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01 I Document Change Control

Date Release Description ‘

Summer 3.72 Free School Meal Settings
2020
New column ‘Submit details to Portal Back
Office?’ has been added in FSM Settings. This
allows Local Authorities to configure if the details
of a child/carer should be submitted to Portal Back
Office or not for matching when FSM application
has a Not Found or Error result.

For more information see Confiquring FSM
Settings page 62 Item 7

Spring 2018 | 3.65

The handbook has been updated for the Spring
2018 Service Pack 1 as follows:

* When the result of an individual ECS check is
Not Found, a qualifier code is also returned.
This is interpreted and displayed on the
eligibility result screen. For more information,
see Eligibility Checking Service (ECS)
Validation for Individual Applicants on page 617.

¢ When an ECS Batch validation check is carried
out and the result is Not Found, a qualifier is
returned and stored on the individual check
record. For more information, see Eligibility
Checking Service (ECS) Validation for Multiple
Applications on page 62.

» The ECS History window includes a new
column to display the qualifier where a Not
found result is received. For more information,
see Viewing Parent/Carer Eligibility Checking
Service (ECS) History on page 62.
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02 I Introduction to Grants and Benefits

Overview of Grants and Benefits

Grants and Benefits (G&B) is a separately licensed part of the Applications module within One
v4 Online.

G&B records and maintains funding claim applications raised by parents, carers or students. It
can maintain the payments, dependent details, benefits lists and fund details for the records it
creates.

Generally, applications for funding is in the form of Free School Meals (FSM), but can also cover
other funding that may be available from the government and managed by the LA.

After a G&B application is approved, the details are incorporated into the relevant areas of One.

Using this Handbook

This handbook is intended for One administrators and users of the G&B area. The first chapter
of this handbook covers the configuration of G&B and the rest of the handbook covers day-to-
day usage of the software.
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Permissions

G&B uses business processes to determine the user groups that have access to specific
functionality. User groups are assigned Read, Read-Write, Read-Write-Delete or Deny
permissions to each G&B business process. Permissions are maintained in the One v4 Client.
The following table outlines the permissions required to access specific areas of the G&B
software in v4 Online.

Main Business Read Read- Read-
Business Process Write Write-
Process Delete
GNB v
Bank Details 4 N/A
Grants and v
Benefits
Bases Permissions for these main business processes can be set to whatever the

required level is for the selected user group, however they cannot be set to
Student Data Deny.

Person
Administration

IMPORTANT NOTES:

The Bank Details business process only affects local authorities in Northern Ireland. Local authorities
with a different locale will see no change to system behaviour, regardless of the access assigned to this
business process.

After setting G&B permissions, One sets permissions for the CIEE main business process automatically.
This occurs even if your site does not have a CIEE licence. The permissions set for the CIEE main
business process are not sufficient to administer CIEE, and additional permissions are required for
groups that will also administer CIEE.

More Information:
RG_Permissions reference guide available from the One Publications website.
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03 | Setting Up and Administering Grants and
Benefits

Introduction

The Administration area of Grants and Benefits (G&B) enables you to configure how the
software works as well as maintain categories, agencies, eligibility checks and claim serial
numbers.

Setting Up Grants and Benefits Checklist

In order to process grant and benefit claims, a One system administrator must set up the
system. For most customers, the settings are maintained when migrating from One v3 to the
One v4 Online version of G&B.

Complete the following checklist to configure Grants and Benefits:

m For customers not migrating an existing instance of Grants and Benefits from v3, create a
NASS UDF. For more information, see Setting Up a National Asylum UDF on page 7.

= Add new claim definitions categories via the Administration | G&B | Claim Definition tab.
For more information, see Maintaining Claim Categories on page 7.

m Set up item defaults that are entered automatically when a specific item is added to a claim
via the Administration | G&B | Claim Definition tab. For more information, see Managing
Item Defaults on page 714.

m Configure module-wide behaviours via the Administration | G&B | Module Behaviour tab.
For more information, Editing the Module Behaviour Options on page 29.

m Define user defaults that can be applied to each new claim via the Administration | G&B |
User Defaults tab. For more information, see Editing the User Defaults Options on page 30.

m Add agencies via the Administration | G&B | Manage Agencies tab. For more information,
see Managing Agencies on page 25.

m Define serial numbers for claims via the Administration | G&B | Fund Serial Number tab.
For more information, see Configuring Serial Numbering on page 317.

Setting Up a National Asylum UDF

A User Defined Field (UDF) with the name NASS is required for G&B to process applications
that use a National Asylum Support Service (NASS) number instead of a National Insurance (NI)
number. For Local Authorities that are migrating an existing instance of G&B from One v3, the
required UDF is created automatically during the migration process. For customers that never
used G&B in the v3 Client, a new UDF should be created with the name NASS, using the v4
Client. For more information on creating UDFs, please refer to the
RG_Administration_Managing_UDFs document, available from the One Publications website.

Maintaining Claim Categories

All applications must be associated with a claim category. Although G&B provides a wide range
of pre-defined claim categories, you can edit existing categories and add new ones to meet your
requirements. After creating a claim category, you must then add individual items to the
category.

Managing Grants and Benefits Handbook
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Claims can have either a single or multiple Issue Type. If a category has an Issue Type of
Single, an applicant can have only one active claim (regardless of authorisation status) for that
category at any time; i.e. the start and end dates for each claim cannot overlap. You can create
a claim with a start date in the future if there is currently no active claim. An Issue Type of
Multiple means that a person can have multiple active claims for the category at the same time.

More Information:

Adding a Claim Category on page 8

Managing Item Defaults on page 14

Setting Active Status for Categories and Items on page 20
Adding Items to a Category on page 11

Adding a Claim Category
1. Select the Administration area and select the G&B page.
2. Ensure the Claim Definition tab is selected.

One Home Applications Chaperone Reporis Administration Welcome SYSADMIN | Help | Logout

CIEE
[olET I iyl Eligibility Check Link | Manage Agencies | Module Behaviour User Defaults Fund Serial Number

Category Details 4 Add Items in Category < Add
Category : CLO - Clothing Grants ltem : CLOGEN - General Clothing Grant
Issue Type: Single Is FSM: No Active: Yes

Active T oYes

Show only Active Categories and ltems

Category Code

cLo Clothing Grants o~/ Edit Delete CLOGEN General Clothing Gra... ./ Edit Delete
FSM Free School Meals »~ Edit Delete

P16 Post-16 Grants / Edit Delete

REJ Rejected Claims ./ Edit Delete |,

Items Defaults & Add

18/11/1999 65.00 CLOACC START_AT (+) 335 START_AT (+) 365 o~ Edit Delete

3. Click the Add hyperlink in the Category Details section to display editable fields relating to
category details.

Category Details 4 Add

Issue Type: O Single ® Multiple Is FSM ]
Active

cnce [IIECHN
Enter a Category Code.

Enter a Category Description.

Select the required Issue Type radio button.
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If required, select the Is FSM check box.

NOTE: If you do not want the category to be immediately available to users, deselect the Active check
box.

Click the Save button.

Viewing Claim Categories, Items and Item Defaults

Select the Administration area and select the G&B page.
Ensure the Claim Definition tab is selected.

If the category is inactive, deselect the Show only Active Categories and Items check box to
display all the categories.

©One Home Applications Chaperone Reports Administration Welcome SYSADMIN | Help | Logout

CIEE
ol =iyl Eligibility Check Link | Manage Agencies | Module Behaviour User Defaults Fund Serial Number

Category Details # Add Items in Category < Add
Category : CLO - Clothing Grants Item : CLOGEN - General Clothing Grant
Issue Type: Single Is FSM: No Active: Yes

Active : Yes

Show only Active Categories and ltems

Category Code

CLo Clothing Grants " Edit Delete CLOGEN General Clothing Gra.. " Edit Delete
F5M Free School Meals ~ Edit Delete

P16 Post-16 Grants / Edit Delete

REJ Rejected Claims / Edit Delete

Items Defaults < Add

18/11/1999 65.00 CLOACC START_AT (+) 335 START_AT (#) 365  Edit Delete

Highlight a category to display the associated items in the Items in Category area.

Highlight an item in the Items in Category area to display the item defaults in the Items
Defaults area.

Editing a Claim Category

Claim category details can be edited. However, if the category has associated items, the
Category Code cannot be edited.

Select the Administration area and select the G&B page.
Ensure the Claim Definition tab is open.

Managing Grants and Benefits Handbook -
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Cne Home

Applications

Chaperone

Reporis Administration Welcome SYSADMIN | Help Logout

CIEE
Claim Definition [EIIILEEIEEG TS

Category Details 4 Add

Category : CLO - Clothing Grants
Issue Type: Single
Active : Yes

Show only Active Categories and ltems

Category Code

CLO Clothing Grants
F5M Free School Meals
P16 Post-16 Grants
REJ Rejected Claims

Manage Agencies | Module Behaviour

Is FSM: Mo

User Defaults | Fund Serial Number

% Add

Items in Category

Item : CLOGEN - General Clothing Grant

Active: Yes

Im
=
=

CLOGEN General Clothing Gra.. o~ Edit Delete

Delete
Delete
Delete

Delete |

m
=y
=

N NN
2

m
(=N
=

Items Defaults < Add

18/11/1999 65.00

CLOACC START_AT (+) 335 START_AT (+) 365 o~ Edit Delete

3. In the Category Details area, click the Edit hyperlink for the category you wish to edit.

If the category is inactive, deselect the Show only Active Categories and Items check box to

display all the categories.

Category Details & adad

(W eI iyl Eligibility Check Link | Manage Agencies

Module Behaviour | User Defaults | Fund Serial Number

Items in Category = Add

" Show only Active Categories and ltems

CLO Clothing Grants
FSM Free School Meals
P16 Post-16 Granis
REJ Rejected Claims

| cLo *| | Clothing Grants E ltem : CLOGEN - General Clothing Grant
Active: Yes

Issue Type: (@® Single O Multiple Is FSM []

Active

- |

*Edit i Delete |= CLOGEN General Clothing Gra... *Edit [if Delete
*Edit i Delete i

* Edit {ijf Delete

*Edit ] Delete |,

4. Make the required changes.
5. Click the Save button.

Deleting a Claim Category

If a claim category is no longer required, it can be deleted only if there are no items associated
with it. If a category has associated items, you must delete them before you can delete the

category.
To delete a claim category:

1. Select the Administration area and select the G&B page.
2. Ensure the Claim Definition tab is open.
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‘One Home Applications Chaperone Reporis Administration Welcome SYSADMIN | Help
CIEE

[oETUI Tl Eligibility Check Link | Manage Agencies | Module Behaviour | User Defaulls | Fund Serial Number

Category Details 4 Add Items in Category < Add
Category : CLO - Clothing Granis Item : CLOGEN - General Clothing Grant
Issue Type: Single Is FSM: No Active: Yes

Active © Yes

Show only Active Categories and Iltems

Category Code

cLo Clothing Grants /7 Edit Delete H CLOGEN General Glolhing Gra. ~ Edit Delete
FSM Free School Meals ./ Edit Delete

P16 Post-16 Granis / Edit Delete

REJ Rejected Claims / Edit Delete |

Items Defaults = Add
[Dotautfrom  cost  Fuma  Enavae  RevewDae |

18M1/1999 65.00 CLOACC START_AT (+) 335 START_AT (+) 365 /" Edit Delete

For the category you wish to delete, click the Delete hyperlink to display the Maintain Claim
Category Details dialog.

If the category is inactive, deselect the Show only Active Categories and Items check box to
display all the categories.

Click the Yes button to delete the category.

Adding Items to a Category

After creating a category, it must have individual items added to it. tems are required because
claim applications are made against specific items (not categories).

Select the Administration area and select the G&B page.
Ensure the Claim Definition tab is open.

COneHome  Applications  Chaperone Reports Welcome SYSADMIN

CIEE

[eE LI Eligibility Check Link | Manage Agencies | Module Behaviour | User Defaults | Fund Serial Number

Category Details # Add Items in Category < Add
Category : CLO - Clothing Grants Item : CLOGEN - General Clothing Grant
Issue Type: Single Is FSM: No Active: Yes

Active : Yes

Show only Active Categories and Items

Category Code

cLo Clothing Grants / Edit Delete H CLOGEN General Clothing Gra. / Edit Delete
FSM Free School Meals /" Edit Delete

P16 Post-16 Granis / Edit Delete

REJ Rejected Claims / Edit Delete |

Items Defaults & Add

181171999 65.00 CLOACC START_AT (+) 335 START_AT (+) 365 o~ Edit Delete
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In the Category Details section, select the category to which you wish to add an item. Any
items that already exist for the category are displayed in the Items in Category section.

©One Home Chaperone Reports

CIEE

Applications

Category Details + add

SAM - Documentation test category
Is FSM: No

Category :
Issue Type: Muitiple
Active T Yes

Show only Active Categories and ltems

oA il Eligibility Cheek Link | Manage Agencies | Module Behaviour

/ Edit i Delete

TRA Transport 7
CGE Clothing General 7
Dis Discretionary rd
SAM Diocumentation test c... ra

Logout

Help

Administration Welcome SYSADMIN

User Defaults Fund Serial Number

Iltems in Category < Add

Edit Delete
No results found
Edit Delete

Edit Delete

Items Defaults < Add

No results found

In the Items in Category section,

details.

click the Add button to display editable fields relating to item

Iltems in Category < Add

| SAM |=-“ Code ‘| |.'.‘9:?~ Description

‘|

Active
Cancel

|_save ]

Enter an Item Code. The three character code entered here is concatenated with the existing
category code to create the full item code.

NOTE: The Item Code cannot be edited after the item is saved.

Enter an Iltem Description.

NOTE: If you do not want the item to be immediately available to users, deselect the Active check box.

Click the Save button.

The item is added to the Items in Category list.

More Information
Adding Item Defaults on page 15
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Editing Items

The Active status and the Item Description of an item can be edited. Once created, the Item

Code cannot be edited.
1. Select the Administration area and select the G&B page

2. Ensure the Claim Definition tab is open.

©One Home Applications Chaperone Reports Administration Welcome SYSADMIN | Help Logout

CIEE
ol =iyl Eligibility Check Link | Manage Agencies | Module Behaviour User Defaults Fund Serial Number

Category Details # Add Items in Category < Add
Category : CLO - Clothing Grants Item : CLOGEN - General Clothing Grant
Issue Type: Single Is FSM: No Active: Yes

Active : Yes

Show only Active Categories and ltems

Category Code

CLo Clothing Grants " Edit Delete H CLOGEN General Clothing Gra.. " Edit Delete
FSM Free School Meals / Edit Delete

P16 Post-16 Grants /7 Edit Delete

REJ Rejected Claims / Edit Delete |

Items Defaults < Add

18/11/1999 65.00 CLOACC START_AT (+) 335 START_AT (#) 365  Edit Delete

3. In the Category Details area, highlight the category for the item you wish to edit to display a list

of items in the Items in Category area.

If the category or item is already inactive, deselect the Show only Active Categories and

Items check box to display all the categories.
4. Click the Edit hyperlink for the item you wish to edit.

[WEl I =iyl Eligibility Check Link | Manage Agencies | Module Eehaviour User Defaults Fund Serial Number

Category Details + add Items in Category < Add

Category : CLO - Clothing Grants = - >
[co [oEN General Clothing Grant |

Issue Type: Single Is FSM: Mo

Active  : Yes Active

' Show only Active Categories and Items

CLO Clothing Grants Edit 1l Delete CLOGEN General Clothing Gra... * Edit 1l
FSM Free School Meals Edit {iij Delete

P16 Post-16 Grants Edit i Delete

REJ Rejected Claims Edit i Delete |-

S sao |

5. Make the required changes.
6. Click the Save button.
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Deleting Items

An item can be deleted only if it is removed from all claims and all the associated item defaults
have been removed from it.

Select the Administration area and select the G&B page.

2. Ensure the Claim Definition tab is open.

3.

©One Home Applications Chaperone Reports Administration Welcome SYSADMIN | Help | Logout
CIEE
ol =iyl Eligibility Check Link | Manage Agencies | Module Behaviour User Defaults Fund Serial Number

Category Details # Add Items in Category < Add
Category : CLO - Clothing Grants Item : CLOGEN - General Clothing Grant
Issue Type: Single Is FSM: No Active: Yes

Active : Yes

Show only Active Categories and ltems

Category Code Description “  ltem Code Description

CLO Clothing Grants " Edit Delete |_| | CLOGEN General Clothing Gra.. .~/ Edit Delete
F5M Free School Meals ~ Edit Delete

P16 Post-16 Grants / Edit Delete

REJ Rejected Claims / Edit Delete |,

Items Defaults < Add

Default From Cost Fund End Date Review Date

18/11/1999 65.00 CLOACC START_AT (+) 335 START_AT (+) 365  Edit Delete

In the Category Details area, highlight the category for the item you wish to delete to display a
list of items in the Items in Category area.

If the category or item is inactive, deselect the Show only Active Categories and Items check
box to display all the categories.

For the item you wish to delete, click the Delete hyperlink to display the Maintain Claim Item In
Category Details dialog.

Click the Yes button to delete the item.

Managing Iltem Defaults

Certain data can be added to each item via the Item Defaults section. When a user adds an
item with defaults defined to a claim, they are asked if they wish to use the defaults. They can
choose not to use the defaults or change them as required.

