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01 I Document Change Control

Date Release Description
Summer Boundary Changes
2019

Local Authorities boundaries have changed since 15t
April 2019, allowing them to merge to create new
authorities.

For more information see Merger of Local
Authorities Page 53

YJB connectivity

The Youth Justice Board have changed the way
Connectivity works with the introduction of a new
system value called

“YJB Connectivity YJSM Web Service URL”.

For more information see Configuring System Values on
Page 17

Spring 2019 Security Group permissions for Case
Transfers

New permissions for Case Transfer will be
visible in the sys-admin tool but should NOT be
invoked

See YJ Case Transfer on page 215.
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02 I Maintaining the One IYSS System
Backup

Even if you are not directly responsible for data backup in your organisation, you should be
aware of the data backup policy. This should form an integrated part of your disaster recovery
plan. To ensure that the system and all information stored on it are preserved in the event of a
failure, you should ensure that the policy covers the following points:

= Frequency

m Rotation

m Retention

m Location

m Supporting hardware and software.

Frequency

How often you back up the system depends on how much data you are prepared to lose in the
event of a failure requiring full system restoration.

Rotation

You should ensure that you can restore data from a variety of points in time. It may be
necessary to restore data as it was at a certain month or year end, or in the event of the most
recent backup failing. An example rotation period may take the following form:

Rotation Period

Monday - Thursday Weekly

Friday Monthly

Period End Stored in accordance with retention policy
Retention

Backups should be stored for predetermined lengths of time in accordance with company and
legal policies. It must comply with audit rules specified by financial legislation, the Data
Protection Act (1998), and any contractual obligations that involve the information held. As new
contracts are acquired, backup retention should be reviewed to ensure contractual and auditory
obligations are met.

Location

It is recommended that backup media and supporting software is held off-site in a secure and
fireproof safe. This should be easily accessible in the event of a disaster or failure.

Supporting Hardware and Software

Your retention policy is likely to exceed the lifespan of your hardware, operating systems,
backup agents, and back office products such as the Oracle server, and the current version of
One IYSS. As specified in your retention policy, you must retain all supporting software and
backup hardware, such as DAT drives, for the duration of the backup media retention.

One 1YSS System Administration Handbook -
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Capacity Planning

As the database grows it will require more hard drive space. The capacity of your hardware and
bandwidth must be monitored and recorded regularly over time to identify any indicatory trends
and ensure it remains fit for purpose. As part of your capacity planning regime, you should
monitor the following:

m Hard drive space on all servers assigned to One IYSS (Oracle, document, and .net servers).

m CPU and memory usage on all servers assigned to One IYSS (Oracle, document, and .net
servers).

= Bandwidth.

Administrative Monitoring

One IYSS uses scheduled jobs to perform a number of administrative functions, including
processing statistical data, system maintenance and upkeep and sending messages to and from
clients. These jobs should be reviewed periodically to verify that they are running as scheduled.
You can set up email notifications to alert you to any failures in the process. In the event that the
scheduled jobs do not run as planned, please contact One Application Support.

Confirm with your implementation team where the executable and configurable files for each job
have been installed, and which scheduling tool has been used.

The following scheduled jobs should be regularly monitored:
DX

The DX job executes any import or export requests that have been entered in the One IYSS
web application through the DX Monitoring functionality (my homepage | IYSS Links | DX
Monitoring). The DX job can be run throughout the day. When submitting new tasks to run as
part of the DX job, users must determine whether that task is to be run with the next DX job, or
with the first DX job after the time specified in the One IYSS System Administration Client
(System Values | DX Start Time).

. my homepage | clients | providers | opportunities | ys activities
add dx job ot
» my homepage = dx jobs = add dx job Service: Connexions|
E Add DX Job
Template:
(O Client Base Line Statuses (O Client Intended Destinations (O Client Qualifications
(O Education Starters and Leavers (O Import Postcode - Generic Data (O Import Postcode - LEA Data
(O Opportunity - Vacancy Export () SCYPG Export (O Training Starters and Leavers

(YIB MIS Export

Description:

Run Immediate:
® Yes - the job will run next time the DX scheduled job runs (this is setup by each individual company ask your administrator for the schedule).
(J'No - the job will run next time the DX scheduled job runs after DX Start Time which is currently set at 12:00

The DX job executes caaspdxw.exe. The server and database to which the DX job connects is
configured in the Connection Strings section of the caaspdxw.exe.config file.

NOTE: It is recommended that the job be run daily at 22:15hrs.

AspireMX

Users can send SMS and email messages through One IYSS to which clients can respond.
Messages are held until the AspireMX job runs. When the job runs it processes both inbound
and outbound messages, and appends them to the respective client record. Any inbound

_ One 1YSS System Administration Handbook
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messages that cannot be traced to a particular client record by the system are forwarded to the
MX Administrator email address. The MX Administrator email address is configurable in the One
IYSS System Administration Client (System Values | MX - Administrator Email Address).

The AspireMX job executes caaspmxs.exe. The server and database to which the job connects
is configured in the Connection Strings section of the caaspmxs.exe.config file.

For more information, see Messaging Facility Management on page 99.

NOTE: It is recommended that the job runs hourly.

MXReminders

Where set up by users, automated messages are sent to clients by SMS to remind them of
upcoming appointments. These messages are sent when the MXReminders job runs.

The MXReminders job executes caaspmxs.exe in reminder mode ‘caaspmxs-r’. The server and
database to which the job connects is configured in the Connection Strings section of the
caaspmxs.exe.config file.

NOTE: It is recommended that the job be run daily at 09:30hrs.

Clean Up
This job performs the following overnight tasks:

= Unlocks persistently locked client records.
m Calculates client ages.
m Clears down any temporary tables.

m Sets clients’ lead local authority based on CCIS residency rules (outlined in the Statistics and
XML manual).

m Reworks geographic groupings that have been marked as Needs Generating. For more
information, see Geographic Identifiers - Postcode to Local Authority page 53

m Assigns the managing team to the lead worker’s default workgroup for all clients if the Clean
Up - Update Clients Team to Lead Worker Team system value is set to ‘1’ (true).

The Clean Up job executes the Oracle Stored Procedure <dataset|_IYSS.SPCLEANUPO1.

NOTE: It is recommended that the job be run daily at 22:30hrs.

Statistical Output Counter with Audit

This job extracts a snapshot of data into a separate table (tbBeanBag) from which the NCCIS
stats return is prepared (outlined in the Statistics and XML manual). Successful completion of
this job is a prerequisite for creating the monthly government returns. It automatically runs the
Clean Up job to ensure critical data is current prior to execution.

The Statistical Output Counter with Audit job executes the Oracle Stored Procedure
<dataset|_iyss.spBeantotals_ConnexionXMLO1.

NOTE: The Statistical Output Counter with Audit job must be run on the last day of every month.

Tidy Net Sessions Job
The Tidy Net Sessions job reviews expired sessions and:

m Creates real interactions from unfinished or unsaved current interactions.
m Unlocks any client records that remained locked.

m Deletes the browser session.

One 1YSS System Administration Handbook _
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This ensures that a session’s interactions are not lost should the session expire before the user
has updated the record in question. Sessions are set to expire after a certain period of inactivity.
The length of this period is configurable in the One IYSS System Administration Client (System
Values | Interaction Timeout Minutes).

The Tidy Net Sessions job executes catidyns.exe.

NOTE: It is recommended that the job be run hourly.

Key Clients Update Job

This job sends emails to all users who have requested key client updates. These emails inform
users of any changes made to clients they have marked as key clients. Users receive a single
email containing a list of new updates each time the job is run. The job will also add updated
clients to the Key Clients panel of my homepage according to individual user and client
settings.

Before enabling this job, please ensure that the following system values are up to date:

m |YSS.net Base URL: This is the One IYSS URL used in generating direct links to client
records.

m Key Client Update Sender Address: This is the email address of the account that sends the
Key Client Update emails to users.

m SMTP Server: This is the outgoing email server for the Key Client Update Sender Address.

The Key Clients Update job executes cakeyclu.exe. The server and database to which the job
connects is configured in the Connection Strings section of the file caaspmxs.exe.config.

NOTE: It is recommended that the job be run daily at 22:00hrs.

Job Schedule Reference Table
The following table provides you with a recommended schedule of when the jobs should be run:

Recommended run Recommended time

Job
schedule
AspireMX Hourly
Tidy Net Sessions Job Hourly
MX Reminders Daily 09:30
Key Clients Update Job Daily 22:00
DX Monitoring Daily 22:15
Clean Up Daily 22:30
Statistical Output Counter with Audit Last day of the month After Clean Up is complete,
finishing before midnight.
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Statistical Reporting Tool

The statistical reporting tool is accessed through the One IYSS web application.
To run a statistical report:

In the IYSS Links panel of my homepage, click the Statistical Reporting Tool hyperlink to
display the Statistical Reporting Tool screen.

o - my homepage | clients | providers | opportunities | ys activities
statistical reporting tool y homepage | Ip I opp T
» my homepage > statistical reporting tool
MRt B Statistical Reporting Tool
Refresh Totals
Reports
B Activity Groups Reporting Period: Lead LA: Filter Applied :
Year 11
16 - 19 Education
16 - 19 Employment
16 - 19 Training
16 - 19 NEET
16 - 19 Other
16 - 19 Not Known
By Level of Need
By Circumstance

.|
Select the Reporting Period from the drop-down.

To filter the data by a single lead authority, select the required LA from the Lead LA drop-down.

In the Actions panel, click Refresh Totals to update the selected filters.

Reporting Period: Lead LA: Filter Applied : December |
In the Activity Groups panel, click the desired client grouping to display the results.
¥ Activity Groups Reporting Period: Lead LA: Filter Applied : December

Year 11
16 - 19 Education

16 - 19 Employment Young People: 16 - 19 By Level Of Need

16 - 19 Training R S Intensive i
XML Code Line Description Supported Minimum Total
16 - 13 NEET p Support pp
16 - 19 Other Clients 16-19 - Currency Expired 0 2 30 41
16 - 19 Not Known 1 13-16 Interventions - One to One Contact i} i) o 0
Bv Level of Need 1 16-19 Interventions - Other i] 0 o 0
1] 0 0 1]

By Circumstance 1 16-19 Interventions - One to One Contact

One IYSS Environment

There are five key elements of One IYSS. These are detailed in the following table:

Server Description

Oracle Server This server holds and runs the database element of
One IYSS.
Document Server This server stores all user-accessible documents that

are attached to client records, document templates
and Crystal Reports. It can operate from the same
drive as the Oracle server.

One IYSS Web Server This is the One IYSS web application. It provides and
processes requests from the One IYSS browser
client. It also works with the One IYSS application
server to retrieve and update data, and generates the
HTML/Javascript that form the user interface.

One IYSS Application Server This server supports the One IYSS web application. It
retrieves and updates data from both the One IYSS
and the One databases.
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Description

One Application server This is the Capita v4 Application Server for data
shared by One IYSS and One, or for One data that is
available on a read-only basis in One IYSS. The One
IYSS Application Server accesses the One database
through this server.
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03 I Using the One IYSS System
Administration Client

Accessing the One IYSS System Administration Client

The One IYSS System Administration Client is linked to your network login. The system
recognises you based on your network login ID.

To log in:

Launch the One IYSS System Administration Client to display the OnelYSS System
Administration Login dialog.

r
CnelYSS Systern Administration Login

User: I¥SSADMIMN
Password: || Cancel
Memorable Data

Char 3: I—L| Char 2: I—L|

@ Welcome to the ONE IS5 Application

2. Enter your One IYSS Password.

3. Select the requested Memorable Data characters from the drop-downs.
4. Click the OK button.

Configuring One IYSS Using the System
Administration Client

WARNING: Misconfiguration of the One 1YSS System Administration Client can cause system failure. If
you need to make any changes to the system and are unsure how they will affect the performance of
One IYSS, check with One Application Support prior to carrying out the changes.

This is of particular importance for all system values, and any values coloured red.

The One IYSS System Administration Client enables the configuration of all elements of One
IYSS, including:

m Setup and maintenance of user accounts

m Security matrix and access controls

m Values of lookup fields, radio buttons and multiple choice fields

m Connections to external resources, e.g. email and SMS service providers
m One IYSS data mapping to NCCIS specified code structures

m Setup of statistical reporting periods

= Importing bespoke Crystal Reports and search result templates

m Unlocking locked Client, Opportunity and Provider records

m Roll up of academic years for clients.
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Using the One IYSS System Administration Client

System administration updates should be done methodically. It is recommended that all
changes be documented to facilitate fault identification in the event errors are made.

Changes to values within the One IYSS System Administration Client are performed through the
three icons above the system administration directory tree.

File Edit Help
ﬁ * Assessment Template

[#-[] Address ‘\p‘a\ue Sort Sequence

{1 Assessments APIR Assessment

Assessment Element
Asset Bail Supervision and Suppor. ..
2 Assessment Progress Set 2l sup and Lpp

¥os | Assessment Template| Asset Core Profile

5 Assessment Value Set Asset Pre Court Profile
(22 Client Asset Risk of Serious Harm

These icons allow values to be added, changed, or deleted. Where an action is unavailable, the
icon is greyed out to prevent the value being altered.

1% Add Value icon
Change Value icon

¥ Delete Value icon

When a value is being added, the dialog contains a Description and a Long Description field.
While both are mandatory fields, the Long Description is the one displayed in the One IYSS
web application.

Mandatory fields in One IYSS System Administration dialogs are displayed in bold until a value
has been entered. These must be completed.

_ One 1YSS System Administration Handbook



Configuring System Values

The central values within One IYSS are for the most part defined by system values. To adjust
these in the One IYSS System Administration Client, select System | System Value. The
values are displayed in the System Value pane.

