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Contacting One Application Support

You can log a call with One Application Support 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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Ol ‘ FID Administration

The Family Information Directory Website

The FID solution enables Local Authorities to display an online catalogue of childcare and family
services through a configurable online website, using data from the One system. FID uses the
existing FSD and ECD ISPP exporter in One to populate the website. The FID website is a
hosted solution available to customers with an existing FID exporter license. Each LA will have
their own URL and can configure their site to apply their local branding and display themes that
align with any corporate styles.

The management of the data that is published through the website is initially configured through
One’s Data Management Tools, but Local Authorities are able to further localise the information
that is available in the FID website by adding and managing pages and website ‘soft’ content
and the appearance of some of the data through the administration tools.
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02 ‘ One Configuration for FID

The existing FID XML feed in One is utilised to populate the FID website through the ECD and
FSD XML extract files. The data is transferred to the website using the ISPP Exporter process.

One sends the Service Provider information as an individual file / data stream. This is then
received by a secured and authenticated web service which is capable of accepting:

m A single Service Provider as a data stream (in the message).

m A single Service Provider in a single XML file.

Technical Pre-Requisites for running the ISPP
exporter process

The consoleappsetup.msi needs to have been installed under Capita in the program files folder.
This will need to be installed on the same machine that holds the Oracle client on the server.

On opening the consoleappconfig.exe, there will be a tab for each of the four configurable
applications for ECD, FSD, FSD Exporter and Ofsted. For the purpose of FID website
population, only the parameters for ECD, FSD AND FSD Exporter need to be configured. This
may need to be done by the LA technical team who will be able to provide the db. Username,
db. Password and db. service details.

Configuring FID Setup Details

On navigating to Tools | FID | Set Up Details, enter the following into panels 01 and 02.
g0

S Tools | Window [2]
Administration
Audit Trail

rag and drop menu items here...

Change Password

sh

Permissions

Team Structure

| v vy v v v v -

Year Settings

FID Setup Details

PRIME Vocabulary

Activity Log Map/Unmap Vocabulary
V3 Migration Data Management
Lock/Unlock System Error Log Management

FID Administration Handbook -



One Configuration for FID

FID Extract Header Details

Parameter

Example

Description

Default

Unique Reference www.LA.gov.uk The LA Council website Mandatory
(Href URI) could be used as a
unique identifier for the
XML source
Audience PUBLIC The intended audience Mandatory
(DCTTerms.Audience) for the information
Language English Defaults to English Mandatory
(DC.Language)
Creator (DC.Creator) Capita Children’s Services Defaults to Capita Mandatory
Children’s Services
Publisher Capita Children’s Services Defaults to Capita Mandatory
(DC.Publisher) Children’s Services
Copyright Sandwell@2014 Enter a value here Mandatory
(eGMS.Copyright)
Ownerl 333 Enter a code in here to Mandatory
identify your LA
Owner2 SCVO Only enter a code in here | Optional
if you wish to export the
data to a second source /
website
FID Mode ECD & FSD Select ECD & FSD Mandatory

Use Extended
Schema

Tick (V) to enable or cross
(X) to disable.

If you use the Capita One
FID website, you can
enable this option to
include additional
information (such as
whether a service is
funded for 2, 3 or 4 year
olds) in your FID website.

Optional (disabled)

Use Service (Not
Ofsted Detalils)

Tick (V) to enable or cross
(X) to disable.

Enable this option to
display the service details
for ECD services on the
FID website instead of
the Ofsted details.

Optional (disabled)

FID Administration Handbook
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So it appears as below:

/01, FID Extract Header Details

‘-Unique Reference (Href URI) l\'.ﬂ'.ﬁ'.l’.Sﬂl‘ld'\'-l’E".gD"a'.IJk
Audience (DCTerms. Audience) Public
Language (DC.Language) English -
Creator (DC.Creator) Capita Children's Services
Publisher (DC.Publisher) Capita Childrens Services
Copyright (eGMS.Copyright) ENTER TEXT HERE
Owner 1 LA CODE ENTERED HERE
Owner 2
FID Mode ECD & FSD -
Use Extended Schema v,
Use Zervice (Mot Ofsted) Details b4

\

FID Contact Details

If required, enter a central address (for example, a council address or a children’s centre
address) in section FIS Contact Details. This information will be used as a substitute contact
address for the service provider, where the provider have not consented to share information in
the Ofsted updates or if their record has been configured (flagged) to not sharing address
information within the XML extract (to be covered later in the document).

