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Contacting the Service Desk

You can log a call with the Service Desk via the Customer Service tool available
on My Account.

Providing Feedback on Documentation

We always welcome comments and feedback on the quality of our documentation including
online help files and handbooks. If you have any comments, feedback or suggestions
regarding the module help file, this handbook (PDF file) or any other aspect of our
documentation, please email:

onepublications@-capita.co.uk

Please ensure that you include the document hame, version and aspect of documentation
on which you are commenting.
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Overview

Ol ‘ Overview

Introduction

Education Plan Monitoring (EPM) enables local authorities to manage business units, school
support visits, plans and associated costs.

Using EPM Provider Portal

EPM Provider portal includes the following features:

Business Units

A business unit can be marked as a traded service and it is possible to record an email address
and phone number for the business unit. For more information, see Administering Business
Units on page 22.

Service Level Agreement/Base Association

SLAs for EPM are maintained in the v4 rich Client and can be associated to one or multiple
bases within the portal. The School Support Visit record can be linked to the SLA for the visit
cost calculations. For more information, see Administering Service Level Agreements on page
93 and Adding Costs for School Support on page 68.

Additional Questions and Answers

In EPM Provider portal, Questions and Answers perform the same function as UDFs in v3. This
functionality is available in the Plan, School Support Visits, and School Support Costs areas of
the EPM portal.

NOTE: UDFs in v3 will not be visible in the portal and will not be translated to additional questions.

For more information, see Setting Up Additional Questions on page 51.

Base Finance Reference Code

This feature enables the capture of a reference humber for an external system, so that invoice
details can be exported and matched to the correct base in an external financial system.

Within the EPM Provider portal, users can store a reference number against a base and change
it, delete it, view it as necessary. The number is used for reporting purposes and can be
exported with other base and invoice related data. For more information, see Managing External
References on page 99.

Making a Business Unit Inactive

A business unit can be made inactive if not in use and no longer required. It can be made active
again in the future, if required. For more information, see Updating Business Unit Details on
page 25.

One Education Plan Monitoring Provider Portal Handbook -
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Making a Fee Code Inactive

A fee code can be made inactive in the EPM administration area so that it is no longer displayed
in the school support area. For more information, see Editing a Fee Code on page 46.

Parameter Driven Reporting

The Provider portal enables you to define parameters for EPM to generate a standard set of
reports. The parameters are Base, School Support Staff, Activity, Business Units and Dates.

A set of standard Crystal reports provides templates to help report designers.

For more information, see Managing Reports on page 85.

Enhanced Calendar

A calendar control in the Provider portal enables school support visits to be displayed based on
the dates for which they are recorded. The calendar control is an intuitive tool, giving the daily,
weekly, monthly and yearly view. For more information, see Managing the Diary for School

Support on page 63.
ACL Security

The person and school support staff searches in Provider portal respect Access Control Level
security.

One v4 Client

The following functionality in One v4 Client enables EPM to be used in the Provider portal. For
more information, see Setting Up in v4 Client on page 11 .

Standard Lookups

The EPM module standard lookups are available in EPM Provider portal and should be
maintained in the v4 Client via Tools | Administration | Lookups.

Defining EPM SLAs

EPM Service Level Agreements (SLAS) are maintained in the v4 Client. The SLA cost can be
stored either as a value or a percentage and, depending upon the requirement, it can be used to
calculate school support cost. For more information, see and Administering Service Level
Agreements on page 93 and Adding Costs for School Support on page 68.

Financial Year

New financial years must be set up in the v4 Client. For more information, see Setting Up a New
Financial Year on page 17.

To maintain historic financial years defined in v3, an enabling script must be run to bring the
data from v3 to v4.

More Information:

For more information, refer to the Technical Guide: Deploying and Configuring EPM for Local Authorities
on the One Publications website (www.onepublications.com).

Define EPM Roles
Roles are specific to the EPM module.

NOTE: Only people associated with roles (either system or EPM) can be accessed via the portal. For
more information, see Assigning a Person to an EPM Role on page 15.

- One Education Plan Monitoring Provider Portal Handbook
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Mapping a User

A user of EPM Provider portal should be mapped to either a person or a base in the v4 Client.
Visitors should be mapped to a person and a base user should be mapped to a base. For more
information, see Mapping a User to a Person on page 14 and Mapping a User to a Base on
page 15.

Auditing

Auditing for the EPM tables is done to the v4 Audit log.

Migration

For local authorities using EPM in v3, there is no formal migration. All functionality is delivered
via the Provider portal.

Scripts are provided to migrate the following historical information:
= Financial Years
® Memos.

To obtain these scripts, please contact the One Service Desk via My Account.

More Information:

For information about configuring EPM, refer to the Technical Guide: Deploying and Configuring EPM for
Local Authorities is available on My Account and on the One Publications website
(www.onepublications.com).

NOTES: The target group lookup code is not included in the EPM portal. Any historic Target groups
attached to the v3 school support record are displayed in read-only format. Amendments can only be
made via database scripts and these scripts are not provided as part of the portal delivery.

Time recorded under Other Items in v3 school support is not displayed in the EPM portal.

Teaching Quality is not included in the EPM portal. If you deselect a focus code that has a v3 teaching
quality record attached, the association between the teaching quality and the focus code is removed and
it will not be displayed on the v3 Teaching Quality screen.

What's New in this Release

Two step verification has been added to the Provider portal to increase user security. For more
information, see Setting Up Two Step Verification on page 9.

Using this Handbook

This handbook is intended for users and administrators of EPM in the Provider portal.

The first chapter of the handbook provides an overview of the new features included in EPM
Provider portal.

The second chapter covers setting up and configuring the Provider portal.

The third chapter covers managing users in the Provider portal.

The fourth chapter covers setting up in the v4 Client.

The remainder of the handbook describes using EPM Provider portal to manage:
m Business units and user codes

m School support bookings

m Plans

One Education Plan Monitoring Provider Portal Handbook -
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Reporting

Invoicing

Service Level Agreements
Evaluation.

One Education Plan Monitoring Provider Portal Handbook
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02 ‘ Setting Up and Configuring the Provider
Portal

Introduction

System administrators can define message templates, customise the text that is displayed on
the website, upload a site logo and manage configuration of the website.

More Information:

For information about configuring EPM, refer to the Deploying and Configuring EPM for Local Authorities
technical guide available on My Account and on the One Publications website
(www.onepublications.com).

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.

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.

Sign out Click the Sign Out button adjacent to the user name.

One Education Plan Monitoring Provider Portal Handbook -
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03 ‘ Managing Users in Provider Portal

Introduction

NOTE: Users are created and user permissions are set up in the v4 Client. For more information, see
Setting Up User Accounts and Permissions on page 11.

Creating a Portal User Account

To create a new portal user account, the One System 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 Accounts.

Send the log in details (user name and initial password) to the new user via email.
For more information, see Setting Up User Accounts and Permissions on page 11.

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.

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.

Logging into the Portal

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

Provider Portal

= 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.

One Education Plan Monitoring Provider Portal Handbook
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Retrieving Your User Name

If you forget your user name:

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 [~}

Enter your registered Email Address and click the Submit button.

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

Resetting Your Portal Password

To reset your password:

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

Forgotten Password

To reset your password enter the requested account details
Username &

Email Address @

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

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

Forgotien your secret answer?

Access your registered email account and open the email received.
Follow the instructions in the email to reset your password.

_ One Education Plan Monitoring Provider Portal Handbook
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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

Username- &

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.

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:

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

& - @ Sign out
Two Step Verification

Two Siep 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|

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

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

One Education Plan Monitoring Provider Portal Handbook -
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Disabling Two Step Verification
To disable two step verification:

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

a ~ O 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 fo 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

Ll 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.

More Information:

For information about configuring EPM, refer to the Deploying and Configuring EPM for Local Authorities
technical guide available on My Account and on the One Publications website
(www.onepublications.com).

_ One Education Plan Monitoring Provider Portal Handbook
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04 ‘ Setting Up in v4 Client

Setting Up User Accounts and Permissions

The association of EPM permission roles to a user account in the v4 Client enables access to
the EPM Provider portal. The permissions associated with the role control user access and
determine the tiles displayed.

The following process should be followed:
Create a user account. For more information, see Creating a User Account on page 11.

Create a user group. For more information, see Creating a User Group on page 12.

Associate the user account to the user group. For more information, see Associating a User
Account with a User Group on page 12.

Assign business processes to the user group. For more information, see Assigning a Business
Process to a User Group on page 13.

Assign access rights. For more information, see Assigning Access Rights on page 14.

Creating a User Account
A user account must be created and mapped to either a person or a base.

In the v4 Client select Tools | Administration | User Management | User Account to display
the User Account Enquiry page.

= 5 Chear

b 4

Click the New button to create a new user account.
=

4 Sove [ New
[ RV P ——

04 User Account Detalls ] |

Enter User Account Details. For more information on these options, refer to the Managing
Users in v4 chapter in the One System - Users, Groups, Permissions handbook.

Click the Mapped Person browse button to map the user to a person. For more information, see
Mapping a User to a Person on page 14

Alternatively, click the Mapped Base browse button to map the user to a base. For more
information, see Mapping a User to a Base on page 15.

Click the Save button.
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Creating a User Group

In the v4 Client, select Tools | Administration | User Management | User Group to display the
User Groups Enquiry page.

& Capita tme 42
Ol Focus g Teok B Windew [Tl el
G Back = W forwad -+ B Showide o dro

34 Search (Bl Collapse + &3 Clear

o e 4 Add

9 Rarnerce

] Vi

Enter User Group Details and click the Save button.

Associating a User Account with a User Group

In the v4 Client, select Tools | Administration | User Management | User Account to display
the User Account Enquiry page.

b 4

Enter search criteria and click the Search button to display a list of user accounts.

Select the required user account and click the Open In New Window button to display the User
Account Details page.

Click the Add button on the Member of Groups panel and select the required group.
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5. Click the Save button.

Assigning a Business Process to a User Group
1. Inthe v4 Client, select Tools | Permissions | User Group Processes to display the User

Group Processes Editor page.
Select the required User Group.

From the Main Business Process drop-down list, select Provider Portal.

Main Business  proyider Portal i
Processes

Mame Read Read-Write: RB&d—Wr'rte—t_!Ble‘ts Deny

[ 3 Provider Portal o
Early “'ears Pupil Premium
EPM Administrator

EPM Base

EPM Plan

EPM Reporter

EPM Services

EPM User

4. Select the required permissions and click the Save button.
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Assigning Access Rights

Access rights for each area in EPM Provider portal should be assigned to user roles as shown in
the following table:

Admin School Plan Report Invoice SLA | Eval. Mapped to:
Support INCES
EPM Administrator X X X X X X X
EPM User X X A Person
EPM Reporter X
EPM Plan X
EPM Services X X X X
EPM Base X X A Base

More Information:

RG_Permissions and RG_ACL_ACL Definition reference guides available from One Publications and My
Account.

Mapping a User to a Person

Mapping a user to a person enables appointments to be added to their Outlook calendar. For
information about setting up the link to a person’s Outlook calendar, see Setting Up the Link to
Outlook on page 16.

In the v4 Client, select Tools | Administration | User Management | User Accounts to create
a new user or open an existing user account.

Enter the User Name and other user details on the User Account Details panel.
ﬁl

[ save [5 New
[GE e EEEGURTBEtai] | 02. Member of Groups | 03, Permittecito .. | 01 User AccountDa - 7
{01, User Account Details N -
User Name P m—
User Description
Active N2 System Admin X
E-Mail Address
Domain User 1D
Telephone
Password
Mapped Person a X 1
Mapped Base a X 1
{02 Member of Groups D
User & Add
Group User Group Description
Hame ¢ Remove
2] View

Click the Mapped Person browse button to display the Person Enquiry dialog.
Enter your search criteria and click the Search button to display a list of matching people.

Highlight the required person in the list and click the Select button to associate them with the
user account.

Click the Save button.
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Mapping a User to a Base
A user who is mapped to a base, e.g. a school, will only see information related to their base.

To map a user to a base:
In the v4 Client, select Tools | Administration | User Management | User Accounts.

=|

[ Save [H New
[GEUEETREEGRTBEtaiE] | 02. Member of Groups | 03. Permitted to .. | 01, User Account Dz ~ | /7
{01, User Account Details P
'USEI Name LL\J Signature
User Description
Active v System Admin X

E-Mail Address
Domain User ID
Telzphone
Password

Mapped Person Q %

n

Mapped Base a X

{02. Member of Groups

User e Add

Group User Group Description
e 9 Remove
Bl View

Enter the User Name and other user details on the User Account Details panel.
Click the Mapped Base browse button to display the Base Enquiry dialog.
Enter your search criteria and click the Search button to display a list of matching bases.

Highlight the required base in the list and click the Select button to associate it with the user
account.

Click the Save button.

Assigning a Person to an EPM Role

To be available for selection in EPM, a person must be assigned to a role in the v4 Client via
Tools | Administration | Role Manager and the Used in EPM? check box must be selected.

& |

:'%’:.'55'!

FEgRF eyt
§aF8agag

EE

EEealiaM AR R RES |

FEFEEEGF

To assign a new person to a role:
Select Tools | Administration | Role Manager.
Select a role and click the Open In New Window button to display the Role Details screen.
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) save [ New £ People

01. Role Details

code ADVICE '}
Description Phase Advisor
Remarks
System Definsd? ¥
Ussd in EPM? v

—
Select the Used in EPM? check box to display a tick.

Used in SEN? X

[RERBIRERER] | 7. 2 ecgle Ausigned T Role 1. Rske Delais

Click the Add button on the People Assigned to Role panel to display the Person Enquiry.

£2 Person Enquiry ) e S
34 Search [E] Collapse = (5 Clear

{Person Enquiry -

Name

‘Sounds Like' Search % Include Name History %
Gender Not Specified . Date of Birth -

Person ID National Health Service
Number

Active i Deceased Not Specified
Postcode Age Range Not Specified

Base Name aQ X

Role a x

Select [B New [7] Open 4 Next 40 Previous

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

Highlight the required person in the list and click the Select button to add this person to the list
of People Assigned to Role.

Click the Save button.

Setting Up the Link to Outlook

If a user is mapped to a person, school support bookings are added to their Outlook calendar.

More Information:

For information about configuring the Outlook Calendar, refer to the Technical Guide: Deploying and
Configuring EPM for Local Authorities available on My Account on the One Publications website
(www.onepublications.com).