Using the One IYSS System Administration Client

@ System Administration - cneiyss

—

-

g

File Edit Help

-] Address

-2 Assessments

+-(27 Client

(21 Client Substance Misuse
-3 Comman

(L2 ContactPoint

+ D Documents & Paragraphs

{23 Personal Development Activities
CI Provider & Opportunity
E‘E:I Security
-ﬁ Data Partner

ﬁ Function
-ﬁ Function Group
-ﬁ Security Group
2 Service

User

-@ User List Type
5 User Role

ﬁ User Role Type
[]---ﬁ Warkgroup
-ﬁ Workgroup Type
(1] Statistics
=-{23 System
-@ Client ID Description
424 Lookup Header

IS e Ve
-5 Useful Links
77 TYS
£-{11 Y1 Asset
g7 Y1 Case
7-{Z] Youth Service

T

System Value

|Desmphon

Value

Agency View - Recpient Email Add. ..
Application Name

Clean Up - Update Clients Team t...
Client SM Period After Discharge ...
Client SM Period Between TOPs

CM - Client Points - Intensive

CM - Client Paints - Minimum

8 cm

(8 cm
&l cm
(8 cm
[El cm

&) cm

- Client Points - Mot Determined
M-
- Standard Caseload Points

- System Value Client Points H...
- Utilisation Qver 1

- Utilisation Qver 2

- Utilisation Under 1

- Utilisation Under 2

Command Execution Retries

Client Points - Supported

Command Execution Timeout
Company Email Address

Company Mame

Company Web Address

Consent Expiry / Review Approac...
Consent Expiry [ Review Default ...
ContactPoint - Load

ContactPoint - Load - Dummy Run
ContactPoint - Query

ContactPoint DSI Domain
ContactPoint DST Subdomain
Country

Database ID

Database Partnership GUID

DE Minimum 5/ Release

DE Release

Default View Type

(%] nialon3an LR

Adult View - Use In Transition Clients 0

OMEIYSS
0

1}

0

73

1

1

10
3000
1}
120
150
El]
70
0
500

IS5

10

365

not in use
notin use
notin use
notin use
not in use
England
511
{CBD33E13-821B...
01.22.00
01,22.00
IYss

m

L

To edit a value, click the appropriate entry to display the System Value dialog. For guidance on

editing these values, see Appendix 1: System Values on page 166.

Support prior to making the changes.

WARNING: Misconfiguration of system values can result in system failure. If you are unsure how any
changes you make to the system values will affect the system stability, please contact One Application

YJB Connectivity

The Youth Justice Board have changed the way Connectivity currently works. A new system
value called “YJB Connectivity YJSM Web Service URL” have been introduced to hold the

URL of the YJB connectivity hub.

As part of YJB connectivity setup you will need to contact the YJB to obtain the correct URL

required to configure the settings.
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04 I Managing User Accounts

IMPORTANT NOTE: It is essential that a process is put in place for One 1YSS system administrators to
be notified when a user starts, leaves, moves teams or jobs or changes their name. If not, accounts
could become outdated and increase potential for unauthorised access to client data.

Creating New User Accounts

To create a new user account:

1. In the One IYSS System Administration Client, select Security | User to display all users in the
system.

=[] Security
4 Data Partner

ﬁ Function

4 Function Group

24 Security Group
4 Service

e | Liser
ain )

Lick T,

2. Click the Add Value icon to display a blank User dialog.

3. Click the Find button to display the Find User dialog.

Find User

User Name: || | Find I 0K |

Results Cancel |

4. In the User Name field, enter the name of the required person.
5. Enter the User Name and click the Find button to display a list of matching One users.
6. From the Results field, select the required person.
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Managing User Accounts

7. Click the OK button to return to the User dialog.

NOTE: If the user does not appear in the Results field, you should contact your Capita One System
Administrator to create a Capita One account for the person.

Ensure the Active check box is selected.

Ensure the Show Own Records Only check box is deselected.

10. As appropriate, complete the remaining fields. For field-specific instructions, refer to the

following table.

11. Click the OK button to save the record and close the dialog.

Field Instruction

Default Centre

Select the centre to which the user is attached User interactions will be
assigned this centre unless otherwise indicated.

For more information, see Centres, on page 50.

Default Workgroup Select the workgroup to which the user is assigned. User interactions
will be assigned this workgroup unless otherwise indicated.
For more information, see Workgroups, on page 22.

Role Select the user’s role from the drop-down. This determines the lists in
which they appear throughout the system.

For more information, see User Roles, on page 25.

Caseload Enter the caseload percentage the user should be allocated, e.g. 50%
for a part-time user working a half week, 150% for a .lead worker with a
lot of allocated clients but who has limited active contact with them.

Licence Type Select the user’'s employment status from the drop-down. This field is
for reference only and has no functional use.

Staff ID If required, enter the user’s organisational ID, e.g. payroll number. This
enables the matching of One IYSS data to that of external sources.

Client Type Select the type of clients with which the user works.

Provider If the user is a WEX School Administrator, enter the school at which

they work.

Aspire.net User

To setup access to the One IYSS web application, select this checkbox
to activate the Password, Memorable Data, Aspire.net View and View
Configuration fields.

Password / Confirm

If required, enter a password the user will use to log in to the One IYSS
web application the first time they access the system. The passwords
entered in both fields must match and conform to organisational
password policy. When the user logs in with this password, they are
prompted to change it.

Memorable Word / Confirm

If required, enter a memorable word the user will use to log in to the
One IYSS web application the first time they access the system. The
memorable words entered in both fields must match and conform to
organisational policy. When the user logs in with this memorable word,
they will be prompted to change it.

Aspire.net View

If the user is an Aspire.net user, select Integrated View from the drop-
down.
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Field Instruction

View Configuration If the user is an Aspire.net user, select the service for which the user
works. This tailors the structure of client records to that particular
service's needs.

Workgroup Member(s) Select all workgroups to which the user belongs. Ensure the user's
default workgroup is selected. Adding additional workgroups enables
the user to attribute work to the appropriate team.

For more information, see Workgroups, on page 22.

Security Group Member(s) Select all security groups that hold security permissions the user needs.
The user automatically gains security privileges for all groups selected.

For more information, see Security Groups, on page 27.

Available Service(s) Select all services to which the user needs access. This enables the
user to update the records of all selected services without needing a
login for each one.

For more information, see Services, on page 30.

Unlocking a User Account

A User account can be locked out based on the instances below:
Login with invalid credentials multiple times.

The user account is intentionally locked out. This can be if the user account is created but not
completed, e.g. the ‘Aspire.net User’ checkbox has not been selected.

In both cases above, to unlock a user account is as follow:

In the One IYSS System Administration Client, select Security | User to display all users on the
system.

Double click the required user record to display the User dialog.

Check the ‘Active’ and ‘Aspire.net User’ checkbox is selected.

Replace the current ‘Password’ and ‘Memorable Data’ in order to unlock the user record.
Click the OK button to save the changes and close the dialog.

After the account is unlocked Users will be presented with a prompt to create new credentials
when they next login.

NOTE: The numbers of times users can enter incorrect passwords before being locked out is
configurable in the One 1YSS System Administration Client (System | System Value | Security - Failed
Login Attempts to Lock Out).

Resetting Security Details

If users lock out their account or forget their password or memorable word, you may need to
reset their login details. After you have assigned them a new password or memorable word, they
must log in with the new details and then create a new password or memorable word.

To reset security details:

In the One IYSS System Administration Client, select Security | User to display all users on the
system.

Double-click the required user record to display the User dialog.

To reset the password, enter one of the following words into both Password and Confirm fields:
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Mechanic
Assistant
Waitress
Engineer
Labourer
Musician

Managing User Accounts

. To reset the memorable word, enter one of the following words into both Memorable Data and

Confirm fields:

Click the OK button to save the changes and close the dialog.
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Workgroups

05 | Workgroups

Workgroups identify users’ organisational units or teams, enabling access to client records to be
tailored to team requirements. It also identifies the managing teams for different clients,
providers and opportunities, and attributes interaction work to the appropriate sources. For more
information on how workgroups interact with client types, see Centres on page 50.

Workgroups can be organised hierarchically to reflect your organisation. There are three default
levels of workgroup type:

m Company (level 2)
m Department (level 1)
m Team (level 0).

A company workgroup can contain a number of department workgroups. Department
workgroups can contain a number of team workgroups.

Eﬁ Workgroup

E'-ﬁ Workgroup (Company)

: Ea Workgroup (Dept.)
{5 Workgroup (Team)
5 Workgroup 2

B Workgroup 3

ﬁ Workgroup Type

Configuring Workgroup Types

You can configure the workgroup types to fit your organisation. You can change, delete or add
new types depending on your organisational structure.

To add or change a workgroup type:
In the One IYSS System Administration Client, select Security | Workgroup Type.

Click the Add Value icon or double-click an existing value to display the Workgroup Type
dialog.

Workgroup Type @
Details
shortDescription: | W Active l:l
Long Description: | Cancel
Levek ’_

Enter a description in the Short and Long Description fields.
Ensure the Active check box is selected.

Enter the Level (0 being the lowest).

Click the OK button to save the changes and close the dialog.

Configuring Workgroups

Workgroups can be used to limit user access to certain client records depending on the
organisation or organisational unit they represent. Restrictions can be put in place to limit
access to records of one or several managing teams, a single data partner or a single provider,
e.g. a workgroup containing workers for a particular school (provider) could be granted access
only to the records of clients of that school.
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Workgroups

To configure a workgroup:
In the One IYSS System Administration Client, select Security | Workgroup.
Click the Add Value icon or double-click an existing value to display the Workgroup dialog.

-
Warkgroup &J
Details
Short Description: || W Active I:I
Long Description: | Cancel
‘Workgroup Type: | j
Parent Workgroup: | j
I Restrict Access To Clients
Managing Team: Workgroup (Team)
Workgroup 2
Workgroup 3
Data Partner: [ =l

Enter a name for the workgroup in the Short and Long Description fields.
Ensure the Active check box is selected.

Ensure the Default check box is deselected.

Select the appropriate Workgroup Type from the drop-down.

If the workgroup belongs to a larger organisational unit or division, select the Parent
Workgroup from the drop-down.

To manually control the client records the workgroup can access, select the Restrict Access To
Clients check box.

To limit access to client records with certain managing teams, select the appropriate teams from
the Managing Team list.

To limit access by data partner permissions, select the appropriate partner from the Data
Partner drop-down. For more information, see Data Partner Permissions on page 29.

To limit access by a particular current situation provider:
a. Click the Provider button to display the Lookup Provider dialog.

f Lookup Provider &11
Basic ]
Find Now
Mame: |staris with j|
Stoy
with:  [system D ~|| =
Twe: [ -

b. Complete the Name, With or Type fields.
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c. Click the Find Now button to display a table of matching results.

i Lookup Provider M‘
Basic I
Name: Istarts with ;I IG
Stop |
with: ISystEm o] | |
New Search |
Type: |School -I

IName / |Syshem ju] ICcmact IPrcwder Phone No IAddres&

) Comm e ——

4 | 1 |

b

h

d. Double-click the required provider to select it and return to the Workgroup dialog.

12. Click the OK button to save the changes and close the dialog.
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06 | User Roles

User roles indicate job titles or departments. This enables users to be grouped by role for
security and reporting. It also determines the user lists in which they appear.

User roles are used in conjunction with user list types and user role types. If you make any
additions to the user role list you should enter the new addition into the appropriate user list
types and user role types.

Creating a New User Role

To create a new role:
1. Inthe One IYSS System Administration Client, select Security | User Role.
2. Click the Add Value icon to display the User Role dialog.

-
User Role @
Details
Short Description: || ¥ Active [~ Default
Long Description: | Cancel

Sort Sequence:
Abbreviation:

Display Style:

Service:

Enter a name for the user role in the Short and Long Description fields.
Ensure the Active check box is selected.

Ensure the Default check box is deselected.

o g koW

Click the OK button to save the changes and close the dialog.

NOTE: A user role must be linked to a user role type before it can be selected for use within a user
account.

User Role Types

User role types group role types for use where role-based security is active and for intervention
statistics. User role types cannot be added or deleted.

To configure the user roles assigned to user role types:
1. Inthe One IYSS System Administration Client, select Security | User Role Type.
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Double-click the required user role type to display the User Role Type dialog.

User Role Type - SYSTEM RECORD ==

Details oK
Short Description: Youth Justice Worker ¥ r

Long Description: |\"o|_|th Justice Warker

Sort Sequence:

User Role(s):
Peer Mentor
Project Officer
Trainer

v ¥ 1 Worker

Select or deselect the appropriate check boxes in the User Role(s) list.
Click the OK button to save the changes and close the dialog.

User List Types

User list types determine which users are displayed in the different user lists within One IYSS.
This is done by assigning user roles to the appropriate user list types. User list types cannot be
added or deleted.

To configure the user list types:
In the One IYSS System Administration Client, select Security | User List Type.
Double-click the required user list type to display the User List Type dialog.

-
User List Type - SYSTEM RECORD ==
Details
Shart Descriptior: Lead 'worker 7 r
Long Description: |Lead “wforker Cancel

Sort Sequence:

User Rolels)
Adminiztrative Jobs -

| Delivery Managers

| Emp Learning Adwizer
Info. Assistant
Mon Deliveny Staff
Office Managers

| Operational Managers

| Other Agency Staff
Other Delivery Staff
Peer bdentor

| Perzonal Adviser

| Project Officer
Fublic =

m

h

Select or deselect the required User Role(s).

Click the OK button to save the changes and close the dialog.
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07 | Security Groups and Permissions

A security group is a specific set of One IYSS permissions related to a particular job role,
service or user type. Users can belong to several security groups, and hold the permissions
contained by each one. This means you can create a basic security group applicable to all or
certain groups of users, and then create smaller, more specific security groups to which you can

add users as necessary.

Example:

You might have a standard security group that enables all users to access the information in
client records. If you only want certain users to be able to change this information, you can
create a security group with only change permissions (you do not need to reassign all the
standard permissions to this group). If you want to restrict the ability to delete records to a strict
few, you can create a further security group with only delete permissions (you do not need to
reassign all the standard and change permissions to this group). Users belonging to all three
security groups are able to access, change, and delete client records.

Creating a Security Group

To create a new security group:

In the One IYSS System Administration Client, select Security | Security Group.