Default End Date and Review Date Options

When creating the default values for an item, you must select a Default End Date Method and
a Default Review Date Method. The end date and review dates can be set as a Fixed date,
Calculated based on selected criteria or set to Maximum School Leaving Date.
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ministration Welcome SYSADMIN | OpenNewTab | Help | Logout

Manage Agencies | Module Behaviou

[ 25i0412013 &= 0 | Il i
Default End Date Method

@® Fixed ‘25!04;2013 |ﬁ

O calculated [ 5 I:l

() Maximum School Leaving Date

Default Review Date Method

@® Fixed ‘ 25104/2013 |ﬁ

O s | : T

Last Updated By: SYSADMIN On: 13/02/2017

S save |

If you select a calculated method, you must select a date on which the calculation is based from
the Calc Field. Then you must enter an Offset, which is the number of days after the selected
date the item either ends or must be reviewed. For example, to set the default end date to 20
days after the claim start date, select Start Date from the Calc Field and enter 20 in the Offset
(days) field.

If you select Maximum School Leaving Date, when this item is added to a claim, then the end
date for the item claim is automatically set to the last school date for the selected student.

Adding Item Defaults

Item Defaults information is added automatically to a G&B application when the item is
selected.

Select the Administration area and select the G&B page.
Ensure the Claim Definition tab is selected.

Select the item to which you wish to add item default information by selecting the required
category then selecting the item.
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Reports

Welcome SYSADMIN Help

One Home Applications Chaperone
CIEE
ol ET =iy Eligibility Check Link | Manage Agencies

Category Details = Add

Category : SAM - Documentation test category
Issue Type: Multiple

Active : Yes

Show only Active Categories and ltems

Is FSM:

TRA Transport

CGBE Clothing General

s Discretionary

SAM Documentation testc...

No

Module Behaviour

User Defaults | Fund Serial Number

Items in Category < Add

tem : SAMESS - An essential item.

Active: Yes

Delete SAMES2 Asecond essentiali... / Edit Delete
Delete SAMESS An essential ilem. _/ Edit i Delete
Delete E
T Delete [,

Items Defaults < Add

No results found

4. In the Items Defaults section, click the Add hyperlink to display editable fields relating to item

Welcome SYSADMIN ‘Open New Tab Help

detail.
CIEE G&B
Claim Definition JELHEIES A TS B ETET RN E
[25i0412013 IS

Default End Date Method
® Fixed

(O calculated

O Maximum School Leaving Date
Default Review Date Method

® Fixed

(O calculated

Last Updated By: SYSADMIN On: 13/02/2017

Module Behaviour

User Defaulis | Fund Serial Number | ECS Batch Validation

Offset (days)

o B
‘ 250412013 B ﬁ
[ catc Fieta [l
‘ 250412013 B ﬁ
[ catc Fieta [l

Cancel Save |

5. If required, select a new Default From date.

6. Enter a Default Cost for the item.

7. Click the Default Fund browse button to display the Category browser.
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Q Category [ ]

cLo Clothing Fund
CLOACC Clothing Fund
CLOGEN Clothing General Fund
FSMACC Free School Meals Fund
P1BACC Post-16 Fund

CLOREJ Reject claim for Clothing
TRAN Transport Fund

8. Highlight the required fund then click the Select button to add the details and close the dialog.

Welcome SYSADMIN | OpenNewTab | Help | Logout

CIEE G&B

e=lL sl Eligibility Check Link | Manage Agencies | Module Behaviour User Defaults Fund Serial Number | ECS Batch Validation

[ 250412013 iric] o [E] GLOAGC |[ciothing Fung e
Default End Date Method

@ Fixed | 251042013 |ﬁ

O calculated ‘ Calc Fieid '| v |

(O Maximum School Leaving Date

Default Review Date Method

@® Fixed ‘ 25104/2013 |ﬁ

O Ccalculated ‘ Caic Field *| - |

Last Updated By: SYSADMIN On: 13/02/2017

Cancel ‘ Save

9. Select a Default End Date Method.
If you selected Fixed, you can select a new Fixed End Date

If you selected Calculated, you must select a Calc Field and enter an Offset. For more
information, see Default End Date and Review Date Options on page 74.

10. Select a Default Review Date Method.
If you selected Fixed, enter a Fixed Review Date.

If you selected Calculated, select a Calc Field and enter an Offset. For more information, see
Default End Date and Review Date Options on page 74.

11. Click the Save button.
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Editing Item Defaults

Select the Administration area and select the G&B page.
2. Ensure the Claim Definition tab is open.

One Home Applications Chaperone Reports Administration Welcome SYSADMIN | Help Logout

CIEE
=TGN Eligibility Check Link | Manage Agencies | Module Behaviour | User Defaults | Fund Serial Number

Category Details + Add Iltems in Category < Add
Category : CLO - Clothing Grants Item : CLOGEN - General Clothing Grant
Issue Type: Single Is FSM: No Active: Yes

Active : Yes

Show only Active Categories and Items

Category Code

cLo Clothing Grants o~ Edit Delete H CLOGEN General Clothing Gra.. /" Edit Delete
FSM Free School Meals / Edit Delete

P16 Post-16 Granis / Edit Delete

REJ Rejected Claims / Edit Delete |,

Items Defaults 4 Add

18M1/1999 65.00 CLOACC START_AT (+) 335 START_AT (+) 365 ~ Edit Delete

3. Inthe Category Details area, highlight the category for the item you wish to edit to display a list
of items in the Items in Category area.

If the category or item is inactive, deselect the Show only Active Categories and Items check
box to display all the categories.

4. Inthe Items in Category area, highlight the required item to display the associated defaults in
the Items Defaults area.

5. Click the Edit hyperlink for item default you wish to edit.
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Welcome SYSADMIN Open New Tab

CIEE G&B

=T IS+l Eligibility Check Link | Manage Agencies | Module Behaviour | User Defaults | Fund Serial Number | ECS Batch Validation

[ 18111908 |ﬂ 5 =l cLoace |[crothing Funa

Default End Date Method

O Fixed ‘ |ﬁ

(® Calculated ‘ Start Date

|v| 235

O Maximum School Leaving Date

Default Review Date Method

O Fixed ‘ |ﬁ

@® Ccalculated | start Date

|v| 385

Last Updated By: SYSADMIN On: 13/02/2017

o<

Make the required changes.
Click the Save button.

Deleting Item Defaults

Select the Administration area and select the G&B page.
Ensure the Claim Definition tab is open.

©One Home Applications Chaperone Reports Administration Welcome SYSADMIN

CIEE
ol =iyl Eligibility Check Link | Manage Agencies | Module Behaviour User Defaults Fund Serial Number

Category Details # Add Items in Category < Add
Category : CLO - Clothing Grants Item : CLOGEN - General Clothing Grant
Issue Type: Single Is FSM: No Active: Yes

Active : Yes

Show only Active Categories and ltems

Category Code

CLO Clothing Grants " Edit Delete H CLOGEN General Clothing Gra.. " Edit Delete
FSM Free School Meals ~ Edit Delete

P16 Post-16 Grants / Edit Delete

REJ Rejected Claims ./ Edit Delete |

Items Defaults < Add

18/11/1999 65.00 CLOACC START_AT (+) 335 START_AT (#) 365 o/ Edit Delete

In the Category Details area, highlight the category for the item you wish to edit to display a list

of items in the Items in Category area.
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If the category or item is inactive, deselect the Show only Active Categories and Items check
box to display all the categories.

4. In the Items in Category area, highlight the required item to display the associated defaults in
the Items Defaults area.

5. For the items default you wish to delete, click the Delete hyperlink to display the Maintain Claim
Item Default dialog.

6. Click the Yes button to delete the item default.

Setting Active Status for Categories and Items

Claim categories and items have an Active check box, which is selected by default when they
are created. If the Active check box is selected for a category or item, users can select the
category/item when creating a claim. However, if the Active check box is deselected, users
cannot select the category or item when making a claim.

If you make an entire category inactive, none of the items associated with the category are
available to add to a claim. However, you can make an item inactive without making the entire
category inactive.

Setting the Active Status for a Category
1. Select the Administration area and select the G&B page.

2. Ensure the Claim Definition tab is open.

One Home Applications Chaperone Reports Administration Welcome SYSADMIN | Help | Logout

CIEE
=T LT Eligibility Check Link | Manage Agencies | Module Behaviour | User Defaults | Fund Serial Number

Category Details = Add Items in Category < Add
Category : CLO - Clothing Grants Item : CLOGEN - General Clothing Grant
Issue Type: Single Is FSM: No Active: Yes

Active : Yes

Show only Active Categories and ltems

"

Category Code Description Item Code Description

cLo Clothing Grants ~ Edit Delete (—| CLOGEM General Clothing Gra.. /" Edit Delete
FSM Free School Meals o~ Edit Delete

P16 Post-16 Granis / Edit Delete

REJ Rejected Claims / Edit Delete |,

Items Defaults 4 Add

Default From Cost Fund End Date Review Date

(=9
=

18M1/1999 65.00 CLOACC START_AT (+) 335 START_AT (+) 365 7 Delete

3. Inthe Category Details area, click the Edit hyperlink for the category you wish to make active
or inactive.

If the category is already inactive, deselect the Show only Active Categories and Items check
box to display all the categories.
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[Tyl Eligibility Check Link | Manage Agencies | Module Behaviour User Defaults Fund Serial Number

Category Details 4 Add Iltems in Category = 2dd

| cLo '| | Clothing Grants ] Item : CLOGEN - General Clothing Grant
Active: Yes

Issue Type: (® Single (O Multiple Is FSM []

Active

" Show only Active Categories and ltems

cLo Clothing Grants “Edit i Delete |=| | CLOGEN General Clothing Gra... “Edit i Delete
FSM Free School Meals “Edit [ii] Delete i

P16 Post-16 Granis * Edit  {jj Delete

REJ Rejected Claims *Edit ] Delele |,

4. Select or deselect the Active check box as required.
Click the Save button.

Setting the Active Status for an Item
Select the Administration area and select the G&B page.
2. Ensure the Claim Definition tab is open.

©One Home Applications Chaperone Reports Administration Welcome SYSADMIN | Help Logout
CIEE

ol =iyl Eligibility Check Link | Manage Agencies | Module Behaviour User Defaults Fund Serial Number

Category Details = Add Items in Category < Add
Category : CLO - Clothing Grants Item : CLOGEN - General Clothing Grant
Issue Type: Single Is FSM: No Active: Yes

Active : Yes

Show only Active Categories and ltems

Category Code

CLo Clothing Grants ~ Edit Delete H CLOGEN General Clothing Gra.. " Edit Delete
FSM Free School Meals / Edit Delete

P16 Post-16 Grants / Edit Delete

REJ Rejected Claims / Edit Delete |

Items Defaults < Add
‘DefauitFrom  cCost  Fuwa  EndDate  RevewDate

18/11/1999 65.00 CLOACC START_AT (+) 335 START_AT (#) 365  Edit Delete

3. In the Category Details area, highlight the category for the item you wish to edit to display a list
of items in the Items in Category area.

If the category or item is already inactive, deselect the Show only Active Categories and
Items check box to display all the categories.

4. Click the Edit hyperlink for item you wish to make active or inactive.
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eEEliy @ Eligibility Check Link | Manage Agencies | Module Behaviour User Defaults Fund Serial Number

Category Details = Add Iltems in Category < Add
Category : CLO - Clothing Grants
|CLO |GEN “||Genera| Clothing Grant *
Issue Type: Single Is FSM: Mo
i . Active
e (N

| Show only Active Categories and Items

cLo Clolhing Grants Edii [f Delele |=| |CLOGEN General Clothing Gra. . Edit i Delete
FSM Free School Meals Edit i[ Delete

P16 Post-16 Grants Edit [j] Delete

REJ Rejected Claims Edit i Delete |,

Select or deselect the Active check box as required.
Click the Save button.

Adding an Eligibility Check Link

The Eligibility Check Link tab enables you to link a specific benefit to a claim category. After a
link is created, when a parent/carer makes a new claim, One checks the entries in the
Department Work Pensions And eligibility Check tab to verify that they receive the benefits
required to qualify for a claim in the specified category. If the required benefit claim is not
entered in the Department Work Pensions and Eligibility Check tab, the application cannot
be saved with a Status of Authorised; it must be saved as either Pending or Rejected.

IMPORTANT NOTE: For eligibility check linking to work, you must also select the DSS Checking Active
check box in the Administration | G&B | Module Behaviour tab. For more information, see Module
Behaviour Options on page 27.

The following graphic displays a list of existing links for a sample site:

©One Home Applications Chaperone Reports Administration Welcome SYSADMIN | Help |

CIEE
Claim Definition WIRIVIVE® 40 Manage Agencies | Module Behaviour | User Defaults | Fund Serial Number

DSS Claims Required <=Add

FEM Free School Meals CTC Child Tax Credit 11412003 311372004 JULIES 08/05/2003 .~ Edit Delete
FSM Free School Meals IS Income Support 71172000 28/412007 PHILJ 24/01/2006 ~ Edit Delete
FEM Free School Meals AS Asylum Seeker 1172000 31122007 PHILJ 24/01/2006 ~ Edit Delete
FSM Free School Meals JSAIB Job Seeker Allow-l. 1/1/2000 31122007 PHILJ 24/01/2006 ~ Edit Delete |,

The Claim Category column displays which categories have links to required benefits, and the
Benefit column displays the actual name of the required benefit. A Claim Category can have
multiple required benefits, but each link must be created separately.

1. Select the Administration area and select the G&B page.
2. Select the Eligibility Check Link tab.
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©One Home Applications Chaperone Reports Administration Welcome SYSADMIN

CIEE
Claim Definition @SMWIVES =44 Manage Agencies | Module Behaviour | User Defaulis | Fund Serial Number

DSS Claims Required «Add

FSM Free School Meals CTC Child Tax Credit 17472003 317372004 JULIES 08/0572003 " Edit
FSM Free School Meals 1S Income Support Ti12000 281472007 PHILJ 24/01/2006 » Edit
FEM Free School Meals AS Asylum Seeker 1172000 311272007 PHILJ 24/01/2006 » Edit
FSM Free School Meals JSAIB Job Seeker Allow-l. 1/1/2000 3272007 PHILJ 24/01/2006 " Edit

Delete
Delete

Delete

Delete |,

3. Click the Add hyperlink to display editable fields relating to Check Link Detail.

Cne Home Applications Chaperone Reports Administration Welcome SYSADMIN | Help

CIEE
Claim Definition WINIVReL =K1 @ Manage Agencies | Module Behaviour | User Defaults | Fund Serial Number

Check Link Detail

Claim Category

i
o ([EZEN

i

4. Click the Claim Category browse button to display the Claim Category browse.

Q Claim Category a

BAL Balas Claims

CLO Clothing Grants

FSM Free School Meals 2
P16 Post-16 Grants

REJ Rejected Claims

TRA Transport

CGE Clothing General

. - -

Cioe

5. Highlight the required category and click the Select button to add it to the Check Link Details.

6. Click the Benefit Required browse button to display the Claim Benefits browser.
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Q Claim Benefits a

AS Asylum Seeker

CTC Child Tax Credit

FMCRDT Family Credit

15 Income Support

JSAIB Job Seeker Allow-Income Based

Cloe

Highlight the benefit that the applicant must be in receipt of in order to make the claim.
Click the Select button to add the benefit to the Check Link Details.
Select a Valid From and Valid To date.

10. Click the Save button to create the link between the selected category and benefit.

Editing an Eligibility Check Link
Select the Administration area and select the G&B page.
2. Select the Eligibility Check Link tab.

One Home Applications Chaperone Reports Administration Welcome SYSADMIN | Help Logout

CIEE
Claim Definition WSHTTYEe IR Manage Agencies | Module Behaviour | User Defaulis | Fund Serial Number

DSS Claims Required = Add

FSM Free School Meals CTC Child Tax Credit 1/4/2003 31/3/2004 JULIES 08/05/2003 / Edit Delete
FEM Free School Meals 1S Income Support 7172000 28472007 PHILJ 24/01/2006 o Edit Delete
FSM Free School Meals  AS Asylum Seeker 11172000 3122007 PHILJ 24/01/2006 S Edit Delete
FEM Free School Meals JSAIB Job Seeker Allow-l. 1/1/2000 311272007 PHILJ 24/01/2006 " Edit Delete |,

3. For the link you wish to update, click the Edit hyperlink to enable editing.

Claim Definition @SMVES== a0 @ Manage Agencies | Module Behaviour | User Defaults | Fund Serial Number

Check Link Detail

=

| chitd Tax Credt )
ﬂ ‘ 31/032004 : ﬂ

iy Sae |

| Free School Meals

=

‘ 01/04/2003

4. Make the required changes.
5. Click the Save button.
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Deleting an Eligibility Check Link

Select the Administration area and select the G&B page.
Select the Eligibility Check Link tab.

One Home Applications Chaperone Reports Administration Welcome SYSADMIN

CIEE
Claim Definition WSETTYEe IR Manage Agencies | Module Behaviour | User Defaulis | Fund Serial Number

DSS Claims Required = Add

F5M Free School Meals CTC Child Tax Credit 1/4/2003 31/3/2004 JULIES 08/05/2003 " Edit Delete
FSM Free School Meals IS Income Support TM/2000 28/4/2007 PHILJ 24/01/2006 " Edit Delete
F5M Free School Meals AS Asylum Seeker 1/1/2000 31122007 PHILJ 24/01/2006 J Edit Delete
FSM Free School Meals JSAIB Job Seeker Allow-1. 1/1/2000 31122007 PHILJ 24/01/2006 " Edit Delete |,

For the link you wish to delete, click the Delete hyperlink to display the Delete Eligibility Check
Link dialog.

Click the Yes button to delete the link.

Managing Agencies

Agencies are social service entities that can be associated with an application as well as stores
to which payments can be made. In One v4 Online, agencies are maintained via the Manage
Agencies tab.