The link to the appropriate calendar in Outlook is via the person's e-mail address, stored in the
v4 Client on the Person Details | Contact Details panel as follows:

Select Focus | People | Person to display the Person Enquiry page.
Search for the required person.

Select the person and click the Open In New Window button to display the Person Details
page.
Select the Contact Details panel and enter an Email Address.
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Click the Save button.

Lookup Tables

Lookup tables are created and updated by the System Administrator in the v4 Client via Tools |
Administration | Lookups. The following are EPM specific lookup tables.

Table
ID

Description

Area of Use

0500 EPM Activity Status Plan | Activity

0501 EPM National Priority Plan | Activity

0502 EPM Funds Plan | Activity

0503 EPM Cost Centres Plan | Activity

0504 Responsibility/Success Outcome Plan | Responsibility/Success

0511 Invoice Prefix School Support/Booking | Edit

0816 Status School Support/Booking | Action Points

0830 SLA Type v4 Client: Focus | Services | Service Level
Agreements | Maintain Service Level Agreement

0831 SLA Units v4 Client: Focus | Services | Service Level
Agreements | Maintain Service Level Agreement

0832 EPM Related Plans Plan

Setting Up a New Financial Year

To set up a new EPM financial year:

In the v4 Client, select Tools | Year Settings | Year Definitions to display the Year Definition
Summary page.

[ Search [ Collapse =

o | Veur Type

8 Hew 3 Desete 551 Open 2% Open In bew Window 4 Net 4 Previous

BusnessProcess  WearType SlanVesr YearRarge StaiDmte EndDmle  Curen: Statva  No.of SchooiDays i Financsl vear
MSTNE  0INSENIS HDAZ0NE
EAME  GIGENIE MDAZONE

IHINE  GIOIIIE IO

BUBATOIS LGN

G
WIHTAT

IBATNE MO0 Ache
oImaREIS MWL

Click the New button to display the New Year Definition screen.

One Education Plan Monitoring Provider Portal Handbook



Setting Up in v4 Client

et

I Save

1. Vear Defnben De =

(T o Dintrom Detaiin

Durtes Process 7 :

Tear Type

St Vo

Start D -
End Duse -
war Hange

Curant S

Enter a Start Year.
Select a Start Date and End Date.
Click the Save button.

Defining a New SLA

N o g bk~ w

Select Financial from the Year Type drop-down.

Select EPM v4 from the Business Process drop-down.

Service Level Agreements (SLAs) for EPM are defined in the v4 Client and can be associated
with bases within the EPM portal. The costs associated with the EPM SLAs can be applied to

the respective school support/booking costs.
To set up a new EPM Service Level Agreement:

1. Inthe v4 Client, select Focus | Services | Service Level Agreements | Maintain Service
Level Agreement to display the Service Level Agreement Enquiry page.

34 Search @Collapse -

Code

Description

Active v

[F] Mew 9¢ Delete ] Open [ Open In New Window 4 Mesxt Previous

SLA ONE Bronze 11082017 10/08/2018
S5LAZ  SLATwo Gold Visits 01/09/2015 31/08/2016 No Yes es
men SLA Gold Visits 201212012 19122013 Yes No es
SLA3  SLA3 Gold Visits. 03/0%/2015 02/0%2016 No Yes es
SLA4 =3 foru Silver Visits 03/0%/2015 02Z/0%/2016 No Yes Yes

Code Description SLAType SLAUnits StartDate  End Date IsCSS REPM Active

2. Click the New button to display the New Service Level Agreement screen.

|E Save [ New (5 Set ACL [l Clone

_| 02, Memo | 0. Service LevelAg ~ /7

{01, Service Level Agreement N -
‘Code ]

Description

SLA Units - SLA Type o -

Mo of Units Cost 0.00

Start Date - End Date - B
Active vy Cloned »

Is EPM b 4 Is C3S o

Costin Percentage »

3. Enter a Code and Description.
4. Select SLA Units (Lookup Table ID: 0831).
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Select an SLA Type (Lookup Table ID: 0830).
Enter No of Units to be provided.

Enter the Cost.

Enter the Start Date and End Date.

Select the Is EPM check box to display a tick. Only SLAs which have this check box selected
are available for selection in EPM Provider portal.

If the SLA is required as a percentage, select the Cost in Percentage check box to display a
tick.

For example, if Cost =25, when the SLA is applied, it will be calculated as 25% of the school
support amount. For more information, see Adding Costs for School Support on page 68.

Click the Save button.

NOTE: An existing SLA can be cloned by selecting an SLA and clicking the Clone button.
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05 | EPM Administration

Introduction

The Welcome to EPM page is displayed when you login to the EPM Provider portal. This page
displays the areas to which you have access.

Provider Portal

& Admin user for EPM « © Sign ot

#® Home  EPM -

Welcome to EPM

Bk, you Will S0¢ SEVICES VAL 10 You

Click the Administration button to display the Administration page.

# Home EPM -~  Adminisiration & EFtd Admin & Sign out

L asministration

= Addilional Questions
H—

Managing Defaults

Managing Support Parameters
The default parameters used throughout EPM can be viewed and updated.

Viewing the Support Parameters
Click the Administration button on the Welcome to EPM page.

. Click the Defaults button to display the Support Parameters page.
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# Home - am aficin = a pagmn e 0

‘n’ Suppoert Parameters
VAT Parcentage:
Year (In Hrs.): - - 1700

Day (I Hrs.): * ]

Amending Support Parameters

View the support parameters. For more information, see Viewing the Support Parameters on
page 21.

If required, amend the following parameters:

m VAT Percentage: The percentage of VAT that is included in support costs. It defaults to
17.50.

m Year (In Hrs.): The number of decimal hours that is considered to constitute a year when
calculating the support cost for the Annual fee type. The default is 1700.00.

m Day (In Hrs.): The number of decimal hours that is considered to constitute a day when
calculating support cost for the daily fee type. The default is 7.50.

Click the Save button.

Administering Business Units

Introduction

A business unit can be shared or modular. If a business unit is shared, all users have access to
it. If a business unit is modular, users must be assigned to it in order to have access. For more
information, see Assigning User Access to a Business Unit on page 25.

Local Authorities can mark a business unit as a traded service, defining a contact email address
and phone number.

When a new business unit is defined, parameters relating to it are set up. Activities and users
are assigned to business units.

A business unit that is no longer required can be made inactive. This means that it is no longer
displayed, but does not require the attached sub records such as people and user codes to be
removed.

NOTE: To use EPM without using business units, accept the default EPM business unit, which has roles,
people and user codes already assigned.

Displaying a List of Business Units

Click the Administration button on the Welcome to EPM home page to display the
Administration page.
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# Home EP - AdminELanan = & EF Admin = & Sgn ou

‘ﬂ: Administration

Business Unils
a Defaulls * Administration
= Addilional Questions
H—

Manage Busmess Umnils

User Codes

2. Click the Business Units Administration button to display the Business Units
Administration page.

& Home EPM -  Adminisiration= & =PM Admin » QO Sagn o
ﬁ Business Units Administration
’ [Sa
Short Name = Hame Shared Active Traded %
Service &
458U €5 Business Unit v v e =23
Demal Demal v = EE8
Denwk Demu? v v [ action: |
o o B m
v v [lcin |
. v [ |
v v (i |
v v v [ sction |
v [her |
v v v ==
1

3. If required, enter a full or partial Short Name or Name to filter the list of business units.

4. If required, click on a column heading to sort the list.
Adding a New Business Unit

1. Display the list of business units. For more information, see Displaying a List of Business Units
on page 22.

2. Click the Add button to display the Add page.
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# Home P - Adtiministration - & tAdmin = O Sign out
585 aas

Short Name - 7

Nama ’

Phane v

Emall =

Shared *

fctive e

Traded Service

Visit Paramaters {Time Element) Open ! Close

Notes e dE e s | EERE|AdS

Enter a Short Name for the business unit, which must be unique.
Enter a Name.

If required, enter a Phone number.

If required, enter an Email address.

If the business unit is modular i.e. it is not shared by all users with the required permissions,
deselect the Shared check box so that only users associated with the business unit are able to
access its details.

If required, select the Traded Service check box.

NOTE: A traded service is one that generates income from a range of activities such as selling services
directly to users.

If required, enter Notes.
Visit Parameters (Time Element) can be selected as follows:
a. If required, click the Open / Close button to display the list of parameters.

Visit Parameters (Time Element)* Open / Close
pen/

General Applicable v
General Mandatory

Preparation Applicable r
Preparation Mandatory

Travel Applicable 7
Travel Mandatory

On site Applicable 7
On Site Mandatory

Follow Up Applicable i

Follow Up Mandatory

b. Select the check boxes for the required parameters.
Click the Save button.
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Updating Business Unit Details
The details of a business unit can be updated. This includes making the business unit inactive.

Display the list of business units. For more information, see Displaying a List of Business Units
on page 22.

Select the required business unit.
Click the Actions button adjacent to the required business unit.
Click the Edit button to display the Edit page.

® Home EPM . Asminisyaton a PM AT« Sign out

w Edit - css business unit
Shom Name
Hame -

Phane

W i N |

Email

Shared

L

Active &
Traded Service

Visit Paramaters {Tima Elemant)
Open / Close

General Applicable W
Ganeral Mandatery

Preparation Applicable L
Froparation Mandatory

Travel Appiicabie o+
Travel Mandatory

On e Applicable o
On Stte Mandatory

Fallaw Up Applicable W

Follow Up Mandatory

Hows oo | QG| B s | EERE LGS Hew ta Foemal

Change the details as required.
If required, de-select the Active check box to make a business unit inactive.
Click the Save button.

Assigning User Access to a Business Unit
User access can be set if a business unit is non-shared.

Display a list of business units. For more information, see Displaying a List of Business Units on
page 22.
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w Business Units Administration
f
Short Name & Hame % Shared  Active  Traded @y
s = Service

ADY ADY - | Actices |
AR AlZ v v | Acticen |
AP AP v [ scticen |
A0P2 A0P2 - - | Actionn |
v v L i |
2 s
. v =2
v =
v | =
v v

1

Click the Actions button adjacent to the required non-shared business unit to display the
Actions dialog.

Actions

Please choose from the following actions

& Access Confrol # People & User Codes % Linked File & Adjust Business Units # Edit

Click the Access Control button to display the Assign: User Access Control page.

‘ Assign: User Access Control & A0

Available ASEINEd

v v s =R

-

=

Arrow buttons are available to move the user codes from Available to Assigned or vice versa.

To assign a code to the current business unit, highlight the required code in the list of available
codes and click the right arrow button.

Alternatively, to assign all codes in the list, click the double arrow button.
Click the Save button.

Assigning People to a Business Unit

If a business unit is not shared, one or more people can be assigned to it. However, they must
already be assigned to a role that is assigned to the business unit.

For more information, see Assigning Roles to a Business Unit on page 37.
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NOTE: People are assigned to roles in the v4 Client via Tools | Administration | Role Manager. For
more information, see Assigning a Person to an EPM Role on page 15.

Display a list of business units. For more information, see Displaying a List of Business Units on
page 22.

w Business Units Administration
,-
Short Name & Hame % Shared  Active  Traded @y
s - Service

ADY ADY - | Actices |
AR AlZ v v | Acticen |
Ao AP v [ scticen |
A0P2 A0P2 - -
v v L i |
2 s
. v =2
v
v | =
- v v

1

Click the Actions button adjacent to the required non-shared business unit to display the
Actions dialog.

Actions

Please choose from the following actions

& Access Conirol # People % User Codes % Linked File & Adjust Business Units # Edit

Click the People button to display the Assigh People to Business Unit page. This page lists
all people who are assigned to a role that is assigned to this business unit.

# Home  EPM -  Administration - a EPM Admin - () Sign out
% Assign Peop 8 cse
Y
Assigned Te Business Unit Title First Name + Middle Name Last Hame & Rcle Code
Al ¥ A
Jessica ADM
M Jane ADVICE
" Paul MEAD
Rade AL
" Buncan HEAD
n Javed HEAD
Evan EDPS)
Wallace ADM
Banj ADM
s Michetie HEAD
n 253 ecora foend
e =
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4. If required, enter a full or partial First Name or Last Name and click the Search button to
display a list of matching people.

5. If required, filter the list of people as follows:
a. Select an Assigned to Business Unit filter from the drop-down.
b. Select a Role Code from the drop-down.
Select the check boxes for the users you want to assign to this business unit.
Click the Save button.

Assigning a User Code to a Business Unit

Activities, support types, target groups, focus codes, fee codes and monitoring codes can be
assigned to specific business units.

When user codes are created, they are automatically assigned to the EPM business unit. You
can define unit-specific lookup tables by assigning the user codes to specific business units.

For details of how to assign activities to a business unit, see Assigning Projects and Activities to
a Business Unit on page 29.

To assign support types, target groups, focus codes, fee codes and monitoring codes to a
business unit:

1. Display a list of business units on the Business Units Administration page. For more
information, see Displaying a List of Business Units on page 22.

2. Click the Actions button adjacent to the required business unit.
3. Click the User Codes button to display the Assign: User Codes page.

Provider Portal

# Home ™ - & Adm

00 Assign: User Codes

4

== =]

4. Select the required lookup type from the drop-down list and click the View button:
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0{) Assign: User Codes & s un

#  FocusCodes ! m Manage Busmess Units User Codes

Available Assigned

¥ Active M T Active i

Arrow buttons are available to move the user codes from Available to Assignhed or vice versa.

To assign a code to the current business unit, highlight the required code in the list of available
codes and click the right arrow button.

Alternatively, to assign all codes in the list, click the double arrow button.
Click the Save button.

Assigning Projects and Activities to a Business Unit

Display a list of business units. For more information, see Displaying a List of Business Units on
page 22.

Click the Actions button adjacent to the required business unit.
Click the User Codes button to display the Assign: User Codes page.
Select Activities from the drop-down.

Click the View button to display a list of available projects. Projects assigned to the business
unit have the check box selected.

Provider Portal

% Assign: User Codes

£ Axtivities i m 1 ’ View Business Unts

sk Projects

W

# & CYPP

Select the required check box.
Click the Save button.

Viewing User Codes for a Business Unit

User codes can be assigned to specific business units. This enables unit-specific lookup tables
to be used. The user codes assigned to the business unit can be viewed as follows:
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1. Display a list of business units on the Business Units Administration page. For more
information, see Displaying a List of Business Units on page 22.