2. Click the Add Value icon to display the Security Group dialog.

2 o

Security Group

]

Details
Short Description: ||

¥ Active ™ Default

Long Description: |

Function Permissions:

[[] Admin / Manager
DAssign 'fJ Users to Manager
[ dlient Caseload Points Change
[] Change Client Type
[[] Change User Security Details
[[] Cohort Management
[[] Create Shared Search
[[1Grant Full Access
[I1inters - Add Basic
[ view My Caseload Tool
[]Team Manager
[ Templates & Paras
[[1¥1 Case Manager Toal
[[1vouth Service MI Reports

[ Client Add/Change Delete
[ Achievements - Add Achievement
[[] Additional Meeds - Change
[[] Administration - Change
[ Aspirations - Change
[[1Baseline - Change

M1 Dnrn B O Allsisinmenn Fhoman
4 T

Report Permissions:
AssetPlus Bail
AssetPlus Core Profile
AssetPlus PCR
AssetPlus PIF
AssetPlus PSR,
AssetPlus RMP
AssetPlus ROSH
AssetPlus VMP
Activity Log
Assessment Journey
Assessment Plan View
Assessment Review
Assessment View

Bail Supervision and Support
Basic Client List

Basic Opportunity List
Basic Provider List
Case Demographics
Client Cantext Example
Client Labels by 2
Client Labels 7by 3
Client List

Core Profile

m

[
Cancel

Enter a name or description for the security group in the Short and Long Description fields.

Ensure the Active check box is selected.

Ensure the Default check box is deselected.

Select the appropriate check boxes in the Function Permissions and Report Permissions
panels. For more information on the different function permissions, see Appendix 3: Security

Permissions on page 207.

Click the OK button to save the changes and close the dialog.
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Editing Security Group Permissions

To edit a security group:

In the One IYSS System Administration Client, select Security | Security Group.

In the Security Group panel, double-click the required group name to display the Security

Group dialog.

Security Group

=

DAssign 'fJ Users to Manager
[1dlient Caseload Points Change
] change Client Type
[[] Change User Security Details
[[] Cohort Management
[[] Create Shared Search
[1Grant Full Access
["1inters - Add Basic
View My Caseload Tool
[[]Team Manager
[]Templates &Paras
[[]*1 Case Manager Toal
‘fouth Service MI Reports

[ client Add/Change/Delete
Achievements - Add Achievement
Additional Needs - Change
Administration - Change
[ Aspirations - Change
["1Baseline - Change

M1 Onrnfitn 0 Allsisimmenn  Choman

4 m | 3

| »

Details
Short Description: v Active I Default
Long Description: |Yauﬂ1 Service
Function Permissions: Report Permissions:
[[] Admin / Manager TYS Cases Opened -

TYS - Mo Plan Reviews Overdue Reviews
Vulnerability Management Plan
What do YOU Think
] AssetPlus Bail and Remand Blank
'¥1 AssetPlus Custody Blank
] AssetPlus PSFS Blank
] AssetPlus Self Assessment Parent Blank
] AssetPlus Self Assessment YP First Person |
] AssetPlus Self Assessment YP Third Person
'¥1 Appointment Timetable
'] AssetPlus Section Report
] Case Details
] Case Summary
] Convictions
'] x Days Appointment Timetable F
¥| Y5 Achievement
V| ¥S Age Analysis
V| Y5 Age Analysis Audit
V| Y5 Attendee Report
w5 MI Audit
| Y5 MI Update

(& YS NYA Return &7

m

[ |
Cancel

Select or deselect the appropriate check boxes in the Function Permissions and Report
Permissions panes. For more information on the different function permissions, see Appendix
3: Security Permissions on page 207.

Click the OK button to save the changes and close the dialog.
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08 | Data Partner Permissions

Data Partner Permissions (DPPs) are used alongside security groups and the information
entered into client records to restrict user access to records. Client records containing a DPP
can only be accessed by users with a corresponding DPP.

To create a new DPP:
In the One IYSS System Administration Client, select Security | Data Partner.
. Click the Add Value icon to display the Data Partner dialog.

Y
Data Partner @
Details
Short Description: || v Active [~ Default -m
Long Description: | Cancel

Sort Sequence:
Abbreviation:

Display Style:

Service:

. Enter a name for the DPP in the Short and Long Description fields, e.g. the name of the
agency accessing the client records.

Ensure the Active check box is selected.
Ensure the Default check box is deselected.

6. Click the OK button to save the changes and close the dialog.
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09 I Services

Each business area is implemented using a Service in One IYSS. If your system extends
beyond Information, Advice and Guidance (IAG) and Youth Work services to include services
dealing with sensitive data, you will need to configure services to ensure users only access
information they are authorised to view. Service types include:

= IAG

= Youth Service

= Adult

m Substance Misuse

m Teenage Pregnancy

= Crime Prevention/Anti-social Behaviour
m Other targeted youth support.

If required, you can have multiple instances of each service type, however the permissions are
associated with the service types, not service instances. User access to information is based on
these service type permissions and their current service.

The way data items are controlled by the service matrix depends on the type of service to which
they belong. The following table shows the data items controlled by the service matrix for
different services.

Service ‘ Data items controlled

IAG and Youth Service Interactions
Documents
Notes

Assessments

TYS services Interactions

Documents

Notes

Assessments

Referrals In

Young Person Characteristics
Cases
Assessments//Plans/Reviews

Referrals Out
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Service

Substance Misuse

Data items controlled

Interactions
Documents
Notes
Assessments

Referrals

Substance Misuse Characteristics

Episodes

Treatments

Treatment Outcome Profiles

Services

IAG and Youth Service data items are available to users of all services, providing users can
access the appropriate section of client records.

Interactions, documents, notes and assessments for related services can be displayed
automatically or with a filter. This is configured in the matrix data.

Data can be edited by users of all services with the appropriate permissions providing they can
access the data through the matrix. TYS, SEN and Substance Misuse data are owned by the

service of the user that created the particular case or episode.

Services can share appropriate data with other services.

The following matrix shows how data sharing might look on a system:

Sharing Data With

(0]

2 c ® > Lé
S| £/ 28 | 98 &
> c | F T © o2g | 9
c [ORN0] = B @ e c <
c E > [0 a o o [e)) "5
[e] < @ S S .2 to) o o
(@) on (@) 0= o >

Connexions v v v v v v

Crime Prevention v

Other Detached YW v v v v

Substance Misuse v

Teenage Pregnancy 4 v

Youth Service v v v v v v

Data Owner

Service Configuration

To configure a service:
1. Inthe One IYSS System Administration Client, select Security | Service.
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Services

Click the Add Value icon to display a blank Service dialog.

Service Iﬁ‘
Details
Short Description: || ¥ Acive [ Default I:I
Long Description: | Cancel
Sort Sequence: Highlight Incomplete Plan Element (Days): '7
Service Type: | j
™ Publish Case Indicators [~ Show Vulnerability Section [~ Show Serious Harm Section

Aspire MX Parameters ] Allowed Services ] Service Centres ]

[~ Receive Email Messages [~ Receive Text Messages

[™ Send Email Messages [ Send Text Messages

Email Address:

POP3 User Name:

POP3 Password:

Emaill Signature:

Text Provider ClientID: |

Text Provider Password: |

Text Phone Number: |

Text Message Originator: |

Enter a name for the service in the Short and Long Description fields.
Ensure the Active check box is selected.

Ensure the Default check box is deselected.

Select the required Service Type from the drop-down.

Complete the Highlight Incomplete Plan Element (Days) field. For an explanation of this field,
see the table after step 11.

As required, complete the fields under the Aspire MX Parameters tab. For an explanation of
each of these fields, see table after step 11.

To enable data sharing with other services:

NOTE: You must add allowed services individually. To add multiple allowed services, repeat the
following steps for each new service.

a. In the Allowed Services tab, click the Add Value icon to display the Allowed Services
dialog.

Aspire MX Parameters  Allowed Services ] Service Centres ]

i)
Allowed Services
Details
Allowed Filter Setting:
Filter Applied On Startup
Substance Misuse Filter Not Applied On Startup

Crime Prevention
Teenage Pregnancy
OTYS

A8l
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b. In the Allowed list, select the required service.

c. To enable users to control what information is displayed, select the Filter Applied On
Startup option in the Filter Setting list.

d. To automatically display shared information, select the Filter Not Applied On Startup option
in the Filter Setting list.

e. Click the OK button to close the dialog and add the service to the Allowed Services tab.

Aspire MX Parameters  Allowed Services l Service Centres ]

Connexions | Filter Applied On Startup >D

10. To add a new service centre:

a. In the Service Centres tab, click the Add Value icon to display the Service Centres dialog.
[ Service Centres @1

Details

Name: W Active

Cancel

Address

Current Address: n/A

Post Code:
Address Line: ‘ Find Address

he address in

Addresses found:

Phone Number: [

Email Address: |

b. Enter a Name.
c. Ensure the Active check box is selected.
d. To add an address for the service:
i. Complete the Post Code and Address Line fields.

ii. Click the Find Address button to display a list of matching addresses in the Addresses
found list.

iii. Select the address.
e. If known, enter the Phone Number.
f. If known, enter the Email Address.
g. Click the OK button to close the dialog and add the service to the Service Centres tab.

Aspire MX Parameters I Allowed Services  Service Centres ]

|Service Centre 1 ’D

11. Click the OK button to save the changes and close the dialog.
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Field Explanation

Highlight Incomplete Plan Only for use with enhanced assessments. Elements of the plan are
Element (Days) highlighted in different colours depending on their level of completion
at n days before the target end date.

“Status = complete” is green.
(Status is complete)
“Status <| complete, target end date |= n days in the future” is green.

(Status is incomplete, but end date is above a set number of days
away.)

“Status = in progress, target end date < n days in the future” is
amber.

(Status is in progress and end date is below a set number of days
away.)

“Status <| complete, target end date not in the future” is red.

(Status is incomplete and target end date has passed.)

Publish Case Indicators This displays the case indicators to other users. The case indicators
are displayed in the Professional Contacts and Referrals section.
These indicators are only used for Substance Misuse, Teenage
Pregnancy, Crime Prevention, and Other Detached Youth Work
service types.

Show Vulnerability Section This makes the Indicators of Vulnerability section available in the
Case Details. These indicators are only used for Substance Misuse,
Teenage Pregnancy, Crime Prevention, and Other Detached Youth
Work service types.

Show Serious Harm Section | This makes the Indicators of Serious Harm to Others section
available in the Case Details. These indicators are only used for
Substance Misuse, Teenage Pregnancy, Crime Prevention, and
Other Detached Youth Work service types.

Receive Email Messages Enables the service to receive email messages through the system.
Send Email Messages Enables the service to send email messages through the system.
Receive Text Messages Enables the service to receive text messages through the system.
Send Text Messages Enables the service to send text messages through the system.
Email Address This is the email address used for processing email sent and

received by this service.

POP3 User Name This is the POP3 account that processes emails for the registered
email address.

POP3 Password This is the password for the POP3 account that processes emails for
the registered email address.

Email Signature This is a signature automatically added to all emails sent through this
service. You do not need to include a signature.

Text Provider Client ID This is the ID issued by TextAnywhere for the account processing
text messages for this account.

Text Provider Password This is the password for the TextAnywhere account used with this
service.
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Field Explanation

Text Phone Number

This is the phone number provided by TextAnywhere through which
clients can contact you by text message.

Text Message Originator

This is only used for reminder messages. It informs recipients from
whom the text message originated, and must be at least three
characters long.

One 1YSS System Administration Handbook
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Record Locks

10 | Record Locks

Whenever a client, opportunity or provider record is being changed by a user, One IYSS locks
the record to prevent other users attempting to make simultaneous alterations. An error
message is displayed to any other users attempting to update the record.

The client you are trying to update is in use by in oneiyss.

To continue use the navigation options above or click the browser's back button.

After the user changing the record has finished and moved to another record or logged off, the
record is unlocked.

The Tidy Net Session job unlocks all records that did not unlock at the end of users sessions.
This job should be scheduled to run hourly. For more information, see Administrative Monitoring
on page 10.

Occasionally records remain locked and require you to manually unlock them. This may be
because:

m The user closed the browser without logging out of One IYSS.
m The user’s system crashed and the user could not log off.
m The Tidy Net Session job has failed or is not running to the recommended schedule

If the problem is caused by users failing to correctly log off, you should inform offending users
and make them aware of the correct way to end a session. If the problem is caused by a system
crash, the cause of the crash should be investigated, if possible replicated, and the results
communicated to One Application Support.

If you are experiencing an increasing number of locked records, you should check that the Tidy
Net Session job is running as scheduled. Even if the issue is caused by one of the users or
system error, the Tidy Net Sessions job should still unlock affected records on an hourly basis. If
there is an issue with the job, report the problem to One Application Support.

You can unlock records in the One IYSS System Administration Client or in the One IYSS web
application.

Unlocking a Record using the One IYSS System
Administration Client

To manually unlock a record using the One IYSS System Administration Client:

Contact the user to whom the record is locked to ensure that they have logged out of the
system.
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2. After the user has logged out, in the One IYSS System Administration Client select File |
Unlock Records to display the Unlock Records dialog.

.
Unlock Records @

@ Warning: Take great care before using this process.

If unlocking a single user then that user must not be logged into the system.
If unlocking all users then no users should be logged into the system.

If oneiyss is in use then this process will tidy up any oneiyss sessions before
unlocking any records.

Unlodk
User(s): |m j l:l
Cancel

Group Session
Opportunity
Provider
Subrmission

3. From the User(s) drop-down, select the appropriate user.
‘ WARNING: Do not select the (All) option.

Select the type of record that needs unlocking.

Click the OK button to save the changes and close the dialog.

Unlocking a Record through the Web Application

This function is governed by the User Security Details permission.
To unlock the records:

1. Contact the user to whom the record is locked to ensure that they have logged out of the
system.

2. After the user has logged out, in the IYSS Links panel on my homepage, click the User
Security Details hyperlink to display the Change Security Details page.

E Change Security Details

Enter the name of the user and click search for results.

Enter the name of the user in the search field.

Click the search button to display the matching results.

E Change Security Details

Enter the name of the user and click search for results.

|Jones ‘ search b

Jones

Jones

If the user you require is not in the list, enter a new name and search again

5. Select the required user.
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6. Click the continue button to display the security details below the results list.

E Change Security Details
Enter the name of the user and click search for results.
|Jones ‘ search p

® Jones

) Jones

If the user you require is not in the list, enter a new name and search again

Unlock Records

Warning: Make sure the user is logged out of the system before proceeding. This process will tidy up any sessions before unlocking records.

[] client [ provider [] Opportunity

-1 back _continue}

7. Under the Unlock Records heading, select the required check box.

8. Click the continue button. The records are unlocked and you are taken back to my homepage.
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11 | Configuring Lookups

Introduction

WARNING: You should always run changes through your test system before applying them to your live

system. Any questions or issues that arise during the test period can be rectified by contacting One
Application Support.