When a new agency is added, it is automatically added to the correct lookup, based on the
Agency Type. The following table summarises where each Agency Type is used in One v4
Online.

Agency Type ‘ Used In ‘

DSS DWP Office drop-down list in the Claim
Details section of an application’s Basic
Details tab.

Shop/Store Select a Shop/Store dialog, accessed when

recording details in the Payments tab.

Social Services Social Services drop-down list in the Claim
Details section of an application’s Basic
Details tab.

Adding an Agency

NOTE: After an agency is added, it cannot be deleted.

Select the Administration area and select the G&B page.

Select the Manage Agencies tab.
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Cne Home Applications Chaperone Reports i S o ) Administration Welcome SYSADMIN | Help Logout

CIEE
Claim Definition | Eligibility Check Link JRETELEYNE WS Module Behaviour | User Defaults | Fund Serial Number

Agencies eadd

Name: BHS - British Home Stores Address: Agency Code: BHS Agency Type: Shop/Store Contact Name: Mrs H Anderson Phone: 01234 634090
Fax Number: 01234 487290 Email: EHS@Bedford.co.uk

BHS - British Home Stores BHS Shop/Store ~ Edit
Department for Work & Pensions Bedford DWPB D5S »~ Edit
Marks & Spencer MS Shop/Store ~ Edit
Social Services (Bedford) SSB Social Services »~ Edit

Click the Add button to display editable fields relating to the agency details.

Agencies  H=Add

Name |

*

Clear Address

- B

Enter a Name.
Select an Address.
Enter a unique Agency Code.

NOTE: After saving an agency for the first time, the Agency Code cannot be changed.

Select an Agency Type.
If required, enter any other optional information.
Click the Save button to record the agency details and add the new agency to the list.

Claim Definition | Eligibility Check Link RYEGENVEYLEL N Module Behaviour User Defaulis Fund Serial Number

Agencies  dkAdd

Mame: BHS - British Home Stores Address: Agency Code: BHS Agency Type: Shop/Store Contact Name: Mrs H Anderson Phone: 01234 684090
Fax Number: 01234 487290 Email: EHS@Bedford.co.uk

BHS - British Home Stores BHS Shop/Store ~ Edit
Department for Work & Pensions Bedford DWPB DSs ~ Edit
Marks & Spencer MS Shop/Store ~ Edit
Social Services (Bedford) SSB Social Services ~ Edit
The Chemist 999 Shop/Store # Edit

_ Managing Grants and Benefits Handbook



o & 0 bh =

Setting Up and Administering Grants and Benefits

Editing Agency Details

If required, most agency details can be edited. However, the Agency Code that was assigned
when the agency was first added cannot be changed.

Select the Administration area and select the G&B page.

Select the Manage Agencies tab.

For the agency you wish to edit, click the Edit hyperlink to enable editing.

Make the required changes.

Click the Save button.

Module Behaviour Options

The Module Behaviour tab is used to administer the validations throughout the G&B area as
well as enter details to enable users to perform checks via the DfE’s Eligibility Checking System
(ECS).

There are two sets of options that can be edited; the Module Behaviour settings and the ECS
Override Settings. For most Local Authorities, the ECS Override Settings will never be used
and should be edited only when instructed by Capita to do so. The following table describes the
options in this tab.

Option ‘ Description ‘

Module Behaviour
NI Number | If this box is selected, for any new parent/carer claims, the National Insurance
required on | (NI) number will be mandatory in all fields requesting the number. An application
Parent/Car | cannot be saved if National Insurance field is blank.
er Claims NOTE: If adding a claim to an asylum seeker guardian (as recorded in the
Person Basic Details tab), this option is ignored as no Nl is required.
DSS All new claims made require the guardian to have the appropriate benefit
Checking recorded, as indicated by the eligibility check. For more information, see Adding
Active an Eligibility Check Link on page 22.
Base Open | The number of days the school is open for students each year. This number is
Days used when calculating the cost of a Free School Meals claim.
ECS Live — Select this to connect to the production ECS environment provided by
Environmen | the DWP. This should be selected after testing your environment in the ECS
t sandpit environment.
Sandpit — Select this to connect to the development ECS environment provided
by the DWP. This environment can identify connectivity issues with the DWP
ECS service before going live.
Mock — This is for Capita testing purposes only. Do not attempt to use this
environment.
ECS Local | The name of the LA as provided by the DWP.
Authority
ECS Username provided to the LA to access the ECS. This is provided by the DWP.
Username
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Option Description

ECS Password to accompany the ECS username. This is provided by the DWP.
Password

ECS Override Settings

ECS Leave blank unless instructed to do so by Capita.
Service URI
Override

ECS Leave blank unless instructed to do so by Capita.
Service
Version
Override

ECS Validation Firewall Access

The G&B ECS batch validation check now calls the external DfE website from the integration
server. Previously, this check called from the One web server. In order to communicate with the
DfE ECS, you must ensure that any firewalls in your One environment allow access to the
following DfE URLs:

DfE URL

Environment

Type

Prototype https://fsm2.education.gov.uk/webservices/prototype/20160901/OnlineQueryService.svc
Sandpit https://fsm2.education.gov.uk/webservices/Sandpit/20160901/OnlineQueryService.svc
Accreditation https://fsm2.education.gov.uk/webservices/Accreditation/20160901/OnlineQueryService.svc
Production https://fsm.education.gov.uk/fsm.lawebservice/20160901/OnlineQueryService.svcxcvisdv
Production (for https://fsm.education.gsi.gov.uk/fsm.lawebservice/20160901/OnlineQueryService.svc
systems that

connect via

GSI/PSN)
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Editing the Module Behaviour Options
1. Select the Administration area and select the G&B page.
2. Select the Module Behaviour tab.

One Home  Applications Employer Chaperone Reports  Baich Processing  aCilIENE 0] Welcome SYSADMIN | Help | Logout

CIEE
Claim Definition | Eligibility Check Link | Manage Agencies YRS E 0@ User Defaults Fund Serial Number | ECS Batch Validation

Module Behaviour 7 gait

NI Number required on Parent/Carer Claims : Yes

DSS Checking Active 1 Yes
Base Open Days 1190
ECS Environment © Live

ECS Local Authority
ECS Usemame :
ECS Password : Update ECS Password

ECS Override Settings
These ‘Override’ Settings will normally be empty. They should only be set after guidance from CAPITA
ECS Service URI Override

ECS Service Version Override

3. Click the Edit hyperlink to enable editing.

Welcome SYSADMIN Help Logout

Claim Definition | Eligibility Check Link | Manage Agencies YRSz uET 0@ User Defaults Fund Serial Number | ECS Batch Validation

Module Behaviour . gait

NI Number required on Parent/Carer Claims
DSS Checking Active

[120 ‘

‘Live |v|

ECS Override Settings

These "Override’ Settings will normally be empty. They should only be set
after guidance from CAPITA

ECS Service URI Override

4. Make the required changes to the options.
5. Click the Save button.
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Understanding the User Defaults Options

The User Defaults tab enables you to set the defaults to be used when a new claim is created.

Setting the appropriate defaults enables the r
automatically populate the relevant, required
default entries can be edited by the end user.

apid entry of claims. Values set in this tab

fields in a claim. Once added to an application, the

The following table describes the options in this tab.

Option

Use Defaults on New Claim Records

Description

If selected, all new claims will use the default
values defined elsewhere in this tab.

Defaults Change Based on Last Claim Entry

If selected, when a new claim is created
using a different value than the default value
entered in this tab, the value in this tab is
changed to reflect the value used in the most
recent application.

Claim Item The default Claim Item for all new claims.
Claim Status The default Claim Status for all new claims.
Area Office The default Area Office for all new claims.

Authorising Officer

The default Authorising Officer for all new
claims.

Editing the User Defaults

Options

Select the Administration area and select the G&B page.

Select the User Defaults tab.

Chaperone Reports

One Home

Applications

CIEE
Claim Definition | Eligibility Check Link | Manage Agencies | Module Behaviour

User Defaults .# Ecit

Use Defaults on New Claim Records I Yes
Defaults Change Based on Last Claim Enfry : yeg
Claim [tem : P16BKS - Post-16 Book Grant

Claim Status : CURR - Current

Area Office

Authorising Officer : 5L - Simon Langton

Batch Processing

User Defaults

Administration Welcome SYSADMIN | Help | Logout

Fund Serial Number

Click the Edit hyperlink to enable editing.

Eligibility Check Link | Manage Agencies | Module Bel

Claim Definition

User Defaults . Edi
Use Defaults on New Claim Records
Defaults Change Based on Last Claim Entry

[P16BKS - Post-16 Book Grant =Y
[ CURR - current =
[ area Omce o]
[ sL- Simon Langton =l

haviour User Defaulis Fund Serial Number

cancer (IO
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Make the required changes to the options.
Click the Save button.

Configuring Serial Numbering

Serial numbers enable you to automatically assign a unique number to each claim processed.
When configured, One generates a number based on the fund used to process the claim. The
serial number consists of the Prefix and the Next Numbers Issue. The number generated is
automatically entered in the Serial No. field of a claim when the claim is authorised.

IMPORTANT NOTES: Serial number formats cannot be deleted or edited after they have been created.

In the One v3 version of G&B, serial numbers are reset at the beginning of each year. In the v4 Online
version of G&B, there are no years, and numbering continues year on year.

1. Select the Administration area and select the G&B page.
2. Select the Fund Serial Number tab.

One Home Applications Chaperone Reporis Batch Processing RG] Welcome SYSADMIN | Help | Logout

CIEE

Claim Definition | Eligibility Check Link | Manage Agencies | Module Behaviour User Defaulis Fund Serial Number

Serial Numbering = Add

Filter | Fund Code | | Description |

CcLo Clothing Fund CLO 104
CLOGEN Clothing General Fund CcLo 102
CLOREJ Reject claim for Clothing ABC 3
FSMACC Free School Meals Fund CCcC 5
TRAN Transport Fund TRA 9

3. Click the Add hyperlink to display editable fields relating to the serial number format.

One Home Applications Chaperone Reporis EEI R Sl Administration

CIEE
Claim Definition | Eligibility Check Link | Manage Agencies | Module Behaviour User Defaults Fund Serial Number

Serial Numbering == Add

cance | INEETT

4. Click the Description browse button to display the Fund browser.
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Q Fund a
Code Description
CLOACC Clothing Fund
P1BACC Post-16 Fund
O select |

Highlight the required fund then click the Select button to add the fund and close the dialog.
Enter a unique Prefix. This must be three alpha-numeric characters.

Enter a Next Number Issue.

Click the Enable button to display the Grant and Benefits dialog.

Click the Yes button to record the number format.

If there are authorised claims recorded against the fund you have selected that do not have
serial numbers, a second dialog is displayed. Click the Yes button if you want to add serial
numbers to existing claims or the No button to leave existing authorised claims unchanged.
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04 | Creating a New Grants and Benefits
Application

Introduction

Grants and Benefits (G&B) applications are created for students seeking funding from the Local
Authority. Generally, this funding is in the form of Free School Meals (FSM), but can also cover
other funding that may be available from the government and managed by the LA. After an
application is approved, the details are incorporated into the relevant areas of One.

Claims with Multiple Dependents

In previous versions of G&B in the v3 Client, the claim application process was parent/carer
focused. When creating a claim, you searched for a parent/carer, which also returned a list of
any dependents. This parent-centric approach is still available in G&B v4 Online.

However, in G&B v4 Online, claims can also be created in a student-centric manner. Due to the
nature of information in the One database, it is more likely that a student record exists in the
database than the parent/carer. Therefore, when creating an application, you can first search for
a student. You can then associate the student with a parent/carer (either by selecting a
parent/carer from the database who is already linked to the student or by adding them as a new
parent/carer) and creating the appropriate relationship.

Regardless of who you add first, the parent/carer or student, after completing all the other
details of the first application and clicking the Create Application button, you are prompted to
create applications for other dependents. All students who are already registered as dependents
of the parent/carer associated to the claim are listed, but you can also create a new association
with a student record that already exists in the One database or add a new student record.

Creating a New Grants and Benefits Application
(Student-Centric)

From within Applications area, select the G&B page.
. Click the Add New Application hyperlink to display the Create New G&B Application page.
. Click the Student Name browse button to display the Select Student browser.

Enter your search criteria then click the Search button to display a list of students who match
the entered search criteria.

If the student is not already recorded in One, you can add them. For more information, see
Adding a New Student to the One Database on page 44.

. Select the check box for the student you wish to add to the claim application then click the
Select button to add the student to the application and close the browser.

After adding a student, the fields in the Claim Details section become editable. If any fields
have defaults defined, they are populated.
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Creating a New Grants and Benefits Application

CIEE G&B

3/ Create New G&B Application

Welcome SYSADMIN | OpenMewTab | Help | Logout

! -
|

~

= Add New Student

DOB : 17/01/2006 NI Number

NCY 15 Address :
Registered Base : Brooklands Middle School et o Ot Namlier

Address 2
74 Church Road, Jacksonham, Kafield, Foulshire, F3 1AC

Student Contact Number :

=+ Add New Parent/Carer = ECS Validation

Asylum Seeker : No
NASS Number :

Claim Details
General Free School Meal ™| ‘&

| SAEO - Southern Area Edu ¢

-
[our aric - [ 1310772020 i

Free School Meals Fund *|

| DG - David Giles

[ 1310772020 "'r_’,“l [24/062022 i)
0 m Calculated Cost:

Authorisation Details

< -
B =

il

Last Updated On:

PEND - Pending L4

Portal Reference:
08/05/2019 [riic]

Last Updated By:

If a parent or carer is required for the application:

a. Click the Parent/Carer Name browse button to display the Select a Parent/Carer dialog.

b. Enter your search criteria then click the Search button to display a list of parents/carers who

match the entered search criteria

If the parent/carer is not already recorded in One, you can add them. For more information,
see Adding a New Parent/Carer to the One Database on page 44.

c. Select the check box for the required parent/carer then click the Select button to add them to

the application and close the browser.

In the Claim Details section, click the Claim Item browse button to display the Select Claim

Code dialog.

Q Select Claim Code

Filters | Category Code | v | |'.‘; m Code |

‘Catogory Cote Doscrigtin~tomCode Dsserpion -

CLO Clothing Grants CLOGEN General Clothing Grant
FSM Free School Meals FSMGEM General Free School Meal
F5M Free School Meals FSMPRI F5M Primary

P16 Post-16 Granis P16EKS Post-16 Book Grant

P16 Post-16 Granis P1GCLO Post-16 Clothing Grant
P16 Post-16 Grants P16TRL Post-16 Travel Grant

REJ Rejected Claims REJCLO Reject Clothing Claim
TRA Transport TRAFRE Free Transport Pass
TRA Transport TRAIN Travel In

CGE Clothing General CGES1 Shop One
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Creating a New Grants and Benefits Application

8. Highlight the required item then click the Select button to add the item to the application and
close the dialog.

If the administrator has defined defaults for the item, the Capita One — Claim Details
confirmation dialog is displayed. If you want to use the defaults, click the Yes button. If you do
not want to use the item defaults, click the No button.

9. To add or change the Fund, click the adjacent browse button to display the Fund dialog.

Q Fund a
T
Code Description
cLo Clothing Fund
CLOACC Clothing Fund
CLOGEN Clothing General Fund
FSMACC Free School Meals Fund
P16ACC Post-16 Fund
CLOREJ Reject claim for Clothing
TRAN Transport Fund
ER  solect |

10. Highlight the required fund then click the Select button to add it to the application and close the

browser.
General Free School Meal || Ly Free School Meals Fund J DRFT - Draft Application
1610212015 ﬁ Portal Reference:
16/02/2015 ﬁ 12112/2014 ﬁ 02/05/2014 ﬁ
0 = Calculated Cost: ‘ |
Last Updated On: Last Updated By:
Cance

11. Select the required Received Date, Start Date and End Date.

12. Select or enter any other optional claim information.

NOTE: If your One administrator has configured a serial number for the item, you cannot enter a Serial

Number. The number is created automatically when the claim is authorised.

13. In the Authorisation Details section, select the required Status.
ﬁ Portal Reference:
[ EETR— CTR
0 =] Calculated Cost: ‘ |
Last Updated On: Last Updated By:
Cance!
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Creating a New Grants and Benefits Application

14. If required, click the ECS Validation to check the parent/carer's FSM eligibility. A confirmation
dialog is displayed. If you do not need to run a check, skip to step 17.

/!, Capita One - ECS Validation
The Parent/Carer will be checked for eligibility and the application will be
saved.
Please make sure a FSM Claim Item has been selected along with a Claim
Fund, Also make sure that Received Date and Start Date have been
populated prior to the eligibility check.
If NI/NASS and DSS validation are turned on in the Administration area,
please make sure the Parent/Carer has got a valid NI/NASS number and

benefits defined.

Are you sure you want to continue?
o

IMPORTANT NOTE: If you attempt an ECS validation and the selected parent/carer does not currently
have parental responsibility designated in One, you are presented with the following confirmation dialog.

(I, Capita One - ECS Validation

The Parent/Carer will be checked for eligibility and the application will be
saved.

Please make sure a FSM Claim Item has been selected along with a Claim
Fund. Also make sure that Received Date and Start Date have been
populated prior to the eligibility check.

If NI/NASS and DSS validation are turned on in the Administration area,
please make sure the Parent/Carer has got a valid NI/NASS number and
benefits defined.

The selected Parent/Carer doesn't have parental responsibility for this child.
Do you wish to set the parental responsibility for this Parent/Carer and
continue with ECS Validation?