Click the Actions button adjacent to the required business unit.

Click the User Codes button to display the Assign: User Codes page.

Provider Portal
# Home EFmM~- & Adein | M- & sen

00 Assign. User Codes ®EPM
' Please sebect-

Avaiabie Assignad

== E

4. Select the required lookup type from the drop-down list and click the View button:

m Activities. For more information, see Viewing Activities Assigned to a Business Unit on page
31.

= Support Type

m Focus Codes
m Fee Codes
= Monitoring Codes.

For the other types of user code, a list of Available and Assigned user codes is displayed. For
example, the following graphic displays a list of Focus Codes.

0{) Assign: User Codes & css unit

Available Assigned

¥ Active M T Active i

Deselecting a User Code
To deselect (unassign) a user code form the business unit:

1. Display the available user codes. For more information, see Viewing User Codes for a Business
Unit on page 29.

Arrow buttons are available to move the user codes from Available to Assigned or vice versa.
2. Highlight the required code in the list of assigned codes and click the left arrow button.
3. Click the Save button.
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NOTES: Teaching quality, which was available in v3, is not included in EPM Provider portal. If you
deselect a focus code that has a teaching quality record attached, a confirmation message is displayed.
If you click the Yes button, the association between the teaching quality and the focus code is removed

and it will not be displayed on the v3 teaching quality screen.

A user code that is attached to a school support or evaluation area record cannot be deselected.

Viewing Activities Assigned to a Business Unit
A list of all activities and the associated business units can be displayed.

Display a list of business units. For more information, see Displaying a List of Business Units on

page 22.
Click the Actions button adjacent to the required business unit.

Click the User Codes button to display the Assign: User Codes page.

Select Activities from the drop-down.

Click the View button to display a list of available projects. Projects assigned to the business

unit have the check box selected.

% Assign: User Codes S
s e e
o Projects ]
* " CYPP
# e School Improvensen L
* # Test Plan
#- Traded Services

Click the View Business Units button to display a list of Activities.

@ Activities

If required, click the Details button to see the Business Units associated with the selected

activity.
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Adding a New Focus Code or Support Type

Focus codes are used to specify the subject on which the support is focused. Multiple focus
codes can be associated with an activity. Support types specify the type of support offered.

. Display the available user codes. For more information, see Viewing User Codes for a Business
Unit on page 29.

Select either Focus Code or Support Type from the drop-down.

Click the Manage Business Units User Codes button to display the Manage Business Units
User Codes page. The following graphics show the process for adding a new focus code
although a support type can be added in a similar manner:

# Home EPM adiminist 7, i (Adnin = @ Sion out

& Manage Business Units User Codes: Focus Codes

3 Reconitel Toial |

Cede = Description = Active

T
4

4. Click the Add button to display the user code Add page. For example, the following graphic

displays the Focus Codes: Add page:

# Home EFM .  Administiations & A AGTIG + €3 Sign out

@ Focus Codes: Add

Code
Descrption *

Active ¥

E3 ES

Enter a Code.
Enter a Description.
Click the Save button.

Adding a New Fee Code

Fee codes are used to define costs associated with the support offered. Fee codes include such
information as the type (e.g. annual, contract, daily or fixed), the cost centre against which the
cost will be recorded and the amount charged. For more information, see Calculating the Cost of
Support on page 33.

Display the available user codes and select Fee Code from the drop-down. For more
information, see Viewing User Codes for a Business Unit on page 29.
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Select Fee Codes from the drop-down.
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3. Click the Manage Business Units User Codes button to display the Manage Business Units

© © N o U

10.
11.

User Codes: Fee Codes page.

# Home M- Administation - a

& Manage Business Units User Codes: Fee Codes

’ E=1

Code * Description * Type & Fee Amaunt

fow code & Al 10.0

Click the Add button to display the Fee Codes: Add page.

# Home - fmintsiration &

Code -

Desenption
Type @  Annul B
Fund Code 8
Cost Centre ¢ B

Fee Amount

© Fee Codes: Add & s ot

Enter a Code.

Enter a Description.

Select a Type from the drop-down list.
If required, select a Fund Code.

If required, select a Cost Centre.
Enter a Fee Amount.

Click the Save button.

Calculating the Cost of Support

The fee type determines the calculations used to record a support cost. The following fee types

and related calculations are available:

Annual

The fee is an amount per year, e.g. the annual salary of a visitor. The Fee Amount and the
number of hours in a year (defined in the Support Parameters) are used to calculate an hourly

rate. For more information, see Managing Support Parameters on page 21.

Hourly Rate = Fee Amount / Number of Hours in a Year
Support Cost = Hourly Rate * Elapsed Time
Contract

The fee is a fixed amount, agreed for a pre-determined contract.

Support Cost = Fee Amount.
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Daily

The fee is an amount per day. The number of hours in a day (defined in the Support
Parameters) is used to calculate an hourly rate. For more information, see Managing Support
Parameters on page 21.

Hourly Rate = Daily Fee Code Amount / Number of Hours in a Day
Support Cost = Hourly Rate * Elapsed Time

Fixed
The fee is a fixed amount.

Support Cost = Fee Amount.

Hourly
The fee is an amount per hour.

Support Cost = Fee Amount * Elapsed Time

Updating a Fee Code

NOTE: A fee code that has sub-records attached to it cannot be deleted but can be made inactive so
that it is no longer available for selection.

1. Display the available user codes and select Fee Code from the drop-down. For more
information, see Viewing User Codes for a Business Unit on page 29.

2. Select Fee Codes from the drop-down.

3. Click the Manage Business Units User Codes button to display the Manage Business Units
User Codes: Fee Codes page.

& Manage Business Units User Codes: Fee Codes

¥ Active
by 0 v =B
~ =n
4. Click the Actions button to display the Actions dialog.
5. Click the Edit button to display the Fee Codes: Edit page.
& Fee Codes: Edit w
Type - @
Fund Code =
(e

6. Update the required fields.
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To make the code inactive, deselect the Active check box.
Click the Save button.

Adding a New Monitoring Code or Prefix Code

Monitoring codes are used in the monitoring of Areas of Effective Practice and Areas for
Development. Monitoring codes consist of a prefix code followed by a monitoring code. A prefix
code is used to group monitoring codes together, further subdividing the area of effective
practice or development.

Adding a New Prefix Code

Display the available user codes and select Monitoring Codes from the drop-down. For more
information, see Viewing User Codes for a Business Unit on page 29 .

Click the Manage Business Units User Codes button to display the Prefix Code page.

& Prefix Code
y e
Effective Practice
Development m
Click the Add button to display the Prefix Code: Add page.
# Home & - @

w Prefix Code: Add @ Dw BU
Prafix Cods *
Description -

Code Type ® Effective Practice Development

Enter a Prefix Code (maximum 3 digits).
Enter a Description.

Select a Code Type radio button.

Click the Save button.

Adding a Monitoring Code

Display the available user codes and select Monitoring Codes from the drop-down. For more
information, see Viewing User Codes for a Business Unit on page 29.

Click the Manage Business Units User Codes button to display the Prefix Code page.
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# Home

& Prefix Code
v ]
Code & Description Type &
Raise Standards

Effective Practice

Teaching Skills Development

Actions

Please choose from the following actions

& Assign Business Units &Monitoring Code

Click the Actions button adjacent to the required prefix code to display the Actions dialog.

Click the Monitoring Code button to display the Monitoring Codes page.

& Monitoring Codes for 41 - Effective Practice

¥ Active[] m
Code = Description & Code Type + Active
Standards in K51 Effective Practice -
Standards In K52 Effective Proctice v
Standards in K53 Effoctive Practice v
Standards in K54 Effective Practice L4
Progress Overall Effective Practice v
Progress in English Effective Practice 4
Progriss in Maths Effective Practice v
Progress In Sclence Effective Practice 04
Progress in DAT Effective Practice L4
Progress in IT Effective Practice v

Wow sy

E

~ s .
g g g

Click the Add button to display the Monitoring Codes:

w Monitoring Code: Add

Profix Code Code -
Description -

Active o

& Home EPM - & Admin user for EPM =

i O U

Enter a Code (maximum 3 characters).
Enter a Description.
Click the Save button.

Updating a Monitoring Code

NOTE: A monitoring code that has sub-records attached to it cannot be deleted but can be made

inactive so that it is no longer available for selection.
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Display the available user codes and select Monitoring Codes from the drop-down. For more

information, see Viewing User Codes for a Business Unit on page 29.

Click the Manage Business Units User Codes button to display the Prefix Code page.

# Home EFM = & Admin userIof EPM « O Sign out
& Prefix Code
v =
Code & Description & Type &
Raise Standards Effective Practice ==
g Sl xction |

Click the Actions button adjacent to the required code to display the Actions dialog.

Click the Monitoring Code button to display the Monitoring Codes page.

& Manitering Codes for 41 - Effective Practice o su
: -
Code * Description & Code Type & active

Effective Practice -

Effective Practice v

Effoctive Practice v

Standards in K54 Effective Practice v
Progress Overall Effective Practice o
Progress in English Effective Practice v
M fective Pra o

BEBOBBEERE

Click the Edit button to display the Monitoring Code: Edit page.

% Monitoring Code: Edit o ey
Code | s
Description * N Progress in IT

Active f~;

# Home M - & Admin userlor EPM = O Sion out

If required, enter a new Description.

If required, to make the monitoring code inactive, de-select the Active check box.

Click the Save button.

Assigning Roles to a Business Unit

You can assign user roles to specific business units. This enables the roles to be associated

with people at the business unit.
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Select the required business unit. For more information, see Displaying a List of Business Units
on page 22.

Click the Actions button adjacent to the required business unit.

Click the Roles button to display the Assign: Roles page with a list of Available roles and
already Assigned roles.

Provider Portal

# Home A= & WAdmin =

% Assign: Roles =

Awaitabie Assigried

ES

Arrows are available to move the roles from Available to Assigned or vice versa.
If required enter a partial role to filter either list.

Highlight the required role in the Available list and click the right arrow to move it to the
Assigned list.

Click the Save button.

Removing Roles from a Business Unit
Assigned roles can be removed from a business unit and moved to the list of available roles.

Select the required business unit. For more information, see Displaying a List of Business Units
on page 22.

Click the Actions button adjacent to the required business unit.

Click the Roles button to display the Assign: Roles page with a list of Available roles and
already Assigned roles.

If required enter a partial role to filter either list.

Provider Portal
# Home a A Admin = 0 S

00 Assign; Roles
Availabie Agsigned

b} ¥ | wir

5. Highlight the required role in the Assigned list and click the left arrow to move it to the

Available list.
6. Click the Save button.
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Adding a Linked File to a Business Unit

Select the required business unit. For more information, see Displaying a List of Business Units
on page 22.

Click the Actions button adjacent to the required business unit.
Click the Linked File button to display the Linked Files page.

Provider Portal
# Home PM - & EPM Admin ~ € Sign cut

% Linked Files

Deseription * Filanams = Last Updated By & Last Updated Dats =

Test File . g EPM. Adrmin 26506/ 2015 0%:24:22 m

Click the Add button to display the Linked Files dialog.
Enter a Description.

Click the Select File button to display the Choose File to Upload dialog and choose the
required file.

Click the Save button.

Adjusting Business Units

The Adjust Business Units functionality enables you to include additional EPM activities in a
business unit.

Display the list of business units. For more information, see Displaying a List of Business Units
on page 22.

Click the Actions button adjacent to the business unit that you wish to adjust.
Click the Adjust Business Units button to display the Adjust Business Units page.

# Home FM - & AdminuserforEPM ~ & Sign oul
w Adjust Business Units =
dha Business Units (4) il P BU s Buesiness Unit (1)
s EPM - EPM Business Unit (4] - School Improvement (2 =
& Frovewwse  Frawsma BU (0) B EDP (10
s 551 - 851 (1 A EPOL-Attendance, Behaviour and Punctuality (0
ola 552 - 552 (0] - [PO2-Cam (0]
#- £PO3-ICT for Improved Learning, Teaching (0
A EPD4-Numeracy (1)
A Improve pupil progress KS3 & KS4 (1)
- Summer Literacy Schools (0]
A EP0s-Quality of Teaching (0)
s EPOf-Raisas Al nl EY's & Prim Fd in Lit/Num (1)
#- Address transition issues (0
B Encourage Travellers Community literacy (0
- Hak 0 EY's (0
# EP09- Standards & Progress K53 & K54 (0] )
A EP10-Tackfing Disatfection (4)

The list on the left-hand side displays all business units and all EPM records under those
business units.
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The right-hand side displays the current business unit and a list of EPM records currently
selected.

Click the button adjacent to a business unit on the left-hand side to expand the list of records
beneath it, as shown in the following graphic:

# Home M - & Ademan wser fos EPM -  Sign ov
ﬁ Adjust Business Units & D
s Busines Units (4) A dh Div BU - Divya Business Unit (1 =
alu EPM - EPM Business Unit (4 # School Improvemeant (2)
1 e ¥R (5 e EDP (10}
A 1. Be Healthy {1 # EPOL-Attendance, Behaviour and Punciuality (0]

f- EPD2-Curricubum (1)
#- EPO-ICT for Improved Laaming, Teaching (0]
- EPO4-Mumeracy (1]

- Improve pupll progress KS3 & K54 (1

e L Physically and sexually healthy, enjoy fife sty... (0)
. 2. Stay Safe (0
¥ 3. Enjoy and Achleve (1)

e 2 Heady for schoal (0

- Summer Literacy Schoals (0]
- 3 Attend & enjoy school (0)

A EPDS-Quality of Teaching (0

L # 3c Achleve stretching national educational standar... (0 # CPO6-Ralse Attainment £Y's & Prim £d in Uit/ Mum (3)
A 4. Make a Positive Contribution (1} A Aubiiress transition issues (0)
- 4a Engage in law abiding and positive behaviour in... (0 # Encourage Travellers Community literacy o)
# 5. Achieve Economic Well-Being (1] e Raise awarenews of EY's (0]
# 5a Engage in Further Edcuation or Employment on k... (0] #- EPO7-School Management and Leadership (0
| # School Improvemant (7 - EPOB-Schooks causing concern + moniloring schools (2)
A EDP (10 A Additional Suppart for identifiad schoals (0

# Identification of Schools causing concerm (0
A EPD9-Standards & Progress KS3 & K54 (11
ooiine iy e EP10- Tackling Disaffection ()

- EPOL-Attendance, Behaviour and Punctuality (0}

e EPOZ-Curriculum (0] W W

Select the check boxes for the activities on the left-hand side that you wish to include in the
current business unit to display the message:

Do you want to move all of the associated EPM records for the selected activity to this business
unit?