Lookups are options that are displayed as lists, check boxes, radio buttons and drop-downs
throughout One IYSS. There are two types of lookup:

m Simple lookups, values that exist in isolation.

m Complex lookups, values that interact with other lookups through links (e.g. groups and sub
groups), or through rules and calculations that enable the creation of new values and

information (e.g. the points system that enables the comparison of different qualification
levels).

Certain lookups relate to system records. These inform other areas of the system and cannot be
deleted. System record values are displayed in red. If you need to change a system record
lookup, you must ensure that you are not affecting statutory reporting. It is recommended that
you contact One Application Support before changing these values.

File Edit Help

ﬁ x Assessment Element

-] Address

ED Assessments

i -9 Assessment Element

ﬁ Assessment Progress Set

Value Sort Sequence

Aspirations

.@ Assessment Template Assessment of Risk (Induding vul...
-@ Assessment Value Set Assessment of Young Person
"D Client Assessment outcome

System record lookups are also identified by the “- SYSTEM RECORD” addition to the dialog
name:

-
Caseload Type - SYSTEM RECORD =
Details
Shart Description: Active v Active [ Default
Lang Description: |Active Cancel

Sort Sequence: ,Ai
% of Standard Points: {100

IMPORTANT NOTE: If you change the description of a lookup, you should make a note of the original
description. This aids problem resolution if any issues arise with the lookup following the change.

More Information:

Configuring Complex Lookups: Complex Lookups, page 42.
Configuring Simple Lookups: Simple Lookups, page 417.
Lookup Tables: Appendix 2: Lookup Tables, page 178.

For lookups to be displayed in the system, the Active check box in the lookup dialog must be
selected. If you are creating a lookup in advance of its implementation in the system, you should
deselect the Active check box, and then select it to enable the lookup at a later date. If you

deactivate or delete a lookup value you should update affected data. This must be done where
the lookup field is mandatory or used for statutory reporting.
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The Default check box should normally be deselected unless otherwise stated. The Geographic
Area lookup is the exception to this. Selecting the Default check box for a Geographic Area
lookup value automatically populates all Geographic Area fields with the value entered into the
lookup.

Lookup field changes only take effect in One IYSS after the Oracle Server and the IIS Server
have synchronised. As this generally happens overnight, changes are only displayed the
following day. Security element changes, such as security groups, workgroups and alterations to
non-text fields in user accounts, take immediate effect.

IMPORTANT NOTE: Before adding a new value to any lookup field that forms part of the NCCIS Data
Catalogue, One Application Support must be consulted. Values in these fields must be mapped against
an NCCIS code to prevent errors from appearing in the NCCIS XML file.

Sort Sequences

Configuring the Lookup Header

To determine whether the values held in each lookup are sorted by the system or by System
Administrator-defined sort sequences, you must update the lookup header.

To configure how lookup values are sorted:
In the One IYSS System Administration Client, select System | Lookup Header.

Double-click the required lookup to display the following dialog:

Accommodation Impact [&J
Details

Description:  |Accommodation Impact

Cancel

To sort the values using defined sort sequences, select the Use User Defined Sort Sequence
check box.

NOTE: Not all lookup values are compatible with user-defined sort sequences. Where this is the case,
the check box is unavailable.

Click the OK button to save the changes and close the dialog.

Configuring the Sort Sequence

The Sort Sequence field in lookup dialogs enables you to determine the order in which the
values are displayed. Certain value sets have an internal order, and are not just groups of
discrete values. If you want to display the values in these sets according to their internal order,
you can enter a value in the Sort Sequence field to determine where they are displayed in the
list.

Sort Sequences are configured in the individual lookup value dialogs in the One IYSS System
Administration Client.

Assessment Progress &J‘
Details
Progress Set: |Y, N, MIR |:I
Description: | Cancel
Abbreviation: ,7

Icon Filename: |

Sort Sequence:
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For example, the N,S,M,Q,V value set is a set of association ratings.

E-[_] Address

D Assessments

ﬁ Assessment Element

ﬁ Agzessment Progress Set

-5 Assessment Template
(-4 Assessment Value Set

A

P, N,G,5,C

‘\-‘alue

|Sort Sequence

Moderate Assodation
Mot Associated at all

Slight Association

Quite Strongly Associated

(&) very Strongly Associated

[«

a
d
b
e

When it is sequenced by strength of association (denoted in the Sort Sequence field), it has the

following order:

(] Address

ED Assessments

[ -ﬁ Assessment Element
-ﬁ Assessment Progress Set
ﬁ Assessment Template
Eﬁ Assessment Value Set
=

E5 P, N, G, 5, C

‘Value |50rt Sequence
(8] Mot Associated at all a
Slight Assodation b
Moderate Aszodation c
Quite Strongly Associated d
Very Strongly Assodated e

Simple Lookups

All simple lookups are maintained in the same manner. Values in red are core system record
lookups and cannot be deleted.

To configure a simple lookup:

In the One IYSS System Administration Client, expand the parent folder of the required lookup
by clicking the + next to the folder icon.

Select the required lookup to display the current values in the Value column.

B[] Address
i Connexions Partnership

‘\l’alue

|Surt Sequence

Across All Areas
Area 1
Area 2

lookup value dialog is displayed.

Geographical Area

[S5)

v Active

 oetait | %]

Details
Short Description:
Long Description: |Area 1

Sort Sequence:
Abbreviation:

Cancel

Display Style:

Service:

Complete the Short and Long Description fields.
Ensure the Active check box is selected.

For the Geographical Area lookup only: To automatically populate Geographical Area fields

with this lookup value, select the Default check box.

Click the OK button to save the changes and close the dialog.
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Complex Lookups

Introduction

Complex lookups perform different functions within the system. This section explains how to
configure them in One IYSS.

Aspiration Types

NOTE: Aspiration types can interact with aspiration subtypes. Changes should not be made to these
values without prior consultation with One Application Support.

If you only use high level data, aspiration types can exist without being linked to aspiration
subtypes. Where it is to be linked to subtypes, these must be created before changes are made
to the aspiration type.

New aspiration types cannot be created. To edit an existing type:
In the One IYSS System Administration Client, select Client | Aspiration Type.
In the Value column, double-click the required type to display the Aspiration Type dialog.

Aspiration Type - SYSTEM RECORD [
Details
Short Description: Emp / Training] W Active [~ Default
Long Description: |Employment{'l’raining Cancel

Sort Sequence:

Aspiration Sub Type(s):
College
Employment

School

Training

If required, edit the Short and Long Description fields.
Ensure the Active check box is selected.
In the Aspiration Sub Type(s) list, select or deselect the subtypes as required.

Click the OK button to save the changes and close the dialog.

Assessments

Assessments are made up of value sets, elements and progress sets. All parts are required for,
and must exist prior to, the creation of assessment templates.

To create a new assessment, the following stages must be completed in order.

Value Set

Check whether a suitable value set already exists. Value sets provide a five point rating scale for
assessment elements. There are two preloaded value sets: N,S,M,Q,V and P,N,G,S,C.

The P,N,G,S,C value set offers the following rating values:
m Positive Strengths

m No Issues
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m General Issues

m Significant or Specific Issues

m Critical or Complex Issues.

Configuring Lookups

The N,S,M,Q,V value set offers the following rating values:

= Not Associated at all

Slight Association

Moderate Association

Quite Strongly Associated

m Very Strongly Associated.

If you need to create a new set of values, follow the steps in this section. The P,N,G,S,C value
set is used as an example. The ratings are abbreviated using the first letter of each value.

To create a new value set:

In the One IYSS System Administration Client, select Assessment | Assessment Value Set.

Click the Add Value icon to display a blank Assessment Value dialog.

Assessment Value Set

o] |

Details

Abbreviation:

Display Style:

Service:

Short Description: || v Active

 oetait | ]

Long Description: |

—

Cancel

Complete the Short and Long Description fields.

Ensure the Active check box is selected.

Click the OK button to save the changes and close the dialog.

Select the newly created Assessment Value Set.

File Edit Help

0 X

Value Set - P, N, G, 5, C

(L1 Address
B[] Assessments

a Assessment Element

-ﬁ Assessment Progress Set

-ﬁ Assessment Template

E-ﬁ Assessment Value Set
L NS M,Q,Y

Valug

Sort Sequence
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Click the Add Value icon to display the Assessment Value dialog.

Assessment Value &r
Details
Value Set: |P, N, G, S, C |:I
Description: || Cancel
Abbreviation: ’7 I Indude in Plan
Icon Filename: |
Colour: l— J
Value: ’—
Sort Sequence: '7

In the Description field, enter the rating level for the value.
Enter an Abbreviation.

If required, enter an Icon Filename to select an image to represent the progression.

NOTE: The icons are picked up from the aspirenet\views\default\imagesuser folder on the IIS server.
Ensure the filename you enter in this field matches the filename in the folder.

To colour-code the value:
a. Click the ... button to display a colour browser.

b. Select a colour for the value.

NOTE: Further colour options are available by clicking the Define Custom Colours >> button. You
might find it useful to assign brighter, bolder colours to values requiring more urgent attention

c. Click the OK button to return to the Assessment Value dialog.

In the Value field, enter a number from 1 (negative or low) to 5 (positive or high) to determine
the rating level.

To sort the values, in the Sort Sequence field enter a letter from a to e to enable the values to
be sorted by level in the Value Set table in the One IYSS System Administration Client.

TIP: The sort sequence values should mirror the numbers entered in the previous step, i.e. Value 1=Sort
Sequence a, Value 2=Sort Sequence b, efc.

Click the OK button to save the changes and close the dialog.

The new value is displayed when the relevant Assessment Value Set folder is selected. You
must repeat the steps to create each additional value for the value set.

ki) *® Value Set - P, N, G, 5, C
-] Address [value |sort Sequence
Bl D Assessments Paositive Strengths a
425 Assessment Element No Issues b
* Assessment Progress Set e
-ﬁ Assessment Template General Issues ¢
Eﬁ Assessment Value Set Significant or Specific Issues d
e

ﬁ N,5,M,QV Critical or Complex Issues

Assessment Element

There are several preloaded system assessment elements. Check whether a suitable one
already exists (Assessment | Assessment Element). If you need to create a new element,
follow the steps in this section.

To create a new assessment element:

In the One IYSS System Administration Client, select Assessment | Assessment Element.
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2. Click the Add Value icon to display the Assessment Element dialog.

~
Assessment Element &J
Details
Title: |\ v Active l:l
Description: Cancel
Suggested Issues:
Value Set: j

Value Descriptions
Value: Description:

3. Enter a Title for the element.
If required, provide a Description.

In the Suggested Issues field, enter prompts to suggest related issues that users might need to
discuss with affected clients.

Select the appropriate Value Set from the drop-down.
7. Assign Value Descriptions for each of the assessment values. To do this:
a. Select the required Value.

b. In the Description field, describe what that value means in context of this assessment
element.

c. Repeat for all remaining values.
8. Click the OK button to save the changes and close the dialog.

Assessment Progress Set

Check whether a suitable assessment progress set already exists. The assessment progress
set Y,N,MIR is preloaded. This contains the values Yes, No and More Info Req, abbreviated as
Y, N and ? respectively. This set will be used as an example for this section.

To create a new assessment progress set:

1. Inthe One IYSS System Administration Client, select Assessment | Assessment Progress
Set.
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Click the Add Value icon to display a blank Assessment Progress Set dialog.

5
Assessment Progress Set &J
Details
Short Description: || Iv Active [~ Default
Long Description: | Cancel

Abbreviation:

Display Style:

Service:

Complete the Short and Long Description fields.
Ensure the Active check box is selected.
Click the OK button to save the changes and close the dialog.

Select the newly-created Assessment Progress Set folder.

-] Address

B+ Assessments

[ ﬁ Assessment Element
-2 Assessment Progress Set
= |

-ﬁ Assessment Template
-ﬁ Assessment Value Set

Click the Add Value icon to display the Assessment Progress dialog.

Assessment Progress Lé]‘
Details
Progress Set: |Y, N, MIR |:I
Description: || Cancel
Abbreviation: [

Icon Filena mc|

Sort Sequence:

Enter a Description for the value, e.g. Yes.
Enter an Abbreviation, e.g. Y.

Enter an Icon Filename to select an image to represent the progression.

NOTE: The icons are picked up from the aspirenet\views\default\imagesuser folder on the IIS server.
Ensure the filename you enter in this field matches the filename in the folder.

Click the OK button to save the changes and close the dialog.

Assessment Template
If the previous conditions have been satisfied, you can create a new template.
To add a new assessment template:

In the One IYSS System Administration Client, select Assessment | Assessment Template.
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Click the Add Value icon to display the Assessment Template dialog.

~
Assessment Template I&
Details
e || Pame |2 ]
Sort Sequence: [~ Record Score Cancel
Progress Set: | j [~ Record Progress
Services: Connexions pr [~ Associated Plans & Reviews
Substance Misuse Assessments using ‘Record
Crime Prevention Score' or 'Assodiated Plans &
Teenage Pregnancy - Reviews' will only be available to
users if the Enhanced
Value Set | j Assessments are licensed.
Elements
Available Elements: Selected Elements:
L

Give the assessment a Title.
Select the Progress Set from the drop-down.
In the Services list, select the services that will use the assessment.

Select the required Value Set from the drop-down to populate the Available Elements list.

Elements
Available Elements: Selected Elements:
Education, Training and Emplayme Attitudes to OFfending. ...k

Emotional and Mental Health
Family and Personal Relationships

Lifestyle
Living Arrangements

Motivation to Change
Neighbourhood

Perception of Self and Others
Physical Health

Substance Use e

m

To select elements for the template:

a. In the Available Elements list, select the required element.
b. Click the > button to add the element to the template.

c. Repeat for all other required elements.

To re-order the elements in the template:

a. In the Selected Elements list, select the required element.

b. Click the up or down arrows to move the element accordingly.
Click the OK button to save the changes and close the dialog.

Attributes

Attributes can be held against client, provider and opportunity records. If required, one attribute
can be used across all record types.

To create a new attribute:

In the One IYSS System Administration Client, select Common | Attribute.
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Click the Add Value icon to display the Attribute dialog.