. v

If you click the Yes button, One automatically assigns the parent/carer parental responsibility and
performs the check. If you do not want to assign parental responsibility to this parent/carer, click the No
button to cancel the check then add a parent/carer with parental responsibility. Parental responsibility
can be changed manually anytime. For more information, see Updating Parental Responsibility on page
47.

15. Click the Yes button to perform the validation. When complete, the Capita One — ECS
Validation dialog is displayed.

/1. Capita One - ECS Validation 8

Eligibility check result for : Eligible
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16.

17.

18.

Creating a New Grants and Benefits Application

Click the OK button to close the dialog. If there are no other dependents, the completed
application is displayed. If there are other dependents associated with the parent/carer, the
Dependent Details dialog is displayed and you should skip to step 18.

More Information:
Checking Free School Meal Eligibility on page 62

Click the Create Application button. If there are additional dependents associated with the
parent/carer, the Dependent Details dialog is displayed. If there are no other dependents, the
saved application is displayed.

& Dependent Details &3
Do you wish to create a claim for any other dependent(s) of I ?
[ | Name mmim Relationship Date of Birth Active Claims
O Yes Mother 1
] Yes Mother 1
O Yes Mother 1
] Yes Mother 1

= Add Dependent

For each additional dependent who requires an application, select the appropriate check box
then click the Yes button. A new application is created for each selected dependent.

If required, click the Add Dependent button to select another student to add as a dependent. If
the student you wish to add does not already exist in the One database, you can add them via
the Add New Student hyperlink.

Click the No button if no additional applications are required.

The saved application details are displayed. If you added other dependents, applications are
also created for them.

One Home Applications Emplayer Chaperone Reports. Batch Processing  Administration Welcome SYSADMIN | OpenNewTab | Help | Logout
CIEE
al' Al Alert |E&3 More options...
o7

DoB 15

NCY i1 NI Number 5= Asylum Seeker : No

Registered Base : A School Address : NASS Number :

Address g Parent/carer Contact Number :

Student Contact Number :

" - 1 9_,3 ?‘n " Back to Application Search

Basic Details Payments

Gpen All | Close Al

Claim Details # et Memo: [§ UDE
Claim tem : General Clothing Grant Fund : Free School Meals Fund Claim Status : Current

Area + Northern Area Education Office Officer D Social Services

DWP Office : Received Date  : 01/02/2017 Portal Reference :

Start Date  : 01/02/2017 End Date : 01/01/2030 Review Date : 01/02/2018

Claim Cost : 0.00 Calculated Cost : Serial Number : FSM005144

Authorisation Details 7 Edt

Status : Authorised Last Updated On : 01/02/2017 Last Updated By : System Administrator
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Creating a New Grants and Benefits Application

IMPORTANT NOTE: G&B can be configured to check that a parent/carer is receiving a specific benefit,
listed in their Department Work Pensions And Eligibility Check tab, in order for their dependents to
make a claim in certain categories. If you have just added the parent/carer or their Department Work
Pensions And Eligibility Check tab has not been updated with all their benefits, you might not be able
to save the application with a Status of Authorised. Instead, you can save the claim with a Status of
Pending then add the required information to the parent/carer’s Department Work Pensions And
Eligibility Check tab, accessible via the View Parent/Carer Details hyperlink. For more information,
see Adding Benefit Claims on page 76.

Creating a New Grants and Benefits Application
(Parent-Centric)

1. From within the Applications area, select the G&B page.

‘One Home Applications Employer ‘Chaperone Reports Baich Processing  Adminisiration Welcome SYSADMIN | OpenNewTab | Help | Logout

CIEE

2/ Applications == Add New Application

‘S";'“EZE""S'WZT’ | ‘Ps ent/Carer Name ‘ | ‘E
More Options ~ Search by Student Clear Search ‘ Search
udent Name Parent/Care tart Date  End Date aim Status 1t SR e e arer DOB  Fund Typ

2. Click the Add New Application hyperlink to display the Create New G&B Application page.

Welcome SYSADMIN | OpenNewTab | Help | Logoul
3/ Create New G&B Application
[Sudent Name i Ferson Name &

= Add New Student

View Student Details

DOB H NI Number 8= Asylum Seeker : No
NCY : Address 8 NASS Number :
HEI S Hasel Parent/carer Contact Number :

Address

Student Contact Number :

Claim Details

e T EET
n DL - David Liddiment n Social Services

E Portal Reference:

EE E— T
_ Calculated Cost: Serial Numbe:
Authorisation Details

Last Updated On: Last Updated By:

O Crocto opicaton |
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Creating a New Grants and Benefits Application

Click the Person Name browse button to display the Person Search browser.

—4 Person Search a
| Title \d | Begins with L4 |:.—-:‘s.-: Name | | Role -
[5once = | | [ose pome ‘_‘ [] Include Name History [#) Active [] Employee Only (] Governar Only
More Options Clear Search Search
Name Name Given Name 2 Person DoB ress le NI Mumi NASS Number Email
PP - e

Enter your search criteria then click the Search button to display a list of people who match the

entered search criteria.

{, Person Search
o W e = =
‘ G | - | ‘ - | Include Mame History Active
More Options Clear Search |
47 People matching " . Active People, Include Name History"
ame e Chosen Name e n i
] =
- LA
]
]
0
o
0
o
0
- -
+ Add New Person Close ‘|

If the parent/carer is not already recorded in One, you can add them by clicking the Add New
Person hyperlink. For more information, see Adding a New Parent/Carer to the One Database

on page 44.

Select the check box for the parent/carer you wish to add to the claim application then click the

Select button to add them to the application and close the browser.

After adding a parent/carer, the fields in the Claim Details section become editable. If any fields

have defaults defined, they are populated.
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Creating a New Grants and Benefits Application

Welcome SYSADMIN | OpenMewTsh | Help | Looout

# add New Student

DOB
NCY

Registered Base :

3/ Create New G&B Application
[sudentrame — J&

[P tame

NI Number
Address

Parent/Carer Contact Number :

Asylum Seeker : No

NASS Number :

Address

Student Contact Number :

Claim Details

Free School Meals Fund *

T €a Edv oW DG - David Giles

|
=
- [ 1310772020 I Portal Reference:

13/07/2020 * L:j I ’]E 08/05/2019 |E
b B Calculated Cost: Serial |
Authorisation Details
s
Last Updated On: Last Updated By:

If the National Insurance number or the asylum seeker details are incorrect or missing:
a. Click the Edit NINumber / AsylumSeeker hyperlink to enable editing.

b. Enter the NI Number.

c. If required, select the Asylum Seeker check box.

d. Click the Save button.

Click the Dependent browse button to display the Dependent Details browser.

.93 Dependent Details

Name Responsi

Yes

Relationship

Yes

Yes

Highlight the first dependent for whom you wish to create an application, then click the Select
button to add them to the application and close the dialog.

If the student is not already recorded in One, click the Add Dependent hyperlink to add them.
For more information, see Adding a New Student to the One Database on page 44.

In the Claim Details section, click the Claim Item browse button to display the Select Claim
Code dialog.
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Creating a New Grants and Benefits Application

Q Select Claim Code a
Filters | Category Code | hd | | tem Code |
M "
CLO Clothing Grants CLOGEN General Clothing Grant

FSM Free School Meals FSMGEN General Free School Meal

FSM Free School Meals FSMPRI FSM Primary o

P16 Post-16 Grants P16EKS Post-16 Book Grant

P16 Post-16 Granis P16CLO Post-16 Clothing Grant

P16 Post-16 Grants P16TRL Post-16 Travel Grant

REJ Rejected Claims REJCLO Reject Clothing Claim

TRA Transport TRAFRE Free Transport Pass

TRA Transport TRAIN Travel In

CGE Clothing General CGES1 Shop One -

10. Highlight the required item then click the Select button to add the item to the application and
close the dialog.

If the administrator has defined defaults for the item, the Capita One — Claim Details
confirmation dialog is displayed. If you wish to use the defaults, click the Yes button. If you do

11.

not wish to use the item defaults, click the No button.

To add or change the Fund, click the adjacent browse button to display the Fund dialog.

Q Fund

cLo Glothing Fund

CLOACC Clothing Fund

CLOGEN Clothing General Fund
FSMACC Free School Meals Fund
P16ACC Post-16 Fund

CLOREJ Reject claim for Clothing
TRAN Transport Fund

12. Highlight the required fund then click the Select button to add it to the application and close the

browser.

Claim Details

General Clothing Grant 14|

[4A20- o v
DWP Office n
[
|n ‘E!

Authorisation Details

T
EErT—
[ gy
[

Calculated Cost:

Last Updated On:

CURR - Current n

Portal Reference:

01022018 &

Last Updated By:

SR Creclc Applcaiion |

13. Select the required Received Date, Start Date and End Date.
14. Select or enter any other optional claim information.
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Creating a New Grants and Benefits Application

NOTE: If your One administrator has configured a serial number for the item, you cannot enter a Serial
Number. The number is created automatically when the claim is authorised.

15. In the Authorisation Details section, select the required Status.

Claim Details

NAEO - Northemn Area Ed DL - David Liddiment
Em— s
= T
0 =

Calculated Cost:

Authorisation Details

Authorised ” Last Updated On: 01/02/2017

CURR - Current

Portal Reference:

01022018 &

Last Updated By: SYSADMIN

SRR Cecle/vpicaton |

16. If required, click the ECS Validation to check the parent/carer’'s FSM eligibility. A confirmation
dialog is displayed. If you do not need to run a check, skip to step 19.

/!, Capita One - ECS Validation

The Parent/Carer will be checked for eligibility and the application will be
saved.

Please make sure a FSM Claim Item has been selected along with a Claim
Fund. Also make sure that Received Date and Start Date have been
populated prior to the eligibility check.

If NI/NASS and DSS validation are turned on in the Administration area,
please make sure the Parent/Carer has got a valid NI/NASS number and
benefits defined.

Are you sure you want to continue?

Yes

IMPORTANT NOTE: If you attempt an ECS validation and the selected parent/carer does not currently
have parental responsibility designated in One, you are presented with the following confirmation dialog.

/1. Capita One - ECS Validation

The Parent/Carer will be checked for eligibility and the application will be
saved.

Please make sure a FSM Claim Item has been selected along with a Claim
Fund. Also make sure that Received Date and Start Date have been
populated prior to the eligibility check.

If NI/MASS and DSS validation are turned on in the Administration area,
please make sure the Parent/Carer has got a valid NI/NASS number and
benefits defined.

The selected Parent/Carer doesn't have parental responsibility for this child.

Do you wish to set the parental responsibility for this Parent/Carer and
continue with ECS Validation?

. v

47.

If you click the Yes button, One automatically assigns the parent/carer parental responsibility and
performs the check. If you do not want to assign parental responsibility to this parent/carer, click the No
button to cancel the check then add a parent/carer with parental responsibility. Parental responsibility
can be changed manually anytime. For more information, see Updating Parental Responsibility on page
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18.

19.

20.

Creating a New Grants and Benefits Application

Click the Yes button to perform the validation. When complete, the Capita One — ECS
Validation dialog is displayed.

/1. Capita One - ECS Validation a

Eligibility check result for : Eligible

Click the OK button to close the dialog. If there are no other dependents, the completed
application is displayed. If there are other dependents associated with the parent/carer, the
Dependent Details dialog is displayed and you should skip to step 20.

Click the Create Application button to display the Dependent Details dialog.

& Dependent Details a)
Do you wish to create a dlaim for any other dependent(s) of A . Al ?
[] Name Responsibility Relationship Date of Birth Active Claims
O A No 1 0 0
[ o Yes 1 10 0

ok Add Dependent

5

For each additional dependent who requires an application, select the appropriate check box
then click the Yes button. An application is created for each selected dependent.

If required, click the Add Dependent hyperlink to select another student to add as a dependent.
If the student you wish to add does not already exist in the One database, you can add them via
the Add New Student hyperlink.

Click the No button if no other applications are required.

The saved application details are displayed. If you added other dependents, applications are
also created for them.

One Home Applications Employer Chaperone Reports. Batch Processing  Administration Welcome SYSADMIN | OpenNewTab | Help | Logout

CIEE

3/ Ci= , T | A , A Alert g More options...
View Student Details View Parent/Carer Details / Edit

DOB < 16/11/2000 NINumber :A Asylum Seeker : No

NCY :8 Address = NASS Number :

Registered Base : B¢ Z 2

Address 5 Parent/Carer Contact Number :

7 D

Student Contact Number :

|H] ECS History == ECS Validation | ] &claun by Parent/Carer ’;_'s"oe\ete Application %™ Back to Application Search

—_ -l |

Open All | Close All

Claim Details # it memo: [§  uoe
Claim Item : General Free School Meal Fund : Free School Meals Fund Claim Status ~ : Current

Area : Southern Area Education Office Officer H Social Services H

DWP Office : Received Date  : 02/10/2017 Portal Reference :

Start Date  : 02/10/2017 End Date : 31/12/2017 Review Date : 14/12/2017

Claim Cost : 0.00 Calculated Cost : 0.00 Serial Number

Authorisation Details ./ edit

Status : Pending Authorised Date : 02/10/2017 Last Updated On : 02/10/2017 Last Updated By : System Administrator
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Creating a New Grants and Benefits Application

IMPORTANT NOTE: G&B can be configured to check that a parent/carer is receiving a specific benefit,
listed in their Department Work Pensions And Eligibility Check tab, in order for their dependents to
make a claim in certain categories. If you have just added the parent/carer or their Department Work
Pensions And Eligibility Check tab has not been updated with all their benefits, you might not be able
to save the application with a Status of Authorised. Instead, you can save the claim with a Status of
Pending then add the required information to the parent/carer’s Department Work Pensions And
Eligibility Check tab, accessible via the View Parent/Carer Details hyperlink. For more information,
see Adding Benefit Claims on page 76.

Adding a New Student to the One Database

1. From the Create New G&B Application page, click the Add New Student hyperlink to display
the Add New Student dialog.

Enter the details for the student. Forename, Surname, DOB and Gender are required.

Enter any additional details for the student.

Click the Save button to return to the Create New G&B Application page.

Adding a New Parent/Carer to the One Database

1. From the Create New G&B Application page, click the Add New Parent/Carer hyperlink to
display the Add New Parent/Carer dialog.

Enter the details for the parent/carer. Forename, Surname, DOB and Gender are required.
Enter any additional details for the parent/carer.
Click the Save button to return to the Create New G&B Application page.

Opening an Existing Application

You can search for applications based on student details, employer name or application specific
details.

1. From within the Applications area, select the G&B page.

[o NI Applications Employer Chaperone Reports  Baich Processing  Administration Welcome SYSADMIN | OpenNewTab | Help | Logout
CIEE

@/ Applications <k Add New Application

More Options ~ Search by Student Clear Search ‘|
- Student Student Student  Carer NI
Student Name Parent/Carer Start Date  End Date Claim Status it DOB NCY Number CarerDOB  Fund Type Status

2. Enter your search criteria.
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Creating a New Grants and Benefits Application

To search using more specific student or application details, click the More Options hyperlink to

display the More Search Options dialog.

&, More Search Options

-~

" 4 Student

n |S!’:fde-?:‘.-'D Postcode Base Name

& Parent/Carer

2/ Application

Claim Status |v Autharise Status |v| |Fc.. Reference N |
Close

Clear Search ﬂ

3. Click the Search button to display a list of applications that match the entered search criteria.

Cne Home Applications Employer ‘Chaperone Reports Baich Processing  Administration Welcome SYSADMIN | OpenNewTab | Help | Logout
CIEE
2/ Applications 2k Add New Application
‘ ‘hmwn | Student DOB |ﬁ
T |
More Options ~ Search by Stugent Clear Search Search
stugent Name arenucare startDate Enaoae Clam stus Address DoB NCY Number Carer 0B wnaype saws |
B¢ B 0110272017 01/01/2030 Current sy o1 [ 05! free School Meals  thorised
Jub Fund =
6L Free School Mesls
Hi Br 01022017 010172030 Current Sl 02 < 03) = nutmorized | |
w B 0110212017 010112030 Current o o1 El [ Free SehoolMEals  puthorised
11 Reject claim for
Dy Bn 160172014 18102014 Current Ad 03, [ 2] Clothing Authorised
16 Reject claim for
Fe me B 130172014 04072014 Current o 28] 4 26! Crang Authorised
R
He 1 12012014 0102014 Current Bre 04 4 30 et claim for Authorised
25 olhing
29 Reject claim f
u . B 120012014 MO72014 Current Ag n 10 24) G e Authorised
2. othing
24, Reject claim for
w, e, 1200172014 061082014 Current i 161 ) YZa64646A 28] Craing Authorised
1+ Reject claim for
Br B M012014 200772014 Current il 06/ 3 03/ Clothing Authorised
15
Dy B 110172014 081092014 Current ink, 2 12 o4 e Authorised
= othing
14 Reject claim for
M B 09012014 251062014 Current A o 8 18! P Authorised
i othing
18 Reject claim for
i Bn 080172014 240972014 Current el 29, 5 12] Clothing Authorised
m
ol Bri 07m1R014 151050014 Current Ecl 29 8 15, Reject claim for Authorised [+

4. Click the required application to display the application details.

1.

Viewing All Applications for a Student

You can quickly view a list of all the applications for a student via the Search by Student

hyperlink, located on the main G&B Applications search page.

From within the Applications area, select the G&B page.

One Home

Applications

Employer  Chaperone Reporls  Batch Processing  Administration Welcome SYSADMIN | OpenNewTab | Help | Logout

CIEE

2 Applications <= Add New Application

‘5‘::1/9? lame ‘ |:a ent/Carer Name ‘ | ‘ﬂ
\ |

More Options ~ Search by Student Clear Search Search

StutontName arontCaro Sartbas EndDus  Clam Staus Address DOB NCY CarorboB  Funa ii satus

Number
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Creating a New Grants and Benefits Application

Click the Search by Student hyperlink to display the Select Student dialog.