Please enter:

m Address (either by searching the gazetteer or selecting the Select Address icon and entering
a new address.)

m Email Address
m Telephone

m Default Contact Address Type.

Address SANDWELL COUNCIL HOUSE, OLDBURY, Wwest ﬁ x
Email Address contact®sandwell.gov.uk

Telephone 0845 358 2200

Default Gontact Address Type Office - =

Click Save to save the data.

Configuring Data through FID Data Management

The information that populates the ECD and FSD XML extractswhich in turn populate the FID
website is defined in the Tools | FID | Data Management menu.

FID Administration Handbook -
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M Tools | E) Window [3] @ Help

Administration b Jrag and drop menu items here...

! Audit Trail 3
Change Password 3
Permissions 3
Tearn Structure y D1.FID Extract Header Details
Year Settings 3 er
FID | setup Details r
PRIME ’ Vocabulary
Activity Log Map/Unmap Vocabulary
V3 Migration | Data Management |
Lock/Unlock System Error Log Management

111

Users are able to search and filter for data, including searching by provider or service name,
service type or FID type

For example, if searching for child-minders, by searching by service type, users will be shown a
list of all matching parameters.

Users can determine which providers are published (sent) to FIDS and determine if the address,
telephone number and cost details are published. It is recommended that telephone and cost
details are sent across as a default, and address considered (unless the service type was a
child minder or a specialist service, where it was felt the address ought not to be disclosed
publicly).

SR T T T T T
][n Samch [ Fepand - |
[ Seve 70 Cipen In Plew Windew (G Mak A G Uormark Al ¥ Add Marked 10 Quewe | ::‘_“,MM_
iy P Mo Servee ame Servee Trpe o Sxpert Stuten Aot oo Ak, o SO0l i
O " £ il
[]  usT viae Provicer 1 AT Wihde Servce 1 Eresitan! Clio =] il
(] uaT vmae Provicer 1 UAT Winte Service T Combined Hursery Ce. ECD [ i)
[]  usT vimae Provicer 1 UAT Winde Service 3 Estended Py Group  ECD =]
[]  usT wiae Proveer 1 UAT Wihte Servce 4 Parect & Tooder Group ECD [ i
[ war venee Provices ¢ UAT Vitke Service § Frivale Murnery Scacel [50 ) =]
[0 waT vmae Provices 1 VAT ihde Serve § Sessaral Cane o ¥ |
O] tArwdepovies  urWMasiees  Onkimdr o H EHE OEH =
— | ] e veske v 2 UATWhnSerios 1l Parent b Tackter Grisp. ED H M &M & =
| [] uarvmssromiss  uirwssssencstz e ey Sokodt 13 M 8 B o
opm || [] udrwosesrovier kT whte Sanice 7 Sasnisal Cars =3 M M M M @ Action'~"
= C] wirviefroviie 2 UAT e Sarvice 8 SoassntOmcars B2D E B B &
| (] st ke rovvar 3 UAT Vekke Sarvice 14 SamsoesDuycars  BED "] ¥l =] =]
D] uorvmtetovers  Girdntociords  Ododed PayOroe 860 B B & =
] s veske v 3 AT UMM SR 16 P SetesPanes  (CD HF B B &
LAY Vb Erirvesas 1 UAT Vi Sarvice 16 Privats Muurmary Senesl (CD I [¥ ) [+
D] Grwhmamoows  uATWiBSanice 1S S MusaySoact 16D M M B &
] iar ke o 3 UATVibd Sevce 1T Sasamesl Care = [« [ %) I
[ ualwhshomses  usTwiisSevesls  Seossitwe KD M M M M
[]  wvestimgwenn Lomer 56 rmstiegwerth Lmor Sc = i} [l 7] I
O wina - akisson £0 M ® & ™
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After clicking Save, users will be able to export the information to a queue for the XML extract.
To export, select all the required services (Mark to resend if this is not the first time that an XML
extract has been made for that service or provider) and select Add Marked to Queue. An
onscreen confirmation message will display the number of services that have been sent to the
export queue.