Attribute @1
Details
Short Description: || Iv Active [~ Default I:I
Long Description: | Cancel
Sort Sequence: ,7
Attribute Entity Type(s)

Client
Opportunity
Provider

Complete the Short and Long Description fields.
Ensure the Active check box is selected.
Select the Attribute Entity Type(s) from the list.

Click the OK button to save the changes and close the dialog.

Baseline Management

Baselines deal primarily with the recording of the September Guarantee and for Annual Activity
Survey returns. Baseline facilities also enable the creation of other reportable client cohorts. The
clients in the baseline are controlled by System Administrators. Users can update the status of
clients within the baseline but not add or remove clients within it.

There are three baseline elements that must be configured in the following order:
Baseline header
Baseline status group

Baseline status.

Baseline Header
To configure a baseline header:
In the One IYSS System Administration Client, select Client | Baseline Header.

Click the Add Value icon or double-click an existing value to display the Base Line Header
dialog.

-
Base Line Header &J
e o 1

Description: || [v Active
Cancel

Feporting Group: -
Sort Sequence:

Application made Awaiting Outcome -
Continuing in Education

Continuing in Employment with biaining to level 2

Guarantee status not et recorded

Mo Offer Made - Mo &ppropriate Provision

Mo Offer Made - Unable to Contact

Mo Offer Made - YP has nat applied for learning

Mot ready for farmal learning - Going into Emplagment without trai
Mot ready for farmal leaming - Mot Ready for formal learning

Mot ready for formal leamming - Other Reazon -

m

Complete the Description field.
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Ensure the Active check box is selected.

If the baseline is being used to produce statutory returns (the September Guarantee or Annual
Activity Survey), select the appropriate Reporting Group from the drop-down to ensure the
output file is produced.

Select the statuses to be made available to users from the list.

Click the OK button to save the changes and close the dialog.

Baseline Status Group

These are groupings of related statuses and are used in reporting, for example, the Guarantee
Statuses group comprises the following statuses:

= No Offer Made

= Not ready for formal learning

m Offer of Education or Training to start.

To configure a baseline status group:

In the One IYSS System Administration Client, select Client | Baseline Status Group.

Click the Add Value icon or double-click an existing value to display the Baseline Status
Group dialog.

5
Baseline Status Group &J
= I
Short Description: || IV Active [~ Default -
Long Description: | Cancel

Sort Sequence:
Abbreviation:

Display Style:

Service:

Enter a name for the baseline status group in the Short and Long Description fields.
Ensure the Active check box is selected.
Click the OK button to save the changes and close the dialog.

Baseline Status
To configure a baseline status:
In the One IYSS System Administration Client, select Client | Baseline Status.

Click the Add Value icon or double-click an existing value to display the Baseline Status
dialog.
Baseline Status {&Jw

Dretails
Description: [ Aclive

Cancel

Reporting Group: -
ML Code: [ Initial Status

Complete the Description field.
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Ensure the Active check box is selected.
Select the required baseline status group from the Reporting Group drop-down.
Enter the correct DCSF-supplied XML Code to ensure output files can be translated.

Click the OK button to save the changes and close the dialog.

Caseload Type

The two caseload types are both system records. You cannot add new types, but you can
change the existing types from active and passive if required. Caseload types are used in
conjunction with lead worker to define a level against the client. The type determines the
percentage points used in a standard caseload. Certain clients might be considered as high-
need, and be weighted as to be worth a larger percentage of a user’s caseload. Too many, too
few or too high-need clients can result in unequal distribution of caseloads. A certain level of
deviance from the percentage of standard points indicates over- or underutilisation.

To edit caseload types:
In the One IYSS System Administration Client, select Client | Caseload Type.
Double-click the required type to display the Caseload Type dialog.

-
Caseload Type - SYSTEM RECORD = 5% |
Details
Shart Description: Active ¥ Active v Default
Lang Description: |Aclive Cancel

Sort Sequence: A,
% of Standard Points: 100

Complete the Short and Long Description fields.
Ensure the Active check box is selected.
Enter the % of Standard Points a typical caseload should use.

Click the OK button to save the changes and close the dialog.

Centres

Centres are used to determine a client’s responsible LA when it cannot be worked out from the
client’s resident postcode or current situation provider postcode. The rules governing this can be
found in the 1YSS Statistics and XML handbook.

To create a new centre:
In the One IYSS System Administration Client, select Common | Centre.
Click the Add Value icon to display the Centre dialog.

Centre li:hJ
Details
Short Description: ’|— v Active [~ Default
Long Description: | Cancel
LEA: =l

Sort Sequence:

Complete the Short and Long Description fields.
Select the LEA from the list.
Ensure the Active check box is selected.

Click the OK button to save the changes and close the dialog.
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Client Type

Client type interacts with attributes, centre, health issues and workgroups and defines which of
these values are displayed for each client type. It was employed for systems that support both
young people and adult contracts but only needs configuring for young person records. Any
attribute, centre, health issue and workgroup options you need must exist before you change the
client type. You cannot add new client types, but if necessary you can amend the current one.

To configure the client type:
In the One IYSS System Administration Client, select Client | Client Type.
Double-click the value to display the Client Type dialog.

Client Type - SYSTEM RECORD

Details

Short Description: foung Person v Active Iv Default

Long Description: |\‘Uur|g Person

Sort Sequence:

Attribute: Centre:
All About Me - check = |W|Centre 1
v Bully Text Project v Centre 2
| Do Mot Email =| ||Centre 3
v Do Mot Text
v Exc From Internet
v Exdude From Mailing -
Workgroup: Health Issue:
| Workgroup 1 v Allergy Sufferer -
| Workgroup 2 | Aspergers Syndrome =
| Warkgroup 3 v Asthma -
| Att Defidt Disorder
w|Downs Syndrome
| Dyslexia

Complete the Short and Long Description fields.
Ensure the Active check box is selected.
Select all the required options from the Attribute, Centre, Workgroup and Health Issue lists.

Click the OK button to save the changes and close the dialog:

Document Type

The document type lookups provide templates for one to one documents. For more information,
see One to One Document Templates on page 127.

To add a document type:

In the One IYSS System Administration Client, select Documents and Paragraphs |
Document Type.
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Click the Add Value icon to display the Document Type dialog.

Document Type &J
Details
Short Description: | [ Adive
Long Description: | Cancel
Service: [ |
Entity Type: | j

Sort Sequence:

Merge Field(s)

Complete the Short and Long Description fields.
Ensure the Active check box is selected.

Select the Service to which the template pertains. A document type can only be applied to a
single service. Only users of this service can access the template.

Select an Entity Type from the drop-down.

Click the OK button to save the changes and close the dialog.

Event Type

Events cover physical meetings, correspondence, and procedural steps. The event type must be
configured to reflect the nature of the event to ensure the fields displayed in YJ are event
appropriate.

To create a new event type:
In the One IYSS System Administration Client, select YJ Case | Event Type.
Click the Add Value icon to display the Event Type dialog.

Event Type @
Details
Short Description: [ Active
Long Description: | Cancel
[v Is Statutory r [~ Record Attendance
Permission: {Mone)
Class: Appointment -

Entity: -
Display Style: |
f_vnrt

Behaviour:

Allow Document Links

Enter a name for the event type in the Short and Long Description fields.
Ensure the Active check box is selected.

If required, select the Is Statutory check box.
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If the event requires client attendance, select the Record Attendance check box.
Select the Class and Entity from the drop-downs.

If you want to enable documents to be attached to the event, select the Allow Document Links
check box.

Click the OK button to save the changes and close the dialog.

Merger of Local Authorities

Local Authorities boundaries have changed since 15t April 2019, allowing them to merge to
create new authorities.

"The DFE have made changes to the boundaries in Dorset which affect Dorset, Poole,
Bournemouth and Christchurch.

The changes are:
» Dorset is changing from 835 to 838
e Poole (836) and Bournemouth (837) will no longer exist as themselves

e Bournemouth, Christchurch and Poole will be created as 839

IMPORTANT NOTE:. The changes have been incorporated into this Release and service pack
3.68.SP1. For the NCCIS export to correctly recognise the new boundaries you MUST import the latest
postcode file from the NCCIS helpdesk after you have upgraded to a release containing these boundary
changes.

Geographic Identifiers - Postcode to Local Authority

One IYSS uses a Postcode to LA mapping table to derive the LA responsible for clients. This
mapping is derived from the LA postcode files supplied by the DfE. For more information, refer
to the XML Cohort Rules section of the One I1YSS MI_XML handbook.

The raw files no longer need to be processed by Capita; they can be imported direct by the local
authority.

IMPORTANT NOTE: The files update existing Postcode to LA data. Together they contain about 2.5
million rows of data, which could take several hours to import. Do not import the files at the same time as
the end of month stats job or clean up job as these rely on fully imported Postcode to LA data.

To import the file into IYSS through the One IYSS web application:

In the IYSS Links panel on my homepage, click the DX Monitoring hyperlink to display the DX
Jobs screen.

Click the submit button to display the Add DX Job screen.

B Add DX Job

Oclient
Olmport PC ZIP - LEA Chta

O Opportunity - Vacancy Export

QY18 MIS Export

OTraining Starters and Leavers

Run Immedate:
®Yes - the job wil run next time the DX scheduled job runs (this is setup by each individual company ask your administrator for the schedue).
O'Na - the job will run next time the DX scheduled job runs after DX Start Time which is currently set at 22:00

Select the Import PC ZIP - LEA Data radio button.
Enter a Description for the import.
Indicate when you want the job to run by selecting the appropriate radio button.

Click the continue button to display the next screen.
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P my homepage > dx monitoring > add dx job step 1 > add dx job step 2
E Add DX Job

Template: Import PC ZIP - LEA Data

Import Type: Import Postcodes ZIP - LEA

Job Description: SBtest

Run Immediate: Yes

File:

|
Click the Browse button to display a file browser dialog.

Locate the file to import.

Double-click the file to select it for import and return to the Add DX Job screen.

. Click the OK button to save the changes and close the dialog.

Geographical Grouping Type

One IYSS can identify clients’ geographical areas and grouping types, based on their postcode
or situation provider. There are three geographical grouping types provided:

m District
= Ward
= Neighbourhood.

These types feature in various tools within One IYSS. You can edit them as required to make
them appropriate for your organisation, or create new organisation-specific ones where needed.

'}D * Geographic Grouping Type
=[] Address |Va\ue |Snrt Sequence
Connexions Partnership District

o o— e Neighbourhood

-4 District

-2 Neighbourhood Ward

Ward

Geographical Area
TEC Area

Geographic grouping type records are either parent or child records. Of the system records,
district is the parent record, grouping a number of child records (wards) to cover a single, larger
geographical area. A child record, like neighbourhood, can exist without being linked to a parent
record.

When creating geographic grouping types that contain parent-child links, create the parent
record first, then the child record, and then import the postcode data. Postcode data can only be
imported to child records. After the postcode mapping data has been imported, the parent and
child records can be linked.

Configuring Parent Records
To configure parent records:
In the One IYSS System Administration Client, select Address | Geographic Grouping Type.

Click the Add Value icon or double-click an existing value to display the Geographic Grouping
Type dialog.
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Geographic Grouping Type &J
Details
OK

Description: || ¥ Active
Long Description: | Cancel

[T Generate Current Address [T Generate Cur Sit Provider
Level: " Parent " Chid
Parent Type: |(None) j
Sort Sequence: ,7

[~ Meeds Generating

Complete the Description and Long Description fields.
Ensure the Active check box is selected.

To base the mapping for this area on clients’ home postcodes, select the Generate Current
Address check box.

To base the mapping for this area on clients’ current situation providers’ postcodes, select the
Generate Cur Sit Provider check box.

Select the Parent radio button.

If you are creating a new Geographic Grouping Type, or importing new postcode data, select
the Needs Generating checkbox.

Click the OK button to save the changes and close the dialog.

Configuring Child Records
To configure child records:
In the One IYSS System Administration Client, select Address | Geographic Grouping Type.

Click the Add Value icon or double-click an existing value to display the Geographic Grouping
Type dialog.

Geographic Grouping Type &J
Details
0K

Description: || ¥ Active
Long Description: | Cancel

[T Generate Current Address [T Generate Cur Sit Provider
Level: " Parent " Chid
Parent Type: |(Nc|ne) j
Sort Sequence: '7

[~ Meeds Generating

Complete the Short and Long Description fields.
Ensure the Active check box is selected.

To base the mapping for this area on clients’ home postcodes, select the Generate Current
Address check box.

To base the mapping for this area on clients’ current situation providers’ postcodes, select the
Generate Cur Sit Provider check box.

Select the Child radio button.
Select the Parent Type from the drop-down.

If you are creating a new geographic grouping type, or importing new postcode data, select the
Needs Generating checkbox.

Click the OK button to save the changes and close the dialog.
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Importing Postcode Data

Postcode data must be in a CSV file that includes a Postcode column and a Geographic
Grouping Type column. These columns must not have headings. The Postcode column must
be on the left-hand side, the Geographic Grouping Type column on the right. The columns
must be separated by a comma, with no space.

The postcodes must contain a space between the first and second elements of the postcode,
e.g. SP4 7DE.
The file content should look similar to the following:

CB3 0QE,Girton

CBl 3GZ,Petersfield

PE13 4DF,March (West)

PE1 3DB, Park

PE1l 5NE, East

CB1 8EB,Coleridge

CB7 4TP,Ely (North)

If the data file satisfies these prerequisites, you can import it into One IYSS through the One
IYSS web application.

To import the data file:
Ensure that the CSV file is not open in another application.

In the IYSS Links panel in my homepage, click the DX Monitoring hyperlink to display the DX
Jobs screen.

Click the submit button to display the Add DX Job screen.

- my homepage | clients | providers | opportunities | ys activities
add dx job g
P my homepage > dx jobs = add dx job = add dx job Service: Connexions|
E Add DX Job
Template:
(O Client Base Line Statuses (O client Intended Destinations (O Client Qualifications
Education Starters and Leavers (® Import Postcode - Generic Data _Import Postcode - LEA Data
() Opportunity - Vacancy Export (D SCYPG Export (D Training Starters and Leavers

(Y18 MIS Export

Description:
[ |

Run Immediate:

®ves - the job will run next time the DX scheduled job runs (this is setup by each individual company ask your administrator for the schedule).
(ONo - the job will run next time the DX scheduled job runs after DX Start Time which is currently set at 12:00

continuep,

Select the Import Postcode - Generic Data radio button.
Enter a Description for the import.

