configuration

General Configuration

Configuration Key Configuration Value a

OFF

For more information about Better Start Configuration, see Configuration on page 34.

More Information:
For information regarding creating Better Start reports, refer to the Technical Guide: Developing Better
Start Reports available on the One Publications website.

Provider Reports

The following provider reports are included:
m Average Attainment by Cohort

m Count of Children in each Band

= Child History Report

m Child Progress Report

m Child Summary Report

= Child Summary Report by Group.

Viewing Reports
To view a completed report:
1. Select the My reports panel to display a list of reports that have been run for the provider.
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My messages My reports

+ Run A Report
Schedule a new report to be created.

Child History for D
= Providers - === Provider - Breakfast Clubs
= Better Start Template, Child Dddd (M)
01/02/2011

Count of Children by Band

= Providers - = = Provider - Breakfast Clubs
All Groups, All Assessments, 01/01/1990,
31/12/2050, 0, 72

Average Attainment by Cohort
g test report
"2 Providers - Provider - Breakfast Clubs
All Groups, All Assessments, 01/01/1990,
31/12/2050, 0, 72

View all reports.

Child History Report

Completing Assessments

2. Select the required report or click the View All Reports link to display the My Reports page
with a list of available reports and the dates they were created.

3.

4. Click the PDF icon to display the report as a PDF.

&= My reports T
Description ¥

. Child History Repart - Child History for D
omy Providers - v Provider - Breakfast Clubs
Wiy Better Start Template, Child Dddd (M) 01/02/2011

. Count of Children by Band
e Providers - s Provider - Breakfast Clube
All Groups, All Assessments, 01/01/19%0, 31/12/2050, 0, 72

. Average Attainment by Cohort - test report
= Providers - == Provider - Breakfast Clubs
All Groups, All Assessments, 01/01/15%0, 31/12/2050, 0, 72

Created -

Yesterday 14:46

If required, enter text to filter the list or click on a heading to sort by Description or when
Created.

Alternatively, click the report description to view the Report Completed page for the selected
report.
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|#* Report Completed - Child History Report

1 Report 5 Detail 3 Processing » 4 Result
Select the report Enter parameters The report nins View the report

The report has completed processing and can be viewed by clicking on the link below.

Processing Status hd
Report Submitted:  Today 0920
Run Status: The repart ran at 26/10/2016 092040
Summary of the submilled report v
Provider Service: Anu Providers - Anu Provider - Breakfast Clubs
Report Chosen: Child History Repon
Description: Child History for D

Summary of Parametera: Tracy Better Start Template, Child Dddd (M) 01/02/2011

s View Report B Remove Report

Click the View Report button to display the report.

CAPITA @ Child History Report

Ew=y Provider . Breakfast Clubs « &=y Providers

Name: Child D Template: == § Better Stan Template

Assassment Dates:

Aspact: 20102016

AQA 346005 Result Mark =0

CAS Ph Matter Physical Chang

Health:

Insaginative

Listoning and Attentian

Making Rekationships

Managing Feslings
Media Material

Moving and handsing

Puople
Reading

Self Confidence

Shapes
Speaking
Technology

E
3
3
2
1
1
1
1
HNumbers. 7
1
1
2
3
2
3
3

Understanding

gt Garmtated. THIINIE 320,41 Fagetoi2

Running Reports
To run a report:
Select the My reports panel.

B My tasks = Mymessages [@ My reports
L]

+ Add Adnos Assesamaent + Rusn & Report
St an ados Assesseanl SehoaLin & new Fapart £ B crosted

Asgeszment 2 . Wiy Better Start Template - .
+ o s . You don't have any repors yet.
oy PrOGIs - Sy Provices - Brosktas] Chibs. Asseasmeny
FRpOnS you Fun Wil D3 BpaTyed N
Post Check . S B - Seegy Better Start
+ Template
Bumbie Bee Nursery - Ful Day Core

Click the Run a Report link to display the Run a Report page.
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Run a Report

Please choose the report which you would like to run

Report Cholce - =

Please identify the service for which the report will be run.