Configuring the XML Extract

For detailed information on this process, please consult the Technical Guide - Installing FID
Ofsted Import document, which is available via the One Publications website
(www.onepublications.com).
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The consoleappconfig.exe processor works its way through the queued data from One,
extracting the service and provider information from the database and converting it into the XML,
based on the PKHD schema. This information is then placed in another queue for the ISPP
Exporter to process. In the consoleappconfig.exe there are four tabs, two of which need to be
configured similar to the examples below.

ECD Parameters

The ECD tab will require similar parameters (as shown below) to be entered. The export name
and schema location are shown within the footer of the pop up window, and can be entered into
the appropriate fields. Please note you will not be able to cut and paste the address details —
these will have to be retyped into the input field.

Parameter ‘ Example Description ‘ Default ‘

DBUSERNAME onemast The database username of an account Mandatory
that has read/write permissions — usually
obtained from LA technical team who
manage the server.

DBPASSWORD onemast The password to the above account. As Mandatory
above.
DBSERVICE onemast The TNS Names entry for the database. Mandatory
As above.
ECDNAMESPACE http://dcsf.gov.uk | This appears in the footer of the pop up Mandatory
/XMLSchema/Ch | window. This is the namespace of the
ildcare Provider Description element of the

transformed XML. This value does not
normally change.

ECDSCHEMALOCATION | ProviderTypes- This appears in the footer of the pop up Mandatory
vl-le.xsd window.

The location of the xsd that will be used
to validate the transformed XML. Can be
the full path, or relative to the executable.

LOGFOLDER C:\logs Specifies where the location of the folder | /Log Folder
in which the log files will be written back
to.

FSD Parameters

The FSD tab will require similar parameters to be entered. The export name and schema
location will, like the ISPPECDProcessor, be available within the footer of the pop up window,
and can be entered into the appropriate fields. Please note you will not be able to cut and paste
the address details — this will have to be re-typed into the input field

FID Exporter

This will reuse the same global parameters and will act on the credentials to call the web
service.

NOTE: The FID Exporter credentials will need to be provided by Capita Children’s Services.

ISPP Processors

To run the ISPPProcessor, double click on the executable file in the local drive. To check that
the executable has run successfully, users can check the log files. This will produce a file for
each day. If more than one export process is run in a day, the new information will append the
existing file for that day.

FID Administration Handbook
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On navigating back to Tools | Data Management, there is an XML hyperlink that appears
against each provider in the XML column. On selection, the user can view the XML file that has
just been created. This is the XML file that will be sent to the exporter, and used to populate the
FID database.

ISPP Exporter

The ISPPExporter reads the data logged in the ISPPECDProcessor and ISPPFSDProcessor
gueues, and sends it to the PKHD web service — and then onto the FID Website using the
credentials provided in the FID exporter. It is expected that the export process will run overnight,
but you can run it manually by double-clicking on the executable file in your local drive.

_ FID Administration Handbook
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03 ‘ FID Administration Module

Administration Sign In

To log in as an administrator, sign in through the Site Administration link in the bottom right
hand corner through the default home page.

ABOUT US FAQS SITE MAP CONTACT US

Find a Service or Provider

Welcome to Local Borough Council - Customise in Site Details Family
Information Directory

Welcome to FID

 Get in Touch

Get in touch

david.bourke@capita.co.uk

.‘l Select Language Home | FAQs | SiteMap | Google | Site Administration

A

On selecting Site Administration, users will be redirected to a sign in page, where the user
name and password can be entered.

NOTE: The administration user name and password for your Family Information Directory website will be
provided through Capita’s Technical Services.

FID Administration Handbook -
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HOME SEARCH ABOUT US FAQS SITE MAP CONTACT US m

Signln

Get i Touth

Get in touch

david.bourke@capita.co.uk

2§ Select Language Home | FAQs | Site Map | Geogle | Site Administration

~

Enter the User Name and Password credentials into the input fields and select Sign In. A
warning message is shown to users if they supply the wrong user name or password. If a user
forgets their password details, these can be reset by the Administrator through the Users
section. If the sole administrator forgets their login credentials, this would need to be requested
through the Capita Service Desk.