Indicate when you want the job to run by selecting the appropriate radio button.
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Click the continue button to display the next screen.

my homepage | clients | providers | opportunities | ys activities

add dx job

» my homepage = dx jobs > add dx job = add dx job
F Add DX Job

Template: Import Postcode - Generic Data

Import Type: Import Postcodes - Generic

Job Description: test

Run Immediate: Yes

File: Browse...
Postcode Group Type: (none) W

Reload All Data: O

log out %
Service: Connexiong

continuep

Click the Browse button to display a file browser dialog.
Locate the required CSV file on your computer.
Double-click the file to select it for import and return to the Add DX Job screen.

Select the Postcode Group Type for which you are importing the data.

Optional: To delete existing mapping data and replace it with the current import, select the
Reload All Data checkbox, otherwise ensure it is deselected to add the new import to existing

data.

Click the continue button to create the DX job.

After the job has run, the entries in the Geographic Grouping Type column in the imported

CSV file are displayed in the Values column of the relevant lookup.

i Ward

=-[_1] Address
-ﬁ Connexions Partnership
E-ﬁ Geographic Grouping Type
¢ LS District

-4 Neighbourhood

|Va\ue |Scrt Sequence
Abbey 1]
Abbeykenilworth
AbbeyMuneaton

- o o o o

. Abington
E -ﬁ Geographical Area Adrir als
‘ﬁ TEC Area @1 Alcester

Linking Child and Parent Geographic Grouping Types
To link grouping types:

In the One IYSS System Administration Client, select Address | Geographic Grouping Type.

Select the required parent Geographic Grouping Type folder.

T X District
2 dddress |Va‘“E |Scrt Sequence
-ﬁ Connexions Partnership District 1

G hic G ™ —

‘a.aen rouping Type D?sh?ct )
455 Neighbourhood District 3
55 Ward
Geographical Area

55 TEC Area
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3. Click the Add Value icon to display the Parent Geographic Grouping Type dialog.

5
District Iﬁ
Details
Short Description: || W Active l:l
Long Description: | Cancel

Sort Sequence:

Child Groupingis):

Abbey -
Abbeykenilworth

AbbeyMuneaton (District 1)

Abington

Admirals (Diskrick 1)

Alcester (District 1)

Arbury (Diskrick 1)

Arley and Whitacre (District 1)

Arrington

Aston Cantlow (Diskrict 1)

Atherstone Central (Districk 13

Atherstone Morth (District 1)

Atherstone South and Mancetter (District 1)
Attleborough (Districk 1)

Avwon and Swift (Diskrick 1)

EBablake (District 2)

Baddesley and Grendon (District 2)

Balsharm

Ear Hil

Biar Pool {District 2}

Bardon {Diskrict 2)

Earnack

Barrington & Shepreth

Barton 7

m

L

Complete the Short and Long Description fields.

Ensure the Active check box is selected.

If required, enter a Sort Sequence to determine the order in which the values are to be
displayed.

Select the Child Grouping(s) to link to the parent record.
Click the OK button to save the changes and close the dialog.

Repeat this process until all child records have been allocated to a parent.

H & S Issue
To add an H & S issue:
1. Inthe One IYSS System Administration Client, select Provider & Opportunity | H & S Issue.

2. Click the Add Value icon to display a blank H & S Issue dialog.

-
H & S Issue [
Details
Short Description: || v Active [~ Default l:l
Long Description: | Cancel
Sort Sequence:
Attribute Entity Type(s)
Client
Opportunity
Provider

Complete the Short and Long Description fields.
Ensure the Active check box is selected.

Select the records in which you want the issue to be available from the Attribute Entity Type(s)
list.
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Click the OK button to save the changes and close the dialog.

Health Issues
To add a new Health Issue:
In the One IYSS System Administration Client, select Common | Health Issue.

. Click the Add Value icon to display the Health Issue dialog.

Health Issue l&,l
Details
Short Description: ||

¥ Active I” Special Needs

Sort Sequence:

Long Description: | Cancel

Complete the Short and Long Description fields.
Ensure the Active check box is selected.

If appropriate, select the Special Needs check box. This indicates that clients with this issue
have special needs and flags the client record accordingly.

Click the OK button to save the changes and close the dialog.

Individual Circumstance Type

A preloaded set of CCIS-prescribed individual circumstance types exist that you should not
change without consultation with One Application Support, however you can add new values if
required. Individual circumstances that feed into CCIS-prescribed values should be mapped to
the value using One IYSS mapping tools.

Values that do not correspond to CCIS-prescribed values should not be mapped. Mapping these
values would exclude that individual circumstance type from the XML export.

To configure an individual service type:
In the One IYSS System Administration Client, select Client | Individual Circumstance Type.

. To add a new value, click the Add Value icon to display a blank Individual Service Type
dialog.

. To edit an existing value, double-click the required value to display the Individual Service Type
dialog.

Individual Circumstance Type l&,l

Dietails
Short Description: v Active [~ Defauit
Long Description: | Cancel

[~ Requires End Date

Sequence:

Complete the Short and Long Description fields.
Ensure the Active check box is selected.

If the circumstance is intended to be temporary, select the Requires End Date check box. If this
is selected, the system demands an expected end date in one IYSS when clients are assigned
this circumstance.

Click the OK button to save the changes and close the dialog.
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Interaction Management

IMPORTANT NOTE: The Client Update interaction must not be deactivated. Doing so will cause system
failure. Deselect Is Included in Narrative if you need to remove it from the user interface.

Interactions consist of the following elements:

Interaction Activity Type

Interaction Category
Interaction Outcome

Interaction Type
= Venue.

Before a new interaction type can be created, all relevant variables of the other four elements
must exist. Interaction Category and Venue elements are configured as per the instructions in
Configuring Lookups on page 39.

Interaction Activity Types
To set up interaction activity types:
In the One IYSS System Administration Client, select Interaction | Interaction Activity Type.

Click the Add Value icon to display a blank Interaction Activity Type dialog.

Interaction Activity Type &J
Details l Exclusion ]
Descrption —— [
Cancel
Narrative Description: | Q
Operational Text:
Project Type: | j

Project Activity: " Join " Leave " Change

Is Running MNotes

Is Confidential Running Motes
Is Multiples Allowed

Is Included in Narrative

1s Benefits Related

1s Guarantee Related -

Enter a name for the interaction activity type in the Description field.

In the Narrative Description field, enter a description to be displayed in the interaction after the
activity has been added.

In the Operational Text field, enter an explanation of the project to be displayed as hover text
on the activity in the list.

If the activity is linked to a project:
a. Select the Project Type from the drop-down.

b. Depending on whether the activity is a join, leave or change type, select the appropriate
Project Activity radio button. For more information on project-related interaction activities,
see the Interaction Activities section on page 717.
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From the list, select the items as required. For more information, see the following table:

Item Details ‘

Allow Change once saved Enables users to delete the activity after the
interaction has been saved.

Is Running Notes Opens a non-confidential running note when
users select the activity.

Is Confidential Running Opens a confidential running note when users
Notes select the activity.
Is Multiples Allowed Enables the activity to be selected multiple times

per interaction.

Is Included in Narrative Displays the activity in the Interactions section.
Is Benefits Related Used for reporting purposes.

Is Guarantee Related Used for reporting purposes.

Is Active Activates the activity. Ensure that this is selected.
Is Bulk Insert Allowed Enables the activity to be selected in Bulk Insert.

Click the OK button to save the changes and close the dialog.

Interaction Outcome
To set up new interaction outcomes:
In the One IYSS System Administration Client, select Interactions | Interaction Outcome.

Click the Add Value icon to display the Interaction Outcome dialog.

I Interaction Outcome I.ér
Details
shortDescription: | l:l
Long Description: | Cancel
IV Active ™ Induded in Summary
Sort Sequence: ,7

Complete the Short and Long Description fields.
Ensure the Active check box is selected.

To display the interaction outcome in the Interaction section of One IYSS, select the Include in
Summary check box.

Click the OK button to save the changes and close the dialog.

Interaction Type
To add a new interaction:

In the One IYSS System Administration Client, select Interactions | Interaction Type.
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Click the Add Value icon to display the Interaction Type dialog.
Interaction Type &r

Details ] Links} Exdusiuns}

Description: | l:l
Narrative Description: ‘ m
Operational Text: ‘
Interaction Icon Filename: J | x
Default Outcome: ‘ j
Service: ‘Connexwons j
Cost:
Sort Sequence:
Is Client Present -

Is Carer Present

Is Induded in Narrative

Is Callback Activity Required

Is Benefits Related

Is Guarantee Related

Is Active -

m

Enter a name for the interaction activity type in the Description field.

In the Narrative Description field, enter the required variables to create a detailed description
that is displayed in the Interactions section of client records. The available variables are:

m @date

m @time

= @type

m @category
m @centre

= @venue

m @user

m @workgroup

The values should be entered in a standard order across all interaction types, e.g. @date @type
(@category) with @user at @venue. When the interaction is created, the values are populated
by the relevant pieces of information entered during creation.

B o/ Interview (non PA/Trainer) (Guidance) with Connexions Office
Motes
Motes
Follow-up

In the Operational Text field, enter an explanation of the interaction.

To enter an Interaction Icon Filename:

a. Click the ... button to display a file browser dialog.

b. Navigate to the aspirenet\views\default\imagesuser folder on the IIS server.
c. Double-click the required icon file to select it and close the browser dialog.
If the interaction has a Default Outcome, select it from the drop-down.

Select the appropriate Service from the drop-down.

If the interaction has associated costs, indicate the amount in the Cost field.
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From the list, select the items as required. For more information, see the following table:

Item Details ‘

Is Client Present Used for reporting purposes.
Is Carer Present Used for reporting purposes.
Is Included in Narrative Displays the activity in the Interactions section.

Is Callback Activity Required | Notin use.

Is Benefits Related Used for reporting purposes.

Is Guarantee Related Used for reporting purposes.

Is Active Activates the activity. Ensure that this is selected.
Is Interviewed Confirms clients’ current situations automatically.
Is Tracking Not in use.

Select the Links tab to display the configurable elements available to users creating
interactions.

il ~
Interaction Type [&J
Details  Links l Exdusions}
Interaction Activity: Interaction Category: |:|
Achievement Notes - 2 Weeks - Cancel
Action Plan Hand or System |_‘ 4 weeks |
Activity Agreement Review m AspireMy B
Add a Vacancy Assembly
Add a Web Reply Attended
After School Clubs CAHMS
Agree MV Plan Call Back
Amend Vacancy Details Complaint -
Anger Au\.'areness Interaction Entity:
Anti Bullying =
Art Based Projects tP:II-'Bwt e o
Attendance Project Ad len

Provider Bulk Insert -

Interaction Venue: Interaction Qutcome:
BEST Centre - Arranged Visit -
Community Based I Awaiting Response I
Cornenors Oice m
Education Client DNA Interview
Employer i Connexions Attended =

In the Interaction Activity list, select the activities users can select when creating interactions.
In the Interaction Venue list, select the venues users can select when creating interactions.

In the Interaction Category list, select the categories users can select when creating
interactions.

In the Interaction Entity list, select the areas in which users can select the interaction once
created, i.e. Provider and Client display it in the relevant records, Group Session enables it to
be selected when creating group sessions and Client Bulk Insert displays it to users with bulk
insert permissions in Client Search | Bulk Insert.

In the Interaction Outcome list, select the outcomes users can select when creating
interactions.

Click the OK button to save the changes and close the dialog.
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Internet Opp Narrative Type

Internet opp narrative type maps the narrative memo fields available in the public opportunity
search facilities to opportunity narratives that you have configured in your system.

To remap an internet opportunity narrative type:

In the One IYSS System Administration Client, select Provider & Opportunity | Internet Opp
Narrative Type.

In the Values list, double-click the required type to display the Internet Opp Narrative Type
dialog.

Internet Opp Narrative Type l&J
Details
-
Internet Opp Marrative Type: |PD Access Issues
Source Marrative Type: |\ j Cancel

Select the new mapping target from the Source Narrative Type drop-down.

Click the OK button to save the changes and close the dialog.

Intervention Programme Types
Intervention programme types can be configured as custodial or prevention types.
To configure an intervention programme type:

. Inthe One IYSS System Administration Client, select YJ Case | Intervention Programme
Type.

Click the Add Value icon or double-click an existing value to display the Intervention
Programme Type dialog.

Intervention Programme Type l&J
petas
iption: [v Active
short Description I m

Long Description: |

Term Units: -
Review Frequency:
Sort Sequence: ™ Custody [~ Prevention

Event Type Days in Future ‘

X B o

Complete the Short and Long Description fields.

Ensure the Active check box is selected.

4. Select the appropriate period of time for the intervention programme from the Term Units drop-

down.

In the Review Frequency, enter how often the programme needs to be reviewed. This uses the
period selected in the Term Units field.

If the intervention programme is a custodial sentence, select the Custody check box. Clients
with a current custodial intervention programme on their record, i.e. the current date is between
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the start and end dates of the intervention, are classed as ‘Currently in Custody’ in their core
record.

If the intervention programme is a prevention programme, and does not need linking to an
offence, select the Prevention check box. This removes the Link Offence field in IYSS for the
intervention programme.

Click the OK button to save the changes and close the dialog.

Occupation Management

Occupational data is held in client records (Aspirations, Intended Destinations and
Situations sections), and opportunity records (General section).

The following four elements should be addressed in order when new occupational data is being
added:

SOC Code - A four digit number relating to the occupations specific Standard Occupational
Classification.

Internet Opp Category - A grouping of occupations employed in the public opportunity search
facilities provided in One IYSS. As it is used by the public, it enables more user friendly
language to be used than internal occupational language.

Occupational Sub Group - A specific job such as Plasterer, Roofer or Bricklayer.
Occupational Group - A grouping of specific jobs such as Skilled Construction.

The addition of new occupational configurations should be approached as follows:

SOC Code

Check whether an appropriate Standard Occupational Classification (SOC) code exists. This is
a four digit number relating to the occupation-specific SOC. To check existing SOC codes, in the
One IYSS System Administration Client, select Provider & Opportunity | SOC Code.

