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01 I Document Change Control

Date ‘ Release | Description

Spring 3.74 Allow Multiple Free School Meal Application is a new
2021 configuration setting in Grants and Benefits. This controls
whether multiple eligible FSM applications can be made for a
child in the citizen portal.

For more information see: Multiple FSM Application on page 43

In the Citizen Portal the 'Slider' option for ‘Include in application’
have been replaced with a check box.

For more information see: Making a Free School Meals
Application on page 70

Spring 3.74 If a child’s address is amended in My Family the Update

2021 address for other people dialog will be displayed prompting you
to change the address of anyone listed in My Family, including
the account holder.

Autumn 3.73 When searching for addresses, only those marked as Active will
2020 be displayed in the list. If the postcode of an Inactive address is
entered, a message stating ‘No Results’ is displayed.

If an address used in the portal is made Inactive, the address will
still be displayed in the area that it has been used, eg My
Account | Contact Details, applications, etc.

V4 online | Administration | System Administration | Address
Management | Manage Addresses

New functionality has been added to manage addresses. This
includes making them active/inactive.

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 choose
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 Eligibility Checking Outcome page,
Item7

Parents/Carers can claim Free School Meals for a school other
than the child’s current school, or select a school where the child
does not have a current school.

See Making a Free School Meals Application on page 70, ltem 4.

Spring 3.7 Site Logo and Header text

2020 Portal administrators can now configure the site logo and header

text so that they do not get overwritten during upgrades.

Free School Meals Administration Handbook



Document Change Control

Date ‘ Release ‘ Description

Administration | General Administration | Edit Resources

When editing resource descriptions, the Resource Culture now
shows EN or CY depending on which tab is selected.

In order to comply with Welsh regulations, Welsh LAs must
provide versions of all pages of their websites in both English and
Welsh.

For example:
https://www.local-authority.gov.uk/en/CitizenPortal

https://www.local-authority.gov.uk/cy/CitizenPortal

When starting a new registration on Citizen portal, or there is an
update to the GDPR, there is an option to change the language
selection on the GDPR pop-up to display either English or Welsh
so that it can be read in the user's preferred language.

In Citizen Portal the contrast between foreground and
background colors have been checked to ensure they meet
WCAG 2 AA contrast ratio thresholds across all pages.

References to CY-GB will display as CY.

September | 3.69.004 Changes have been made to the Find Address functionality
2019 throughout the One Citizen Portal for this hotfix:

®  When registering for a Citizen Portal account, a link is
available to the Post Office Postcode Finder website to help
you with your address.

® A full postcode must be used to search for an address.

®  Only addresses matching the full postcode are displayed in
the search results.

m If the address you require is not on the LA’s database, a Not
able to find your address? button is available to add the
new address details.

®  You must use the Search button and not the Enter key to
search for an address.

®  There is no limit to the number of addresses that are
displayed in the search results list.

See Registering for a Citizen Portal Account on page 1
See My Account | Contact Details on page 1
See My Family | Adding a Child on page 1

Summer 3.69 The Secret Question and Answer have been removed from the
2019 Registration, My Account and Forgotten Password processes to
simplify the login process.

A Show button now enables citizens to see their password as
they type.

- Free School Meals Administration Handbook
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Document Change Control

Date ‘ Release ‘ Description

Validation messages are displayed when the Title,
Forename, Surname or Gender are changed on any of the
Personal Details pages.

The Address Selection process has been improved; users
can now select an address from a known list instead of
adding it manually.

A partial postcode search has been introduced to improve
the Find Address process.
An address can now be found using the Street name.

A validation message is displayed when any of the address
details are changed on any of the Contact Details pages.

The ‘white-space’ has been trimmed on all form
submissions, e.g. “lan” and “lan “. This will prevent
conflicts when matching data.

Spring
2019

Spring
2019

3.68

3.68

Carer Date of Birth

A validation check has been introduced to prevent a Carer
from being added that is under 16, e.g. too young to have a
National Insurance number

For more information, see Making a Free School Meals
Application on page 70.

Update to Data Protection Consent Statement

If an LA updates its Data Protection Consent Statement, an
additional dialog is displayed when logging on to the
Citizen Portal.

For more information, see GDPR Update on page 57.
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02 | Citizen Self Service Admin

Overview

The One Citizen Self Service portal is a secure online gateway provided by the Local Authority
enabling users to apply for the following services:

= 30 Hour Entitlement

m Courses

= Free School Meals

m Two Year Old Funding

= School Places

m Special Educational Needs and Disabilities

m Transport.

These applications are then transferred into One for loading into the appropriate modules:

Citizen Self Service Portal ‘ One ‘

30 Hour Entitlement Early Years v4

Courses Training Manager v4

Free School Meals Grants and Benefits v4
Funded Early Education for 2 year olds Early Years v4

School Places Admissions and Transfers v4
Special Educational Needs and Disabilities SEND v4

Transport Transport v4

For local authorities, it enables staff to easily match information supplied via the portal to data
already held in the Capita One database. Local authority staff can interactively match records
and resolve conflicts with people data, removing the need to import and process data manually.

The Citizen Portal Admin functionality is available to Local Authorities in One v4 Online, subject
to a licence and v4 Client permissions. The Citizen Portal Admin enables local authority teams
to view filtered lists of the portal applications and the details of each application.

NOTE: Throughout the Citizen Self Service portal, clicking in a field displays a tooltip containing
information on the selected field. Tooltips are managed via Citizen Portal Admin | Administration |
General Administration | Edit Resources | Resource Configuration Title.

More Information:

Deploying and Configuring the One Citizen Self Service Portal for Local Authorities technical guide,
available from the One Publications website.

Free School Meals Administration Handbook -


https://www.onepublications.com/

Citizen Self Service Admin

Using this Handbook

This handbook is intended for One Administrators at the Local Authority. It describes the
following administration processes performed by the authority:

Administration

= General Administration
Portal Configuration
Template Management
Configurable Question Library
Edit Resources
Cache

m Free School Meals Administration
Additional Questions
Eligible Schools
Grants & Benefits Mapping
Portal Status Codes

GDPR Administration

m Configurable Question Library

m GDPR Consent Statements

m Cache

m GDPR Email Alert Configuration

m GDPR Consent Withdrawals

m GDPR Consent Histories

Local Authority

m View All Applications

m User Management.

At the end of this handbook, there is a section explaining how the parent, carer or guardian
makes an application. For more information, see Infroduction to Making Applications on page
53.

- Free School Meals Administration Handbook
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03 I Managing Users
CSSP Portal Administration

Citizen Self Service Portal Administrator

In order to be a Citizen Self Service Portal administrator, you must satisfy the following
conditions:

= In One v4 Client:
e be set up as a user.
¢ have avalid email address.
e belong to a group.
e you need group permissions to be set.
= In One v4 Online:
« your LA must have a Citizen Portal licence key.