Q Select Student

| [er T

Active Students only

Clear Search | (AN

P soect |

Enter the required search criteria, then click the Search button to display a list of students who
match the search criteria.

Select the check box for the student whose existing applications you want to view.

a Select Student

Student ID | [ NCY - ‘

Active Students only

Clear searcn |kl
69 Students matching "smith, Active People”
" SwdentName  ChosenName  GivenName MiddieName UPN  BeseName  Swdentld Posicode NCY

— W | voninimm
(] - = u " :
O ' - n m - —m "
J ] 3
.- E = ] m N EEEE BN CE EETEEN EECE SR 10
m E u n n 3
| ] 9 B

Close Select

Click the Select button to display a summary of the student’s details.
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Applications Employer Chaperone Reports Baich Processing  Adminisiration Welcome SYSADMIN | OpenMNewTab | Help | Logout

CIEE

3/ Applications < Add New Application

|S ident Name | Parent/Carer Name | | ‘ﬂ
More Options  Search by Student Clear Search Search
ident Name Parent/Care art Date d Date A a arer DOB

S Address DOB NCY  Number

Click the Search button to display the claims currently associated with the student.

Employer Chapemne Reports Batch Processing  Administraton Wil YSADMIN | CrmnbewTsd | Hele | Loosd
CIEE
@/ applications =k Add Mew Application = Back 10 Application
Mame ¢ B D08 : 104 NCY : Rogistorod Base ©  Addiess © The Cow Pans, Be a
Search by Student Clear Search Search
B a T3 2 Current B 1 104 1 B 08 Post 16 Fund Pending
B B 13 12 Camrent o OJw.;El'a B 10 1 P o5 ::f;sc"'” MEEE i onsed

If there is only one application associated with the student, then this application is opened
automatically. Otherwise, click on the required application in the list to display the full details.

Updating Parental Responsibility

G&B can use the Eligibility Checking Service (ECS) provided by the DfE to check a student’s
Free Schools Meals (FSM) eligibility instantly. However, the service can only be used if the
parent/carer attached to the application has parental responsibly, which is indicated by selecting
the Parental Responsibility check box.

If required, the Parental Responsibility check box can be selected after the application is
created.

Managing Grants and Benefits Handbook



Creating a New Grants and Benefits Application

To update parental responsibility for a student with an existing application:

1. Open the required application. For more information, see Opening an Existing Application on

page 44.

‘One Home Applications Employer Chaperone Reports Balch Processing  Adminisiration
CIEE

ﬂﬂ B ] | Viles = m

View Student Details

DoB 124

NCY 8

Registered Base : Bs Schoal

Address 113

Student Contact Number :

Welcome SYSADMIN | OpenMewTab | Help |

View Parent/Carer Details

NI Number 1 TCH

Asylum Seeker : No

Address NASS Number :

Parent/carer Contact Number :

#| ECS History &= ECS Validation

Y Upd:

cost g ciaim by Parenticarer [E De

plication

D ¥ Back to Application Search

¥ Claim Details # Edt

Claim Item Fund

Area H Officer

DWP Office : Received Date
Start Date End Date

Claim Cost : Calculated Cost :

¥ Authorisation Details # Edt

Basic Details Payments

Open All | Close All

Memo: E UDE

Claim Status
Social Services
Portal Reference :
Review Date

Serial Number

2. Click the View/Parent/Carer Details hyperlink to display the parent/carer details.

‘One Home Applications Employer Chaperone Reports Baich Processing  Administration
CIEE

& V 22} | Female ~# EditPerson Details

Forename : Julianne Surname : Vincent Address : 13

Phone Active i Yes Email

No. of Dependants : 2 No. of Claims : 2

Welcome SYSADMIN |

OpenNewTab | Help |

Claim Details | Contact Details

Dependants

Basic Details Department Work Pensions And Eligibility Check

¥ Person and Ethnic Details # edit

Ethnic Origin: - Home Language: - Reference: - Asylum Seeker: NO NASS Number: NI Number: TC Active: Yes

¥ Impairments # Edit

Registered Disabled: Mo  Disability Number: -
Day to Day Impairment: -

View Current Disabilities Only:

No Disabilities Recerded

- Add Disabilities

Open Al | Close All
Memo: [§ Notes: [§

3. Select the Dependents tab to display a list of dependents.
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Cne Home Applications Employer Chaperone Reports Batch Processing Admi Welcome SYSADMIM | OpenMNew Tab
CIEE
& V | | 22/ Female # Edit Person Details Back to Application  Alert @ More options... 4
Forename : Julianne Surname : Vincent Address : 13
Phone Active :Yes Email
No. of Dependants : 2 No. of Claims : 2

Basic Details Dependants

Department Work Pensions And Eligibility Check

Claim Details | Contact Details

Dependant Details = Add

Student Name: Browne, Bobby
Registered Base: Bo
DOB: 12

Address: 13
School Parental Responsibility: Mo

Age: 16/9 As on: 02/02/2017

Relationship: Aunt
NCY:

. SetAddress

In this example, the parent/carer does not have parental responsibility for the first dependent
listed.

4. Click the name of the dependent for whom you want to add parental responsibility. The details of
the student are displayed.

Q b= Bl 112
Student Basic Details JREadE Student Additional | Student History | Carers | Public Care Contacts
Open All | Close All
¥ Student Profile # Edit oF
Active: Yes Inactive Reason: - Inactive Date: - NCY (incl offsetk  Offset: 0 Mot following NCY: No Age on 01/0%/2017:
Unique Learner Number: -
Last Updated By: System Administrator Last Updated Date: 12/07/2013 11:53:20
¥ Addressee . Edit
Addressee: ParentfCarer of Browne
¥ Language Details .# Ecit
Home Language: - First Language: -
EAL: No
¥ Ethnicity, Religion and Culture " gdit
Nationality(if not British): - Country of Origin: - Student Ethnicity: WOTH - Any other White backgro  Ethnic Source: - Religion: - Culture: -
Close
——

5. Select the Carers tab.
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Q Brsere  sossmsm |12} N .
Student Basic Details | Special Needs | Student Additional | Student History [e:|=\i:@ Public Care Contacts
¥ Carer Details = Add
1 Carer
J- = No No Aunt 0 il Delete
/’Ed'ﬂ Set Address View Dependants  UDF
Title: Carer Name: Ji'® u
Parental Responsibility: No Financial Responsibility: No
Relationship: Aunt Contact Order:
Carer Address: 13 Total Claims: 0O
Close
—_—
6. Click the Edit hyperlink to enable editing.
Q B = e |12/ | B

Student Basic Details | Special Needs | Student Additional

¥ Carer Details = Ada

Student History [let:\=11:@ Public Care

Contacts

1 Carer

Parental Responsibility: []

Relationship: |AUN =

Carer Address: 12

J No No Aunt 0 il Delete
/ Edit Set Address View Dependants  UDFE
Title:

Carer Name: J

Financial Responsibility: [_]

Total Claims: 0

SN save |

7. Select the Parental Responsibility check box.

8. Click the Save button to record the change.
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QB_I smsmem |12/ =

Student Basic Details | Special Needs | Student Additional

¥ Carer Details 4 Add

Student History [er=13

Aunt

Public Care Contacts

1 Carer

Delete

S
Title:

Parental Responsibility: Yes
Relationship: Aunt

Carer Address: 13

Carer Name: Jimm u
Financial Responsibility: No
Contact Order:

Total Claims: 0

Set Address View Dependants  UDF

Click the X button to close the dialog.

If you want to run the ECS check now, click the Back to Application hyperlink and run the

check.

Editing National Insurance Number and Asylum

Seeker Details

To edit the National Insurance number or asylum seeker details for a parent or carer:

Open the required application. For more information, see Opening an Existing Application on

page 44.

Click the Edit NINumber / AsylumSeeker hyperlink to enable editing.

Enter the NI Number.

If required, select the Asylum Seeker check box.

Click the Save button.
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Editing Claim Details

1. Open the required application. For more information, see Opening an Existing Application on
page 44.

One Home Employer Chaperang Reports Batch Pro ng  AdmM Welcome SYSADMIN | OpenMewTsh | Halp | Logout

2& B | Vi n Alert & More optionG.. 4

“iew Student Details View Parenbi
DoB Rk
NCY NI Humber
Repgistered Base @ B St hon Address
Address :13
Student Contact Number ;

Parenticarsn

|H] ECS History &= ECS Validatio ] Update Cost &r.‘ta m by Parent/Carsr ,__|3 elele Applicabon 4 Back to Apoiic ation Search

Biasic Datails Payments

Open & | Close A

¥ - _— " mo: [B e

Claim Details . Edi momo: [ D

Claim ftem  : Shop One Fund : Reject claim for Clathing Claim Status : Curent

Area : Officer = Social Services

DWP Office Received Date  © 1701/2074 Fortal Reference

Start Dale : 1300112014 End Date o 02014 Review Date L 24072014

Claim Cost Calculated Cost Serial Number

¥ Authorisation Details # Edit

2. Click the Edit hyperlink for the Claim Details section to display editable fields relating to the
application details.

Basic Detads Paymants

Open All | Closs 4

¥ Claim Details 2 Edi Memo: [§  LDF
Shep One hire* Reject claim for Clething | L CURR - Current -
Ared |v | |sm SIman Stamirth | v| »
L= LAlice | il | 171072014 (]| Porial Reference:
T3 2074 g 090712014 i 2410412014 rin

0 E]| Calculated Cost: |"'”’" e | |

Cancel m

-

3. Make the required changes to the application details.
4. Click the Save button.
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Editing Authorisation Status

1. Open the required application.

For more information, see Opening an Existing Application on

page 44.
One Home Applications Reports Balch Processing  Adm Wekcome STYSADMIN | Openbew Tab | Help | Lodcal
CIEE
nr B | AV Alert E5 More aptions, ..
View Student Detalls e Pt
Do8 Ha
NCY NI Number
Registered Base : B S0l Address
Address 113
Student Contact Number :
Parenticans
0 ECS Higlory  mem i Bgciaim v pamnicarer Eg & Eack to Appication Search

Claim Details # edt

Claom em  : Shop One
Aroa

WP Ofhice

Stan Date 130012014
Claim Cost

" Authorisation Details # Eat

Cpen All | Close All

Memo: [§ LUDE
Fund : Reject claim for Clathing Claim Status 1 Current
OTICET Social Services
Received Data  © 1704/3014 Portal Reference
End Daie : 09072014 Review Dale L 24N204

Calculated Cost - Seral Number

Click the Edit hyperlink for the Authorisation Details section to display the editable fields

relating to authorisation details.

" Authorisation Details

Authorised * | 17002014

-

Last Updated On: 1//01/2014 Last Updated By:
Cancel

Select the required Status. If you change the status to Rejected and the parent/carer

associated with the current application has other active applications, you are asked if you want
to reject the other active applications as well.

TIP: If you choose to reject the other applications associated with the carer and you edited the End Date
or Claim status of the first application, then the updated details are applied to all rejected applications.

Click the Save button.
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Deleting an Existing Application

A G&B application can be deleted if the Status of the application (as recorded in the Basic
Details tab) is either Rejected or Pending. Applications with a Status of Authorised cannot be
deleted.

1. Open the required application. For more information, see Opening an Existing Application on
page 44.

Cne Home Empliyer Reparts Balch Processing — Adm Webkcome SYSADMIN | OpenbewTab | Balp | Lodsul
CIEE

:t B | Vi alert |Ei8 Mare aptions,., 4
Wiew Student Detalls e Parant/
008 12

NCY Ni Number
Registered Base ; B SO Address
Address 1 13

Student Comiact Number :

Paienlcant

w| ECS Higlory m=m vl indsalic 1 Lipckabe s .%r::.il" Lt PananisCares E sl il W Back 1o AppRCation Saarch

Open All | Close All

¥ Claim Details #'cdt Memo: [H  LDF
Claim tem @ Shop Ong Fund : Reject claim for Clothing Claim Status : Casrent
Arca H OTiCEr H Social Services
DWE Dffice Received Data © 17:01/3014 Paortal Reference
Start Date 130012014 End Dabe = 0TI2014 Review Dale L 2400112014
Clalim Cost Calculated Cost - Senal Number

¥ Authorisation Details e

Click the Delete Application hyperlink to display the Delete Application confirmation dialog.

Click the Yes button delete the application. When the application is deleted, a confirmation
message is displayed.

4. Click the OK button.

More Information:
Editing Authorisation Status on page 53
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Recording Payment Details

1. Open the required application. For more information, see Opening an Existing Application on
page 44.

‘One Home Applicatiﬂns Employer Cnapemne Repans Batch Processing Adm Welcome SYSADMIN | OpenNewTab | Help | Logout
CIEE

3‘ B | Vik & = m Alert |g83 More options... 4|
View Student Details View Parent/
DOB Ha b
NCY . NI Number
Registered Base : Be School Address
Address 13
Student Contact Number :

Parenti/carer

W] ECS History &= ECS Validation ) Update Cost &CIalm by Parent/Carer Fﬁ lele Apolication 4™ Back to Application Search

Basic Details Payments

-

Open All | Close All
¥ Claim Details ' Edi Wemo: [ UDF
Claim tem : Shop One Fund : Reject claim for Clothing Claim Status : Current
Area : Officer HE= Social Services
DWP Office : Received Date  : 17/01/2014 Portal Reference :
Start Date  : 13/01/2014 End Date : 09/07/2014 Review Date : 24/01/2014
Claim Cost Calculated Cost : Serial Number

¥ Authorisation Details # Edi

2. Select the Payments tab.

Basic Details Payments

Payment Details == Add

3. Click the Add hyperlink to display the editable fields relating to payment details.

Payment Details == Add
| i [ri
| i

Shi

Cancel ||

4. Select a Payment Date.
5. Click the Shop/Store browse button to display the Select a Shop/Store browser.
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Q Select a Shop/Store a
Code Description
BHS BHS - Eritish Home Stores
MS Marks & Spencer
O Sclect |

Highlight the required shop then click the Select button to add it to the application and close the
dialog.

Enter an Amount for the payment.

Enter any other optional information.

9. Click the Save button.

a 0N

Editing Payment Details

. Open the required application. For more information, see Opening an Existing Application on

page 44.

Select the Payments tab.

For the payment you wish to update, click the Edit hyperlink to enable editing.
Make the required changes to the payment details.

Click the Save button.

Deleting Payment Details

. Open the required application. For more information, see Opening an Existing Application on

page 44.

2. Select the Payments tab.

For the payment you wish to remove, click the Delete hyperlink to display the Delete Payment
Details confirmation dialog.

Click the Yes button to delete the payment details.
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Viewing Grants and Benefits Claim Details for a
Student

All the claims that a student is associated with are displayed in the Claims Details tab. From
here, you can view a student’s details or specific claim applications.

Open an application to which the student is associated. For more information, see Opening an
Existing Application on page 44.

Click the View Student Details hyperlink to display the student’s information.

One Home Applications Chaperone Reports Administration Welcome SYSADMIN | Help Logout
CIEE
2 Z e 23 | Female /et student oetis Back 0 ADDICAton  Alert |3 More optionen. 4|
>
Active: Yes Student ID: 2985073 NCY (inc offset): 10 Home LA: Memo: Ej UDE
Email: Funding LA:

s lre e ol Special Needs | Student Additional | Student History | Carers | Public Care | Contacis Claim Details

Open All | Close All

¥ Student Profile # Edit OF

Active: Yes Inactive Reason: - Inactive Date: - NCY (incl offset): 10 Offset: 0 Not following NCY: No Age on 01/09/2014: Unique Learner Number: -
Last Updated By: Vincent Last Updated Date: 23/05/2013 08:21:43

¥ Addressee # Ecit
Addressee: Parent/Carer of Aarons
¥ Language Details # Eait

Home Language: - First Language: -
EAL: No

¥ Ethnicity, Religion and Culture # Edit

Nationality(if not British): - Country of Origin: - Student Ethnicity: - Ethnic Source: - Religion: - Culture: -

Select the Claim Details tab to display the list of claims made on behalf of the student.

Student Basic Details | Special Needs | Student Additional | Student History | Carers | Public Care | Contacts Claim Details

Claim Details

Al abc1 23i05/2013 310572013 231052013 1.94 Pending Current I}j View Application

To view details of the student, click their name to display the Person Details dialog.
To view a specific application, click the required View Application hyperlink.
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Updating a Claim Cost

The claim cost of Free School Meals item claims that have a cost defined in the default details
can be calculated using the following formula:

Claim Cost = Annual FSM cost * (Days School Open in Claim / Annual School Days)

If any of the variables in the formula are changed (e.g. the FSM cost changes), you can update
the cost of individual claims. To update the cost of a claim:

1. Open the application for a claim that needs the cost updating. For more information, see
Opening an Existing Application on page 44.

2. Click the Update Cost hyperlink.

Batch Processing

The Batch Processing area enables you to update the details of multiple applications at once.
For example, if an officer has left, you can search for all applications connected to the officer
and assign a new officer to all the affected applications. For more information on updating
multiple applications at once, see Updating Multiple Applications via Batch Processing on page
58.