If the SOC code does not exist:
In the One IYSS System Administration Client, select Provider & Opportunity | SOC Code.

Click the Add Value icon to display the SOC Code dialog.
SOC Code s

Details
Short Description: ’|— v Active [ Default
Long Description: | Cancel
Sort Sequence: ,7
Abbreviation: ,7

Display Style:

Service:

Enter the SOC code in both Short and Long Description fields.
Ensure the Active check box is selected.

Click the OK button to save the changes and close the dialog.
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Internet Opp Category

If you are using the public opportunity search facilities, check whether an appropriate internet
opp category exists in the One IYSS System Administration Client (Provider & Opportunity |
Internet Opp Category).

If the internet opp category does not exist:

. Inthe One IYSS System Administration Client, select Provider & Opportunity | Internet Opp
Category.

Click the Add Value icon to display the Internet Opp Category dialog.

Internet Opp Category &J
Details
Short Description: ’|— v Active [~ Default
Long Description: | Cancel
Sort Sequence: '7
Abbreviation: '7

Display Style:

Service:

3. Complete the Short and Long Description fields.
Ensure the Active check box is selected.

5. Click the OK button to save the changes and close the dialog.

Occupational Area Group

Check whether an appropriate occupational area group exists in the One IYSS System
Administration Client (Common | Occupational Area Group).

If the Internet Occupational Area Group does not exist:
1. Inthe One IYSS System Administration Client, select Common | Occupational Area Group.

2. Click the Add Value icon to display the Occupational Area Group dialog.

Cccupational Area Group &11
Details
Short Description: ’|— v Active [ Default
Long Description: | Cancel
Sort Sequence: ,7
Abbreviation: ,7

Display Style:

Service:

3. Complete the Short and Long Description fields.
4. Ensure the Active check box is selected.
5. Click the OK button to save the changes and close the dialog.
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Occupational Area Sub Group
To add a specific job:
In the One IYSS System Administration Client, select Common | Occupational Area Group.

In the directory tree, select the Occupational Area Group in which the job lookup resides.

'}D > Occupational Area Group - Agric/Animal Care
-] Address - [value |sort sequence
' g gise:smenis Adgric/Mursery Parks
-1 fien o
-2 Client Substance Misuse Agricuiture
£ Commen Animal CareMursing

a Attribute Fisheries
a Centre Forestry
-ﬁ Health Issue Greenkeeping
E"a Occupaona Arez Group Horticultural Trades
Catering/Hospitality Kennel Hand
45 Childeare/Nursery Nu

3. Click the Add Value icon to display the Occupational Area Sub Group dialog.

Occupational Area Sub Group Lé]‘
Details
Occupational Area Group: W l:l
Short Description: ’\— Cancel
Long Description: |
Details:
50C Code: [ ~|
Internet Opp Category: | j
Sort Sequence: v Active

Complete the Short and Long Description fields.
If required, enter any administration notes in the Details field.
Select the SOC Code from the drop-down.

IMPORTANT NOTE: Ensure you select the correct SOC Code otherwise CCIS mapping and Annual
Activity Surveys will not process correctly.

If you use the public opportunity search facilities, select the relevant search category from the
Internet Opp Category field.

Ensure the Active check box is selected.
Click the OK button to save the changes and close the dialog.

Opportunity Type

Opportunity types enable you to define which narrative memo fields and opportunity statuses
are displayed under each type of opportunity. You cannot add new opportunity types. You must
not edit the Description fields.

To reconfigure an opportunity narrative type:

1. In the One IYSS System Administration Client, select Provider & Opportunity | Opportunity
Type.
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Select the required opportunity type to display the Opportunity Type dialog.

~
Opportunity Type - SYSTEM RECORD [
== o |
Short Description: ther Education v Active [~ Default m
Long Description: |Fur1her Education Cancel
Sort Sequence: HTML Source...
Opportunity Status: Opportunity Narrative Type:
Cancelled Age -
Filled Dip/Deg Course Study
Future /| Entry Requirements
V| Inactive Course Title
v Live /| Course Content
Private | Additional Info
Suspended Opportunity Number
Type of Business
Kind of Persan
Qualifications -
Type of Work T
| How to Apply
v -

In the Opportunity Status list, ensure only the relevant statuses are selected.
In the Opportunity Narrative Type list, ensure only the relevant types are selected.

Click the OK button to save the changes and close the dialog.

Project Management

Projects are grouped by situation, so before creating a new project, you must check that there is
an appropriate situation group for it. If not, you need to create a new one. Complete the
following sections as required when creating or editing projects.

Creating a New Situation Group

If the situation group required for your new project is not covered by the preloaded system
situation groups, you must create a new one before creating the project. You can determine the
fields that are displayed in the project

To create a new situation group:
In the One IYSS System Administration Client, select Client | Situation Group.
Click the Add Value icon to display a blank Situation Group dialog.

Situation Group &J‘
Details
ShortDescription: | [ Acive [ Defadlt l:l
Long Description: | Cancel
Sort Sequence: ’7
f* Mo Link Required " Link to Oppartunity (" Link to Provider

Situation Sub Group(s) [ Associated MI Line:

Situation Status(es):

Low -0 to 3 months

Medium - 3 to 6 months
High - Longer than 6 months
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Complete the Short and Long Description fields.
Ensure the Active check box is selected.
If required, select the appropriate Link to Opportunity or Link to Provider radio button.

To add sub groups or Ml lines, click the Add Value icon to display the Situation Sub Group
dialog.

Situation Sub Group
Details
Sub Group: MI Line:
Accessing other Agen (Mone)
Adult Custody 110 : 110 - 13 - 16, Reg at School
Adv Apprenticeship 120 ; 120 - 13 - 16, Educated at Home
Animal Welfare 130 ¢ 130 - 13 - 16, Cust Institution
Apprenticeship 140 : 140 - 13 - 16, Not Regin area
Arts / Music 150 : 150 - 13 - 16, Cur 5it Not Known
Asylum/Refugee 210 : 210 - 16-19 - School 6th Form
Awaiting Assessment 220 : 220 - 16-18 - 6th Form College
Between EETs 230 @ 230 - 16-19 - Further Education
Cannot Be Contacted 240 : 240 - 16-19 - Higher Education
Community Action 250 : 250 - 16-19 - Part Time Education
Conservation [ Env 260 : 260 - 16-19 - Gap Year Students
Crime Prevention 270 : 270 - 16-19 - Other Post 16 Education
Culture and Heritage 280 : 16 - 19 - Independent Spedalist Provider
Custodial Sentence 290 : 16-19 Full Time Edu- Custodial Institution
Date Agresd-EET 310 : 310 - 16-19 - Emp Funded by GST
Deceased b 320 : 320 - 16-19 - Emp Trg/Part Time
Difficult to place 330 : 330 - 16-19 - Emp no Trg to NVQ2
Disapplied Curriculu 340 : 340 - 16-19 - Emp with Locally Recognised Trg
Duplicate 350 : 350 - 16-19 - Temp Employment
E2EfPre E2E 360 : 360 - 16-19 - Part Time Emp
Educated at Home 380 : 380 - 16-19 - Emp No Trg/Self Employed
Education 381 : 381 - 16-19 - Emp With Trg/Self Employed with PT Study
Emp Fund eg In-house 410:410-16-19-Eto E oo
Employment 420 : 16-19 - Other LSC
Excluded or Unplaced 430 : 16-19 - Other Training
Full Time Val Wark 440 @ 440 - 16 - 19 Training delivered through Work Programme
Gap Year 450 : 450 - 16-19 - WBL Traineeships
Health & Soc Welfare 460 : 16 - 19 - Supported Internship
Higher Education 510 : 510 - 16-19 - Pers Dev - Vol-Waged /Alowance
Home Tuition 520 : 520 - 16-19 - Pers Dev - Vol-Other PDO
Housing 530 : 530 - 16-19 - Re-engagement Provision
Ind Spec Provider 540 : 540 - 16 - 19 - Working Not for Reward
Insecurely housed 550 : 550 - 16-15 - Emp With Trg/Val with PT Study
Int E2E -await start 610 : 610 - 16-19 - NEET - Health Issue
Intending to Return 610 : 610 - 16-19 - NEET - Insecurley housed
Known Activity 610 : 610 - 16-19 - NEET - Unrealistic Expectation
LEAVER 610 : 610 - 16-19 - NEET - Unmotivated
Lack of Edu prov 610 : 610 - 16-19 - NEET - Mot Work Ready
Lack of Job Opportun 610 : 610 - 16-19 - NEET - Lacking Life skills
Lack of Lifeskils 611 : 16-19 - NEET - Awaiting E2E place
h

Select the required Sub Group.

If required, select the relevant Ml Line.

Click the OK button to display a confirmation dialog.

Click the Yes button to save the changes and close the dialog.
Add any other required Sub Groups as before.

If required, select the appropriate Situation Status(es) from the list.

NOTE: Situation statuses can be configured in the One IYSS System Administration Client (Client |
Situation Status). For help configuring situation statuses, see Creating Situation Statuses on page 77.

Click the OK button to save the changes and close the dialog.

In the One IYSS System Administration Client, select Client | Situation Super Group.
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15. Select Secondary to display the Situation Super Group dialog.

16.
17.

N o o koW

Situation Super Group

=2

Details

Short Description: |

Long Description: |

Situation Group(s)
Emp Mo Trg upto NVQ1 -
Emp/Trg NVQ2 & above
FE College =
Higher Education
Moved out of Area
MEET
Mo Information
Other -

Sort Sequence: [ statutory Report

[
Cancel

In the Situation Group(s) list, select the situation group you just created.

Click the OK button to save the changes and close the dialog.

Creating a New Project
To create a new project:

In the One IYSS System Administration Client, select Client | Project.

Click the Add Value icon to display a blank Project dialog.

Project

=)

Details
Description: |
Situation Group: -

[~ UseInteger 1

Integer 1 Description:

Lookup 1 ] Lookup 2] Lockup 3] Lookup-l]
[ Use Lookup

Description:
Value

X B o

This is a single option field

Cancel

Enter a name for the project in the Description field.

Select the relevant Situation Group from the drop-down.

If required, select the Use Integer 1 check box.

If you are using Integer 1, enter the Integer 1 Description.

Click the OK button to save the changes and close the dialog.

Configuring the New Project

To configure the project:

In the One IYSS System Administration Client, select Client | Project.
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2. Select the required project to display the Project dialog.

~
Project Iﬁ
Details
Descrption: projcct R
Cancel
Situation Group: Other -

[~ Use Integer 1

Integer 1 Description:

Lookup 1 l Lookup 2] Lookup 3] Lookup4]
[ Use Lookup

Description:
Value

X B o

This is a single option field

3. Inthe Lookup 1 tab, select the Use Lookup check box.
4. Enter a name for the lookup in the Description field.
5. Click the Add Bean Detail icon to display the Project Lookup 1 dialog.

"ij Add Bean Detail icon

Project Lookup 1 Lé]
Details
Short Description: ¥ ctive!
Long Description: | Cancel

Sort Sequence:

Complete the Short and Long Description fields.

Ensure the Active check box is selected.

Click the OK button to save the changes and close the dialog.
Add further values for Lookup 1 in the same manner.

As required, repeat steps 3 to 9 for Lookups 2, 3 and 4.

- e © o N o

Click the OK button to save the changes and close the dialog.

NOTE: Lookups 1 and 2 are single option fields (radio buttons). Lookups 3 and 4 are multi-select fields
(check boxes).

Interaction Activities

After the project has been created and configured, you must set up three interaction activity
types to enable project changes and so that clients can join or leave a project.

To set up the interaction activity types:
1. Inthe One IYSS System Administration Client, select Interaction | Interaction Activity Type.

One 1YSS System Administration Handbook



Configuring Lookups

Click the Add Value icon to display the Interaction Activity Type dialog.

Interaction Activity Type @
Details l Exclusion ]
bescrption —— [

. L Cancel

MNarrative Description: |
Operational Text: -
Project Type: | j
Project Activity: " Join " Leave " Change

1s Running Motes

Is Confidential Running Motes
Is Multiples Allowed

Is Included in Marrative

1s Benefits Related

1s Guarantee Related -

Enter a name for the interaction activity type in the Description field.

NOTE: Depending on whether the interaction activity type record you are creating is a Join, Leave or
Change record, it is advised that you use the ‘[Project Name]-Join’ (or Leave or Change as appropriate)
format. This makes it easier for users to locate the project and type they need.

Enter a description to be displayed in the interaction after the activity has been added in the
Narrative Description field.

In the Operational Text field, enter an explanation of the project to be displayed as hover text
on the activity in the list.

Select the Project Type from the drop-down.

From the list, select the following items:

m Is Included in Narrative

m Is Active.

Click the OK button to save the changes and close the dialog.

Repeat the process for the remaining interaction types until you have Join, Leave and Change
activities.

Linking Interactions and Activities
After you have created the three activities, you can link them to the relevant interactions.

To do this:
In the One IYSS System Administration Client, select Interaction | Interaction Type.
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2. Select the required interaction to display the Interaction Type dialog.

=

Interaction Type

Details ] Links} Exdusiuns}

Description: [Appaintment]

MNarrative Description: ‘@:dabe at @time - @type with @user

OK

Cancel

o’

Operational Text: ‘ E
Interaction Icon Filename: J |appcint'nant.gif *
Default Outcome: ‘ j
Service: ‘(,qll) j
Cost: 0.00
Sort Sequence: ’7
| Is Client Present -

/| Is Induded in Narrative
Is Callback Activity Required
Is Benefits Related
Is Guarantee Related

v|Is Active -

Is Carer Present ‘

[

L

3. Select the Links tab.

Interaction Type

Details  Links l Exdusions}

i

QK

Interaction Activity: Interaction Category:

Achievement Notes - 2 Weeks - Cancel

Action Plan Hand or System |‘ 4 weeks 3

Activity Agreement Review m AspireMy

Add a Vacancy Assembly

Add a Web Reply Attended

After School Clubs CAHMS

Agree MV Plan Call Back

Amend Vacancy Details Complaint -

Anger Au\.'areness Interaction Entity:

Anti Bullying -

Art Based Projects Pr.Dwder

Attendance Project Ad Client

Interaction Venue:

Provider Bulk Insert
Interaction Outcome:

| Other - Arranged Visit

| Qutreach Centre Awaiting Response 3
Schoal w/| Cancelled i

| Training Provider |_| | Client DMA Interview

V[ - || Comexions Attended -

In the Interaction Activity list, select the appropriate activities.
5. Click the OK button to save the changes and close the dialog.