Click the Yes button.
Click the Save button.

Managing Business Units User Codes

Introduction

This functionality enables you to define user codes to be used in EPM and assign them to the
required business units. The types of user code are support types, focus codes, fee codes and
monitoring codes.

NOTE: Support types and focus codes are automatically added to the EPM business unit. The required
business unit can be selected for a new fee code or monitoring code.

Displaying User Codes

Click the Administration button on the Welcome to EPM home page to display the
Administration page.
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Provider Portal

# Home EPM- & Acmmn user for EPM « & Sign out

ﬁ Administration

Busingess Uinils Manage Business Units
.u. Defaulls e 5
Adminesiration Lkser Codes

E: Additional Cuestions

2. Click the Manage Business Units User Codes button to display the Manage Business Units
User Codes page.

& Manage Businass Units User Codas

a i

3. Click the required button to display a list of available user codes.

Managing Support Types

NOTE: Support types are automatically assigned to the EPM business unit.

Viewing Support Types

1. Display a list of available user codes. For more information, see Displaying User Codes on page
40.

2. Click the Support Types button to display a list of available support types.
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& Manage Business Units User Codes: Support Types

Code ¥ BDezcription ¥ Active

< < < < < < 4

Adding a Support Type

Display a list of available support types. For more information, see Viewing Support Types on
page 41.

Click the Add button to display the Support Types: Add page.

& Support Types: Add

Code - 1
Description - |

Active 7

Enter a Code and Description.
Click the Save button.

Editing a Support Type
The Description and Active status of the support type can be amended.

Display a list of available support types. For more information, see Viewing Support Types on
page 41.

Click the Actions button adjacent to the support type that you want to edit to display the
Actions dialog.

Actions

Please choose from the following actions

(/o]
Click the Edit button to display the Support Types: Edit page.
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& Support Types: Edit

Code | Al
Description * [@ | Assess/Inclusion

Active

Make the required changes and click the Save button.

Assigning Business Units to a Support Type

A support type is automatically attached to the EPM business unit. Other business units can be
assigned to the support type as follows:

Display a list of available support types. For more information see Viewing Support Types on
page 41.

Click the Actions button adjacent to the support type that you want to edit to display the
Actions dialog.

Actions

Please choose from the following actions

== e

Click the Assign Business Units button to display the Assign Business Units: Support
Types page. A list of Available business units and Assigned business units for the selected
support type is displayed.

00 Assign Business Units: Support Types A
Available Assigned
K v
2 EPM - EPM
2 NC EPM BU
Ci n Test BU o -
D
L Unit
: a
P
Ll
s
T
a

Use the arrow buttons to move the business units from the Available list to the Assigned list
and vice versa.

Click the Save button.

Managing Focus Codes

NOTE: Focus codes are automatically assigned to the EPM business unit.

Viewing Focus Codes

Display a list of available user codes. For more information, see Displaying User Codes on page
40.

Click the Focus Codes button to display a list of available focus codes.
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& Manage Business Unlts User Codes: Focus Codes
v S o |
Cade % Deseription & Active
. v =
Atten, v
English v [ Acticos |
I Tewcod o [ actions
graph - &=
History v
L ¥ Hou v [ Actions |
Maths v
' - ==
N [ - [ Actionn |

Adding a Focus Code

Display a list of available focus codes. For more information, see Viewing Focus Codes on page
43.

Click the Add button to display the Focus Codes: Add page.
Enter a Code and Description.

© Focus Codes: Add

Code = m

Description = =
Active v

Click the Save button.

Editing a Focus Code

The Description and Active status of the focus code can be amended.

Display a list of available focus codes. For more information, see Viewing Focus Codes on page
43.

Click the Actions button adjacent to the focus code that you want to edit to display the Actions
dialog.

Actions

Please choose from the following actions

=
Click the Edit button to display the Focus Codes: Edit page.

Make the required changes and click the Save button.

_ One Education Plan Monitoring Provider Portal Handbook



EPM Administration

Assigning Business Units to a Focus Code

Focus codes are automatically attached to the EPM business unit. Other business units can be
assigned to the focus code as follows:

Display a list of focus codes. For more information, see Viewing Focus Codes on page 43.

Click the Actions button adjacent to the focus code that you want to edit to display the Actions
dialog.

Actions

Please choose from the following actions

Lo | s

Click the Assign Business Units button to display the Assign Business Units: Focus Codes
page. A list of Available business units and Assigned business units for the selected support
type is displayed.

00 Assign Business Units: Focus Codes © AT
Available Assigned
v v

EPM - EPM Business Unit
Modular BU - Modular testing Business Unit

Use the arrow buttons to move the business units from the Available list to the Assigned list
and vice versa.

Click the Save button.

Managing Fee Codes

NOTE: Fee codes can be assigned to any business unit.

Viewing Fee Codes

Display a list of available user codes. For more information, see Displaying User Codes on page
40.

Click the Fee Codes button to display a list of available fee codes.
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& Manage Business Units User Codes: Fee Codes
Y Active » EPM v

Code Description & Type 5 Fee Amount Active
A pport D o - m
tract B8 - m
L 2 v E=3
troct 1.0 - | Action: |
Activity [ 1 v | ctions |
T Feeco Annual 15.0 v  Actions |
1CT Tt K - [ Actions |
Hat defined tract 1 v [ actiom |
Rshet Haunty 1 v =3
SLA - P hool tract 200 o E=

1

Adding a Fee Code

View a list of available fee codes. For more information, see Viewing Fee Codes on page 45.

Select a business unit from the drop-down.
Click the Add button to display the Fee Codes: Add page.

© Fee Codes: Add & EPM
Code - m

Description * o

Type* Annual

Fund Code ]

Cost Centre e

Fee Amount @ o

Active v

Enter a Code and Description.
Select a Type from the drop-down.
If required, select a Fund Code.

If required, select a Cost Centre.
Enter a Fee Amount.

Click the Save button.

Editing a Fee Code

The Description, Type, Fund Code, Cost Centre, Fee Amount and Active status can be
amended.

NOTE: If a fee code is inactive, it is not displayed in the School Support area.

View a list of available fee codes. For more information, see Viewing Fee Codes on page 45.
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2. Click the Actions button adjacent to the fee code that you want to edit to display the Actions
dialog.

Actions

Please choose from the following actions

e
3. Click the Edit button to display the Fee Codes: Edit page.
@ Fee Codes: Edit i P
Code Il | ADSUPD
Description * [0 Advisory Support
Type " @ | Daily
Fund Code € Numeracy SF (E12)
Cost Centre ¢ Advisory Service (1234)
Fee Amount @ 3500
Active td

Make the required changes.
If required, deselect the Active check box to make the fee code inactive.
6. Click the Save button.

Assigning Business Units to a Fee Code

A fee code is attached to a business unit when it is added. Other business units can be
assigned to the fee code as follows:

View a list of available fee codes. For more information, see Viewing Fee Codes on page 45.

2. Click the Actions button adjacent to the fee code that you want to edit to display the Actions
dialog.

Actions

Please choose from the following actions

oo |
3. Click the Assign Business Units button to display the Assign Business Units: Fee Codes
page.

4. Use the arrow buttons to move the business units from the Available list to the Assigned list
and vice versa.

5. Click the Save button.

Managing Monitoring Codes

NOTE: Monitoring codes can be assigned to any business unit.

Viewing Monitoring Codes

Monitoring codes are used to monitor Effective Practice or Development and consist of a Prefix
Code and a Description.
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Display a list of available user codes. For more information, see Displaying User Codes on page
40.

Click the Monitoring Codes button to display a list of available prefix codes.

& Preflx Code
' o — o o |

Gi00AGGGAEE

Adding a Prefix Code

View a list of available prefix codes. For more information, see Viewing Monitoring Codes on
page 47.

Select the required business unit from the drop-down.
Click the Add button to display the Prefix Code: Add page.

@ Prefix Code: Add & EPM

Prefix Code « 1
Description * o

Code Type ® Effective Practice Development

Enter a Prefix Code and Description.
Select either the Effective Practice or Development radio button.
Click the Save button.

Editing a Prefix Code

Display a list of available codes. For more information, see Viewing Monitoring Codes on page
47.

Click the Actions button adjacent to the prefix code that you want to edit to display the Actions
dialog.

Actions

Please choose from the following actions

4 Assign Business Units & Monitoring Code m

Click the Edit button to display the Prefix Code: Edit page.
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© Prefix Code: Edit

Prefix Code *

m | 41
Description * [ Raise Standards
Code Type Effective Practice

Development

A% EPM

4. Make the required changes and click the Save button.

Adding a Monitoring Code

Add a new monitoring code to a prefix code as follows:

1. Display a list of available codes. For more information, see Viewing Monitoring Codes on page

47.

2. Click the Actions button adjacent to the prefix code that you want to edit to display the Actions

dialog.

Actions

Please choose from the following actions

3. Click the Monitoring Code button to display the list of Monitoring Codes for the selected

Prefix Code.

& Monitoring Codes for 41 - Effective Fractice

¥ Active
Code ¥ Decription
128 Standards in KS1

Standards in K52

1130 Standards in K53

4131 Standards in K54

o Prugrisss Dvesall

am Progress in English
1z Prugrisss in Maths
411 Progress in Scienee
1 Progrisss in DET
415 Progress in IF

Code Type ¥ Active

Effective Practice

Effective Practice

Effective Practice

Effective Practice

Effective Practice

Effective Practicoe

Effective Practice

Effective Practicoe

Effective Practice

Effective Practicoe

o EPM

BEEEEEBERE

Click the Add button to display the Monitoring Code: Add page.

Enter a new Monitoring Code and Description.

Click the Save button.
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Editing a Monitoring Code
The description and active status of a monitoring code can be updated.

1. Display a list of available user codes. For more information, see Viewing Monitoring Codes on
page 47.

Click the Monitoring Codes button to display a list of available prefix codes.

Click the Actions button adjacent to the monitoring code that you want to edit to display the
Actions dialog.

Actions

Please choose from the following actions

e za

4. Click the Monitoring Code button to display the list of Monitoring Codes for the selected
Prefix Code.

& Monitoring Godes for 41 - Effective Practice wen
¥ Active
Code 2 Active

4 [#E¢]
v
¢ EZ3

131 v
¢ [#E¢]

1 v
¢ [#5¢]
v
¢ [#E¢]
v

1

5. Click the Edit button to display the Monitoring Code: Edit page.

¥ Monitoring Code: Edit &EPM

Code | 221221
Description * O | test

Active il

6. If required, update the Description.
7. If required, deselect the Active check box to make the code inactive.
8. Click the Save button.
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Assigning Business Units to a Monitoring Code

Monitoring codes are attached to a specific business unit when they are added. Other business
units can be assigned to a monitoring code as follows:

Display a list of available user codes. For more information, see Viewing Monitoring Codes on
page 47.

Click the Monitoring Codes button to display a list of available prefix codes.

Click the Actions button adjacent to the monitoring code that you want to edit to display the
Actions dialog.

Actions

Please choose from the following actions

4 Assign Business Units & Monitoring Code m

Click the Assign Business Units button to display the Assign Business Units: Monitoring
Codes page.

S Assign Business Units: Monitoring Codes © 4
Available Assigned
Y T
AD1 - AD1 EPM - EPM Business Unit
AD2 - AD2 EY BU - Early Years Business Unit
n NC EPM

Use the arrows to move business units from Available to Assigned.
Click the Save button.

Setting Up Additional Questions

Additional questions enable user defined information to be recorded. They are not specific to a
business unit, but are set up to be displayed and answered in a particular area e.g. Plan or
School Support. They are set up in the Administration area.

Viewing Additional Questions

Click the Administration button on the Welcome to EPM home page to display the
Administration page.
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Provider Portal

# Home EFM - & Admen user for EPM - & Sgn out

“ﬁ Administration

Business Linits Manage Business Units
¢ SIS * Adrmarasirabon Usar Codes

E= Additional Questions

Click the Additional Questions button to display the Additional Questions page with a list of
existing additional questions.

Provider Portal
# Home P - & Admin user for FPM = & Sign oul
i= Additional Questions
’ ==
Question  Question to ask the wer % Arawer Type & Lookup for  Display Area =
Order = drepdewn
st 3

1 String Active String Pan =
] Unte Active/inactive Date Pan =3

Decimal Decimsl Flan
1 b ntegor Fi m

Drop v list 0010 m [ fctionn |

Adding an Additional Question

View the existing additional questions. For more information, see Viewing Additional Questions
on page 51.

Click the Add button to display the Additional Questions: Add page.

IS Additional Questions: Add

Answar Type *

ate select an answer type

Question to a5k the user:

B

Guestion Order - E
Display Area *

Active +

Select an Answer Type from the drop-down list.
Enter the Question to ask the user.
Enter the Question Order which determines the order in which questions are displayed.

Select the Display Area from the drop-down list of areas where additional questions can be
answered.

_ One Education Plan Monitoring Provider Portal Handbook



EPM Administration

Click the Save button.

Editing an Additional Question

The details can be updated and a question can be made inactive so that it is ho longer
displayed. An inactive question can be made active.

View the additional questions. For more information, see Viewing Additional Questions on page
51.

Click the Actions button adjacent to the question that you want to edit to display the Actions
dialog.

Click the Edit button to display the Additional Questions: Edit page.

= Additional Questions: Edit - Date of Inspection
Answer Type

Question to ask the user

Question Order E. 1
Display Ama v

Active

Edit the fields as required.
If required, select or de-select the Active check box.
Click the Save button.

Deleting an Additional Question

If an additional question is no longer required, it can be deleted along with any answers
associated with it.

NOTE: Alternatively, you can make an additional question inactive so that it is no longer displayed. See
Editing an Additional Question on page 53.

View the additional questions. For more information, see Viewing Additional Questions on page
51.

Click the Actions button adjacent to the question that you want to delete to display the Actions
dialog.

Click the Delete button. A confirmation message is displayed.