More Information:

Deploying and Configuring the One Citizen Self Service Portal for Local Authorities technical guide,
available from the One Publications website.

Logging in to One v4 Online

To log in to One v4 Online, you need to obtain a licence key for the required v4 Online module
from Capita. You must also be set up as a user in One v4 Client.

. Open the Login screen by clicking the link to the One Online web server, set up by your System
Administrator.

| Login

Il you are authorised Lo do so, please log in

Password
Login Change Password

Version No.; 4.351.3.12708
Copyright & 2013 Capita. All rights reserved, worldwide.

Enter your User Name; this is the same as your v4 Client user name.

Enter your Password; this is the same as your v3 password. Passwords are case sensitive. To
change your password, see Changing a Password on page 8.

. Click the Login button to display the Welcome to One page.

Free School Meals Administration Handbook
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Welcome to One

Please use the F11 key to enable Full Screen operation of your browser window.

D D S G D

@ e ] Logaut

The Welcome to One page displays the options that are available to you, subject to a licence

being held by your Local Authority and your personal or group permissions.

More Information:

RG_Online_Administration_Login_Logout available from the One Publications website.

Changing a Password
To change your password in v4 Online:

! Login

Il you are authorised 1o do sa, please log in

User Mame | |

Passwaord | |

| Lagin ! Change Password |

Wersion No.: 4.351.3.12708
Copyright & 2013 Capita. All rights reserved, worldwide.

Click the Change Password button on the Login screen to display the Change Password
dialog.

Change Password

Old Password |

New Password |

Confirm New Password |

ok | cangel

On the Change Password dialog, enter your Old Password.

Enter your New Password.
Enter your new password again in the Confirm New Password field.
Click the OK button.

More Information:

RG_Online_Administration_Login_Logout available from the One Publications website.

Forgotten Password
If you have entered an incorrect email address or password, an error message is displayed.

Check that you have entered the correct email address.
If you have forgotten your password, it will need to be reset.
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‘ @ Stelogo

@ Home

There were problems logging you in

+ Email Address/Password is incorrect.
Please try again

Don't have an account? Please register

Email Address

‘ Portaloé@onetestsmtp co.uk

Password

a ‘ |

Forgotten your password?

To reset a password:

Managing Users

Click the Forgotten your password? link to display the Forgotten Password dialog.

# Home —

Forgotten Password

You need to choose a new password to keep your account protected.
First we need some information to help us identify your account.

Email Address * =

Enter your email address, then click the Continue button.

A message is displayed to confirm that a password change was requested.

The Local Authority will send an email, similar to the one below, to the registered email address.

D Emmm R

You have chasen 1a reset your passward, to enable you talogin to the

B exder o consplese this process, vou mass login again using the mew password you have chosen

16 o cas soe a Bk belovr, you may cick o this 1o open our senvice, otherwvise please copy and paste the tex o your Invames brovwses.

hetpeones o 1 W ResetPassword 7/

Rind regards,

Adminifrates

IMPORTANT - PLEASE DO XOT REPLY TO THES EMAIL AS IT MAY NOT GO TO YOUR LOCAL AUTHORITY.
TO CONTACT US, PLEASE SEE THE DETAILS BELOW:

Ceatact Us

Click the link in the email to access the Citizen Portal website.

e

Citizen Portal

& Hama & Logn [ Regnter

Flease enter a new password

Papywges
o

Cenfirm Pazaweed
G,

Enter your new Password. Passwords are case sensitive.
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Enter your new password again in the Confirm Password field.

Click the Submit button. A message confirms that you have successfully changed your
password.

Click the Login button to log in to the Citizen Portal with your new password.

Logging in to Citizen Portal Admin

The Citizen Portal Admin functionality is available in One v4 Online. To use the Citizen Portal
Admin you must have an email address, be set up as a_user and belong to a user group in One
v4. Your System Administrator will have set up the Citizen One Portal licence key and your
permissions via v4 Client | Tools | Permissions | User Group Permissions.

To log in to the One Citizen Self Service Portal Admin:
Log in to v4 Online. For more information see Logging in to One v4 Online on page 7.

Welcome to One

Please use the F11 key to enable Full Screen operation of your browser window.

Portal Back Office Citizen Portal Admin Prof. Portal Admin Training Manager

Transport Back Office

@ Hen o] togour

Click the Citizen Portal Admin button to display the Announcements page.

Announcements

Advance Notification of system downtime geee 00 Ba 0 0

All Portal usars should be aware that the system will be offine,
== = om R e Ll FEN o Ry

= e T o e e

The Announcements page displays only if there are announcements regarding the portal.
Click the Continue button to display the Home page.

The Announcements page is edited via
Administration | General Administration | Edit

Resources | Resource Configuration Title |
Markdown | Text Blocks.

Announcements

Placeholder_Title

Announcement Start Date

Placeholder_Forename

Announcements End Date

Placeholder_Surname

page.
More Information:

NOTE: If there are no announcements, clicking the Citizen Portal Admin button displays the Home

Deploying and Configuring the One Citizen Self Service Portal for Local Authorities technical guide,
available from the One Publications website.
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The Citizen Portal Home Page

The Citizen Portal Home page is divided into the following sections:

m Administration — for more information, see the Home | Administration Page section on page
11.

m GDPR Administration — for more information, see the Home | GDPR Administration Page
section on page 72.

m Local Authority — for more information, see the Home | Local Authority Page section on
page 12.

These can be accessed by clicking on the buttons or selecting an option on the navigation bar.

The Citizen Portal header displays the site logo. This is installed by the System Administrator
when installing the Citizen Self Service portal.

x| Sitelogo

Citizen Portal

# Home (# Local Autherity - & Adminisiration =

The Citizen Portal footer displays the following links:

About Contact Us Terms and Conditions Privacy Notice Cookies Policy

= About — displays information about the local authority. This text is formatted in One v4 Online
via Citizen Portal Admin | Administration | General Administration | Edit Resources |
Markdown | Site Notices_About.

m Contact Us — displays contact details such as address, phone numbers and email address.
This text is formatted in One v4 Online via Citizen Portal Admin | Administration | General
Administration | Edit Resources | Markdown | Site Notices_Contact.

m Terms and Conditions — displays the terms and conditions for using the Citizen Self Service
Portal. This text is formatted in One v4 Online via Citizen Portal Admin | Administration |
General Administration | Edit Resources | Markdown | Site Notices_TAndC.

m Privacy Notice — displays additional information regarding privacy. This text is formatted in
One v4 Online via Citizen Portal Admin | Administration | General Administration | Edit
Resources | Markdown | Site Notices_PrivacyNotice.

m Cookies Policy — displays information regarding the cookies that are placed on the user’s
computer when logging in to the portal. This text is formatted in One v4 Online via Citizen
Portal Admin | Administration | General Administration | Edit Resources | Markdown |
Site Notices_CookiesPolicy.