Updating Multiple Applications via Batch Processing

1. From the One homepage, click the Applications button to display the Applications area.

Applications Employer Chaperone Reporis Baich Processing  Administration Welcome SYSADMIN | Help | Logout

Gé&bB

{)J Applications < Add New Appiication

| Siudent Mame | Employer Name |

More Oplions Clear Search | Search |
"ee . .. Employer Name  ,__._ . _ . _  _  Sudent Student ______  Cument
Student Name TR e Start Date End Date Student Address DOB NCY Employer Address Eo tact

2. Select the Batch Processing area.
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‘One Home Applications Employer ‘Chaperone Reporis Baich Processing ESIITLEET] ‘Welcome SYSADMIN | Open New Tab Help Logout
G&B

3] Entertainment Batch Process

Student Name ‘ ‘EJ“.‘JCO}-S”")BHI& ‘

Clear Search Search

More Options

[ Dispiay Appications |
3. Select the G&B page.

‘Cne Home Applications Chaperone Reports Baich Processing  Ealulilsieine] Welcome SYSADMIN Help Logout
CIEE
3/ G8B Batch Process 3/ No Application Selected

Parent/Carer Name ‘

| = | [
| laim ltem |
aim Status | - |
nd |

More Options — a
Clear Search Search ]

[ispiay sopicaons]

4. Enter the search criteria for the applications you wish to edit.

5. To search using more specific application details, click the More Options hyperlink to display
the More Search Options dialog.
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&, More Search Options
Review Date
Authorised

Close Clear Search | Search

aﬂ G&B Batch Process

Refresh Batch Process Status

Error Log

&Y

More Options
Clear Search

90 Applications matching"brown”™

oo

3

=] ame T 5

O « B Authorised :
O s B Authorised
O s B Authorised
O s 3 B Authorised
O s e B Authorised
O s B Authorised
osvi picairs

Click the Search button to display a list of results that match the entered search criteria.

7. Select the check box for each application to which you wish to make the same change, e.g. all

the applications for which you want to change the Authorise Status.

8. Click the Display Applications button to display the selected applications in a grid.

button.

IMPORTANT NOTE: Although all selected records will be updated as expected, due to performance
issues, only the first 100 selected records are displayed when you click the Display Applications

Managing Grants and Benefits Handbook




Creating a New Grants and Benefits Application

One Home Applications Employer ‘Chaperone Reports Batch Processing iyl giiey] ‘Welcome SYSADMIN Open New Tab

CIEE

3/ 4 Application(s) selected
Studentwame  paecaer  SonDate  FnaDate  ReviewDate  Autmonisation Status Claim Status

Alda, Noah Brown, Liv 25092013 0411112014 0810272014 Authorised Current

Ball, Linda Brown, Jim 0201172013 21102014 0210272014 Authorised Current

Birch, Christine Brown, Burt 10M11/2013 25102014 26/022014 Authorised Current

Black, Alan Brown, Kirk 141102013 1310772014 281032014 Authorised Current
Normal View

Batch Update

S Procss |

9. In the Batch Update section, make the required changes to the application details.

‘One Home Applications Employer Chaperone Reporis EEINEEEN O Administration  Welcome SYSADMIN | Open New Tab

CIEE

3/ 4 Application(s) selected
T T o Dt Rovow D Aaor abon Siates Comn S|

Alda, Moah Brown, Liv 250972013 041172014 0e/02/2014 Authorised Curmrent
Ball, Linda Brown, Jim 021172013 21102014 020272014 Authorised Gurrent
Birch, Chnstine Brown, Burt 101172013 25102014 26/02/2014 Authorised Curmrent
Black, Alan Brown, Kirk 141102013 130772014 28/0372014 Authorised Gurrent

@ Normal View

Batch Update

SL - Simon Langton =

Cancel Process

10. Click the Process button to display the G&B Batch Update confirmation dialog.

11. Click the Yes button to update the records and display another G&B Batch Update confirmation
dialog.

12. Click the OK button to complete the process.
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Checking Free School Meal Eligibility

One can use the Eligibility Checking Service (ECS) provided by the Department for Work and
Pension to check if applicants are eligible to receive Free School Meals (FSM). The service
takes the National Insurance (NI) number or National Asylum Support Service (NASS) number
recorded for the parent/carer and checks it against the DWP eligibility database. The check can
be run against a single application or against multiple applications at once via the ECS
Validation tab in the Administration area.

Configuring FSM Settings

After a claim is submitted via the portal, the ECS check is run with the DWP. Once the check is
returned, a claim record is created in One that can be managed within the Grants and Benefits
module. The FSM Settings page enables you to configure the default claim properties for the
records created in One based on the outcome of the ECS check.

There are three Eligibility Checking Outcomes to be configured:
m Eligible

= Not Found

m Error

To configure the FSM Settings:

. Select One v4 Online | Citizen Portal Admin | Home | Administration | Free School Meals
Administration | Grants and Benefits Mapping to display the FSM Settings page.

FSM Settings Exception Setlings

FSM Settings

Submit

Use details to
Eligibility Default Portal
Checking Active Fund Authorisation Back
Outcomes Category Item Fund Dates Claim Status Status Office?
Eligible Free School Meals|v| General Free School Meal|v| FSMACC |Yes|v|  |Draft Application [v| Authorised|v| = Yes|v]
Not Found Free School Meals|v | General Free School Mealv| FSMACC  Yes|v|  Current [v| Authorised|v| No [v|
Error Free School Meals|v| General Free School Meal[v| FSMACC Yes|v| |Current Authorised|v| = Yes|v/|

Cancel Save

NOTE: The selections in the above graphic and the steps below are examples. Each LA can configure
its own FSM settings.

For the required Eligibility Checking Outcome, select Free School Meals from the Category
drop-down.

Select General Free School Meals from the Item drop-down.
The Active Fund field defaults to FSMACC.

4. Select the Use Default Fund Dates option.

5. Select a Claim Status. The Claim Status options are populated via v4 Client | Tools |

Administration | Lookup Codes | Table_ID 0312.

Select the Authorisation Status. These are system generated codes and cannot be edited.
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7. Submit details to Portal Back Office? This column allows a Child’s details to be submitted to
Portal Back Office in accordance to selection made.

The behaviour of selecting Yes /No in this column for each Eligibility Checking Outcome is as
follow:

« Eligible: This option is set to YES by default and cannot be changed to No. The
child/carer details will always be submitted to Portal Back Office for matching. The
application will appear in G&B applications after matching process is complete.

¢ Not Found: This option can be selected as Yes or No.

If Yes is selected and an FSM Application is Not Found for a Child, the child /carer’s details will
still be submitted to Portal Back Office for matching.

e Error: This option can be selected as Yes or No.

If Yes is selected and an error appears on the Declaration Form, the child /carer’s details will
still be submitted to Portal Back Office for matching. The Application will still be accessible on
the Portal for completion.

If the Claim Status is selected as Pending for each eligibility checking outcome, then each field
will default to Yes and cannot be changed.

8. Click the Save button.
Repeat steps 2 through 7 for the other Eligibility Checking Outcomes.

Eligibility Checking Service (ECS) Validation for
Individual Applicants

There are two ways to check the FSM eligibility of an individual using the Eligibility Checking
Service (ECS). You can run the check while creating the application or you can run it from an
existing application.

When creating an application, the ECS Validation hyperlink becomes active as soon as the
parent/carer is added to the application. However, the check will not be valid until an FSM
related claim type has been assigned to the application. If the parent/carer making the
application does not have parental responsibility assigned in One, then you can run the check
and One will automatically assign parental responsibility.

Alternatively, you can open an existing application and click the ECS Validation hyperlink. If the
parent/carer does not have parental responsibility assigned, then you must assign this manually
before the ECS Validation link becomes active.
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Employer Chaperons Reports Batch Processing  Administration Welcome SYSADMIN | Ooen hew Tah Hep | Logout

B B Mt |ERg More optiong.. 4
Yiew Stugant Details Wigw Farant/Caror Datails + Edit
o8 3 NI Number @) Amylum Seeker : ho

B = Adibress : NASS Number :
Registarsd Bace : Toct Primay =
Address Parentf Carer Contact Number -

Stishent Contact Nimber ©

M| ECG bictory . pey ) Uprtate Cost &(lu- Dy P rentCarss Quu.-u..n dication %™ pack 1o ApekCaton Saarch

open Al | Clgse all

¥ claim Details /s wMemo: @ uoF
Claim tem  : F5M Primary Fuamnd = Free Schoal Mieals Fund Claim Status i Curent
Arvs Southen Area Education OfMce s ! BoCial Serwices
DWE Office Recvived Date - 0650/ 2017 Portal Reference -
Start Date 9102017 End Date 29011/ 200% Review Date 2070742001

Cladm Cost ¢ 1,01 Caboulated Cost = Sosinl Number ¢

¥

Authorisation Details # edi

Status : Fending Authorised Data - 09/ 10/2007 Last Updated On : 05/10/20017 Last Updatod By © System Adminktrator

After clicking the link, the check is performed with the DWP against the selected parent/carer
and a message is returned either confirming or denying FSM eligibility.

NOTE: When the result of the ECS check for FSM eligibility is Not Found, a qualifier code is also
returned. This is stored on the FSM check record. The qualifier code is interpreted and displayed on the
results model window. For more information, see Interpreting the Qualifier Code on page 64.

If you receive an error message when trying to check eligibility, see Troubleshooting an ECS
Validation Failure on page 69.

More Information:

Opening an Existing Application on page 44

Adding a Dependent on page 70

Adding a New Parent/Carer to the One Database on page 44
Updating Parental Responsibility on page 47

Interpreting the Qualifier Code

When a check result for FSM comes back as Not Found, a qualifier is also returned. This code
is stored on the FSM check record. In the case of an individual check, the code is interpreted as
shown in the following table:

Qualifier Interpretation ‘
Final The check result stands and no further action is required.
Pending The information to process the check is not yet available

and could take up to 6 weeks. The check should be
periodically re-run.

No Trace Details entered may be incorrect. The parent should re-
enter their details.

Manual Process The parent should provide further evidence and the LA
should raise a manual query on the ECS web portal.

Manual Query
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Viewing Parent/Carer Eligibility Checking Service
(ECS) History

You can view the ECS history of a parent/carer by opening any application associated with the
required parent/carer and then clicking the ECS History hyperlink.

& ECS History for ApplicantSurname, ApplicantFName a

Student Name Claim Description Start Date End Date Eligibility Status Qualifier Process Date

Test Child11, Test Child11 General Free School Meal 21/05/2018 19/08/2018 FoundAndEligible Manual process 23/05/2018

=]
2
i

Eligibility Checking Service (ECS) Validation for
Multiple Applications

G&B uses the ECS service to batch check the eligibility of multiple FSM applicants. The batch
processing of FSM claims has three stages; submitting a batch of applications to the DWP for
eligibility checking, checking the status of the checks, then updating the One database with the
eligibility information provided by the DWP.

NOTE: When the result of an ECS check is Not Found, a qualifier code is also returned. This is stored on
the individual FSM check record.

When an ECS batch process is run, it selects automatically all the claims currently recorded in
the One database that meet the following criteria:

m A parent/carer is included in the claim.
m The Claim Code starts with ‘FSM'.

m The Claim Status is either Current or Pending (a batch can include either current or
pending applications, or both).

One then performs additional validation checks before sending an application to the DWP. One
verifies that any applications also contain the following information regarding the parent/carer:

m Surname
m Date of Birth
m National Insurance (NI) number or National Asylum Support Service (NASS) number

One does not submit applications without all this information to the DWP as they would be
rejected as invalid claims.

After a batch of applications is sent to and processed by the DWP, the returned records must be
incorporated into the One database.

To submit multiple applications to the ECS service for FSM checking, complete the following
procedure:
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1. From the One homepage, click the Applications button to display the Applications area.

(el STl Applications Employer Chaperone Reports  Batch Processing  Administration Welcome SYSADMIN | Help | Logout
G&B

3‘ Applications 4= Add New Application

Student Name

More Options Clear Search Search
“StudentNeme  UPOVTNAME " iipate EndDate StdentAddress  Suoent  SUOEM oo gaess  COmemt e

2. Select the Administration area.
3. Select the ECS Batch Validation tab.

One Home  Applications Employer Chaperone Reports EEIC RGO Administration Welcome SYSADMIN
CIEE

Claim Definition | Eligibility Check Link | Manage Agencies | Module Behaviour | User Defaults | Fund Serial Number [R={etef=% /R8N0 0]

Select Claim Status:
O _k 0312 - TABLE_ID
[J cANcEL Cancelled Claim o
L Submit ECS Batch Validation to DWP
[J curr Current & Check Status / Update ECS Results
[0 oprFT Draft Application @ Aporl ECS Validaiion
O Eexep Expired
] PenD Pending

4. Select the check box for the types of claims you wish to process.
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5. Click the Submit ECS Batch Validation to DWP hyperlink to display the ECS Batch
Validation dialog.

6. Click the Yes button to start the local validation of applications.

After the validation is complete, another Capita One — ECS Batch Validation dialog is
displayed. This details the number of records that are in a valid format and how many are in an
invalid format.

@ Capita One - ECS Batch Validation 8
ECS Batch validation query submitted.
Some rows have errors.Job submitted with only valid rows.
Total records: 204
Valid records: 43
Invalid records: 161

Please check the status using the link 'Check Status / Update ECS Results”.

It may take a while to complete the validation.

7. Click the OK button to send the applications to the DWP and start the ECS checks.

After submission, the Check Status / Update ECS Results hyperlink becomes active. If you
receive an error message when trying to check eligibility, see Troubleshooting an ECS
Validation Failure on page 69.

8. Click the Check Status / Update ECS Results hyperlink to view the progress of the checks.

If the DWP has not finished processing the records, the current status of the ECS batch
submission is displayed:

@ Capita One - ECS Batch Validation a

ECS Validation Status: Pending

[ ok |

NOTE: There is no indication of the progress of the validation and there is no automatic notification when
the process is complete. Therefore, you should click the Check/Status/Update ECS Results hyperlink
periodically until the status is returned as Complete.

If ECS Validation Status is Complete, after you click the OK button then you are presented
with blank fields for new review dates.

Eligibility Check Link | Manage Agencies | Module Behaviour | User Defaults | Fund Serial Number [=eteR=EIaR s (0]

‘|
‘|

Pending-Next Review Date:

Current-Next Review Date:

Claim Status - Not Found:

|
|
Claim Status - Valid & Eligible: |
|
Claim Status - Error: |

[] Authorise current claims?

| Savo |
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10.

11.

12.

13.
14.
15.

2.
3.

Creating a New Grants and Benefits Application

You now must save the results of the ECS check to the One database.
Enter a Pending — Next Review Date.

When saved, this will update any records that were found to be ineligible for FSM with the
entered review date. If left blank, the existing review date for the ineligible records is unchanged.

Enter a Current — Next Review Date.

When saved, this will update any records that were found to be eligible for FSM with the entered
review date. If left blank, the existing review date for the eligible records are unchanged.

If required, select the claim status you want to assign to each type of processed claim. The
DWP categorises processed claims into three categories, Valid & Eligible, Not Found and
Error.

To update the authorisation status of all eligible records to Authorised, select the Authorise
current claims? check box.

Click the Save button to display the ECS Batch Validation dialog.
Click the Yes button to display a confirmation dialog.
Click the OK button.

Aborting an ECS Validation

If after submitting the records to the DWP you need to stop the processing of the claims, you
must abort the validation.

From the One homepage, click the Applications button to display the Applications area.

(o], ASLI\ I Applications Employer Chaperone Reports ~ Batch Processing  Administration Welcome SYSADMIM | Help | Logout

G&bB

3,’ Applications 4= Add New Application

More Options Clear Search | Search |
Employer Name Student Student Current
Student Name PO T e Start Date End Date Student Address DOB NCY Employer Address T T T

Select the Administration area.
Select the ECS Batch Validation tab.
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Creating a New Grants and Benefits Application

One Home Applications Employer Chaperone Reports GEIIS G0 Administration Welcome SYSADMIN | Help

CIEE
Claim Definition | Eligibility Check Link | Manage Agencies | Module Behaviour | User Defaults | Fund Serial Number [etelzriRc e

Select Claim Status:

m S m S SCI|
O i« 0312 - TABLE_ID
[J cAncEL Cancelled Claim
Qix Submit ECS Batch Validation to DWP
[0 curr Cumrent . s ECS Results
[ obrFr Draft Application
[J] EexpD Expired
[ PenD Pending

4. Click the Abort ECS Validation hyperlink to display a confirmation dialog.

5. Click the Yes button to cancel the validation. You can now submit a new ECS batch validation
job to the DWP.

Troubleshooting an ECS Validation Failure

If G&B cannot connect to the ECS Validation service at the DWP, an error message, similar to
the following graphic, is displayed:

6 Capita One - Error during ECS Batch Validation 8

Failed to submit ECS Batch validation query to DWP.
This can be either due to the unavailability of an internet connection to DWP or missing
authentication details.

Technical details:

There was no endpoint listening at hitps:/ffsm2. education.gov.uk/
fsm.lawebservice/20100806/0OnlineQueryService. sve that could accept the message.
This is often caused by an incorrect address or SOAP action. See InnerExcepfion, if
present, for more details.

[ ok ]

Generally, these errors can be resolved by checking the following:

m Ensure that the system you are connecting from has access to the Internet and is not being
blocked by a firewall or proxy.

m Ensure that ECS related details entered on the Applications | Administration | Module
Behaviour Options tab are entered correctly.
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Maintaining Parent/Carer Details

05 I Maintaining Parent/Carer Details

Introduction

Given the types of checks that can be run in G&B, it is important that the details of the parent
and career making claims are kept current. You can maintain information about a parent or
carer’s basic details, dependents, the benefits they receive and you can view the claims they
have made.

Adding a Dependent

In order for a person to be added as a parent or carer to a claim application, the student
associated with the claim must be a dependent. Although the association can be made between
a student and a parent/carer when creating a new application, students can also be added as a
dependent beforehand via the Dependents tab. Once added as a dependent, the parent/carer
is available for selection in the Select Parent/Carer dialog for that student.