Click the Yes button to confirm.
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06 | Managing School Support

Introduction

School support is accessed via the School Support / Booking tile on the Welcome to EPM
page.

Provider Portal

# Home  EFM - & Admin user for EPM ~ & Sign cat

Welcome to EPM

Bk, you Will S0¢ SEVICES VAL 10 You

ﬁ: Adrministration upport! Booking

'||| Roparts i SLA [ Base Administration

* Evaluation Arnas

Managing School Support Booking Details

Introduction

You can manage school support bookings for shared business units and those to which you
have been assigned. For more information, see Assigning People to a Business Unit on page
26.

School support visits are booked and associated actions, costs and linked files are recorded.

NOTE: The Provider portal supports linked files of up to 4MB in the following formats: bmp, jpg, txt, doc,
docx, xls, xlIsx, png, pps or pdf.

A diary facility provides integration of support recording with MS Outlook. For more information,
see Managing the Diary for School Support on page 63.

NOTE: All users should be mapped to either a person or a base. For more information, see Mapping a
User to a Person on page 14 and Mapping a User to a Base on page 15.

Mapping a user to a person enables appointments to be added to their Outlook calendar. The
link to the appropriate calendar in Outlook is via the person's e-mail address, recorded in the v4
Client on the Person Basic Details | Contact Details panel.

" = =
8 Save 8 Mew (3 Meme () Set ACL [ 0wta Panchs ¥ Alens ¥ £ or [
& IR | 1+ oatons! Moo | 01 Date of Brth Detids | 03, Corvert Role o, o 06, Addresses | 07, 08 Contact Detads £ Parsrs e

For more information, see Setting Up the Link to Outlook on page 16.
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Selecting a Business Unit for School Support

School support bookings can be managed for the business units to which you have access. For
more information, see Assigning People to a Business Unit on page 26.

Click the School Support/Booking button on the Welcome to EPM page to display the
business units to which you have access.

Provider Portal

# Home FPM -

ﬁ Business Units selector

Choose from the ist of availabie Busingss Unis

* All Business Uinits * €55 Business Unit

* - * n

Select the required business unit to display the School Support/Booking page.

NOTE: If you select All Business Units, the information displayed is read-only.

Provider Portal
# Home EFM = & Admin user for EPM - @ Sgn out
& School Support/ Booking
¥ Invoiced [ From & Tolh _:‘ m
Base Name & Suppert Staff * Bocking Start Date  End Date s
Status ¢
- o wi wa = - 107172001 | 1071072001 | MDEPT B oo [ER
B 471172001 | 14/01/2001 | MHEAD 0.00 m
15/07/2014 | 15/07/2014 | MDEPT LI i |
[ 17/07/3004 | 177072014 | MGTEAC ooo | A=Y
B O7/02/2001 | O7/02/2001 | MGTEAC B an m
- . H 08701/2001 | 08/01/2001 | RDEPT B .o N
- e 287092000 28/09/2000  MHEAD R i |
217062008 | 21/06/2002 | MHEAD B 000
- = ] 14/07/2000  11/07/2000  MSMT EEC R i |
11/07/2006 | 11/07/2006 | MDEPT N - |
Day:  29.0
P - vl | Mgt 87 Fecerd(s] Toisl

NOTE: The selected business unit is displayed as a link on the top right-hand side of the page. To select
a different business unit, click the link to display the Business Unit selector page.

_ One Education Plan Monitoring Provider Portal Handbook



o~ N

Managing School Support

Viewing School Support Bookings

NOTE: School support bookings are displayed for all support staff unless the user is mapped to a person
or a base. For more information, see Mapping a User to a Person on page 14 and Mapping a User to a
Base on page 15.

Select the required business unit for school support. For more information, see Selecting a
Business Unit for School Support on page 56.

If required, enter a full or partial Base Name or Support Staff name to filter the list.
Select the required From and To dates.

If required, select the Invoiced check box.

Click the Search button to display a list of matching bookings.

6 School Support / Booking

=0

b 4 aby Invaiced From &2 14/09/2015

Te

Base Name 3 Support Staff Booking StartDate  End Dates  Support RQ Toul
Status - Type Time

Adding a School Support Booking
To record the details of a new school support booking:

Select the required business unit. For more information, see Selecting a Business Unit for
School Support on page 56.

Click the Add button to display the School Support/Booking:Add page.
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& School Support / Booking: Add ¥ Div BL

Base & n Suppart s n
Stat

Start Pl E——— Start @

Date: Time

End | Eng Time )

Date e M

Support | Fie Focus o

Type

Astivity 7 4 n Travel a
Miles

Fallow 8 | ddimmivyyy Bocking 7 Flease select

up Status o

sLa o
Code

Genenal -

onginater |, o - Centact s : n
v

@ 000

Preperation 500

on-Site © 000
Follow = Sub iy
Up Total

Travel @ oo Tatal @ o000

Click the Base browse button to display the Base Search dialog and select a base. For more
information, see Selecting a Base on page 60.

Click the Support Staff browse button to display the Support Staff Search dialog and select
the required person. For more information, see Selecting Support Staff on page 61.

Start Date and End Date are initially set to the current date.
If required, select a different dates for the appointment.

If required, select a Support Type from the drop-down list of support types assigned to this
business unit. For more information, see Assigning Business Units to a Support Type on page
43.

If required, select a Focus from the drop-down list of focus codes assigned to this business unit.
For more information, see Assigning Business Units to a Focus Code on page 45.

If required, click the Activity browse button to display the Select an Activity dialog and select
an activity. For more information, see Selecting an Activity on page 62.

If required, enter Travel Miles.

If required, enter a Follow Up date.

If required, select a Booking Status from the drop-down list.

If required, select an Originator from the drop-down list (Table ID: 0513).

If required, click the Contact browse button to select a contact for this booking. For more
information, see Selecting a Person on page 62.

If required, select an SLA Code to apply to this booking. For more information, see
Administering Service Level Agreements on page 93.

Enter Times (Hrs) for the following:
m General

m Preparation

On-Site

Follow Up
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= Travel.

16. Click the browse button on the Booking Details - Open/Close panel to display the Support
Staff Search dialog and select a person for the booking.

17. The invoice details are automatically completed when the invoice is produced. For more
information, see Producing an Invoice for School Support on page 59.

Booking Details - Open/Close
o o
Invoiced x
Invoice 7’
-3
Inveice -
Date -
Noites e 9B | B s |[EEFF|QHE How o Formiat

18. If required, enter Notes.
19. Click the Save button.

NOTES: If the person has an overlapping school support booking, a warning message is displayed.

If the support staff member has an associated email address, a notification of this appointment is sent to
them.

The appointment is only added to their Outlook calendar if their email address is mapped to a person in
the v4 Client.

For more information, see Mapping a User to a Person on page 14.

Producing an Invoice for School Support

After a school support booking has been made and costs recorded, an invoice can be produced.
The booking status must be Booked, Completed or Provisional.

1. Select the required business unit to display the School Support/Booking page. For more
information, see Selecting a Business Unit for School Support on page 56.

l School Support [ Booking 3

] & - [rar,
Y e FromB b November3015 T8 | jnsovember3016 I o o

Base Name ¥ Support Staff 3 Booking StartDate  EndDate ¥  Support % Total
Status . Type Time

3 Dimossicns Acastor, Barry B 00112015 | 201172005 | LCURR LA it |

Abbey Malne Schaol Abbotty, Christop B 1S5 | 19102015 .00

2. Click the Actions button adjacent to the school support booking that you want to invoice to
display the Actions dialog.

3. Click the Edit button to display the School Support/Booking: Edit page.
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appon #  LCURR - Letier received Cumiculum
Type
Aty # | Scnoot Improvement
Follow
=]
up
ariginator ’
SLA =
Code s
Target ’

General o 000

Preparation @ o000

DA @ oo
Follow o o.o0
up

T @ 000

Iinvaice ’
Nao.
Inveice

2
Date

‘n

<

Focus
Travel
Miles

Booking
Status

Contact

#  ATTD- Atiendance

Times (Hrs) - Open/Close

Invoice Prefix s

Please seledt ™~

d |

On the Booking Details — Open/Close panel, select an Invoice Prefix from the drop-down list

(Lookup Table ID: 0511).
Click the Invoice button.

Selecting a Base

NOTE: Bases cannot be added or updated via the Provider portal. This can only be done in the v4

Client.

Click the base browse button to display the Base Search dialog.
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-
Ml Base Search
h Filter by LEA Bases
Base Group
¥
Base Name * Baze o & LEA Na Baze Type
Al
e o ‘ 3
7 431 | [ Setoct |
nibe Church of England Primary Se 31056 933 [ m
..... HIG E3
n 2 675 ecorcgy) Tomd

If required, enter a full or partial Base Name or Base No.
If required, select the Filter by LEA Bases check box.

If required, select a Base Group from the drop-down list.
Click the Search button.

If required, select a Base Type from the drop-down list.
Click the Select button to select the required base.

Selecting Support Staff

Click the browse button to display the Support Staff Search dialog listing only people who are
assigned to EPM roles. For more information, see Assigning a Person to an EPM Role on page
15.

a Suppert Staff Search

Title First Name “ Middle Name Last Name % Role Code
Mrs ADM [ sotect |
Mrs ADM Ex

If required, enter a full or partial First Name or Last Name and click the Search button.
If required, select a Role Code from the drop-down list.

Click the Select button for the required person.
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Selecting an Activity

1. Click the browse button to display the Select an Activity dialog.

o Select an Activity

aka CYPP
A1t
[ Ne
B D
B0
B School Improvement

2. Highlight the required activity and click the Select button.

Selecting a Person

The Person Search dialog is used to search for any person who is assigned to a role.

Client.

NOTES: Records that are subject to ACL security are not displayed in the list.

People records cannot be added or updated in the Provider portal. This can only be done in the v4

1. Click the browse button to display the Person Search dialog listing all people who are assigned

to a role.

& Person Search

Y

Title First Name = Middle Mame Last Name ¥

Role Code

EVOBS

co

ATHOTT

ASSTCO

APPLON

REF

AIWICE

ACHEAD

[

EEEEEHEEEE

2. If required, enter a full or partial First Name or Last Name and click the Search button.

3. If required, select a Role Code from the drop-down list.

4. Click the Select button for the required person.
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Managing the Diary for School Support

Viewing the Diary

Select the required business unit to display the School Support/Booking page. For more
information, see Selecting a Business Unit for School Support on page 56.

Click the View Diary button to display the View Diary page showing appointments for the
current month for an individual, a base or all support staff.

NOTE: If the user is mapped to a person, the diary for that person is displayed. If they are mapped to a
base, appointments relating to the base are displayed. Otherwise, appointments for all school support
staff are displayed. For more information, see Mapping a User to a Person on page 14 and Mapping a
User to a Base on page 15.

The number of appointments for each day and individual appointments for the current day are
displayed. The following graphic shows appointments for All school support staff for the
current day:

View Dlary & an scnost support siaf (D -
-0
sunday Monday Tuesday Wednesday Thursday Friday Sawrday
e o o 0 o 2% © o

13 s800088 S808008 20080000 13 - [
€ 101 Playgroup - s s - All Dy Appoiniment
O Abaciss Golege - W ", - All Day Appointment

.

NOTE: If the user is mapped to a person, the name of the person is displayed as a link as shown in the
following graphic.

E View Diary & orcr D& BU
Q-0
Sunday Manday Tuesday Wednesday Thursday Friday Saturday
L (1]
L] L]
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If required, select a different day on the displayed calendar to expand the list of appointments.

If required, click the All school support staff or name link to display the Support Staff Search
dialog and select a support staff member. The diary for the selected person is displayed.

If required, click the Year, Week or Day button to display the diary in the appropriate view. The
following graphic shows the current week’s diary for an individual:

ul
View Diary & ® =0
3 Q-0

sunday Monday Tuesday Wednesday Thursday Friday Saturday

Abacus College - Dh
3 Dirmensicns - Dhan

101 Playgroup - Dha,

If required, click the forward or back arrows to display the next or previous year, month, week or
day.

Viewing the Diary for a Selected Day

View the diary for the current month for the required support staff. For more information, see
Viewing the Diary on page 63.

Click the Day button to display the diary for the selected day.

View Diary & -a 1 G ™

Thursday 24 September. 2015 n Today n

L]

Time Events
0800 | 494

0%:00

NOTE: The standard working hours are displayed. These standard working hours cannot be amended. If
any appointments are outside of these standard times, the Out of Hours link is enabled and displayed in
red.

If required, click the Out of Hours link to display appointments outside of the standard working
hours.

Printing the Diary

View the diary for the required business unit, school support staff and time period. For more
information, see Viewing the Diary on page 63.

Click the Print View button to view the report in a print view window.

_ One Education Plan Monitoring Provider Portal Handbook



View Diary (From 24092015 - To' 24092015)

Buziness Unit 1 AJ Busingss Unis

Base Name Visitor Start Date End Date Start Time End Time

101 Playgroup - Keith 24/08/2015 240082015 0000
2402015 00:00 2358

Abacus College Harry 241082015

Click the Print button to display the Print dialog and print the report.

Editing School Support and Booking Details

Managing School Support

Select the required business unit to display the School Support/Booking page. For more
information, see Selecting a Business Unit for School Support on page 56.

Click the Actions button for the school support booking that you want to edit to display the

Actions dialog.

Click the Edit button to display the School Support/Booking: Edit page.

& School Support / Booking: Edit & Dem

Base 2 o0 n Support & M u
St

Starn B 1510015 san 17°00 AM o

Date Time

Eng B 151002015 End Time 1155 P ©

Cate* —

Suppert # | MDEPT - Mesting with Deparment v Fous 7 Pigase select

Type

Activity ’ ] n Travel a1
Miles

Follow B adimmivyyy Booking & | Bocked (B

up — Status

Oniginater , Contact a = n

sLA R

Code —

Target

&

Times (Hrs) - Open/Close

Ceneral G 0o

Prepenation | 5 4

on-site @  ac

Fallow o 20 Sub o | oo
up Tatal

Travel & | 300 Total o

Time

Make the required changes.
Click the Save button.

NOTES: The target group lookup code is not included in the EPM portal. Any historic Target groups
attached to the school support record will be shown in read-only format. Amendments can only be made
via database scripts and these scripts are not provided as part of the portal delivery.

The Other Items time which was recorded in v3 is not displayed in the EPM portal.