Home | Administration Page

The Administration page is accessed via v4 Online | Citizen Portal Admin | Home |
Administration.

The Home Administration page enables the following administration processes to be
performed by the local authority:

m Free School Meals Administration

m Home to School Transport Administration
m School Places Administration

= General Administration.

Free School Meals Administration Handbook -
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Home | GDPR Administration Page

The GDPR Administration page is accessed via v4 Online | Citizen Portal Admin | Home |
GDPR Administration.

The GDPR Administration tile is only available if permissions have been granted.

The GDPR Administration page enables the following administration processes to be carried
out:

m Configurable Question Library

m GDPR Consent Statements

m Cache

= GDPR Email Alert Configuration
m GDPR Consent Withdrawals

m GDPR Consent Histories

Home | Local Authority Page

The Local Authority page is accessed v4 Online via Citizen Portal Admin | Home | Local
Authority.

From here the administrator can manage applications and users.

Clicking the View All Applications button displays the Applications browse list. For more
information, refer to the following handbooks:

Free School Meals Administration Handbook — the section on Introduction to FSM Applications.

Clicking the User Management button displays the User Management page. For more
information, see User Management (Local Authority) on page 12.

User Management (Local Authority)

The User Management page enables the administrator to view user details and to change their
email address and password.

[ B Local Authority

User Management
Enter part of First Name, Surname Or Email Address
247 Records found <<Previous 1|2 3 4 5 =25 Nexts>

|Email Address + FirstNames | Sumames View Details | Action ]
= @mail com -r View Details Change Email Address | Resel Password

e e 1 wn s cOm R - ViewDetalls  Change Emall Address | Resel Password

== @mail. com —— - View Details Change Email Address | Reset Password

View Details  Change Email Address | Reset Password

LR

i 4 i e ———_ | @Mail.com o

=== @mail com View Details  Change Email Address | Reset Password

NOTE: If there are any errors reported when changing an email address or password, the record must
be changed in One v3.
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Viewing User Details
To view a user’s details:

. Select v4 Online | Citizen Portal Admin | Home | Local Authority | User Management to
display the User Management Search dialog.

Enter part of a first name, surname or email address, then click the Search button to display the
list of local users that have registered for the One Citizen Self Service portal.

. Click the View Details link to display the View Users Details dialog. Details are displayed for
Claimant, Children and Applications. You cannot make any changes.

. Click the Back button to return to the User Management page.

Changing a User’s email Address
To change a user’s email address:

. Select v4 Online | Citizen Portal Admin | Home | Local Authority | User Management to
display the User Management Search dialog.

Enter part of a first name, surname or email address, then click the Search button to display the
list of users that have registered for the One Citizen Self Service portal.

. Click the Change Email Address link to display the Confirm Email Update dialog. You are
asked to confirm that you are resetting the email address for the correct account.

Enter the New Email Address.

5. Confirm the New Email Address.

6. Click the Continue button to return to the User Management page.

Resetting a User’s Password
To reset a user’'s password:

. Select v4 Online | Citizen Portal Admin | Home | Local Authority | User Management to
display the User Management Search dialog.

Enter part of a first name, surname or email address, then click the Search button to display the
list of users that have registered for the One Citizen Self Service portal.

. Click the Reset Password button to display the Confirm Password Reset dialog. You are
asked to confirm that you are resetting the password for the correct account.

. Click the Continue button to return to the User Management page.

Free School Meals Administration Handbook _
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04 | General Administration
CSSP General Administration

Introduction to General Administration

The General Administration page is accessed via One v4 Online | Citizen Portal Admin |
Home | Administration.

General Administration

Portal Configuration Template Configurable Edit Resources Edit
Configure the general Management Create, Question Library Set site texts and contenis
application settings change, or remove up and manage a
used by the Portal templates used within library of questions to
messages be used in One
modules

Cache See which
data is cached and
clear the cache

The General Administration panel enables you to perform the following tasks:

m Portal Configuration — configure the general application settings used by the portal. For
more information, see the following sections:

o Portal Configuration on page 15.

o Configuring the Site Settings on page 15.

o Configuring Password Settings on page 15.

o Configuring ECS Settings on page 16.

» Configuring Application Settings on page 17.

o Configuring Message Settings on page 19.

o Configuring Application Type Settings on page 20.

o Configuring Scheduled Task Settings on page 20.

= Template Management — create, change or remove templates used within the messages.
For more information, see the following sections:

o Template Management on page 21.

o Creating a Template on page 22.

« Viewing Templates on page 23.

o Editing a Template on page 24.

o Deleting a Template on page 25.

m Configurable Question Library — set up and manage a library of questions to be used in the
One A&T module.
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m Edit Resources — edit site texts and contents. For more information, see the following
sections:

Edit Resources on page 25.

Editing Resource Descriptions on page 26.

m Cache — see which data is cached and clear the cache. For more information, see the
following section:

‘ Cache on page 30.

Portal Configuration

An Administrator, with the appropriate permissions, can edit the Portal Configuration settings,
thus changing the setup and the behaviour of the Citizen Self Service portal.

The Portal Configuration functionality is accessed via One v4 Online | Citizen Portal Admin |
Administration | General Administration. Click the Portal Configuration button to display the
Site Settings page.

More Information:

Configuring the Site Settings on page 1.

Technical Guide - Deploying and Configuring the One Citizen Self Service Portal for Local
Authorities, available on the One Publications website.

Configuring the Site Settings

The Site Settings pages are accessed via One v4 Online | Citizen Portal Admin |
Administration | General Administration | Portal Configuration. From here you can
configure the following settings:

m Password Settings

m ECS Settings (Eligibility Checking Service)
m Application Settings

m Message Settings

m Application Type Settings

m Scheduled Task Settings

Configuring Password Settings

The Password Settings panel is used to set the security settings applied to users during
registration and login.

To configure the password security settings:

. Select One v4 Online | Citizen Portal Admin | Administration | General Administration |
Portal Configuration | Site Settings.

. On the Password Settings panel, enter information into the fields displayed in the following
graphic. Click in a field to display the relevant tooltip.
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Password Settings

Configure Securily Setlings

Minimum password 8
length

Maximum passward 15
length

Minirmum digits In 2
password

Minimum number of 1
lower case characters

Minimum number of 1
upper case characters

Forgotten password | 15
check period

Forgotien password | 3
attempts

Locked account forgotten 180
password check period

Click the Save button.

Configuring ECS Settings

The ECS (Eligible Checking Service) Settings panel is used to store the credentials and
information used for connection to the Department for Work and Pensions (DWP) online
checking service.

To configure the ECS settings:

Select One v4 Online | Citizen Portal Admin | Administration | General Administration |
Portal Configuration | Site Settings.

On the ECS Settings panel, enter information into the fields displayed in the following graphic.
Click in a field to display the relevant tooltip.