Once signed in, the Administrator Menu will appear.

_ FID Administration Handbook



FID Administration Module

HOME SEARCH ABOUT Us FAQS SITE MAP CONTACT US m ADMINISTRATION

> Administrator Menu

Administrator Menu

Dashboard

+ 4+
@: + ‘
a
CONTENT PROVIDERS THEMES FAQ
Site Content and Menus View All Providers Site Colour Scheme Frequently Asked Questions

o
o O 27 Q
SITE DETAILS USERS REPLACE TEXT SEARCH LOG
Site Configuration User Details Rules for Replacing Text on Import Frequent Search Terms

A number of selectable options are available for the Administrator to select from:

m Content — Enables administrators to add, edit and delete pages, and configure the content of
the pages, including the setting of a default landing or home page, where the links to the site
are displayed as well as any other visible information.

m Providers — Enables users to view and update providers that are imported to the FID website
through the ECD XML extract file.

m Themes — Enables administrators to define the default colour scheme for the site, as well as
uploading a site logo to appear in the top right hand corner of the website, if required.

m FAQ — Enables users to set up and manage their own FAQ question and answer content, if
required.

m Site Details — Details of the website, including contact details.
m Users — Details of users who are allowed to login and access the administration pages.

m Replace Text — Enables administrators to set up rules to replace text, if, for example, a LA
has defined the data in one with leading characters to define it from other ‘types’ of service
provider or service information. This will only apply to the information that is displayed in the
FID website and will not update the One database.

m Search Log — Enables users to view what the public is searching for — for example,
frequently used search terms or key words.

FID Administration Handbook _
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Site Content

The content section allows administrators to add pages, delete pages and edit the appearance
of pages, including the tab position, to include in the site map or to allow other areas to be
selectable.

To add a page select Create.

S Welcome | Family Service: % L} P ———— ——___ =
2> C |8 hpsyy bsites.net/LaAdminContent =
% Apps [ abounabs @) [ abouttabs § Onelira- Homelink (] Imported FromIE X, FID - One Confluenc.. [} One Publications  § Editlssue: ESUTES... 3t Welcome | Family S.. [ eStart nXTGen | Login X, Project Governance .

LOCAL

Borough Counci HOME  SEARCHFORSERVICES  ADMINISTRATION

nu > Page Settings

Page Settings

Header Text Home Page Description sequence
Home il Header '] Edit Delete
sSearch for Services Header & Footer 1 Edit Delete

This will launch a new window where the user can add a page.

Creating a Page

A series of options are available for users to select what type of pages appears in their website,
and where the links will be available from.

4t Welcome | Family Service: % ‘:‘ PN ———— L
¥ = C A | 8 httpsy/fidtestwe.azurewebsites.net/LaAdminCantent/Create
% Apps [J sbouttabs(2) [3 sboutiabs § Oneira - Home Link [J Imported FromIE 3¢, FID - One Confluenc... [ One Publications § EditIssue: ESUITE.S.. 3t Welcome | FamilyS.. [ eStart nXTGen | Login 3, Project Governance ..

/ Borough Coun oY scrcnom scmects B oumearron

Home » Administrator Menu >

Create

Header Text

Home Page o
Sequence

0

ModuleName
Marketing

Menu Type
e Header & Footer

Text

m Header Text — This will be the page ‘label’ that appears on the site. For example: Contact
Us.

m Home Page — Checking this field will make this page the default ‘home’ or landing page
when users access the site.

m Sequence — Determines how the page orders in the header or footer. For example: 0,1,2,3
etc.

m Module Name — A drop down that describes the ‘type’ of page that is created. For example:
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Menu Type

Text

Back to List |

Search Providers

FAQS

Contact Us

Text only content
SiteMap

External Link

Header Text ‘ ‘
Home Page O
Sequence
i E |
ModuleName ( ] |
Marketing

m Menu Type — A drop down list that determines where the page link will appear on the site —
on the Header, Footer, Header and Footer, or not to appear in the menu.

m Text — Users can add a label description to display on the new page

4 Wekcome | Farmsly Sevice: %

Header Text

Contact Us

Mo Page (5]