Adding an Action Point

To add an action point related to the school support visit:

Select the required business unit to display the School Support/Booking page.

For more information, see Selecting a Business Unit for School Support on page 56.
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Click the Actions button adjacent to the school support booking to which you want to add an
action point to display the Actions dialog.

Actions

Flease choose from the fallowing actions

Click the Action Points button to display the Action Points page.

Click the Add button to display the Action Point page.
Enter a Summary.

Click the Responsibility browse button to display the Person Search dialog and select the
person responsible for this action. For more information, see Selecting a Person on page 62.

Enter a Due Date.

Select a Status from the drop-down (Table ID: 0816).
If required, enter Notes.

Click the Save button.

Viewing Action Points

Select the required business unit to display the School Support/Booking page. For more
information, see Selecting a Business Unit for School Support on page 56.

& School Support { Booking 5 S

b 4 aby Invaicea From Tol® 1

Base Name 3 Support Staff + Booking StartDate  EndDate®  Support @ Toul
Status - Time

acuss Colloge Abriry. ey B 11072015 | 131072015 0.00

Abr 12102015 | £2/10/2015 0.00

Click the Actions button adjacent to the school support booking to which you want to add an
action point to display the Actions dialog.

Actions

Flease choose from the fallowing actions

=3
Click the Action Points button to display the Action Points page.

_ One Education Plan Monitoring Provider Portal Handbook



Managing School Support

3 Action Points e
,
ltem Ho. = Summary = Responsibility = Created = Due Date = Completed = Status =

Test Acticn Miss 18/08/2015 18/08/2015 ouT [ Actions |

Editing an Action Point

Select the required action point. For more information, see Viewing Action Points on page 66.

Click the Actions button adjacent to the action point you want to edit to display the Actions
dialog.

Actions

Please chogse from the following actions

[ 250 ] o |
Click the Edit button to display the Action Point page.
4 Action Point
Summary* , A
Responsibility: a M n
Due Date: : i
Completed -
Status: B Outstanding (OUT =]
Notes qe |FE | e 7 |EIEFE QAT How 1o Fomat
=

Edit the information as required.
Click the Save button.

Deleting an Action Point
Select the required action point. For more information, see Viewing Action Points on page 66.

Click the Actions button adjacent to the action point you want to delete to display the Actions
dialog.

Actions

Please chogse from the following actions

Click the Delete button to display a confirmation message:

Are you sure you want to delete this Action Point?
Click the Yes button.
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Adding Costs for School Support
To record costs related to the school support visit:

Select the required business unit to display the School Support/Booking page. For more
information, see Selecting a Business Unit for School Support on page 56.

a School Support / Booking = EPM
¥ Invoiced FromE | 24/09/2014 ToBl | 24/09/2015
Base Name & Support Staff Booking  Start Date  End Date$  Support % Total
Status - Type Time
Primary School . 21/09/2015 | 21/09/2015 LECRN Actions |
Playgroup 21/09/2015 | 21/09/2015 0.00
Days 0.0

Click the Actions button adjacent to the booking to which you want to add costs to display the
Actions dialog.

Actions

Flease choose from the fallowing actions

=3
Click the Costs button to display the Costs page.

[@ costs

Y [ 07 |

Fee Code = Description ¥ Elapsed Time ¥ Amount ¥ Inveice Point ¥

AL Advisary Support 18 480 3 Bmensbans

ADSUPD Advisory Support 18 430 1 Bimenstons

Click the Add button to display the Costs: Add page.

EE Costs: Add

Base: 3 Dimensions Support Staff: Mrs D= Start Date: 14102015 End Date: 14102015

Invaics Paint M| 3 Dimensions n
Fee Code- ) Piease select Fee Code l
VAT Code = zeroRated <

Elapsed Time o

Hotes CLAFTEIE WaEIE 2 0 Y B8 Fermat

=

Select a Fee Code from the drop-down list.
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If required, select a VAT Code from the drop-down list.
If required, enter Elapsed Time.

Amount is automatically calculated based on the fee code, VAT code and elapsed time. For
more information, see Calculating the Cost of Support on page 33.

NOTE: The Apply SLA button is enabled if an SLA is associated with this base. For more information,
see Assigning a Service Level Agreement to a Base on page 93.

If required, click the Apply SLA button to apply a Service Level Agreement associated with the
invoice point.

IMPORTANT NOTE: An SLA may already have applied to this cost. If this is the case, the amount will

already have been updated. Applying the SLA again will result in the wrong amount being calculated.

If required, enter Notes.
Click the Save button.

Viewing Costs for School Support

Select the required business unit to display the School Support/Booking page. For more
information, see Selecting a Business Unit for School Support on page 56.

Click the Actions button adjacent to the booking for which you want to view costs to display the
Actions dialog.

Actions

Flease choose from the fallowing actions

=
Click the Costs button to display the Costs page.
@] costs 1=
v o |
Fee Code * Description & Elapzed Time = Amount = Invoice Foint =
ATISUIF I m
ADSUPD Advisory Suppart 1] &30 3 Dimensions

If required, filter the list of costs by entering a full or partial Fee Code or Description.

Editing Costs for School Support

Costs for school support are calculated based on the fee code, VAT code and elapsed time. If
the invoice point is a base that has a Service Level Agreement (SLA) associated with it, the SLA
can be applied and a new amount calculated.

View the costs for school support for a business unit. For more information, see Viewing Costs
for School Support on page 69.
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[@) costs
(o
Fee Code Elapsed Tim
ADISUPD Advisary Suppart 18
ADSUPD Advisory Support 1]

W

2. Click the Actions button adjacent to the booking for which you want to edit costs to display the

Actions dialog.

3. Click the Edit button to display the Costs: Edit page.

4.

an—
i= Costs: Edit

Base: 3 Dimensing Support Staft:

Invaice Point o

Fee Code P
VAT Code-
Elapsed Time ~

Amount

Notes an (15| = s | EEFE AdS

Cash Date
Chaque Date ~

Cheque No. ™

NOTE: The Apply SLA button is enabled if an SLA has been defined for EPM and is associated with this
base. For more information, see Assigning a Service Level Agreement to a Base on page 93.

If required, click the Apply SLA button to apply the associated SLA and calculate a new
amount. For example, in the following graphic the Amount has been reduced by the value of the

SLA associated with the base:

I= Costs: Edit
Base: 3 Cwnensions Suppert Staft: Mrs
Inveice Point- B | 2 0imensions
Fee Code ’
VAT Code =
Elapsed Time O
Amount: :
Notes CAEISIE S A T -
Cash Date —_
Chegque Date :
Chaqus No. o
s |

Start Date: 141002015 Eng Date: 1411072015
v
famaia]
st
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NOTES: An SLA may be defined as a percentage or an absolute value. For more information, see
Defining a New SLA on page 18.

An SLA may already have been applied. If this is the case, the amount is already updated and applying
the SLA again will result in the wrong amount being calculated.

Recording Answers to Additional Questions for School
Support Costs

View the costs for school support for a business unit. For more information, see Viewing Costs
for School Support on page 69.

[@) costs

W

Fee Code * Description = Elapzed Time = Amount = Invoice Foint =

Click the Actions button adjacent to the booking for which you want to record answers to
display the Actions dialog.

Click the Additional Questions button to display additional questions that have been set up for
the School Support Cost area. For more information, see Setting Up Additional Questions on
page 51.

Enter the required answers.
Click the Save button.

Adding a Linked File

One or more files can be linked to the school support record.

NOTE: The Provider portal supports linked files of up to 4MB in the following formats: bmp, jpg, txt, doc,
docx, xls, xlIsx, png, pps or pdf.

Select the required business unit to display the School Support/Booking page. For more
information, see Selecting a Business Unit for School Support on page 56.

& Sehaol Support | Beoking oy
o

Base Hame 3 Support Staff 3 Baocking Start Date  EndDated  Support Qy Tor
Status = Type Time

B ornoan Tl

Y Invioiced From &

-}

Days | 473
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Click the Actions button adjacent to the booking for which you want to add a linked file to
display the Actions dialog.

Actions

Please choose from the following actions

e

Click the Linked File button to display the Linked Files page.

% Linked Files

:
Deseription & Filerame = Lazt Updated By = Lazt Updated Dnte =
Testing ey adenin user for EPM T30 11zt [lciiom |

Click the Add button to display the Linked Files selection page.

@ Linked Files
Description P
Filename , m
Uploaded By &
Uploaded Date a8 2 1
Last Updated By F
Last Updated Date B 24092015 015515
Cancel m

Enter a Description.
Click the Select File button and select the required file.
Click the Save button.
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Removing a Linked File

1. Select the required business unit to display the School Support/Booking page. For more
information, see Selecting a Business Unit for School Support on page 56.

& school Support | Boaking

¥ Invioiced FromB  g7/10/2015 Tal  o7i10/2018

Baze Mame 3 Support Seaff 3 Booking Start Date | End Date 3
Status -

B W05 | 001172015

WIS | 2001172015

[} TO1E0NS | 30011305

B AW | 3

B 1471072015 1471072005
QA0S | OPI107205
OF/ 12005 | 0741072005

2. Click the Actions button adjacent to the booking for which you want to remove a linked file to
display the Actions dialog.

Actions

Please choose from the following actions

O

3. Click the Linked File button to display the Linked Files page.

% Linked Files

:
Deseriptisn + Filerams = Lase Updnead 8y = Lase Updated Date =
Testing [FAX Admin user for EFM 20RO 111957 [ Ao |

4. Click the Actions button adjacent to the linked file that you want to remove to display the
Actions dialog.

Actions

Please Choose from the following actions

5. Click the Delete button. A confirmation message is displayed.
6. Click the Yes button.
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Recording Answers to Additional Questions for School
Support

Select the required business unit to display the School Support/Booking page. For more
information, see Selecting a Business Unit for School Support on page 56.

& Scnoel Suppert / Bocking =
Sparch Base Name, Suppor Sl
Y Invaiced Fromil | 24/09/2014 Tolll | 24/09/2015 | Q search |
Baze Mame $ Support Staff $ Booking Start Date  End Date$  Support Qy Total
Status 5 Type Time
leg (e B & .00 m
Nich B 2 Fal B |0 ==
¥ $ , Har 2 E -] O e |
College . Harry 00002005 | T30 2015 LN cticn |
Abbey sehaal Hamy x IBAOENS | ORI 015 R cticn |
Oap  3.20

Click the Actions button adjacent to the booking for which you want to record answers to
display the Actions dialog.

Actions

Please choose from the following actions

e O e S 2

Click the Additional Questions button to display additional questions that have been set up for
the School Support area. For more information, see Setting Up Additional Questions on page
51.

Enter the required answers.
Click the Save button.

Viewing the Time Summary

A summary of the time spent at each base can be viewed and printed. The list can be filtered
using base name.

NOTE: The time spent in hours is converted into days before being displayed.

Select the required business unit to display the School Support/Booking page. For more
information, see Selecting a Business Unit for School Support on page 56.
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& School Support / Booking
Y Invoiced FromB | arioizms Tof ornonzoms

Baze Hame & Support Staff & Booking Start Date  EndDate®  Support Qs Total
Status - Type Time

B 0107005 | 201112015 LICR o |

20/11/2015 | 20/11/2015 L i

B 20011/2005 | 2001172015 0.00 m

8 31002005 | 3171072015 B s N

B 40/2015 | 14/10/2015 B 200 m

070015 | 071002015 (R i |

071012015 | 071002015 LEO i |
bayz 473

Click the Time Summary button to display the Time Summary page. The date range is initially
set to display the previous month, but can be changed.

@ Time Summary & Al school support stan
Y FromB8  01/08/2015 Tof | o710i2015
Base Hame = Hrs.Completed % Hrs. Booked % Total Invoiced # Farecast Tatal &
9.5 0.00 0.00 0.00
00 0 0.00 .00
B.00 0.00 00 )
0,00 0.00 0.00 .00
27.00 .00 25.74 0o
1.95 0.00 0.00 0.00
Tatal 57.45 0.00 25.74 0.00
0.00 0.00 0,00 0.00
[ & Puvi |

If required, click the All school support staff link to display the Support Staff Search dialog
and select a staff member.

If required, click the Print View button to display the Time Summary in print view.
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Managing a Plan

07 | Managing a Plan

Introduction

School support visits are booked and associated actions, costs and linked files are recorded in
the Plan area. This is accessed via the Plan tile on the Welcome to EPM page.

Provider Portal

# Home  EFM - & Admin user for EPM ~ & Sign cat

Welcome to EPM

Bk, you Will S0¢ SEVICES VAL 10 You

ﬁ: Administration

'||| Roparts i SLA [ Base Administration

* Evaluation Arnas

Selecting a Plan

Click the Plan button on the Welcome to EPM page to display the Business Units selector
page.

Select the required business unit to display the Plan page. The plan is displayed as a tree
structure, as shown in the following graphic:

f:'i Plan = BU

& CYPP (5)
. Add actd (1)
- Add Act2 (2)
# Mod (1)

- Pagel (0
# Test Plan (3)

NOTE: If you select All Business Units, the data displayed is read-only.

Adding an Activity to a Plan

An activity can be a project, target or task.
To add an activity to a plan:
Select a plan. For more information, see Selecting a Plan on page 77.
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Managing a Plan

Select the required area of the plan.

i Plan W Css Bl
o=

Click the Actions button to display the Actions dialog.

Actions

Please choose from the following actions

2 Responsibility / Success % Linked File i= Additional Questions & School Support / Booking

Click the Add button to display the Add page.

i Add i
Type - Pleass saiect the Activity type ~|
Name -

Manager " n
Status 8 |
National Priority s V
Short Code

Days

Date Froposed ™

Estimata Start Cl

Estimated End a8

Must End By ("]

Actual Start s

Actual End @

Hotes e | JE| e s |k QAT How b Farmal

Select an Activity Type from the drop-down list.
Enter a Name.
If required, click the browse button to display the Support Staff Search and select a Manager.

‘ Support Staff Search

Y

Title Firsz Hame = Middle Name Last Hame & Rale Code
or ADMOFF E=3

If required, select a Status from the drop-down list.

If the activity Type is Project, you can select a National Priority from the drop-down list
(Lookup Table ID: 0501).
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10. If required, enter the following information about the activity:

A Short Code.

The number of Days.

The Date Proposed.

Estimated Start and End dates.
Must End By date.

Actual Start date.

Actual End date.

Notes.