ECS Passwerd
Configure the link to the DWP Eligibility Checking Service Updale/ECS Password
ECS Mock Eligibllity Status = SES G

| Eligible - Test

EC S MOck ErTon StatuS e Mo REREN S

| Success ¥
TR 2 These 'override' settings will normally be empty. They should only be set after
ECS Environment guidance from Capita.

ECS Service URI Override

ECS Local Authority

‘"
ECS Service Version Override

ECS Username

To change your ECS Password, click the Update ECS Password button to display the Update
ECS Password dialogue.

Enter the new password.

Confirm the new password.
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To view the ECS System Status, click the Test button. An information message is displayed
from the webpage.

Enter the following URL into the ECS Service URI Override field:
https://ecs.education.gov.uk/fsm.lawebservice/20170701/OnlineQueryService.svc

Enter information into ECS Service Version Override only if you have received guidance from
Capita One.

9. Click the Save button

Reset the Portal application to re-load the changes (either IIS Reset, or re-cycle the Application
Pool running the Portal application).

Ineligible Application Settings

The functionality of Ineligible Application Settings panel allows a Local Authority to choose if
they want the details of a child/carer to be submitted to Portal Back Office for matching or not,
when an application is ineligible.

Ineligible Application Settings

Submit child and carer details for ineligible TYOF applications?

A tooltip is displayed when accessing the switch as follow:

‘If set to OFF, only details for eligible TYOF applications will be submitted to Portal Back Office
for matching.’

If the switch is set to ON, then the details of the Child /Carer is submitted to Portal Back
Office if the application is ineligible.

In v4 client the child’s student detail record displays an X in the Eligible for 2 year old
funding field.

If the switch is set to OFF, then the details of the Child/Carer will not be submitted to Portal
Back Office.

Configuring Application Settings

The Application Settings panel stores the settings used when submitting applications via the
Citizen Self Service portal.

To configure the application settings:

. Select One v4 Online | Citizen Portal Admin | Administration | General Administration |

Portal Configuration | Site Settings.

On the Application Settings panel, enter information into the fields displayed in the following
graphic. Click in a field to display the relevant tooltip.
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Application Settings

Configure Application Settings

Admissions Online URL

‘ M BT

Free School Meals application prefix

‘ FSM |

Free School Meals dummy base id

mEn |

Transport application prefix
TR |

Transport dummy base id

Em |

Permitted Titles
‘ Ir Mrs, Miss,Ms,DrREV, Prof ‘

Permitted Relationships
‘ PAM,PAF, STM,STF,FOM,FOF,FAM, TCH,SWR,0OTH |

School Place application Permitted Faiths

Twe Year Old Funding Application Prefix
G |

Two Year Cld Funding Placement Prefix
| P |

2 Year Old Funding Dummy Base Id

| = |

2 Year Cld Funding application reference UDF field name

| TYOFAPPREF |

2 Year Old Funding application second applicant UDF field name
| TYOFSECAPP |

The current school base group

mim |

Training Manager Schools base group

[ ] |

SEND Dummy Base Id (Shared with Professional Portal)
= |

SEND Form Submission Nofification Email Addresses

3. Click the Save button.
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Configuring Message Settings

The Message Settings panel holds the values used when sending and displaying messages
from the Citizen Self Service portal.

To configure the message settings:

1. Select One v4 Online | Citizen Portal Admin | Administration | General Administration |
Portal Configuration | Site Settings.

2. On the Message Settings panel, enter information into the fields displayed in the following
graphic. Click in a field to display the relevant tooltip.

Message Setfings

Configure Message Settings

From.address foroutbound messages i

Pre-configured email address

2\¥ear, Ol Eunding VoucherMessage Template [N

Two year old funding voucher

2 ¥ear,0ld Funding Ineligible Message Template, |\
Two year old funding help Requested

2 Year Cld Funding Move into area Voucher Templata.

Two year old funding voucher moving application

2Year Old Funding late moving vouchertemplate | {1

Two year old funding voucher late moving application

SEND Parent/Carer Accept Message Template
SEND - Parent or Carer - Accept Template

SEND Parent/Carer Reject Message Template
SEND - Parent or Carer - Reject Template

SEND Parent/Carer Request Info Message Template

SEND - Parent or Carer - Request Information Template

SEND Young Person Accept Message Template
SEND - Young Person - Accept Template

SEND Young Person Reject Message Template
SEND - Young Person - Reject Template

SEND Young Person Request Info Message Template

SEND - Young Person - Request Information Template

The Portal url

IMPORTANT NOTE: For users of the SEND Portal, The Portal URL field must be populated by the LA
(e.q. http://www.capita-one.co.uk) to enable the citizen to view any portal messages. If this field is not
populated, then when a citizen selects the hyperlink from within a message, an error message is
displayed.

3. Click the Save button.
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Configuring Application Type Settings

The Application Type Settings panel controls the availability of the panels on the parents,
guardians, carers and young people’s Home page.

To configure the application type settings:

Select One v4 Online | Citizen Portal Admin | Administration | General Administration |
Portal Configuration | Site Settings.

On the Application Type Settings panel toggle the panels ON or OFF as required. Click in a
field to display the relevant tooltip.

Application Type Settings

Configure Application Type Settings

o]

Show Admission and Transfer Application Panel

o]

Show Free School Meals Application Panel

]

Show Transport Application Panel

o]

Show TYOF Application Panel

]

Show Thirty Hour Entitiement Application Panel

o]

Show Training Manager Application Panel

Q

Show SEND Application Panel

Click the Save button.

Configuring Scheduled Task Settings

The Scheduled Task Settings panel is used to control the task that removes old messages
from the One database. Although you can control some options for the Scheduled Task from
here, the task must first be set up in the One v4 Client.

To configure the scheduled task settings:

Select One v4 Online | Citizen Portal Admin | Administration | General Administration |
Portal Configuration | Site Settings.

On the Scheduled Task Settings panel, enter information into the fields displayed in the
following graphic. Click in a field to display the relevant tooltip.

Scheduled Task Setfings

When you wanl messages of a certain age to be removed, you can
purge them. To Setup automatic purging, just follow the steps below
1. Enter the message age in days e.g. 100 days old 2. Select what
time of the day you would like system 1o purge messages 3. Enable
the task

Enter Message Age | 100

Select Time | @ | 00:00

Task Enabled

Click the Save button.

NOTE: These settings only affect the Citizen Self Service portal; they do not affect Scheduled Tasks set
up in One v4 Client.
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Template Management

The Template Management functionality is accessed via One v4 Online | Citizen Portal
Admin | Administration | General Administration | Template Management. Templates are
used to send notifications to the parent, guardian or carer to provide information regarding their
application, or to inform them that changes have been made to their application.

In Template Management you can create, edit or remove templates stored within the portal.
Placeholders can be inserted into the subject or the body of the template for the following
entities:

= Title

m Forename

m Surname

m Business Phone
= Mobile Phone

= Home Phone.