Sequence

3

Moduletame

Contact Us

Menu Type

Focter

Text

Getin Towch

&= 2 O N | B hupsyfidestweanrewebsitesnet/LaddminContent/ Create
B Appe [ sbouttabe (1) [ sbouttabs B Ot fes- Homeliak [ bmported From il 3, FID - Ot Confluenc—. [ One Publications  §F Gt howe: BUTEO. 51 -3 ATGen | L P
7 LOCAL
¥ BoroughCovedl NOME  SUARCHFORSERACES  ADMINISTRATION

So for example, if configuring a Contact Us page as below and saving by selecting Create, the
website will refresh and display the new Contact Us page on the admin module and public
facing website, with the page link now shown in the footer.
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+ I:.DF{'.L HOME SEARCH FORSERVICES  ADMINISTRATION

Header Text Home Page Description sequence

Home o Header L Edit || Delete
Search for Services Header & Footer 1 Edit || Delete
Contact Us Feater 3 Edit || Delete

Back to Dashboard

Gzt m Tuth

. Fhon

= Email: Ramesh Karuppalbibcssconpoom

Search for Services | | Contact Us

On opening the Contact Us Link, the new contact page is displayed, with the email and contact
details (configured through the site details page).

[/ s Weicome | Famity Sewvice: % \__ - S———————_ =@

& - © # [B hapsy/fdtestwe azurewebsites net/Contact )

i Apps [ abouttabs 2) [ abouttabs ' OnelJira - Home Link (] Imported From IE X, FID - One Confluenc.. [} OnePublications § Editlssue: ESUITES.. 3 Welcome| Family S.. [ eStart nXTGen | Login 3. Project Governance ..

7 LOCAL

Boraugh Councl

HOME  SEARCH FOR SERVICES

Home > Contact Us

Contact Us

%, | - — > £ : .
=1 & \ OLDBURY Y < = S * ; i
=] \ 1 V- £ O\ %
57 s ) QLS N S
Contact Us
Getin touch
Your name * Your email address *

Get in Touch

Subject

Module Name Page Types

Marketing — The default home page (Home is checked in the set up page), where the
marketing material and images area is shown and users can scroll through and access the
page links from the headers and footers.
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o = — e
= 7
nen o Tt Y s [ b 0. B ity B8 i 3 v
- LOCAL .

A

Header Text
Home
Home Page =]
uEnce
seq N
Modulemame [
Marketing
M Ty
o e Header
e Welecene ta Local Borough Councils Farily
Information Directory
“ JEeIntlie] Local Borough Council - change this in Site Details...
Back to List
Family Information Directory

m Search Providers — The default search page, from which users can search for the services
and providers that have been uploaded using the ISPP exporter process from One.

Edit LOCAL ey
7 O oy o

Header Text 3

Search for Services
Homs Fage C
e 00 [y | [em Ly Name, Pt o Location

1
ModideMame I edSearch

Search Providers
Men Type

Header & Footer

Little Star Day Nursery

Text m Provder

Search for Local Services or Service

Providers

& Addess & Comact
— 3 3

m Back to List

m FAQ — Enables users to create an FAQ page that can be populated with any FAQs that may
be directed to the Family Information Services.

» sgnin
7 L0GL
! Borough Coundil HOME  SEARCHFORSERVWES  ABDUTUS u Fa
FAQ
Home page 5]
Seq . .
equence N I Frequently Asked Questions
MaduleName
FAQs I
[ + What is D7 3
wmenuType
v Header 8 Footer l
( [ + l.am struggling with my child and | need someane ko talk to, Who do | contact? »
Text
Frequently Asked Questians
+ Iwould ke to b aregistered . Haw da | find out about it? »
[ # Hew da | search for a childminder on your site? 3
m Eacktolist |

m Contact Us — A generic “contact us” page, containing details of the Family Information
service and a site map (if selected) and the facility to send an email to a central emalil
address (configured through Site Details).
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- / LOCAL
) Bunugh Coundil HOME  SCARCH FORSERVICES  ABOUT US n FAQ ADMINISTRATION

Header Text
Contact Us

Home Page &)

Sequence
3

ModuleMName
Contact Us

Mena Type
Footer

Text
Getin Touch

VISIBLE AREAS

Map e

Text L]
Links L]