Provider Contact Type

You can filter the roles available for selection under each type of provider contact. You can also
restrict how many of each contact type can be used at one time.

To configure a provider contact type:
1. Ensure any provider contact roles for the contact type have been created.

2. Inthe One IYSS System Administration Client, select Provider & Opportunity | Provider
Contact Type.
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Click the Add Value icon to display a blank Provider Contact Type dialog.
Provider Contact Type &J‘
Details ’—l

Short Description: ||

Cancel |

Long Description: |

Provider Type: - v Active
[~ Restricted Mumber:
Sort Sequence:

Contact Roles:

Administrator -
Admissions Tutor I
After Care Worker b
Assistant Governor

Asylum Seeker Worker

Bail Officer

Careers Adviser

Careers Co-ordinator

Child Protection Officer

Comm Nurse/MWorker -

Complete the Short and Long Description fields.

Select a Provider Type from the drop-down.

Ensure the Active check box is selected.

To restrict the number of times the contact type can be used:
a. Select the Restricted Number dialog.

b. Enter the number in the Restricted Number field.

Select the appropriate Contact Roles from the list.

Click the OK button to save the changes and close the dialog.

Qualification Levels

Qualification levels are displayed in the Qualifications section of One IYSS. Overall
qualification level refers to both actual and potential qualification levels, standardised across
different qualification types (vocational and academic). The specific qualification level indicates
the exact qualification being studied.

The accumulated total of clients’ completed specific qualification levels is measured against the
overall qualification level. The highest level clients reach or exceed is taken as their overall
qualification level and indicated accordingly in One IYSS. Any additional qualification levels must
be made with this taken into consideration to ensure the calculations work as designed.

Overall Qualification Level

The overall qualification level enables statutory reporting to pick up the same values and keep
them consistent. The level here bears no relation to the qualification system value points. There
are five included overall qualification levels that must be used, but additional levels can be
added.

Overall Qualification Level Level

Not Known 0

Below NVQ Level 2 25
NVQ2 or equivalent 40
Advanced Level 60
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Overall Qualification Level Level

Higher Level 75

Clients’ actual qualification levels are automatically worked out using points system defined by
the following system values:

m Qualification Points for NVQ Level 2 = 10 points.
= Qualification Points for A Level (Advanced) = 30 points.
= Qualification Points for Higher Education (Higher) = 250 points.

If the sum of the clients’ passed qualifications points is equal to the points allocated to a certain
overall qualification level, clients are deemed to have achieved that level. Passed qualification
points are calculated from the specific qualification level.

To add an additional overall qualification level:
1. In the One IYSS System Administration Client, select Common | Overall Qualification Level.

2. Click the Add Value icon to display the Overall Qualification Level dialog.

Owerall Qualification Level @1
Details
ShortDescription: | ¥ Active :l
Long Description: | Cancel
Levek ’_
Sort Sequence: '7

Complete the Short and Long Description fields.
Ensure the Active check box is selected.

Enter a value in the Level field. This is the level mentioned in the previous table.

o 0~ w

Click the OK button to save the changes and close the dialog.

Specific Qualification Level
There are a number of preloaded system specific qualification levels.
To add a new specific qualification level:
1. In the One IYSS System Administration Client, select Common | Specific Qualification Level.

2. Click the Add Value icon to display a blank Specific Qualification Level dialog.

Specific Qualification Level @1
Details
short Description: || ¥ Active l:l
Long Description: ‘ Cancel
Level: ’_ ™ Two Year Course

Sort Sequence:

Qualification Grade(s)

|Descriptian | Pass | Active |SortSequence
*]

3. Complete the Short and Long Description fields.
4. Ensure the Active check box is selected.
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Enter a points value in the Level field.
If required, select the Two Year Course check box.

7. To enter the different potential grades in the Qualification Grade(s) field:

Qualification Grade(s)
Description Pass Active |Sort Sequence
v 001

. In the Description column, enter the grade.
. If the grade entered is a pass grade, select the Pass check box.

a
b

c. Select the Active check box.

d. Enter a Sort Sequence (001 for the highest, 002 for the second, etc.)
e. Press the Enter key to add the grade.

f. Repeat for all potential grades.

Click the OK button to save the changes and close the dialog.

School Dates

When a new client record is created or converted, the system works out clients’ statutory
education leaving date from the information contained in the School Dates lookup.

To add dates for a school year:

In the One IYSS System Administration Client, select Provider & Opportunity | School Dates.

Click the Add Value button to display the School Dates dialog.

School Dates =)
e e
Statutory Leavirg Date: [12jo2/9s8 «] | Cencel |

Activity Survey Date: 12/02/1993
Summer Leaver G Date:  |12/02/1999

Enter the year (yyyy) in which the school year ends in the School Year field.

Enter, or select from the calendar drop-down, the leaving date for statutory education in the
Statutory Leaving Date field.

25 26 27 28 29 30 31
1 2 3 4 5 68 7
8 9 10 11 &F 13 14
15 16 17 18 18 20 21
22 23 24 25 25 27 28
1 2 3 4 5 6 7

= aToday: 05/05/

Enter, or select from the calendar drop-down, the Activity Survey Date for that year.

NOTE: This is usually the 15t of November.

Enter, or select from the calendar drop-down, the date that extended child benefit expires in the
Summer Leaver G Date field.

NOTE: This is usually the first Monday of the following year.

Click the OK button to save the changes and close the dialog.
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Situation Management

Situation groups are made up of a number of sub groups. Related situation groups come under
a situation super group. Due to the nature of intergroup dependency, situation lookups should
be created in the following order:

Situation sub group and, if required, situation status
Situation group

3. Situation super group.

Creating Situation Sub Groups

To create a new situation sub group:

In the One IYSS System Administration Client, select Client | Situation Sub Group.
Click the Add Value icon to display a blank Situation Sub Group dialog.

Situation Sub Group l&J
Details
Short Description: || l:l
Long Description: | Cancel
Followup (Days):
¥ Active [~ Alert [~ Prompt Actively Seeking
™ User Defined Expiry Date
Sort Sequence:

Complete the Short and Long Description fields.

4. To calculate the situation expiry date based on a set period of time following situation creation,

enter the length of time after which the situation expires in the Followup (Days) field.

If the Followup (Days) field has been completed, select the User Defined Expiry Date check
box.

. To prompt users to check clients’ Actively Seeking status and Aspirations when situations
linked to this sub group change, select the Prompt Actively Seeking.

Ensure the Active check box is selected.

8. Click the OK button to save the changes and close the dialog.

Creating Situation Statuses
Situation statuses indicate the period of time clients spend in situations.
To create a new situation status:
In the One IYSS System Administration Client, select Client | Situation Status.
Click the Add Value icon to display a blank Situation Status dialog.

=
Detais T

Description: ||
Cancel
Minimum Range:

Iv Active

—

Situation Status

Maximum Range:

Sort Sequence:

Enter a Description. It is useful to indicate the period of time and the rating it has, e.g. ‘Low - 0
to 3 months’.

In the Minimum Range field, enter the lower bound of the time period.
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If the status is of a fixed duration, enter the upper bound of the time period in the Maximum
Range field.

Ensure the Active check box is selected.

Click the OK button to save the changes and close the dialog.

Creating Situation Groups

To create a new situation group:

In the One IYSS System Administration Client, select Client | Situation Group.
Click the Add Value icon to display a blank Situation Group dialog.

Situation Group &J
oo — [
Short Description: | v Active [ Default
Long Description: | Cancel
Sort Sequence:
¥ Mo Link Required ™ Link to Opportunity ™ Link to Provider
Situation Sub Group(s) [ Associated MI Line:
=

Situation Status(es):

Low -0 to 3 months

Medium - 3 to 6 months
High - Longer than 6 months

Complete the Short and Long Description fields.
Ensure the Active check box is selected.

If required, select the appropriate Link to Opportunity or Link to Provider radio button.

NOTE: If either of these radio buttons are selected, users must select an opportunity or provider when
creating new situation. Linking to an opportunity automatically links to the associated provider. This is
useful for educational situations to identify year group (opportunity) and school (provider). Linking to a
provider is useful for employment situations where there are no specific opportunities.
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6. To add sub groups or Ml lines, click the Add Value icon to display the Situation Sub Group

10.
11.
12.
13.

dialog.

-
Situation Sub Group

Details
Sub Group: MI Line:
Accessing other Agen (MNone)
Adult Custody N 110 : 110 - 13 - 16, Reg at School S
Adv Apprenticeship 120: 120 - 13 - 16, Educated at Home
Animal Welfare 130 : 130 - 13 - 16, Cust Institution
Apprenticeship 140 : 140 - 13 - 16, Not Regin area
Arts f Music 150 : 150 - 13 - 16, Cur Sit Not Known
Asylum/Refugee 210 : 240 - 16-15 - School 5th Form
Awaiting Assessment 220 : 220 - 16-19 - 6th Form College
Between EETs 230 : 230 - 16-19 - Further Education
Cannot Be Contacted 240 1 240 - 16-19 - Higher Education
Community Action 250 : 250 - 16-19 - Part Time Education
Conservation [ Env 260 : 260 - 16-19 - Gap Year Students
Crime Prevention 270 : 270 - 16-19 - Other Post 16 Education
Culture and Heritage 280 : 16 - 19 - Independent Specialist Provider
Custodial Sentence 290 : 16-19 Full Time Edu- Custodial Institution
Date Agreed-EET | 310 : 310 - 16-19 - Emp Funded by GST
Deceased 320 : 320 - 16-19 -Emp Trg/Part Time
Difficult to place 330 : 330 - 16-19 -Emp no Trg to NVQ2
Disapplied Curriculu 340 : 340 - 16-19 - Emp with Locally Recognised Trg
Duplicate 350 @ 350 - 16-19 - Temp Employment
E2E[Pre E2E 360 : 380 - 16-19 - Part Time Emp
Educated at Home 380 : 380 - 16-19 - Emp Nao Trg/Self Employed
Education 381: 381 - 16-19 - Emp With Trg/Self Employed with PT Study
Emp Fund eg In-house 410 : 410 - 16-19-E to E
Employment 420 1 16-19 - Other LSC
Excluded or Unplaced 430 : 16-19 - Other Training
Full Time Vol Wark 440 : 440 - 16 - 19 Training delivered through Wark Programme
Gap Year 450 : 450 - 16-19 - WBL Traineeships
Health & Soc Welfare 460 : 16 - 19 - Supported Internship
Higher Education 510 : 510 - 16-19 - Pers Dev - Vol-Waged/Alowance
Home Tuition 520 : 520 - 16-19 - Pers Dev - Vol-Other PDO
Housing 530 : 530 - 16-19 - Re-engagement Provision
Ind Spec Provider 540 : 540 - 16 - 19 - Working Not for Reward
Insecurely housed 550 : 550 - 16-19 - Emp With Trg/Val with PT Study
Int E2E -await start 610 : 610 - 16-19 - NEET - Health Issue
Intending to Return 610 : 610 - 16-15 - NEET - Insecurley housed
Known Activity 610 : 610 - 16-19 - NEET - Unrealistic Expectation
LEAVER 610 : 610 - 16-19 - NEET - Unmotivated
Lack of Edu prov 610 : 610 - 16-19 - NEET - Mot Work Ready
Lack of Job Opportun 610 : 610 - 16-19 - NEET - Lacking Life skills
Lack of Lifeskils B 611 : 16-19 - NEET - Awaiting E2E place B

L

Select the required Sub Group.

If required, select the relevant Ml Line.

Click the OK button to display a confirmation dialog.

Click the Yes button to save the changes and close the dialog.

Add any other required Sub Groups as before.

If required, select the appropriate Situation Status(es) from the list.
Click the OK button to save the changes and close the dialog.

NOTE: The No Link Required, Link to Opportunity and Link to Provider options have been preset in
the system. The links are configured according to the following table:

Situation Group

Default Link

Type

Emp/Trg NVQ2 & above Provider
Emp No Trg upto NVQ1 Provider
Work Based Learning Provider
Higher Education Provider
FE College Opportunity
Statutory Education Opportunity
Moved out of Area No
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Situation Group Default Link
Type

No Information No

NEET No

Work Exp (Secondary) No
Unknown No

Adult Situations No

Sixth Form College Opportunity
School Sixth Form Opportunity
Other No
Millennium Volunteer No

WEX No

Creating Situation Super Groups

To create a situation super group:

In the One IYSS System Administration Client, select Client | Situation Super Group.

Click the Add Value icon to display the Situation Super Group dialog.

-
Situation Super Group

=)

—Details

W Active

short Description: |

Long Description: I
| [ statutory Report
Situation Group(s)

["]Emp Mo Trg upto NVQ1
["1Emp/Trg NVQ2 & abave
[C]FE College

["]Higher Education
[[IMoved out of Area
[MEET

["1Mo Information
[]Other -

Sort Sequence:

[Lm | »

O I
Cancel |

L

Complete the Short and Long Description fields.

Ensure the Active check box is selected.
In the Situation Group(s) list, select all the appropriate groups.
Click the OK button to save the changes and close the dialog.

Statistical Reporting Periods

Statistical reporting periods are used by the Statistical Reporting Tool for the NCCIS XML file
production (see the Statistical Reporting Tool section on page 73 or refer to the One 1YSS

MI_XML document available on the One Publications website). A new statistical reporting period

should be created for each new month.
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The current reporting period is displayed in bold in the Statistical Reporting Period pane.

i) ® Statistical Reporting Period
@[] Address |Va\ue |50rt Sequence
- 8 Alssessmenis January 01
-2 Client e
(2] Client Substance Misuse February 02
-2 Common March 03
-] ContactPoint April 04
(21 Documents & Paragraphs May 05
B Imports June 08
-0 Interaction Current Reporting Period 07
[#-(2]) Personal Development Activities .
-] Provider & Opportunity August 08
-2 Security September 03
B Statistics October 10
== Statitical Reporting Period | November 1
(0 System December 12
=23 TS

Before assigning a new current reporting period, you must deselect the Is Current check box in
the Statistical Reporting Period dial