A new Placeholder has been created for Shared Form Link. This gives Users the ability to
share form(s) on the Portal.

Edit Template

Template Name
[ SEND - Shared Portal Users Template
Subject
% | Information about [$5ChildForename$$] [$$ChildSurname$$] has been shared with you

4 Add To Body Insert Placeholder =

Message _
ransport

e | dEl| B | Transport »

Dear [$8Title$3] [35F Applications »

Applications Welsh »

Information about [34 me$$] has been shared with you. You can view this

2 Year Old Funding
Kind regards Applications »

Placements »

Special Educational |

Claimant

Preview Claimant »

Dear [$5Title$3] [ <senp

Information about  Professionals » name$§] has been shared with you. You can view 1
Kind regards Subject »
Forms » Form Link

Special Education

Form Mame
School Places »

Information Due Date
.
Shared Form Link |

Messane fram administrator

Free School Meals Administration Handbook -



General Administration

The placeholders are edited via Administration |

General Administration | Edit Resources | Resource
Configuration Title | Administration.

Title Placeholder_Title
Forename Placeholder_Forename
Surname Placeholder_Surname
Business Phone Placeholder_BusPhone
Mobile Phone Placeholder_Mobile
Home Phone Placeholder_HomePhone

Creating a Template

To create a new template:

1. Select One v4 Online | Citizen Portal Admin | Administration | General Administration |
Template Management.

Click the Create Template button to display the Create Template page.
Enter the Template Name.
Enter the Subject of the template.

o > b

If you wish to add a placeholder to the subject, click the Add To Body button to change it to
Add To Subject, then choose one of the Insert Placeholder options.

# Administration

Create Template
Template Name

B
Subject

»

4 Add To Subject Insert Placeholder =

Message

g |dE| Bz | EEEE|RAS How to Format

Preview

Save

6. Enter your text into the Message box. Alternatively click the Add To Subject button to change it
to Add To Body, then choose one of the Insert Placeholder options.

7. Use the buttons at the top of the Message field to format your message. Your formatted
message is displayed in the Preview field.

The buttons apply Markdown formatting, a text-to-HTML conversion tool for web writers. For
more information, click the How to Format button.
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¥ Administration

Create Template
Template Name

E
Subject

L J

+ Add To Body  Insert Placeholder =

Message

g |EE| Bz | EEFEE|RAS How to Format
#Header # &

Dear [$5Title25][$55umamess], ‘E ‘

*ltalic*

Preview

Header

Dear [$5Title$5][35Sumamess],

laiic

Save

8. Click the Save button to close the page and return to the View Templates page.

Viewing Templates

To view an existing template:

1. Select One v4 Online | Citizen Portal Admin | Administration | General Administration |
Template Management button to display the View Templates page; existing templates are
displayed.

£ Administration

View Templates

Manage all the templates stored

AUTH - Pending
Pending
Authorised

AUTH -Authorised

AUTH - Rejected

2. Click the template name to display the Subject and Message that are to be used in the
message.
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£ Administration

View Templates

Manage all the templates stored

Submitted
AUTH - Pending
Subject
Pending W | Submitted
Message
AUTH -Authorised Dear [$5Forenamess][$5Sumamess),

M I L
AUTH - Rejected Your FSM Application has been submitted

IN Progress.

Editing a Template

To edit an existing template:

1. Select One v4 Online | Citizen Portal Admin | Administration | General Administration |
Template Management | View Templates.

2. Select the required template then click the Edit button to display the Edit Template dialog.

Edit Template

Template Name

E Template 1
Subject

% [$FForenameds|[F5Surmnamess)

+ Add To Body Insert Placeholder =

Message

ge|dE| B 2| EEEE @ How to Format
Dear [$3Title53][$5Sumames3]

Thank you for your application farm.

Kind Regards
Beds CC

Preview

Dear [$5Title$5][$$5umameaSs] Thank you for your application form.
Kind Regards Beds CC

3. Edit the required fields; all of the fields on the Edit Template dialog can be edited.
4. Click the Save button.
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To delete an existing template:

General Administration

1. Select One v4 Online | Citizen Portal Admin | Administration | General Administration |
Template Management button to display the View Templates page.

View Templates

Manage all the templates stored

AUTH - Pending

Pending

Authorised
AUTH -Authorised

AUTH - Rejected

£ Administration

2. Click the template name to display the Subject and Message that are to be used in the

message.

|

View Templates

Manage all the templates stored

Submitted

Subject

| suomes
AUTH -Authorised Dear [$5Forenamess][S$Sumamess],
M I
AUTH - Rejecteu Your FSM Application has been submitted.

AUTH - Pending

IN Progress.

£ Administration

3. Click the Delete button to remove the stored template; you must confirm the deletion.

Edit Resources

Edit Resources

The Edit Resources functionality is accessed via One v4 Online | Citizen Portal Admin |
Administration | General Administration | Edit Resources. From here you can edit the
contents of the portal. The information in the tooltips is stored in the resource descriptions.

The following Resource Configuration Descriptions can be edited:

Text Resources

Account

Administration

Admissions

Citizen Thirty Hours Entitlement
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m Consent Resources
m Free School Meals
= Home

m Home Tiles

= Local Authority

m Messaging

= SEND

= Shared

m Training Manager
m Transport

m Two Year Old Funding.
Markdown

m Text Blocks

To find a particular resource description, open one of the Resource Configuration
Descriptions then use the Ctrl + F keys on your keyboard to display the Find dialog. The
entered text is highlighted on the page.

X Find: | | Previous Next | Options + | 31 matches
LoginEmailAddress_Tooltip Please enter the email Edit
address you used when
registering
LoginPassword_Tooltip Enter your password. Edit
Please rememberthisis  ———
case sensitive.

NOTE: You may need to search through more than one folder. For example, tooltips can be found in
most of the resource configuration descriptions.

Editing Resource Descriptions

The resource descriptions are individual dialogs that enable you to manage the text that is
available to users in many areas of the Citizen Self Service portal. If a Resource Value is
changed via the Edit Resource Title dialog, then the next time a user sees that resource, the
text will be updated to reflect the change.

To edit the resource descriptions:

Select Administration | General Administration | Edit Resources to display the Resource
Configuration Title page.

Resource Configuration Title

Resource Configuration description

Defaull |~ Welsh (United Kingdom)

Name Value

AccountManagement_PageTitle My Account Edit

The default option is English (en). Click the Welsh (United Kingdom) button to display the
Welsh (cy) descriptions.

_ Free School Meals Administration Handbook



General Administration

2. Select an area from the Resource Configuration Description drop-down to display the

3.

1.

Descriptions and Values associated with the resource types.