What information is made visible through a contact us page is also configurable — allowing users
to switch on or off maps, address, any text or links through the checkboxes under the Visible
Areas section.

o

ContactlUs

Your name ¢ Wour emal address

Get In touch

et in Toueh

Subject

Message ¢

In the example provided, the address fields are hidden, so do not appear in the contact us page.

m Text Only Content — Enables the set-up of a page that contains text only information — for
example, a disclaimer or “About Us” page.

m Site Map — Enables users to set up a site map as an alternative method of navigating the
website.
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> FID Site Map

FID Site Map

Sitemap

FID Site Map

* Home
* Search for Services
* AboutUs
+ CAB

-

. (8]
AL

m External Links — Enables users to create links that appear as ‘tabs’ or links in the footer to
external websites, (For example, Citizens Advice Bureau or local voluntary services from the
website).

The external link will appear as a highlighted option on the top banner (if so configured).

HOME SEARCH FOR SERVICES ABOUT US m FAQ

On selecting the link, the user will be taken to the external web site.

Aseesaiminy Primey and eockies  Contact site Amz
i i s - Contrass  JCB A A

iy Citizens Advice  canca)

I the charity for your community

Aboul us | Advice | Campaigning | Policy | Media | Volumleoring | Sepportus | Partnerships | Jobs | For protessionals
Need advice?

.-f] Adviceguide
Sell hedp rom Cilizens Advce

Join the 6,500 people

signing our Fit for work
petition

14 Mgy 20°

viee welcomes compeasaton for cusimens whe fel victm 1o £ ON “sbuse of power

Providers

This page allows administrators to search for providers or services and if necessary hide them
from view on the public site, without having to go back into One, adjust the service / provider
details and refresh and resend the XML file.
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HOME SEARCH ABOUT US FAQs SITE MAP CONTACT Us w ADMINISTRATION

> Providers
Show All =] Q
Hide Name External Id Provider Fsd Created Modified
From Id Date Date
Search
= (Help our Parents Enjoy) This is a Parents support group to improve = Saeb8ce3-fbac-41ba-9173-9e59f2fe1078 = 61 1/27/2015 | 1/27/2015
wellbeing The sessions are held every Tuesday 12.30 - 14.30 there is 3:09:05
a creche available which needs to be booked PM
[} Boys Youth Club Monday-Thusday Girls Club Friday 5-7pm 62931e3f-6316-40fb-983d-3dfab4cdadfz 105 1/27/2015  1/27/2015
3:10:15 3:10115
PM PM
] Charlemont with Grove Vale Councillors Surgery Tuesday and 2b22c0d5-4045-42f2-80e9-37fbe21c200b = 69 1/27/2015  1/27/2015
Wednesday from 3pm onwards Please contact Library for details on 3:09:16 3:09:16
specific dates during the month when surgeries are held PM PM
= Childminder's Stay & Play every Thursday 9.30am-11.30am 81965a76-d963-4dc8- 50 1/27/2015 | 1/27/2015
b2d1-275d6a73136a 3:08:50
PM

Back to Dashboard ® Update Maps

Users can search for providers by putting in the first few characters and selecting the Search
Q

button

Users can select a provider and check Hide to hide their details in the search results. They can
also check if the XML file is FSD (checked) or ECD (unchecked).

Hide From Search = Name External Id Provider Id Fsd Created Date Modified Date
Address €e836102-0844-436d-ae83-0d52552bef0a 2053 2 5/9/2014 7:05:48 AM 5/9/2014 7:05:48 AM
Agerange1 f3eabd1c-cd40-4f7d-814a-f960a12a9307 2062 s 5/15/2014 9:59:10 AM 5/15/2014 9:59:10 AM
Agetoday-FSD eaad327a-e99d-48e3-bf36-9b574826108e | 2063 s 5/19/2014 6:15:26 AM 5/19/2014 6:15:26 AM
Amelia Strong b01ce577-9f4a-4f73-aada-3d8035311458 2052 s 5/9/2014 7:05:40 AM 5/9/2014 7:05:40 AM
AS 4cf96e1b-befd-dacf-9ce2-b871cdcd31af 2044 5/7/2014 2:22:36 PM 5/7/2014 2:22:36 PM

Click the Update Maps button to update the geolocation data of their providers following an
XML Import so that they are mapped when using Map Search.
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Themes

This page allows users to define the default colour scheme for the site, as well as the site logo.
Users can also select a second icon to appear in the footer section of the website.