In order to use the ECS functionality to verify FSM eligibility for a student, you must select the
Parental Responsibility check box when adding the student as a dependent of the
parent/carer.

1. Open an application with which the parent or career is already associated. For more information,
see Opening an Existing Application on page 44.

Chaparmns Reports Batch Eln;u,-:_-;.-gng Administration Wedoome SYSADMIN | Dpen hew Tah HeEip | Logout

:;.' Ba | B leri |EE More opiions.

Studant Confact Number -

M| ECS bistiny Uetate Cost irtt by PAredt) Carer Back to ApeRCatan Saarch

open al | Close Al

Claim Details # —

Claim Item  : FSM Primary Fund = Fres 5choal Meals Fund Claim Status & Current

Area SoutheT! Area ECLCAtION CMice Officer [ Social Services

DWE Office Received Date - 0420/2017 Fortal Referance

Start Date  : 08710/2017 End Date 29/11/201% Review Date 217072001

Claim Cost 1 1,30 Caboulated Cost = Sorial Number

Authorisation Details # edu

Status : Fanding Authorised Date - 09,/10/2017 Last Updatad On - 09/10/2017 Last Updated By : Systam Adminktator

2. Click the View Parent/Carer Details hyperlink to display the parent or carer’s information.

Managing Grants and Benefits Handbook



Maintaining Parent/Carer Details

Employer

Chaperons

Reports

Mo of Depandants § 2

M, of Clains 5 &

CIEE
& Br I » Famake o Eiit Peragn Detals Fack 0 Application  Alert [ More options.. 4
Forename @ Arlene Surname @ Biovwn Address : 6
D
B
Phona : Activa 1 Yoz Emall

Batch Processing

Administration FSADMIN | {pen bes Tah Heip | Logout

Basic Diataik Cependants

¥ Impairments # o

Registered Disabled: Ho

Howe Lar

Cepartment Work Pensions dnd Eligitility Check

¥ Person and Ethnic Details et

wpuage: English Relaren: e

Disability Number:

Asylum Seeker: W

Dlam Details. ConCat Detaits.

N —
Open A | Olose &1

Mema: B Notess [§

MASS Mumnlier:

M Number: Aciive: Yes

3. Select the Dependents tab.

4.

Department Waork Pensions And Eligbaiity Check

Claim Detaiks Contact Details

Dependant Details == add

Student Name: ¥ Address: & | ;]
Resicterad Basm: Tart Nursery Parentsl Razponuibility Tes Ralstionahip: Mathsr
DOB: 01012011 NOY: -1 Age: Ason: 4

Name Parental R lg Date of Birth
W Yoz Makher o
H Tem Mather o
o Set Acddresr

Click the Add hyperlink to display the editable fields relating to dependent details.

Basic Details Crependants

Departmant Work Pensions And Eligibility Chedk

Claim Details Contact Dekails

Dependant Details = ax

vl ‘| Address:
o fidd Mew Student
Registered Base:
[ Parental Responsibility e Q=
DOB: MNCY: Age: As on: 09/10/2017

Cancel m

Click the Student Name browse button to display the Select Student browser.

NOTE: If you know the student is not already in the One database, click the Add New Student hyperlink

to add a new student. For more information see, Adding a New Student to the One Database on page
44,
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Maintaining Parent/Carer Details

Q Select Student

|Sfudenf.n\'ame or Unique Pupil Number | |Sfudenf 1D | ’-‘\n‘C"( E

s v s

|Base Name, URN or School No. |

Clear Search [ Search |

P Select |

6. Enter the required search criteria then click the Search button to display a list of students who
match the search criteria.

Q Select Student

| | [stwoentio | [wey E
DOB: (ddimmdyyyy) ’Gsnder E Active Students only

|Base Name, URN or School No. |

69 Students matching "smith, Active People”
[ CRees e GRS HUT DPH T ey i FReom e -

= | vowiov
O P c———— I - " ]
o S - R T S "
= FE = o = = = - e 8
cff % — - e — .
o - e Em e e - 3
2 == —n e m = 9 .

o Select |

7. Select the check box adjacent to the student you wish to add as a dependent then click the
Select button to add them and close the browser.
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Basic Details Dependants

Dependant Details = ax

e

“Jlesl
o 1idd Mew Student
Registered Base: Test Primary
[ rarental Responsibiiy
DOB: 01/ MNCY: 0

Deaparbment Work Pensions And Eligibility Chedk

Claim Details

addrass:e

Contact Details

Age:

As on: 09/10/2017

Maintaining Parent/Carer Details

Save |

Cancel

Select the Relationship from the drop-down list.

If required, select the Parental Responsibility check box.

Click the Save button.

Viewing Dependents

1. Open an application to which the parent or career is already associated. For more information,
see Opening an Existing Application on page 44.

Wlew Studant Dstals
o8 : 07
MY :o

Wiein Parant/Carer Details
I Num ber

Address
Rijisterad Base : Test Primay =
Adress

Student Contact Number :

4 Edit

Asylum Seeker : Ho

HASS Number :

Parant/ Carer Comtact Numbaer :

et G MOre OpTRns, ]

¥ Claim Details # s

Claim 1tem

i F5M Primary Fumnd
Ared Southern Area Education Offic Orfficer
DWP Office Received Date
Stari Date 09r10/2017 End Daie
Cladm Cost ;1,30

¥ Authorisation Details # Edit

Status ; Fanding Authorised Dabe - 0910 2017

Caboulated Cost ©

i Fres 5choal Meals Fund

- BE201T

12009

Last Updated On : 0%/ 10V2017

Claim status

Social Services

Portal Reference

Review Date

Sorial Nurmber

Opn Al | Close Al

Memo: @ UDF

& Qurent.

247072001

Last Updatoed By @ Sytam sdminstrator

2. Click the View Parent/Carer Details hyperlink to display the parent or carer’s information.
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Employer Chaperona Reports Batch Processing  Administration

SADMIN | Open hiew Tah Heip | Logout

& B n Female & EditPean Detals Back 1o Appiication  Alert [§ Vore options... 4

Foraiame © Alene

Sarmairee : Bicear Adiliess ;6
UALF
B
Phona = Active : Yes Email =
i O [Ch fiaiiod] AT 2 N, af Cladms = &
Open Al | Close &
¥ Person and Ethnic Details # e Moma: B Nows: [
Eithnic Oeigin: Home Language: Englsh  Redarenoe Asylum Seeker: N0 NASS Number: NI Numbes ] Active: fes

¥ Impairments & B

Registered Dissbled: Ho  Disability Namber:

Select the Dependents tab to display the list of dependents.

Depasrtment Work Pensions and Eligiality Cherk | Claim Destalks

Dependant Details = sk

Student Name: 1 Adiress: 6 | ]
Riagictorad Mase: Tesk Nurssry Parental Reaponsibility Yex Relstionship: Moths:

DB D101 NCY: -1 Age: Ason: 09

‘Dependant Name Parental Responsibility Relationship To Dependant Diaste of Birth
W) Yig Mather o

H =1 Mather

o Set Sckdross

To view details about a specific student, click their name in the list to display the Person Details
dialog.

Verifying Individual FSM Eligibility

G&B enables users to check the eligibility of a parent/carer to make a claim for Free School
Meals. This can either be done on an individual basis or as a batch process.

To check the eligibility of an individual, you can click the ECS Validation hyperlink when
creating an application. This becomes active as soon as the parent/carer is added to the

application. Alternatively, the check can be performed after the application is created by opening
the application and clicking the ECS Validation hyperlink.

More Information:
Creating a New Grants and Benefits Application (Student-Centric) on page 33

Creating a New Grants and Benefits Application (Parent-Centric) on page 38
Checking Free School Meal Eligibility on page 62
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Setting Dependent Addresses

The Dependents tab enables you to assign or change addresses for the dependents of a
selected parent or carer. You can assign a student’s address to a carer, assign a parent’s
address to an individual student or apply a parent’s address to all the dependents.

Open an application with which the parent or career is already associated. For more information,
see Opening an Existing Application on page 44.

Chapsrmng Reports Batch Processing  Administration o FRADMIN | Ogen Mos Tal HED | Lot

3‘ B | B et g More opiions... 4

Wiew Studant Datals Wi Farant)Carar Datails # Edit
Do : 03 WINumber <3 Amylum Seeker : Ho
B = Address : HASS Humber :

& &

Regictensd Base : Toct Primay

Address Parant/ Carer Comtact Numbar @

Studant Confact Number -

=)
W] ECS bistory - o | ) update Cost &H«.- by Parent Carer S Delete application 9 Back 10 Appbcation Searh

open Al | Close Al

¥ Claim Details # et —
Claim Item  : FSM Primary Fund = Fres 5choal Meals Fund Claim Status & Current
Area Southern draa Education Offios Oificer [ Social Services
DWP Office Received Date - 0420/2017 Fortal Refersnoe B
Start Date 08710/2017 End Date 29/11/2019 Rewiew Date 20/07/2001
Claim Cost 1 1,30 Caboulated Cost = Sorial NuFbes

¥ Authorisation Details # £dn

Status : Fanding Authorised Date - 09,/10/2017 Last Updatad On - 09/10/2017 Last Updated By : Systam Adminktator

Click the View Parent/Carer Details hyperlink to display the parent or carer’s information.

& B n Female & Edit Peraan Detals Fack [p Appiation b=t [ WMore options... 4
Foreikaime © Alene Surmaine @ Biown Address : 6
UALF
B
Phona = Activa : Yes Email =
Mo, O e e ants © 2 N, af Claims : &
Open Al | Close &1
¥ Person and Ethnic Details & edt Moma: B Notes [H
Eithnic Oeigin: Home Language: Englsh  Redarenoe Asylum Seeker: N0 NASS Number: NI Numbes ] Active: fes

¥ Impairments & e

Registered Dissbled: Ho  Disability Namber:

Select the Dependents tab.
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Dependant Details « add

Studant Mames 7

[=REE TN Department Wark Pensions And Eligbality Check | Clal

Addross: £ |

Vi

of Seb Address

Riagictora Mnsws: Tesk Nursry Parantal Reapansibility vz Relatisnzhip: Matss:
DOB: D1/01/2011 NCY: -1 Age: Ason: 09

o w
‘Dependant Nome illity Relationship To Dependant Date of Birth

Mathar o

4. Highlight the student whose address you want to either change or assign to the parent then click
the Set Address hyperlink to display the Set Address dialog.

6 Set Address a
@ Copy Student Address to this Parent/Carer
O Copy Parent/Carer Address to this Student
() Copy Parent/Carer Address to all Dependants
Current Student Address:
= |
Current Parent/Carer Address:
[ |
Other Dependant's Address:
Surname Fomﬁmle Address
5
L

5. Select the required option then click the Select button to record the address changes.

After the addresses are updated, the Set Address dialog closes automatically.

Adding Benefit Claims

All of the benefits claimed by a parent/carer should be recorded in the Department Work
Pensions and Eligibility Check tab. If G&B has been configured to perform eligibility checks
for new applications, One checks the items in this tab to verify whether the parent/carer receives
the required benefits before allowing an application to be saved with a Status of Authorised.

1. Open an application with which the parent or career is already associated. For more information,
see Opening an Existing Application on page 44.
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3‘ & | B c Aot B More optiong.,. 4

Wigw Studant Datals Wit Parsnt/Carer Details # Edit
bon 0 NINumber -1 Asglum Sesker : Ho
e o Address : MASS Number :
Registersd Base : Test Primany & &

Address : Parant) Carer Contact Number ;

& B

Student Contact Numiber

| ECS Wictong S s aliotion | ) Update Cost &tlu-.l Pty C3Fed Eluh-l--ﬂ dicatior

— - |

Open Al | Close Al

¥ Claim Details # s — T
Claim Itemn  : FSM Primary Fund z Fres S5choal Meals Fund Claim Status : Current
Araa Southeen draa Education Offios OiTicer i Social Services
WP Office Receirred Date = 102007 Portal References -
Start Date : 09/10/2017 End Daie T FReview Date 21072000
Cladin Cost + 1,30 Caboulatod Cost = Sarial Nuirmbuee
R

Authorisation Details #edr

Statws : Fonding Authorised Daaba - 09, 10/2017 Lact Updatad O - 08/10/3017 Lot Updatos] By - Syctom Adminkstrator

Click the View Parent/Carer Details hyperlink to display the parent or carer’s information.

CIEE
& Bi " B | Female o it Peman etal: Back T Application Akt (G More options... 4
Forename : Adene Surmanee : Gown Address ;6
uDf
B
Phona : Activa : Yes Email £
B0 off Drapandants ; 2 Mo, of Claims : &

Open Al | Cloze A1
¥ Person and Ethnic Details e moma: G nows 5

Ethnic Origin Home Language: Englsh  Refarence Asylum Secker: M) NASS Number:  MI Number: Active: o
v . .
Impairments & g

Registered Dissbled: Ho  Disability Number:
Day to Doy [mpairment:

t Disabilities Only: &

= Recordad

Select the Department Work Pensions and Eligibility Check tab.

Basic Details DL D Department Work Pensions And Eligibility Check [RREELUNNEIFTES

Department Work Pensions And Eligibility Check Details < Add
No Department Work Pensions And Eligibility Check details to display.
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4. Click the Add hyperlink to display editable fields relating to the claim.
Department Work Pensions And Eligibility Checlc TRV ETH

Department Work Pensions And Eligibility Check Details = Add

|£=‘-'e-‘.-‘ “|E| Start "|ﬁ ‘E e (ddmmdyyy) "|ﬁ
cance ([HEZI
5. Click the Benefit browse button to display the Benefit browser.
Q Benefit

AS Asylum Seeker

cTC Child Tax Credit

FMCRDT Family Credit

15 Income Support

JSAIB Job Seeker Allow-Income Based

6. Highlight the required benefit then click the Select button to add it to the record and close the
dialog.

Select the required Start Date and End Date.
Click the Save button.

Basic Dotails Department Wark Pansions And Elgibdity check [IETREEETE Contart Datails

Department Work Pensions And Eligibility Check Details + ad

Benefit: Child Tax Credit Start Date: D1/07/2017 End Date: 19/01/2018
Child Tax Credit D1NF/2017  19)04/2018 P Edie j’Dnlﬂk:

Viewing Benefit Claims

1. Open an application with which the parent or career is already associated. For more information,
see Opening an Existing Application on page 44.
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Wlew Studant Dotails

OB : 02

Lo 10

Rigistensd Base : Tesk Primany

Address :

& ]
Stisdent Contact Number

Wigw Parant/Carer Datals S Edit
I Humber

Adidress
[

Parentf Carer Contact Numbor -

Amylum Seeker @ Na

NASS Number

Maintaining Parent/Carer Details

B More agtions i

Mgt

Basic Detalls

¥ Claim Details st

Claims Item ; FaM Primary

Ares Southern drea Education Office
DWP Office :

Start Date

Cloim Cost : 1,00

¥

Authorisation Details . cdit

Status : F

Fund = Free Schoal Weals Fund
ficer [

Recuived Date

End Date

Caboulatond Cost =

Authorised Diata - 09/10/2017

Last Updatad On - 0910/ 20

Claim status

Social Services

Portal Reference ©

Review Date

Sarial Numbor

Last Updated By = Systam Admi

ipen Al | Close All
memo: @ UDE

& Current

Click the View Parent/Carer Details hyperlink to display the parent or carer’s information.

. O Ce i ants | 2

E
& Bi . ™ Femals o Edit Poman Detals
Forename © Arene Sarmaiee : Bican Adiliess ;6
B
Phone = Active : Yes Email :

No. of Claims : &

A=t g More options... 4

Biack 10 Appiation

UDF

Dependants

Basir Details

¥ person and Ethnic Details et

Ethnic Origin

¥ Impairments & e

Regirtered Disabled: No

Dizubility Number:

tics Rocordad

Home Language: Englsh  Refarence

Asylum Seeker

M MASE Ml

ML Mumber: ]

Active: Tes

Open Al | Close &1

mema: B notes [

Select the Department Work Pensions and Eligibility Check tab to display the list of benefits

that have been recorded for the parent/carer.

Claim Datailz

Contact Datails

Bacic Details

Depenidants

Department Work Pensions And Eligibdity Check

Department Work Pensions And Eligibility Check Details + sai

Benefit: Child Tax Credit Start Date: 01/07/ 2017 End Date: 19/01/2018

m

Child Tax Cred it 0172017 19/04/2018  F Edit j’ Dalata
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Editing a Benefit Claim

1. Open an application with which the parent or career is already associated. For more information,
see Opening an Existing Application on page 44.