Resource Configuration Title

Resource Configuration description

Account

Default | Welsh (United Kingdom)

Name Value
Accountianagement_PageTitle My Account Ean

AddNonPortalChildren_Titie Please select children for adding to Portal Eait
Button_NewAddress Click 10 add new address ;
Button_SaveChild Save Child ;
Button_UsePreviousAddress Use previous address ;zm; :
ChangeMyCircumstancesTitie Change of Circumstances Edit

Continue_Button_Text Continue it

Cookie_Policy_Header Cookie Palicy Eait

Click one of the Edit buttons next to a Value to display the Edit Resource Title dialog.

Edit Resource Title

Edit Resource Descriplion
Resource Type | Account
Resource Key AccouniManagement_PageTitle
Resource Culture en

Resource Value This is the only editable field.

ancel | Save

The following fields are read-only:

m Resource Type —the name of the resource configuration title.
m Resource Key - the resource database name.

= Resource Culture — en (English) or cy (Welsh)

Enter your text in the Resource Value field.

Click the Save button to return to the Resource Configuration Title page to continue editing
the resource descriptions.

Site Logo and Header text

Portal administrators can now configure the site logo and header text in this area so that they do
not get overwritten during upgrades.

To edit the resource descriptions:
Select Administration from the Resource Configuration Description drop-down.

Resource Configuration Title

Resource Configuration description

Administration
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. Select CitizenPortal_HeaderText and click the Edit button to display the Edit Resource Title
dialog. Enter a Resource Value as required, eg: Citizen Portal.

Name Value

CitizenPortal_HeaderText Citizen Portal Edit

Click the Save button to return to the Resource Configuration Title page.

Select CitizenPortal_SiteLogo and click the Edit button to display the Edit Resource Title
dialog. Enter a description of the logo in the Resource Value field, eg: Site Logo.

Name Value

CitizenPortal_5itelogo Site logo Edit

Click the Save button to return to the Resource Configuration Title page.

Select CitizenPortal_SiteLogo_URL and click the Edit button to display the Edit Resource
Title dialog. Enter the URL for the location of the logo, eg: ~/Images/logo_sml.png.

Name Value

CitizenPortal_SiteLogo_Url ~[Images/logo_sml.png Edit

Click the Save button to return to the Resource Configuration Title page.

Configuring Automatic Emails

Portal administrators can now configure the text included with automatic emails, sent in
response to the following actions in both the One Citizen Portal and the One Professional Portal:

User indicates that they have forgotten their password

User changes their password

User changes their email address

Administrator resets a user's password (system sends forgotten password email to user).

Administrator changes a user's email address (system sends a changed email address
confirmation to user).

Note: Different text can be configured for the One Citizen Portal and the One Professional Portal
versions of these emails.

This text can be configured by the portal administrator via Citizen Portal Administration |
Administration | Edit Resources | Resource Configuration Title | Text Resources |
Account. Default text has been automatically configured for each.

To configure the subject lines for the different email types, type emailsubject into the Search
box to filter the resource list to display the new configurable email subject items.
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Site logo
£l

# Home

Citizen Portal

& Administration= ¢ Sign Out

Resource Configuration Title

Resource Configuration deseription

Account

T ‘ emailsubject| x

Defautt Welsh (United Kingdom)

Name

Emailsubject_EmailAddress_Changed

EmailSubject_Password_Changed

EmailSubject_Passvord_Forget

EmailSubject_Registration

Value

Change of email address - Citizen Portal

Change of password - Citizen Portal

Password Reset - Citizen Portal

Citizen Portal activation

# Administration J

Edit

General Administration

To configure the contents for the different email types, select Citizen Portal Administration |
Administration | Edit Site Texts | Resource Configuration Title | Markdown | Text Blocks.
Default text has been automatically configured for each.

Type email_ into the Search box to filter the list to display the new configurable content items for

the different email types.

B Site logo

Resource Configuration Title
Resource Configuration description

Text Blocks

URL]

bre

Kind Regards, Portal Administrator

Please note: if you are unable to click on this link, carefully copy and paste the text into your Int

Citizen Portal

(C]

£ Administration

T
Welsh (United Kingdom)

Name Value

Email_EmailAddress_( e chosen to c 55 the C Portal
In order to complete st login again using the password you have chosen.
[URL]
Please note: If you are unable to click on this link, corefully copy and paste the text into your Internet
browse;
Kind Regards, Portal Administrator
Important - Please do not reply to this email as thiz account is not monitored.

Email_Password_Changed You have changed the password you use to access the Citizen Portal

ternet

The configurable text block resource names are:
Email_EmailAddress_Changed
Email_Password_Changed
Email_Password_Forget

Email_Registration
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Cache

The cache is a temporary storage area used to speed up the retrieval of system information.
The One system caches information that can take a long time to retrieve or require a large
amount of memory. Sometimes issues can occur if the cached data is not updated when new
data is entered into One. For example, a new transfer group has been added in One, but is not
displaying in the Citizen portal. Clearing the cache forces a data refresh and displays the new
data as expected.

The Cache page enables you to see which data is cached; cached data can be cleared from the
system.

To clear the cache:
1. Select Administration | General Administration | Cache to display the list of cached items.

£+ Administration

Cache
Key Expires
CachedApplicationServerRepository_GetTranferGroupinfo_78 13:48:01

Clear Cache

2. Click the Clear Cache button to remove the list of cached items. Cached items cannot be
deleted individually.

3. Click the Save button.
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05 | eorr

Introduction to GDPR
GDPR Administration

The GDPR Administration page is accessed via v4 Online | Citizen Portal Admin | Home |
GDPR Administration.

£+ GDPR Administration

Click on the tiles shown below to manage GDPR.

Configurable ‘GDPR Consent Cache ‘GDPR Email Alert

Question Library Statements See which data is Configuration

Set up and manage a Manage the cached and clear the Configure the email

library of questions to publication of different cache addresses to be

be used in One versions of the GDPR notified when a

modules Consent Statement. Citizen withdraws
consent.

GDPR Consent GDPR Consent
Withdrawals Histories.

View details of people View the consents
who have withheld or that a user has
withdrawn GDPR agreed to.
consent.

You can only access the GDPR Administration area if you have Read-Write permission for the
GDPR Administration business process as shown in the following graphic:

|B Save

M

|-
Main Business |(Fa ]

Processes ” |
A
|-
Mame Read Read-Write Read-Write-Delete Deny

Citizen Portal

Administration

Free School Meals
GDPR Administration
Portal Admin Access

Thirty Hour Entitlement User

Transport

User Management

Permissions are set up in the v4 Client via Tools | Permissions.
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Setting Up Questions

The Configurable Questions Library page enables you to set up the questions to be included
in consent statements. Consent statements are used to request agreement from a citizen to hold
and process their personal data.

The page is accessed via GDPR Administration | Configurable Question Library.

£ Administration

Configurable Questions Library

This facility allows you to set up and manage a library of questions to be used in One modules which have been developed to allow applicants to be asked an additional
set of questions. Questions from this library can be placed as required onto pages which will be displayed within applications in Citizens Portal. You must have appropriat
e application permissions to use this functionality.