¢ LOCAL _

- Theme

Themes and Images

Site Theme Upload Logo
E3EEE [ ooe
[ it |
Site Theme
Administrators can select the default site colour theme from a palette of colours, including:
m Beige
m Blue
m Cyan
m Green
= Navy
m Pink
m Purple
= Red

When a colour is selected the colour of the buttons and background links in the top and bottom
banners are changed. This will also display in the public facing website.

Upload Logo

Users can browse and upload images that are used for the website logo in the header and
footer sections (please note only .jpg, .png, and .gif files are supported).

FAQ

Users can add, edit and delete the content that will appear in the FAQ page (configured through
the Content page).

On opening the FAQ page, users can choose to see existing FAQ’s, which they can expand on
select to see the content and choose to update or delete the question or to Add a New FAQ.
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LOCA

HOME SEARCH FOR SERVICES ADMINISTRATION

> Frequently Asked Questions

Fréquently Asked Questions

BAdd New FAQ Back to Dashboard

[+ What is FID? »
[ + How can | contact you if | can't find what | am looking for? »
[ + What is a Provide »

On selecting Add New FAQ a new window will appear. Users can add the Question and
Answer and determine where the question will appear in the list of questions (and will order of
0,1,2,3 etc.).

Add Faq x

FAQ Question o .
How do | search for a childminder on your site?

FAQ Answer ; . i
search our childcare database. Or you can give us a call on 0800 000 0000 or email
Localfis@LABC.=ov. uk.
L Ed
Sequence

E |

After clicking Save the new FAQ will appear in its sequenced position.

Home > Admir or Menu > Frequently Asked Questions

Frequently Asked Questions

FAQ Saved Successfully

BAdd New FAQ Back to Dashboard

[ + What is FID? »
[ + How can | contact you if | can't find what | am looking for? 14
[ + How do | search for a childminder on your site? 4
[ + What s a Provider 14
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FAQs can be edited or deleted by selecting the FAQ. On selection Update and Delete options
will appear. If users select Update, they will be able to edit both the question and answer. If
users choose to Delete the FAQ, users will be warned about deleting the question. By selecting
Delete the entry will be removed.
|

Delete Faqg X

Are you Sure want delte the following items?

FAQ Question What is a Provider

FAQ Answer

This can be a person, or organisation who provides a service for Families and Children - for example, a childminder is a provider,
as is a nursery or a voluntary organisation (i.e. brownies).

Site Details

The Administration page records the address and contact details (email, phone) for the Family
Information Service that appears in the Contact Us banner and Contact page. It is also where
the SMTP ports and the email details that are used to send emails sent through the Contact Us
page in the public facing website can be recorded.

Users are able to configure the display of the banner that appears across the marketing, contact
and styling theme of the website, including if it is shown on the website. They can also configure
the name that appears in the marketing banner on the default home page, if they wish to display
the category types (this is populated by the vocabulary mapped against the services and
providers in One) in the Search Details page. Users are also able to define the message that is
shown to members of the public when a record is not found in the search pages.

If users do not wish to display FSD or ECD records in the search results once the information
has been extracted from One, (through the ISPP processer), they will need to uncheck the
display of the ECD or FSD records. Having chosen what records to display in the search, users
are then able to set certain address types as restricted (not fully displayed) in the website using
the child care type and provision type — in this instance, child minders and home based care
where the provider’s addresses are not shown in full.

FIDs can be configured to support Google Analytics information and support. For more
information around configuring your FID website to report on website usage, please contact
Capita Support through Web Support or call 0870 2411 323 (calls to 0844/0845/0870 numbers
will cost three pence per minute, plus your phone company’s access charge).

NOTE: More details on Google Analytics can be found at:
https://support.google.com/analytics/answer/1008015?hl=en-GB
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Users

Administrators are able to add additional users through this page. This will allow more than one
person to configure the site set up and management through the secure sign in. Users can
record the User Name and Email Details, and if necessary send a password reset to other
users who have forgotten their password details.

s

Users

User Name Email

Replace Text

This page offers administrators the ability to change the appearance of service or provider name
descriptions in the data that has been imported from One. This is useful if the information has
been recorded in One with a prefix,appending description or provider ID number, for example
FIS Poppies Day Nursery or Sandra Jones 12345A.