Chapermns Reports Batch Processing  Administration Ci FRADMIN | Cipen hiew Tah Heip | Logout

3‘ B | B e g More opiions... 4

Wigw Studant Detalls Vg Parant/Carer Dotails s it
oog 10 MINumber -1 Aylum Secker - Ha
e o Adidress : HASS Humber :
Registerad Base : Tast Primary & B
Addresy s Parant/ Carer Comtact Numbar @
& B
Student Contact Number :
| ECS bictnry - daliitation | ) Updats Cost &tl«.- b Pavedit! Carer El-h-l--m.lr..lu W pack t0 ApekCation Search

ogen all | close All

¥ Claim Details # et —
Claim Item  : FSM Primary Fund = Fres 5choal Meals Fund Claim Status & Current
Area SoutheT! Area ECLCAtION CMice Officer [ Social Services
DWP Office Received Date - 0420/2017 Portal Refermnce
Start Date  : 08710/2017 End Date 29/11/201% Review Date 217072001
Claim Cost 1 1,30 Caboulated Cost = Sorial NuFbes

¥ Authorisation Details # £dn

Status : Fanding Authorised Date - 09,/10/2017 Last Updatad On - 09/10/2017 Last Updated By : Systam Adminktator

2. Click the View Parent/Carer Details hyperlink to display the parent or carer’s information.

& Bi n Farmale # Edit Perman Detals Fiack {p Application  Abet (B More options... 4
Forename : Arene Sairmadee @ Bicen Adidress 6
0o
B
Phona Activa ® Yas Emmall =
o o D ants | 2 N, af Claims 5 &

Open Al | Close &1
¥ person and Ethnic Details et moma: G mowes (5

Bt Owigin: Hisiee Languiags: English  Relarence Ausyliinn Seaker: N0 NASS Number: M1 Number: Active: e
¥ (- 4
Impairments # ot

Registered Disabled: Ho  Disability Namber:

3. Select the Department Work Pensions and Eligibility Check tab to display the list of benefits
that have been recorded for the parent/carer.
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Basic Detaiks LT partment Work Fensions And Eligibdty check [RESTREEEETENN eCUTERTR R

Department Work Pensions And Eligibility Check Details + sdi

Benefit: Child Tax Credit Start Date: 01/07/2017 End Date: 19/01/2018
Child Tax Crexdit 01072017 19042018 P Edit j' Delate

For the benefit record you wish to update, click the Edit hyperlink to enable editing.
Make the required changes.
Click the Save button.

Deleting a Benefit Claim Record

1. Open an application with which the parent or career is already associated. For more information,
see Opening an Existing Application on page 44.

Chaparmns Reports Batch Processing Adminstration ol FSADMIN | Oipen New Tah Hep | Lopout

a3 B | Bi= alest (G More BOBONE.. 4

Wiew Studant Detals Wiew Parsnt/Carer Detatls # Edit
(L : 09 MINumber  :J Amplum Seeker : Ha
e 2 Adidress : NASS Number
Riegjistiorsd Base : Tect Proiany & a
Address Parent Carer Contact Numbaor ©
& B
STiERE CONACT Number ©
W] ECS kiotpry 8 o wolidation | update Cost &clu- Dy Parent) Carer Quu.-:..n..h-.u.. W pock oo AgeRCaTOn Saarch

gen Al | Close All

¥ Claim Details #'sr wema: B uoe
Cllaim Item  : FSM Primary Fund = Free Schoal Meals Fund Claim Status: : Current
Area Southem dres EouCation OfMice Oiicer 0 SoCial Services
WP Office Received Date ;051002017 Portal Reference
Start Date  : 09710/2017 End Date 2011/2018 Review Date 217072001
Clodm Cost ¢ 1,30 Caboulatod Cost = Sorinl Number

¥ Authorisation Details # £di

Status @ Fending Autherized Data = 09102017 Last Updatad On = 0%/1 2007 Last Updatesd By @ Systam sdministrater

2. Click the View Parent/Carer Details hyperlink to display the parent or carer’s information.
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mplower Chaperone Reports d Adminstration SADMIN | (ipen Mew Tah Hep | Logout
ploy P y

& Bi Ny Famake & ESibPezan Dotals Fiack [ Applcation Akt (s More options... 4
Forename © Arene Sairmadne @ Bicean Audidress ;6
UL
B
Phona = Active : Yes Email =
i, o vl @l | 2 Mo, of Claims : 6

Basit Detail ¥ Degertment Work Pensions And Bligiility Theck | Ol Details m

¥ Person and Ethnic Details e

Open Al | Close &1

mema: B notes [§

Ethnic Origin Home Language: Englsh  Refarence Asylum Seeker: M0 NASS Number: NI Number ] Active: s
¥ (- 4
Impairments # ot

Registered Dissbled: Ho  Disability Namber:

iltics Recordad

3. Select the Department Work Pensions And Eligibility Check tab to display the list of benefits
that have been recorded for the parent/carer.

Basic Details Department Wark Pensions And Eligibity Check [SCTRERETE Contact Datails

Department Work Pensions And Eligibility Check Details + s

Benefit: Child Tax Credit Start Date: 01/07/2017 End Date: 19/01/ 2018
17—

Banafit Start Date  End Dabe

Child Tax Crexdi 0LOF2017  19/00/201B X Edit j' Delate

4. For the benefit record you wish to delete, click the Delete button to display the Delete
Department Work Pension Details dialog.

5. Click the Yes button to complete the deletion.
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Viewing Grants and Benefits Claim Details

All the claims with which a parent/carer is associated are displayed in the Claims Details tab.

From here, you can view the details of a student or view specific

claim applications.

Open an application with which the parent or career is already associated. For more information,

see Opening an Existing Application on page 44.

Chaperong Reports

Batch Processing

Administration

3B

Wity Studant Detals \iew Parant/Carer Datalls e
o8 0 NI Number Amylum Seeker : o
reCY 2o Addross WASS Number

L B

Registersd Base : Test Primary

Address Parent/ Carer Contact Number ©

Student Conact Number ©

FRADMIY | Dpen hes Tah HeD | Logout

et (ER MOre opmOnE.., 4

- ¥ Lipciate Cost &clu- Dy Fareant) Carar

u| ECS bsisfon,

=)
=g Detete sppiicabion ¥ Pack to Apgibcation Saarch

¥ Claim Details # 'zt

Claim Item  : F5M Primary Fund

¥ Authorisation Details kit

Stakes © Fonding Autherised Date : 09,10/2017 Lact Updatad On = 00/10/2007

= Free School Meals Fund Claim Status i Current
Aren Sputhem dreg Edu Oificer i Social Services
WP DFfice Recived Dt 1 09/10/2017 Portal Reference
Start Date 0810/ 2017 End Date 2911/201% Review Date 211072001
Claim Cost 1,30 Caboulated Cost Sorial Nurmber

open | Close Al

Memo: [§§  UDF

Last Updatod By : Systam sdminkstratoe

Click the View Parent/Carer Details hyperlink to display the parent or carer’s information.

& Edit Prrson Cetals

n Female
Forepame : Arlene Surmaae o Broan Address ; 6
B
Phona : Activa 2 Yos Email £

B0 off Drapandants ; 2 Mo, of Claims : &

Back 10 Appixation Al (B More options... 4

Basic Dataik Depenidants

Depariment Work Fensions. and Eligitility Check

Olaim Detals | Contact Detaits

¥ Person and Ethnic Details /e

Ethnic Origin Home Language: Englsh  Refarence Asylum Seeker: M) MASS Number M Nambers 1 Ackive: Tes

¥ Impairments # B

Registered Disabled: No

Disability Number:

it Disabilities Only: =

fibics Recordad

I

Open Al | Cloze A1

mema: B notess [

Select the Claim Details tab to display the list of claims made by the parent.
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Basr Detalls Drependants Department Work Fensions and Elgibdity Check Claim Datails Contact Detalls

Claim Details

‘T studemtwame  GlimTtem  startDate EndDate Review Date Gost Autharisation Status Claim Status Memo Application
ke Shop One /1002013 D1f0s/2014 22/02/2014 Buthorised Current I} view Application
O] w shap One 24/11J2013 22102014 0042014 Duthorised Current ] view Application
O we FEM Brimary O9r10/2017  28F11/2019 217052001 1.3 Fending Current P Wi Application
0 w FEM Primary 09/10/2017 29112019 21J07/2001 1.3 Panding Current I ] View application
[ B FEM Primary 09102017 Z9¥11{2019 21/07/2001 1.3 pending Current IE Wiew Application
O e Shop One 4/0902013  ZH05[2014 OH042014 Buthorised Current a Wigw Application

Batch Procass == Add New Application
u

4. To view details of a student, click their name to display the Person Details dialog.

5. To view an application, click the required View Application hyperlink.
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06 | Managing Reports

Overview

There three preconfigured Crystal reports relating to G&B. The available reports are:
m ECS BatchValidation FailedList

m ECS BatchValidation ProcessedList

= G&B Claims

Managing reports in G&B is similar to managing reports in other areas of One v4 Online. For
more information on using the reports functionality, refer to one of the following reference
guides:

m RG_Online_Common_Reports
m RG_Online_Reports
m RG_Online_Reports (ATBO)

ECS BatchValidation FailedList
This report lists all the records that failed validation in the ECS Batch Validation.

The data displayed in the report is from the One database and the fields Surname, Date of
Birth, NI Number or NASS.

If the report is run while the DWP is still processing a batch ECS submission, the invalid records
will display the error text on the Status column. Records with the NotProcessed status are valid
records but are not yet processed.

If the report is run after the saving the returned results from the ECS, all the records with the
NotProcessed status are removed and only the records that failed validation are displayed.
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ECS BATCH VALIDATION - INVALID RECORD S (FAILED)
Claim 1D Person ID  Surname Date of Birth NI Number NASS Status
65 Ggog P MeitherMinoMorh as
T 649 R MeitherMinoMorM as
64 603 P MeitherMinoMorM as
165 2677 A Z Mationallnsurancep
106 781 W MeitherMNinoMorM as
209 4694 © 01- 1985 P MNotProcessed
188 4336 G 12- 1973 P MotProcessed
10 434 B MeitherMNinoMorN as
14 457 P MeitherMinoMorM as
716 8973653 b 23 1991 Y Mationallnsuranced
T47 8953534 J 04- 1995 P MNotProcessed
1069 8953545 A 28- 1996 T Mationallnsurancep
825 8953727 C 21+ 1995 MeitherMinoMorh as
834 8953598 A 12- 1985 MeitherMNinoMorM as
1052 8953534 04- 1995 P MotProcessed
715 8973653 Db 28- 1991 Y Mationallnsurancep
742 8953549 A 24 1994 MeitherMNinoMori as
1014 8974024 g 01- 2013 Surnamelnvalid
826 8953542 A 19- 1994 Surnamelnvalid

ECS BatchValidation ProcessedList

This report lists all the records that were successfully processed and have returned an eligibility
status or either NotFound (i.e. not eligible) or FoundAndEligible (i.e. eligible):

ECS BATCH VALIDATION - VALID RECORDS (PROCESSED)
Claim ID Person ID  Surname Date of Birth NI Number NASS Status
145 2679 B 0 1985 P FoundAndEligible
193 3600 A 10 1923 P NotFound
204 Lgg  C 0 1985 P FoundAndEligible
137 2669 A 0 1985 P NotFound
168 2679 B 0 1985 P NotFound
156 618 P 0 1985 P NotFound
700 10006343 R 0 1985 P NotFound
243 8889381 B 09 1999 P FoundAndEligible
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Managing Reports

The G&B Claims report provides a list of anyone who has made a G&B related application to the

LA.

Claim details by Guardian

Student Item Start date Status Authorisation End date Review date
TestitemCategory 01/02/2013 Current Authorised 28/02/12013 | 25/09/2013
Tl W LB
Student ltem Start date Status Authorisation End date Review date
Clothing 10/09/2013 Current FPending 10/09/2013 | 10/09/2013
books 28/03/2013 Current Authorised 30/03/2013 | 25/09/2013
u
Student Item Start date Status Authorisation End date Review date
FSM Primary school 10M10/2013 Current Authorized 011172013 | 30/10/2013
- .
Student Item Start date Status Authorisation End date Review date
BC Fund 001 03/09/2013 Current Authorised 30/09/2013 | 25/09/2013
H H s N
Student Itemn Start date Status Authorisation End date Review date
suman 22/03/2013 Current Authorised 23/03/2013 | 25/09/2013
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Appendix

07 | Appendix

One v4 Online Common Functionality

The One v4 Online version of G&B shares functionality with other One modules. For help using
functionality shared with other modules, use the following resources.

m Alerts — Managing Alerts topic in the v4 Online help.

m Linked Reports — Managing Linked Reports topic in the v4 Online help.

m Linked Documents — Linked Documents topic in the v4 Online help.

m Communications Log - Maintaining the Communications Log topic in the v4 Online help.
m SQL Query Mail Merge — Maintaining SQL Mail Merge topic in the v4 Online help.

FSM Data and the FSM History Scheduled Task

Overview

The Grants and Benefits module stores Free School Meals (FSM) data in the One database.
This and the data is updated automatically by the FSM History scheduled task. The following
sections provide more details as to where the information is stored and how and when it is
updated.

The following graphic highlights the G&B FSM related fields in the Student Details page of the
v4 Client (accessed via Focus | People | Students | Student Enquiry) and briefly describes
how they are set.

—
Active v
Inactive Reason
Inactive Date - NCY (incl offset) 3
Offset (1] Notfollowing NCY b 4
Age on 01/082017 an Unique Learner Mo
(97, Supporting Details )
Social Services b4 Care Order »x
Student Carer b4 PEP x
Service Family b4 FSM Eligibility vy ‘_ 1
Gifted and Talented » G&B FSM » '
Mode of Travel 2
SEM Status
SEM Status Start Date Youth Support Services
Agreement Indicator
Post Looked After
Arrangements
R P PR remaee e e e s e T AT o SR i e FE el e P e
(22. Fsm History N
o TR g Y D s
3 16/11f2016 ~ - hd 16/11/2016 ~ CCS %Remove
Number Description
1 Calculated automatically when the student record is opened, based on the data within
the FSM History panel. You can also toggle the value directly. If you do so, then a
new line is added in the FSM History panel. This flag is not stored in the database.
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2 If there is an FSM claim in G&B that is both authorised and current, then the FSMEAL
field in the database is set to true and a tick is displayed here.

If there is no valid and authorised FSM claim in G&B, then the FSM History panel is
checked instead. If the current row of the FSM History panel has a tick, the FSMeal
field in the database is set to true and a tick is displayed here.

If neither of the above applies, then the FSMeal field in the database is set to false
and a cross is displayed here.

3 Any changes you make here will affect the FSM Eligibility value in the Supporting
Details panel next time you open the Student record and will affect the G&B FSM
value the next time the FSM scheduled task runs.

Where is FSM data stored in the One database?

EDUCATION_DETAILS.FSMEAL

The rsMEAL field in the EpucATION DETAILS table is included in the STUDENT view. It enables
easy reporting on various attributes of a student. It is a flag which can be true (T), false (F) or
null (empty).

This field is only updated by the FSM History scheduled task. It is an aggregation of the data
held in both the cLa1Mms table and the cpD_FsM HIST table.

The rsMeAL field value is displayed in the G&B FSM check box on the Supporting Details
panel of the Student Details page in the v4 Client. If the FsMEAL value is T, it is displayed as a
tick. If it is F or null, then it is displayed as a cross.

One also maintains the rsm_END field in the EbucaTION DETAILS table, which represents the
currently expected end date of this FSM eligibility period, if known. This field is also updated by
the FSM History scheduled task.

CPD_FSM_HIST.CPD_FSM

The cpp_rsu field contains the true (T) or false (F) flag for a given row from FSM History panel
of the Student Details page in the v4 Client. For a specified child, the FSM Eligibility flag is set
by the cpp rsu field in the FSM History row of the cpp FsM HIST table that covers the current
date.

For English LAs, FSM History records include a start and end date. The end date can be blank
until a record with a later start date is added for the student or an end date is determined.

For non-English LA's, FSM History records include a date of change only.

This field/table can be updated manually via the Student Details page and by importing data
from B2B or other sources.

The cpp_rsu field value, T or F, is displayed in two places in the v4 Client Student page; the
FSM History Panel check box and the FSM Eligibility check box of the Supporting Details
panel. If the cpp FsM value is T, it is displayed as a tick. If it is F or null, it is displayed as a
Cross.

CLAIMS

The crLa1Ms table contains applications made via the G&B module. Not all of these applications
will be for FSM claims, an alternative example could be a school uniform grant application.
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FSM History Scheduled Task

For all customers, the FSM History scheduled task updates the FsMeAL field on the sTUDENT
view in the One database.

For customers with a G&B v3 or G&B v4 licence, FsMEAL is visible in the v4 Client as the G&B
FSM value displayed on the Student Summary panel of the Student Details page.

For customers without a G&B v3 or G&B v4 licence, the G&B FSM value/label is not displayed
(as the value will match the FSM Eligibility flag after the scheduled task has been run).

The FSM History scheduled task updates slightly different information depending on whether
you have a G&B licence.

The scheduled task can be set up in the v4 Client via Tools | Administration | Scheduled
Task. FSM History can be added to a scheduled task via the Actions panel. This task should
run once a day outside of office hours and generally after B2B:Student imports (if FSM data is
set to import for your LA).

The task updates the G&B FSM flag based on the following business rules:
. Checks if the student is active (based on the acT1VE field in the STUDENT view).

If the student is not active, then their record will not be updated. If it is active then the task
continues.

Checks for an FSM claim in G&B which is both authorised and current. If a particular claim
meets these criteria, the rsMeAL field (G&B FSM flag) is set to True (a tick) and the FsM_END
field is set to the claim end date.

If the G&B FSM flag was set to a tick on the previous line, the task stops here for that student. If
the flag was not set to a tick, the task continues.

Checks for an FSM History record that covers the current date and has a tick/true flag against it.
If a FSM History record meets these criteria, then the rsveaL field (G&B FSM flag) is set to true
(tick) and the rsM_END field is set to:

= English LAs - the FSM History row End Date
m Non-English LAs - NULL (empty).

If the G&B FSM flag was set to a tick on the previous line, the task stops here for that student. If
the flag was not set to a tick, the task continues.

. As none of the above conditions (other than the student being active) have been met, then the
rsMEAL field (G&B FSM flag) is set to False (a cross) and the rsM_EnD field is set to NULL

(empty).

NOTE: The difference between English and Non-English LA's in Step 3 occurs because English LAs
record specific start and end dates for FSM records, while Non-English LAs only record a date of change
(and so the end date is not generally known until a later date).
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