Activities
Creating an Activity

Prerequisites for Creating an Activity
V3: Users MUST be mapped to a PERSON on the One database (usually themselves)
Create POSTS - Tools | Team Structure
Add USERS (Caseworkers etc.) to POST
Create ESTABLISHMENT(S) - Tools | Team Structure
Add POST(S) to ESTABLISHMENTS
Create SERVICE TEAM(S) - Services | CSS Team Administration. Link SERVICE TEAMS to ESTABLISHMENTS
Populate LOOKUPS for use when creating Activities (these can also be added "on the fly")

Create an Activity
1. Access Activities from Links (Student, Person or Involvements) or Home Page | My Activities
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5 & 6. Choose
Focus(es) and
Target Group(s).

7. Enter any of
these as
necessary.

8. Enter time
spent on each
phase. Totals are
updated
automatically.

9. wAdd, Edit
or ¥ Remove
Linked Activities.
An Activity with
Linked/Recurring
Activities is a
Main Activity.

10. Click the (@
Recurrence icon
in the task bar to
create a recurring
sequence of
Activities.

11. %Add, HEdit
or ¥ Remove
Linked People.
The Activity
Owner is linked
automatically.
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page.

Up to six categories may be displayed - Follow-Up,
General, Onsite, Preparation, Support Time and
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Mandatory categories are indicated with a red box.
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A Linked Activity cannot have the Activity
Owner, Service Team or Dates changed.

It also cannot have other Activities linked to it, or
have Recurrences or Linked People added.
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4, E Save your new Activity. You can now click on the % Results Organiser icon in the task bar to link the
Activity to Results Organiser.

@ Other Useful Reference Guides:

B Activities_Recurring Activities L]
B Activities_Activities and Linked People u
B Activities_Activity Calendar

Activities_Link to Results Organiser
Services_Service Teams
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