It is recommended that you do not change the meaning of a question once it has been used - it is better practice to make a question inactive and to create a new questi
on. This will improve any later analysis of answers (such as may be undertaken with One Analytics )

& | GDPR Consent Statement

GDPR Consent Statement

Consent Agreement Text - Statement Text Active? Action
| agree to the above usage policy *GDPR Consent Statement March 2018 Lorem ipsum dolor sit am Yes Edi
et, consectetur adipiscing elit. Phasellus eget finibus mi. Etiam sollicit

m,

udin laoreet neque, id laoreet ipsum iaculis sed. Suspendisse Preview (English)
Rwy'n cytuno &' polisi defnydd uchod

**GDPR Consent Statement (Welsh) March 2018 Lorem ipsum dol
or eistedd amet, adipiscing elit consectetur. Mae ffiniau fy Tempus ris
us sem. Etiam sollicitudin laoreet disgwylir, id laoreet Rhannwch

| agree to the above usage policy *GDPR Consent Statement March (V2) 2018~ ——— =Version 2= Yes Edit
-——-— Lorem ipsum dolor sit amet, consectetur adipiscing elit. Pha
sellus eget finibus mi. Etiam sollictudin laoree. Preview (English)

Rwy'n cytuno &'r polisi defnydd uchod
Preview (Welsh)
**GDPR Consent Statement (Welsh) March (V2) 2018™ ———— =F
ersiwn 2** ——— Lorem ipsum dolor eistedd amet, adipiscing elit ¢
onsectetur. Mae ffiniau fy Tempus risus sem. Etiam s._.

Adding a New Question

You can add a new question and save it in the Configurable Questions Library. The text can be
previewed to see how it will be displayed to a user.

1. Select GDPR Administration | Configurable Question Library to display the Configurable
Questions Library page.

2. Ensure that GDPR Consent Statement is selected from the drop-down.
3. Click the Add new tick box question button to display the Tick Box Question Editor window.

Tick Box Question Editor
English Welsh
Statement Text: ge|EE| B 7| sEEE|Q@s How to Format Yo |EE| ez | EEEE|dE How to Format
Preview
Consent Agreement yl Vs
Text:
Make this question No
active:
Save Close

_ Free School Meals Administration Handbook



GDPR

4. Enter the Statement Text (in either English or Welsh). This text is presented to the Citizen
portal user and comprises the Consent Statement.

5. Enter the Consent Agreement Text (in either English or Welsh), This is the question text that is
presented to the user with a tick box asking them to agree that their personal data is held in
accordance with the contents of the Consent Statement.

If required, click the Make this question active button.
If required, click the Preview (English) or Preview (Welsh) button.
Click the Save button.

Publishing a Consent Statement

The GDPR Consent Statement Schedule enables you to view the details of published consent
statements, schedule a new statement or delete a scheduled statement that has not yet been
published.

Adding a New Consent Statement
To add a new statement, select a single question from the Configurable Questions Library.

1. Select GDPR Administration | GDPR Consent Statements to display the GDPR Consent
Statement Schedule page.

£ GDPR Administration

GDPR Consent Statement Schedule

Publication Version

Statement Text Scheduled By = Date % Number = Action
**GDPR Consent Statement April 2018* Lorem ipsum dolor sit amet, consectetur adipiscing = NEILH 01/04/2018 1
elit. Phasellus eget finibus mi. Etiam sollicitudin laoreet neque, id laoreet ipsum iaculis sed | 09/03/2018 14:16 00:01

. Suspendisse vestibulum, nisl non volutpat ullamcorper, lacus risus sagittis enim, nec com

modo libero dolor sed ...  Show more

**GDPR Consent Statement March (V2) 2018™ ---------- Wersion 2% ----eeeeen Lorem ipsum d NEILH 09/03/2018 10
olor sit amet, consectetur adipiscing elit. Phasellus eget finibus mi. Etiam sollicitudin laore ~ 09/03/2018 14:19 14:20

et neque, id laoreet ipsum faculis sed. Suspendisse vestibulum, nisl non volutpat ullamcorp

er, lacus Show more

**GDPR Consent Statement March 2018™ Lorem ipsum dolor sit amet, consectetur adipiscin =~ NEILH 09/03/2018 9
g elit. Phasellus eget finibus mi. Etiam sollicitudin laoreet neque, id laoreet ipsum iaculis s 09/03/2018 13:30 13:35

ed. Suspendisse vestibulum, nisl non volutpat ullamcorper, lacus risus sagittis enim, nec co

mmeodo libero dolor sed ... Show more

**GDPR Consent Statement March 2018* Lorem ipsum dolor sit amet, consectetur adipiscin =~ NEILH 09/03/2018 8
g elit. Phasellus eget finibus mi. Etiam sollicitudin laoreet neque, id laoreet ipsum faculis s 09/03/2018 12:37 13:00

ed. Suspendisse vestibulum, nisl non volutpat ullamcorper, lacus risus sagittis enim, nec co

mmodo libero dolor sed Show more

**GDPR Consent Statement March 2018™ Lorem ipsum dolor sit amet, consectetur adipiscin =~ NEILH 09/03/2018 7
g elit. Phasellus eget finibus mi. Etiam sollicitudin lacreet neque, id laoreet ipsum iaculis s 09/03/2018 12:36 12:55

ed. Suspendisse vestibulum, nisl non volutpat ullamcorper, lacus risus sagittis enim, nec co

mmodo libero dolor sed ...  Show more

2. Click the Add New button to display a list of consent statements that have been stored in the
question library.

Free School Meals Administration Handbook _



GDPR

¥ GDPR Administration

Schedule Consent Statement

Created / Last Edited By

Statement Text B

“*GDPR Consent Statement March (V2) 2018™ ---------- **Version 2% - Lorem ipsum dolor sit amet, consectetur adipiscing elit. Phasell | NEILH
us eget finibus mi. Etiam sollicitudin laoreet neque, id laoreet ipsum iaculis sed. Suspendisse vestibulum, nisl non volutpat ullamcorper, lac | 09/03/2018 14:18

us ... Show maore

““GDPR Cansent Statement April 2018 Lorem ipsum dolor sit amet, consectetur adipiscing elit. Phasellus eget finibus mi. Etiam sallicitudin | NEILH
laoreet neque, id laoreet ipsum iaculis sed. Suspendisse vestibulum, nisl non velutpat ullamcorper, lacus risus sagittis enim, nec commodol | 09/03/2018 12:25

ibero dolor sed ... Show more

“GDPR Consent Statement March 2018* Lorem ipsum dolor sit amet, consectetur adipiscing elit. Phasellus eget finibus mi. Etiam soliicitudi | NEILH
n laoreet neque, id laoreet ipsum faculis sed. Suspendisse vestibulum, nisl non volutpat ullamcorper, lacus risus sagittis enim, nec commod | 09/03/2018 12:21