> Replace Text

Replace Text

A series of regular expressions to sanitise imported data
Find Replace Element Attribute CreatedDate LastModifiedDate
i+ C.Title 4/18/2014 12:21:44 AM 471812014 12:21:44 AM edit || Details || Delete
FIS\s*\*s* DC.Description 4118/2014 12:21:44 AM 418/2014 12:21:44 AM edit || Details || Delete
FIS\s* DC.Title 4/28/2014 10:49:28 AM 4/28/2014 10:49:28 AM Edit Details Delete
FIs\s* DC.Description Af28/2014 10:49:28 AM 4/28/2014 10:49:28 AM Edit | Details | Delete
Back to Dashboard

To find text that uses a leading prefix, users can enter the description e.g. “FIS” in the format
FIS s*\*\s*
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The search looks for any provider or service record name description that begins with “FIS” but
disregards anything that has a space after it (e.g. “Fishbourne *). If users wish to replace the
prefix with another value, they can insert a new value in the Replace field.Alternatively, if they
leave the Replace field blank, the prefix will be removed across all matching records.

Create

Find
Replace
Element

Attribute

Back to List
FID Replace Text Guide

The replace text rules allow the data imported into the FID website to be sanitised before it is
processed for display in the website.

Regular expressions can be used to remove or replace text in the imported XML file before it is
processed.

When creating a rule the Find field is mandatory but the Replace, Element and Attribute fields
are optional. However, the Element or Attribute fields should be considered for use so that the
search for an expression to replace is more specific.

Find field

This contains the expression to find. The regular expression should focus on specific text within
an element or attribute in the XML.

Expression Description

FIS\s* Text starting FIS with a space, e.g.
FIS Child minder

FIS\s*\*\s* Text starting FIS with a space followed by an
asterisk, e.g.
FIS * Child minder

Family_information@capita- Matches exact text
one.co.uk

Replace field

This contains the text which should replace the found expression. Enter the text that should
replace the found text. To remove the found text, leave the Replace text empty.
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Element field

This is the element which should be checked for the regular expression in the Find field. For
example, if the Find text will always be in a specific element in the XML, such as the Title, then
the exact element name should be entered, e.g. DC.Title. All DC.Title elements in the imported
XML will then be checked for the Find expression.

To focus on a specific element within the import XML document, the full path to the element can
be specified using a semi-colon delimited list. For example, to find email address only when it is
a SettingDetails address you would use:

<ProviderDescription>
<ProviderDetails>
<SettingDetails>
<Emailiddress>
<apd:Emailhddress>adminfcapita-one.co.yk</apd:Emaillddress>
</Emailkddress>

The Element field will read:
ProviderDetails:SettingDetails:EmailAddress:EmailAddress

Attribute field

This is the attribute that will contain the regular expression to find. For example, the attribute
ListName would be entered when looking for an expression that was stored within the ListName
attribute.

<Qualitylevel>
<gualityStatus Id="1" ItemName="Unknown" "gualityAssurance-1.0">Unknown</QualityStatuss>
</QualityLevel>

Search Log

The Search Log allows administrators to view the frequently used search terms that members
of the public are using to search for services or service providers.

Search Logs Details
[ by Search Term or Result Count ‘ Q ]
284 [ vagerorss. [0 2[5 [« 5 6| ¢]s 5|0~

-]
[ [

Search Term Result Count Time Stamp

pro 3 47412014 8:53:29 AM

crim 0 47412014 10:27:01 AM

crim 0 4/4/2014 11:00:46 AM

cat 0 4/4/2014 11:21:03 AM

cat 0 47412014 11:25:47 AM

‘Page1uf57.D2|3‘4‘5|6‘7‘8|9|10‘m‘x‘-x‘

This information is displayed in a tabulated format that is split across pages, showing the
description and frequency of the search, alongside the time and date the search took place.
Users are able to search the results, for example, by a full or partial search term or by the result
count.
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