11. Click the Save button.

Adding a Cost to an Activity

To attach a cost to an activity:

1. Select a plan. For more information, see Selecting a Plan on page 77 .

2. Select the required area of the plan.

dta Plan 3 CS5BU
[ Actons | stameveispment
& CYPP (3]
A CYPP (2)
# School Tmprovement (7)
- EDP (10)

e EPOT-Artendanc

awiour and Puctuality (0)

- 1 Raise profile of good stiendance
A EPOG-Ralee Aftainment EY's B Prim Ed in Uit/ Mum (3)
i BP0 -School Management and Leadership (1}
e EPOB- Schools causing concern + monitoring schools (2]
e EPUU-Standards B Progress K53 & K54 (0)
# EPL0-Tackling Disaffection (4)
- EDP Preparation (0}
A Test Pan (0)

3. Click the Actions button to display the Actions dialog.

Actions

Hlease choose from he fallowing actions

“ Evalualion Areas # Edil m

4. Click the Costs button to display the Costs page.
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10.
11.
12.
13.

Managing a Plan

Year ¥ ALLIM|
Fund Code * Description =

Ha Records Found

Estimated

Sum of All Sub items

Fund # | ALL

(@) cests - 1 Raise profile of good attendance

Date ~ Estimated Cost = Actual Cost =

Actuals

Froject Total Sum of All Sub items

Buziness Unit =

Project Total

Click the Add button to display the Add page.

=

I= Add
Fund Code: ’
Cast Centre- >
Cost Type: % Esm
Dascription: e
Date:
Amount: +
Natas -

Select a Fund Code from the drop-down list.
Select a Cost Centre from the drop-down list (Lookup Table ID: 0503).

Select a Cost Type radio button.

Enter a Description.
Enter a Date.
Enter an Amount.

If required, enter Notes.
Click the Save button.

Adding a Linked File to the Plan

One or more files can be linked to the plan.

NOTE: The Provider portal supports linked files of up to 4MB in the following formats: bmp, jpg, txt, doc,
docx, xls, xlIsx, png, pps or pdf.

Select a plan. For more information, see Selecting a Plan on page 77 .

Select the required area of the plan.

;:] Plan

m Mt Staft Development

WSSt
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3. Click the Actions button to display the Actions dialog.

Actions

Please choose from the following actions

© Responsibility / Success % Linked File = Additional Questions & School Support / Booking
+ Evaluation Areas o Edit @ Delete

4. Click the Linked File button to display the Linked Files page.

% Linked Files

:
Deseriptin * [o— Lt Updnead By = Last Updated Dats =
Testing 126t sddmmin user for EFM F10RII008 113957 [ Ao |

5. Click the Add button to display the Linked Files selection page.

% Linked Filas
Description ,

Filename

~

Uploaded By
Uploaded Date

Last Updated By

BN BN

Last Updated Date

Cancel

Enter a Description.
Click the Select File button and select the required file.
8. Click the Save button.

Managing a Plan

Recording Answers to Additional Questions for a Plan

Select a plan. For more information, see Selecting a Plan on page 77.

2. Select the required area of the plan.

% Plan W Css Bl
o morimeres

3. Click the Actions button to display the Actions dialog.
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Managing a Plan

Actions

Please choose from the following actions

© Responsibility / Success % Linked File i= Additional Questions & School Support / Booking
* Evaluation Areas # Edit ® Delete

Click the Additional Questions button to display additional questions that have been set up for
the Plan area. For more information, see Setting Up Additional Questions on page 51.

Enter the required answers.
Click the Save button.

Recording School Support for a Plan

1. Select a plan. For more information, see Selecting a Plan on page 77.
2. Select the required area of the plan.
;:1 Plan W Css Bl
[ | oo

3. Click the Actions button to display the Actions dialog.

Actions

Please choose from the following actions

@ Responsibility / Success % Linked File i= Additional Questions & School Support / Booking

+ Evaluation Areas # Eait @ Delete

4. Click the School Support / Booking button to display the School Support/Booking For

Activity page.

6 School Support! Booking For Activity: CYPP Project

¥ Invaiced

Support Staff & Backing Status

Froms 4

5. Click the Add button to display the School Support/Booking Add page and record a new
booking. For more information, see Adding a School Support Booking on page 57.

Recording Responsibility and Success

Details of outcomes of projects and activities and those responsible can be recorded against the

plan.

1. Select a plan. For more information, see Selecting a Plan on page 77 .
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2. Select the required area of the plan.

Managing a Plan

":] Plan

1 CSS Bl

m Mt Staft Development

3. Click the Actions button to display the Actions dialog.

Actions

Please choose from the following actions

2 Responsibility / Success % Linked File i= Additional Questions & School Support / Booking

+ Evaluation Areas # Edit @ Delete

4. Click the Responsibility/Success button to display the Responsibility/Success page.

Q Respaonsibility / Success - CYPP Projact

Y [ o/ |

Officer Rezpanaible =

Outzome =

Buzinesz Unit =

5. Click the Add button to display the Responsibility/Success: Add page.

Q Responsibility / Success: Add
Officer
Outcome

Other Key Pecple

Notes o |BE e s |E

FiE vds

6. Click the browse button to display the Support Staff Search dialog and select an Officer.

If required, select an Outcome from the drop-down list (Lookup Table ID: 0504).

If required, click the add button to display the Support Staff Search dialog and select Other

Key People.
9. If required, enter Notes.
10. Click the Save button.
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Managing a Plan

Displaying Staff Development Linked to a Plan

To display staff training that has been provided in relation to a plan:

NOTE: The training courses displayed are those recorded via v4 Training Manager. Courses recorded
via v3 Training Manager are not displayed.

1. Select a plan. For more information, see Selecting a Plan on page 77.

2. Select the required activity.

i‘:'i Plan

ol CYPP (3
e CYPP (2)
- School Improvensent (2]
e EDP (10}
e P01 Altendance, Behaviour and Puncluslity (0]
A EPO2-Curricubam (3]
h EPO3-ICT for Imgroved Leaming, Teasching (0
i EPUM-Mumeracy {1
A EPUS-Quality of Teaching (1)
A EPTH-Ralsr Attalnment EY's & Prim Ed in Lit/Num (2
#: EPUZ-School Managoement and Leadership (1)
#- EPUS-Schools causing concern + monitoring schools (7)
e EPOS-Standards R Progress K53 & K54 (0]
i EPL0-Tackling Disaffection (4)
# EDP Praparation (0]
- Tost fan [0

oo [ e

3. Click the Staff Development button to display the Staff Development page.

ﬁ Staff Development

:

Course Hame = Course Code

Sessions ¥

Mo Rrecords Found

Start Date =

End Date =
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Managing Reports

08 | Managing Reports

Introduction

The Report Manager enables you to run and manage EPM reports. It is accessed via the
Reports tile on the Welcome to EPM page.

Provider Portal

# Home EPM - & Admin user for EPM = O Sign ot

Welcome to EPM

Bk, you Will S0¢ SEVICES VAL 10 You

ﬁ: Administration

'||| Roparts i SLA [ Base Administration

* Evaluation Arnas

Standard reports are provided and any existing or newly created Crystal reports can be run from
the EPM portal provided one of the following criteria applies:

= The report does not use any parameters or
m The report uses parameters that match those on the EPM portal reporting screens.

Reports that do not meet these criteria can still be run from the v4 Client.

Standard Reports

The following standard reports are provided.

NOTE: These are sample reports provided for the initial release of EPM Provider portal and, as such, are
not supported for future releases. Any required amendments can be made by the local authority or can
be requested as chargeable work.

Report ‘ Description

Action Points Lists all action points that match the parameters. The date range is
applied to the due date and all other parameters relate to the visit to
which the action point is associated.

Activity Costs Lists all costs recorded against activities. The Business Unit ID and
Activity ID are the only parameters used in this report.

External Finance A simple list of all bases with a reference number recorded (no
Reference Numbers parameters).
Invoices A basic template to be used with the invoice routine. This report will

produce one page per invoice number.
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Managing Reports

Report ‘ Description

Invoices Issued A list of all issued invoices. The date range is applied to the invoice
date and all other parameters relate to the visit to which the invoice
relates.

Visit Costs A list of all visits with costs recorded against them, plus invoice

footer.

details where relevant. The date range is applied to the visit date
and all other parameters relate to the visit to which the invoice
relates. An invoiced and un-invoiced total are included in the report

Visit List A list of all visits. The date range is applied to the visit date and all
other parameters relate to the visit. Any questions and answers
recorded against the visit are provided as a sub-report.

Running a Report

NOTE: If no report parameters are selected, the report will be generated for all possible parameters.

Click the Reports tile on the Welcome to EPM page to display the Report Manager page.

lﬂ Report Manager

Description Report Hame Created Date Run Progress
Test Visit Lists visit List.rpt 29/09/2015 11:23 000
Test Activity Costs Activity Costs.rpt 2970972015 11:22 [oQo) ]

Tost A aints Action Paints.rpt THOR 2018 11219 000

Activity Costs Repart Activity Costs.pt T9709/2015 10:50 o (0] o

Action Points Report Action Polnts.rpt 29709/ 2015 10:48 [oXofi]

Visit List Report WVigit List.rpt 209/ 2015 10:40 [oYo] ]
Run EPM Repaorts.

Click the Run EPM Reports button to display the Run Report for Business Units page.

M Run Repert for Business Units

Description 4
Report Choice * B | Please select
Base m X n
Visitor & B n
Activity r'd x B
From 2}
To ]

Business Unit (s) w M n
Start Generating Reports

Enter a Description.
Select a Report Choice from the drop-down list.

Enter one or more parameters for the report as follows:

a. Click the Base browse button and select a base.

b. Click the Visitor browse button to display the Person Search and select a visitor.
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Managing Reports

c. Click the Activity browse button and select an activity.
d. Select a From and To date.
e. Select the required business unit as follows:

I. Click the Business Unit(s) browse button to display a list of shared business units and
those to which you have access.

ii. Select the required business unit.
Click the Start Generating Reports button.

Managing EPM Reports

Click the Reports tile on the Welcome to EPM page to display the Report Manager page.

m Report Manager

Description Report Mame Run Progress Actior

PRG evolce.rpt 000

G \mvelce.rpt Q00
S 000
pt [o 1] o]
17 . 000
T 514 000

Run EPM Reports

Click the Manage link for the required report to display the Manage Report page.

lﬂ Manage Report

Description Report Name Created Date Run Progress

— ooe
T
Status
Buzinssz Unit Parson Name Base Name Activity Nama From To LastUpdated Invalcs Al (1) Action
v [ Genoratea ]
prpe—

If required, enter a filter of Business Unit, Person Name, Base Name or Activity Name and
click the Search button.

If required, click the Re-Generate Reports button to re-generate all reports for the current filter.
A confirmation message is displayed.

Click the Yes button to confirm.
If required, click the Refresh button to refresh the list.
If required, click the Preview button to preview a generated report.
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Managing Invoices

09 | Managing Invoices

Introduction

Invoices can be produced for any booking with a booking status of Booked, Completed or
Provisional.

Viewing Bookings to be Invoiced

Provider Portal

# Home EPM « & Admin user for EPM « © Sign ot

Welcome to EPM

Bk, you Will S0¢ SEVICES VAL 10 You

ﬁ: Administration

} SLA T Base Adminisiration

* Evaluation Arnas

Click the Invoices tile on the Welcome to EPM page to display the Invoice Bookings page.

(@) invoice Bookings

Enter Booking Detalls

End dats bafore ©

B

Invoice Date -

i ]

Invoice no. Frefix -

Invaice Design

[ ]

=9 ==

Enter the End date before.
Enter the Invoice Date.
Select the Invoice no. Prefix.

If required, select an invoice report template from the Invoice Design drop-down. For more
information, see Managing Reports on page 85.

Click the Choose button to display the Bookings to be Invoiced page.
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Managing Invoices

@ Bookings to be Invoiced
Y
3 Ameceelfa) Todsl
EndDate  SchoolNo.  Base Name & Base Type & Support Staff & Activity Hame & Business  Amount &
s £ Unit Shore
Name &
20/10/2001 | 4000 MID - Middle School Address transition fssues | EPM » 260
/052002 2072 chool  LOW - Lower Schoal T E101-Attendance EPM » mn
Behaviowr and Punctuatity
Available Bookings Amaunt §52.73 Lelected Bookings Amount  0.00
If required, click a booking to display the details.
@ Bookings to be Invoiced
T
EndDate  SchoolMo.  Base Name § Base Type Support Staff & Activity Name & Buziness  Amount ¥
s s Unit Short
Hame &
0001 4002 = Middle School M - Middie School Address transition s EFM L]
School Ho.  Base Hame Baze Type Amount
4007 - idcibe L &) 280
Se
23/05/2002 2072 = g™ Lover Schoal LOW - Lavwer Schaal EPm * N
Awailable Bookings Amount  552.73 Seloctod Boakings Amount  0.00
=l

Producing Invoices

Invoices can be produced for one or more bookings with a status of Booked, Completed or
Provisional.

NOTE: After the invoice has been produced, the booking cannot be updated or any further costs added.

View the bookings to be invoiced. For more information, see Viewing Bookings to be Invoiced on
page 89.

@ Bookings to be Invoiced
¥

3 Ameceelfa) Todsl
EndDate  SchoolNo.  Base Name Bue Type & Support Staff & Activity Hame % Business Amount ¥
& % Unit Short

Name
231072001 <007 Middle Schaol MID - Middle School Address transitlon fssues M > 0
23/05/2002 | 2002 Lover Schoal LOW - Lower School EPM » mn
1d Punctuality
Available Bookings Ameunt | 5§2.73 Selected Bookings Amount 0,00

Select one or more bookings.
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@ Bookings to be Invoiced

-

T
End Date School No.  Baze Name + Baze Type + Support Seaff + Activity Hame = Business. Amount ¥
z = Unit Short
Hame ¥
& 2300 002 — Middle School MID - Migdie School . Address transition fssues EPM > w0
I 23000 wrz B ¥ Lover School LOW - Lower School ad EPOI-Attendance, EFM * mn
Eehaviour and Punctuality
#vailable Baokings Ameunt 2773 Selected Bockings Ameount  280.00

Click the Process button.

The following success message is displayed:

9 Invoicing Process completed successfully and the report(s) are queued.

Cancel View Report(s)

Click the View Report(s) button to display the Manage Report page.