Provider B Providers

Service @ S Provider - Breakfast Clubs
) Childminder

O = service

MNext »

If you would like more information about the content of these repors, please contact your local authonty

»1 Report 3 Detail 3 Processing 4 Result
Salact the repart Enlar paramaters The repart nns. View the repart

Completing Assessments

Select a report from the Report Choice drop-down. A description of the report is displayed

beneath the report name.
Select a Provider from the drop-down.

Select the radio button for the required Service.

NOTE: Only active services are listed.

Click the Next button to display the Report Parameters page.

|~ Report Parameters - Average Attainment by Cohort

| Report »3 Detall 3 Processing 4 Result
Select the repoit < Enler paramelers The repart runs View he report
[ w

Report Format - PDF - Portable Documant Format

Give your report a description =

Phaase provider the lollowng parameters required by the report,

Result Date from * i ovo11980
Result Date to* i) 31/12/2050
Age on Result Date from (months) - & |0
Age on Result Date to (months) - # | T2
User Defined Group* & | All Groups

Warning: No groups ware found

Type of Assesament * & Al Assessments

Next »

Select a Report Format.
Enter a description.
Enter the report parameters.

Click the Next button to run the report and display the Report Queued screen.
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l# Report Queued - Average Attainment by Cohort

Please wait while the report is being processed, this may take some time. You may leave this page at
any time, the report will continue running and can be seen in your 'My Reports' area.

Processng Status

ﬁ Report Submitted:  Todsy 1446
b Fun Status: The raport is in o quous for processing at postion - 1

Simmary of the submitiad rapont

Provider Servce: s Providers - = Provides - Breekiast Clubs.
Report Chosen: Aweraga Attanment by Cohor
Description: test report

Summary of Parameters: Al Groups, All Assesemerts, 01011990, 31122050, 0, 72

m e By — 8 Canvel Exocution

When the report has completed, the Report Completed screen is displayed.

|~ Report Completed - Average Attainment by Cohort

1 2 Detail 3 Processing
Salect the report Ender parametars. The repost runs.

The report has completed processing and can be viewed by clicking on the link below.

Procossing Status

Report Submitted:  Today 1446
Run Status: The report ran at 25102046 14-47-00
Summary of the submitied report w
Provider Service: S Prowiders - s Provider - Breakfast Clubs.
Report Chosen: Awerage Attsinment by Gehort
Description: test report

Summary of Parameters:  All Groups, All Assessments, D1/01/1990, 311272050, 0, 72

EAac & Remove Roport

If required, click the View Report button to view the report.

CAPITA @ Average Attainment Report

&= Provider - Breakfast Clubs - & Providers

Average attainment level in each EYBS area

g
ﬂ_=n 100
-
= 80
= [:11]
$
g 40
g 20
g P > @ &
S } & o .
= TS ‘ée»“‘{;ﬁ &SI Qé*"‘&@“’é e
S T B F T CTE &9 S
@ S O & “
q-"?éic' @&*&“ﬁ o
o
o

Aspects

Resul Date: | 01/01/1990 1o 31/122050 | Age en 0% 72 montts |

Bepon Generated: 21GIE el Pageiofs
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05 ‘ Glossary of Terms

Aspects

Aspects are a method of defining the criteria for measuring performance. They are used in
PULSE to hold results against a student.

Marksheet

A marksheet is used in PULSE to present and manipulate a set of results for a group of aspects
and a group of students. A marksheet can only be associated with one template.

Assessment Template
An assessment template is used to define the set of columns displayed in a marksheet.

Result Set

A result set is a mechanism for grouping a set of aspects (results) together to enable their bulk
import/export and analysis.

Service Group

A service group is used to process several services together when creating tasks, composing
messages or generating reports. They are set up by the Local Authority administrator.

User Defined Group

User defined groups are used by providers to group children together for reporting purposes.
They are set up by providers when completing assessment tasks.
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