Iﬂ Manage Report

Description Repont Name Created Date Run Progress.
PRG Inyoice.mpt 1411002015 0543 000

.

ff evesn [l e cenerve mepors

Status
Business Unit Person Name Base Name Activity Name From  To  LastUpdated Invalce Al 1) " action
Thers are no resuts fo display
=
Click the Refresh button to refresh the list of reports.
M Manage Report
Description Report Name Created Date Run Progress
PRG Invoice.mpt 14102015 05:49 [oFa ]
,
Status
Business Unit Person Name Base Name  Actvity Name From To LastUpdated Invoice AL " action
42015 09.50.03 o [ Generated }

If required, click the Preview link to display the invoice.
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Managing Invoices

Invoice

memmmyp: Lower School Invoice number:  PRGO0003
High Street, Invoice date: 14/10/2015
om— Our reference:
BEDFORD,
Simshire,
Start date End date Visitor Fee code Fee
23/05/2002 23/05/2002 " " Budget Planning E272.73
£272.73

The report can be managed via the Report Manager. For more information, see Managing EPM

Reports on page 87.
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Administering Service Level Agreements

10 ‘ Administering Service Level Agreements

Introduction

Service Level Agreements (SLAS) are created in the v4 Client via Focus | Services | Service
Level Agreements | Maintain Service Level Agreement.

|§ﬁ Search @Collapse -

quiry

Code
Description

Active v

D New $¢ Delete ] Open ] Open In New Window G Mext Previous

Code  Description SLAType SLAUnits StartDate  End Date Is C5S IsEPM Active

Bronze 1108207 10/08/2018

SLA2  SLATwo  Gold Visits. 01/08/2015  31/08/2016 No Yes Yes

men SLA  Gold Visits, 201212012 19122013 Yes No Yes
SLA3  SLA3 Gold Visits 03092015 02/09/2016 No Yes Yes
SLA4  sla foru Silver Visits. 03/08/2015  02/09/2016 No Yes Yes

To enable the SLA to be used in EPM and assigned to a base, the Is EPM check box and the
Active check box must be selected as shown in the following graphic:

|E Save [ New (5) SetACL [3l Clone

USSR o= v

(01, Service Level Agreement

Code ABG

Description ABC SLA

SLA Units Visits . SLAType Gold -
Mo of Units 10 Cost 25

Start Date 01/10/2015 - End Date 301172015 -
Active W Cloned b 4

Is EPM v Is G55 x

Cost in Percentage |7

NOTES: If the Cost in Percentage check box is selected, the SLA will be applied as a percentage.
An SLA that is defined in CSS cannot be selected in the EPM portal.

For more information, see Defining a New SLA on page 18.

Assigning a Service Level Agreement to a Base

A Service Level Agreement can be assigned to one or more bases. This enables costs to be
calculated based on the SLA.

Adding a New SLA/Base Association

Click the SLA/Base Administration tile on the Welcome to EPM page to display the
SLA/Base Administration page.
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Administering Service Level Agreements

# Home

f SLA | Base Administration

@ SLA | Base Associations

Manage Fiemal Rof for
Bases

Provider Portal

3. Select the required business unit to display the SLA/Base Associations page.

Y

Code *

@ SLA [ Base Associations

Description

SLA Code

SLA Code

Test EPM SLA

Test EPM SLA

Tirst EPM SLA

Test SLA Coded)

Test 5LA Codedl

Tiest SLA Coded!

Active From | aga/mmiyvyy
Base T Active
== w
avgroup -
= Village Primary Schoal o
@ s Primary Schaol w
-
wegroup o
w Village Primary School -
e Mididlie School v
anslons L4
i Colloge -

Tof | oarmmiyyyy
Start Date = End Date =
II0A20N5 | ORM0IZN5
JVONI0IS | ORININS
OUORI0I5 | 110/3015
LRG| 205
O1OSANS | 3112
OUERII0NS | 311203006
OS5 | 301202016
011072015 | 307102015
Q11072015 0015

a1/ 102005 025

L3

v (3 [ cions|

o B
B [ cciom
b  2ctons |

o B
B [ iciom
2 et |
&
B
[ [ e |

4. Click the Add button to display the SLA/Base Associations: Add page.
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Administering Service Level Agreements

@ ELA [ Base Assoclations: Add =
SLA =
Code =
Description ™ Active Cloned
Type o] Units s
No.Units 7 Costs e
San - e End Date - ddimmivvy
B ddimmiyyyy B ddimmiyyyy
Date
Base (s)*
= g = |
Netes e |@BE| B2 |EERE|QAS How s Forma

5. Select an SLA Code from the drop-down list of SLAs defined for EPM. For more information,
see Defining a New SLA on page 18.

The fields are automatically completed with the details of this SLA as shown in the following
graphic:

@ SLA / Base Assoclations: Add =
Tl @ 4 el ag
Code-
Dascription M |t iever agreement Active + Clansd
Type @ sy Units s LK
No.Units ’ & Costs e
il 8 011172015 one e B 31012016
Date
Base (s)*
= d =
Matss oo |FE |8 s |EiERE|AdS How o Format

6. Click the Base (s) browse button to display the Base Search dialog with the bases currently
associated with the SLA selected.
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ﬁ Base Search
¥ Filter by LEA Basas
¥
Baze Name * Baze Ho & LEA Mo Baze Type
All
000 o9 MG
901 aw ML
93 NI
8007 w31 HI
3z 881 P
3 933 PRI
1 I 937 PRI
4789 w9 Ll
<001 55 ILIN
School 295 BER L
1 ]
=3 =3

7. To associate a new base or bases:
a. If required, enter search criteria and click the Search button.
b. Select the required check boxes.

c. Click the Select button to display the SLA/Base Associations: Add page showing the
selected Base(s).

@ SLA [ Base Associations: Add =

SLA @ | ssad - frst level agreement

Code- :

Description [y first level agreement Active . Cloned

Type o | =iy Units = LI

No.Units v g Casts ¢ 3

Far 8 | 012015 End Date & 310102016

Date

Baza (5] - Abacus Primary School B8 Abbey Mddie School n
x

Hotes Ao |3E | B | SERE|QET How o Formal

8. If required, enter Notes about this association.
9. Click the Save button.
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Viewing SLA/Base Associations

Provider Portal

# Home EPM - & Adenin user Tof EPM - ) Sign out

Welcome to EPM

Bekw, you wil 36 sendces avai fabbe 1 you.

.Qg Adminstration a Sehool Support/ Booking

ll" Reparts

" SLA/ Basa Administration

* Evalualion Areas

1. Click the SLA/Base Administration tile on the Welcome to EPM page to display the
SLA/Base Administration page.

Provider Portal

#& Home  EPM - & Admin userfor EPM » @ Sign out

f SLA | Base Administration

@ SLA | Base Associations

xtemal Ref. for

Select the SLA/Base Associations tile to display the business unit selector page.

ﬁ == Business Lnit

ﬁ EPM Business Unit ﬁ & Business Unil

3. Select the required business unit to display the SLA/Base Associations page.
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@ SLA [ Base Associations

o8B
Y Active From | ga/mmiyyyy Tol  oarmr
Code * Description T Bxe s Active Start Date = End Date = Memo %
L. - M 200 ORI 30 - B m
LA Lod v 09/201 v B | ctions |
Vil | o 31 /0201 B m
; P v o1 > B  sction: |
Teest EPM SLA v 14067200 INLIINE v B  Action: |
M SLA o 1/0R/301 12/201 B m
g $choal v 01708/ 2015 1202016 B [ csions |
t 5L Middle b v 14107201 300100200 [ ] m
Test SLA Codedl snslons - 17107201 10/201 B m
5l 1 lig - o 1 107201 B ==

NOTE: If you select All Business Units, the data displayed is read-only.

4. If required, enter a filter and click the Search button:
= Enter a full or partial Code or Base.
m Select the Active check box.
m Enter a date range.
5. Click the Code link to display the details of the SLA/Base Association.

@ SLA [ Base Associations: Edit =
Base SLA 2

m L)

Coder

Description O | Test EPM SLA Active g Cloned
Type O | TEST Units @  vers
No.Units ol Costs e 0
il = 01/08/2015 End Date =] 322018
Cate
Notes A | AE |8 s EIERE | QES How o Farma

Editing SLA/Base Associations
The notes for an SLA/Base association can be updated. No other fields can be edited.

1. View the required SLA/Base Association. For more information, see Viewing SLA/Base
Associations on page 97.

2. Click the Actions button adjacent to the SLA / Base association that you want to edit to display
the Actions dialog.

3. Click the Edit button to display the SLA / Base Association: Edit page.
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@ SLA / Base Associations: Edit £
Base® & | 3Dimensions SLA

Descrption x| TastErwSA Active - Cloned
Type @ TEST Unirs g vsis
Ho.Units : Costs & |0

stan B 010s20s Ena Date B 312,016
Date

Hates o |[JE e [EERE RES Howia Fomae

If required, enter Notes and click the Save button.

Adding a Linked File to an SLA/Base Association

One or more linked files can be added to an SLA/Base association.

NOTE: The Provider portal supports linked files of up to 4MB in the following formats: bmp, jpg, txt, doc,
docx, xls, xlIsx, png, pps or pdf.

View the required SLA/Base Association. For more information, see Viewing SLA/Base
Associations on page 97.

Click the Actions button adjacent to the SLA / Base association to which you want to add a
linked file to display the Actions dialog.

Click the Linked Files button to display the Linked Files page.
Click the Add button.

% Linked Filas

Description ,

Filename ’ m

Uploaded By »

Uploaded Date = o 410

Last Updated By 7,

Last Updated Date B | 24092015 015515

=3 =3

Enter a Description.
Click the Select File button and select the required file.
Click the Save button.

Managing External References

An external reference code can be used to link a base to an external system e.g. a financial
system. A standard report of bases with a reference numbers can be produced. For more
information, see Managing Reports on page 85.
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Administering Service Level Agreements

Provider Portal

# Home EPM « & Admin user for EPM « © Sign ot

Welcome to EPM

Bk, you Will S0¢ SEVICES VAL 10 You

upport! Booking

Jil  Reports

sation Aroas

1. Click the SLA/Base Administration tile on the Welcome to EPM page to display the
SLA/Base Administration page.

Provider Portal

A Home EPM -

# SLA/ Base Administration

Extemal Ral for

Level Agreements

2. Click the Manage External Ref. for Bases tile to display the Manage External Finance
References page.

C)J| Manage External Finance References

o o

3. Click the Base browse button to display the Base Search and select a base. For more
information, see Selecting a Base on page 60.

Enter an external reference Code.
Click the Save button.
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Managing Evaluation

11 | Managing Evaluation

Managing Evaluation Areas

Evaluation areas are accessed via the Evaluation Areas tile on the Welcome to EPM page.
Evaluation types are Effective Practice (P) and Development (D).

Provider Portal

#® Home  EFM - & Admin uger for EPM = Sign out

Welcome to EPM

Bk, you Will S0¢ SEVICES VAL 10 You

upport! Booking

sation Aroas

Displaying Evaluation Areas

1. Click the Evaluation Areas tile on the Welcome to EPM page to display the Business Units
selector page.

2. Select the required business unit to display the Evaluation Areas page.

# Home EFM - & Agmin user fof EPM - & Sign out
W Evaluation Areas & e U
v s Y-
a ‘B3 3
EvalType s  EvalAreas  Activity = Base 3 Date & Status & Focus & Bus.Unit 2
P 11 Additicnal Support for id... e M e /on00n | G0 EPM  ctions |
P 4114 CYFP .. 6/072013 | GO <] EPM [ 2ctiom |
P 4110 crep —— o — W07 EX AT EPM [ Actions |
P 4129 CPP - . 072013 | WEAK EFM [ Acticn |
P 4110 CYPP . - 9/07/2013 | GO EPM =23
P 4118 CYPP == = wiorans | e ] EPM | Actions |
o 51132 crer W01 | GUOD EN EPM [ rctions |
P 4111 PP - T /012013 | EX EPM [ action |
o o CYPP re—= 29/07/2013 | EX EPM
P 4128 CYPP | Test Plan - . I5/07/2013 | SATIS i EPM  Actions |

3. To filter the record list:
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Managing Evaluation

a. Enter afilter of Evaluation Area, Base, Activity or Status.
b. Search for a base as follows:
i. Click the Base browse button to display the Base search and select a base.
ii. Click the Search button.
c. Search for an activity as follows:
i. Click the Activity browse button to display the Select an Activity dialog.
ii. Click the Search button.

Adding a New Area of Effective Practice

Display the evaluation areas. For more information, see Displaying Evaluation Areas on page
101.

Click the Add button to display the Evaluation Area Details: Add page.

3. Select the Area of Effective Practice radio button.

© o N o 0 &

10.
11.

ﬁ Evaluation Area Details: Add 'y
Eval. Type: & Area of Etfective Fracice (0 Area for Development
Base o n
Activity: n
Practice" - .
St & -Please select:
Focus [ :
Suppon a
Date & | adimr
Observed By a
Is Cenfidential
Notes EEAETEIE PR L Y =
icseet =

Click the Base browse button to select a base.

Click the Activity browse button to select an activity.
Select a Practice from the drop-down.

Select a Status from the drop-down.

If required, select a Focus from the drop-down.

If required, click the Support browse button to display the School Support / Booking dialog
and select the required booking.

Enter a Date.

If required, click the browse button to display the Support Staff Search dialog and select an
Observed By person.
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10.
11.

Managing Evaluation

Adding a New Area for Development

Display the current evaluation areas. For more information, see Displaying Evaluation Areas on
page 101.

Click the Add button to display the Evaluation Area Details: Add page.
Select the Area of Development radio button.

& Evaluation Area Details: Add =
Eval, Type: Ares of Effective Practice @ Area for Development
Base: = n
Activity & n
Development- i —— -
Status #  Plea
Focus 7
Support % %
Date* B odimmiyyyy
Obzerved By & x
Iz Confidential
Nates ne|dE |8 s EEREds Fiow 12 Farmat
= =

Click the Base browse button to select a base.

Click the Activity browse button to select an activity.
Select a Development from the drop-down.

Select a Status from the drop-down.

If required, select a Focus from the drop-down.

If required, click the Support browse button to display the School Support / Booking dialog
and select the required booking.

Enter a Date.

If required, click the browse button to display the Support Staff Search dialog and select an
Observed By person.
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