o libero dolor sed ...  Show more

# Nithiya English Question2 # *Those an equal point no years do™*. *Depend warmth fat but her but played. Shy and subjects wondered trif | CITIZENADMINT
ling pleasant. Prudent cordial comfort do no on colonel® as assured chicken. Smart mrs day which begin. Snug do sold mr it if such. Termina | 05/03/2018 14:41

ted uncommonly atat ... Show more
# Nithiya Question1 English # {[Image Text](https://lh3.googleusercontent.com/ivkh1XbgLyYSfeadf6lEnOclraeOtts_KuiZzESYp8OWRIGVLAT | CITIZENADMINT

uh0jSphHFARSlo=h900) > > > On no twenty spring of in esteem spirit likely estate. Continue new you dedared differed learning bringing hon | 05/03/2018 14:38

oured. At mean mind so upon... Show more

Publish Date Publish Time (HH:mm)
15 18 -] 00:00

;| s 18

3. Select the radio button adjacent to the required statement and click the Save button.

Clearing Cache
To view cached data and clear it:
1. Select GDPR Administration | Cache to display the Cache page.

£ Administration

Cache
Key Expires
CachedApplicationServerRepository_GetModules 16:49:16
ConsentRepository_GetCurrentConsent 16:02:02

Clear Cache

2. If required, click the Clear Cache button.

Configuring Email Alerts

To set up a list of email addresses that will receive a notification when a user withdraws GDPR
consent:

1. Select GDPR Administration | GDPR Email Alert Configuration to display the GDPR Email
Alert Configuration page.
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£+ GDPR Administration

GDPR Email Alert Configuration

This field can be filled with a list of email addresses separated by semi-colons (7). When a user withdraws consent the addresses will receive a notification

Notification Email Addresses

portalol @or €0.UK; portal02@or €0.UK;portal03@onetestsmip.co.uk

saved Emais

Enter the required Notification Email Addresses, separated with a semi-colon.
If required, click the Send Test Email button to send a test email to each address.
Click the Save button.

Viewing Consent Withdrawals

You can view a list of those who have withheld or withdrawn consent. You can view details of
any associated children and mark the record as having been actioned.

Select GDPR Administration | GDPR Consent Withdrawals to display a list of people who
have withheld or withdrawn GDPR consent.

If required, enter search criteria and click the Search button to display matching records.

£ GDPR Administration

GDPR consent withdrawals

View details of people who have withneld or withdrawn GDPR consent

nel m

2 Records found
Consent
Public  Name One Date of EmailAddress & OneLine Withdrawal Action taken | Action taken Action
Userld e Personld Birth Address Children Date = on% by
10068 Neil portal19@onetestsmtp.co.uk No 09/03/2018 09/03/2018 Clara Action already
Children 13:47 14:00 Penneington taken
12, Greyfriars, BEDFORD,
Simshire, MK40 1HJ
8249 Neil 25/12/1976 portal19@onetestsmtp.co.uk 1 Child 09/03/2018 Mark Actioned
13:20

12, Greyfrars, BEDFORD,
Simshire, MK40 1HJ

If required, click the Children link to display details of children associated with this person.

E I's Children
PortalStudentid Name OnePersonid
15308 Ruth Hall

Cancel

If required, click the Mark Actioned button to update the Action status.
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Viewing Consent History
To view a history of when a user has agreed or withdrawn consent:

1. Select GDPR Administration | GDPR Consent Histories to display the GDPR Consent
History page.

GDPR Consent History

Please search for a Citizen Portal Account Holder. Once an account is selected a list of their GDPR consents will be shown.

Enter name, email or id of user.

2. Enter search criteria and click the Search button to display a history of consents for each

person.

neil

Name

Neil F.

Neil F

Neil b

GDPR Consent History

Email Address
portal19@onetestsmip.co.uk
portal19@onetestsmip.co.uk

portall9@onetestsmip.co.uk

Userid
8249
10068

10070

Please search for a Citizen Portal Account Holder. Once an account is selected a list of their GDPR consents will be shown.

Action

Consent Withdrawn

Consent Withdrawn

Consented

Action On

00/03/2018 13:20:18

00/03/2018 13:47:28

09/03/2018 14:25:38

3. If required, click a Name in the list to display the Consent History for User panel.

neil
Name
Neil
Neil

Neil "l

Forename

Neil

Version 2

GDPR Consent History

Email Address
portal19@onetestsmip.co.uk
portal19@onetestsmip.co.uk

portal19@onetestsmip.co.uk

Consent History for User

Surname User Id

- 10070

‘GDPR Consent Statement

GDPR Consent Statement March (V2) 2018

View full statement

GDPR Consent Statement March 2018

View full statement

Userid
8249
10068

10070

Email Address

portal19@onetestsmtp.co.uk

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Phasellus eget finibus mi. Etiam
sallicitudin laoreet neque, id laoreet ipsum iaculis sed. Suspendisse vestibulum, nisl nan volutpat
ullamcorper, lacus ...

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Phasellus eget finibus mi. Etiam
sollicitudin laoreet neque, id laoreet ipsum iaculis sed. Suspendisse vestibulum, nisl non volutpat
ullamcorper, lacus risus sagittis enim, nec commodo libero dolor sed ...

Please search for a Citizen Portal Account Holder. Once an account is selected a list of their GDPR consents will be shown

Action Action On
Consent Withdrawn 09/03/2018 13:20:18
Consent Withdrawn 09/03/2016 1374728
Consented 09/03/2018 14:25:38
Address
12, Greyfriars, BEDFORD, Simshire, MK40 1HJ
Consent Consent
Action Action On Version Published Date
Consented 09/03/2018 10 09/03/2018
14:25:38 14:20:00
Consented 09/03/2018 9 09/03/2018
13:48:53 13:35:00
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06 I Free School Meals Administration

Introduction to Free School Meals Administration

Access to the Free School Meals Administration page is via v4 Online | Citizen Portal
Admin | Home | Administration | Free School Meals Administration.

x| Stelogo

Citizen Portal

# Home @ Local Authority~ (& Administration ~

# Administration

Free School Meals Administration

Additional Questions Configure Eligible Schools Configure the Grants and Benefits mapping Portal Status Godes Configure
the additional questions asked schools that users are able fo Configure the field mappings
during Free School Meal select during Free School Meal when importing a claim into
applications applications Grants and Benefits

rwhen
their application

Parents, guardians and carers can apply for free school meals, with instant feedback as to their
eligibility from the Eligibility Checking Service. Applications are loaded into the Grants &
Benefits module for processing and batch checking.

Free School Meals (FSM) applications are made via the Citizen Self Service portal, and
imported into One. Students and parents (carers and guardians) are matched via the Portal
Back Office functionality. The applications are then loaded into One.

FSM applications are imported using the same method as One B2B:Student. Before this import
process can begin, a dummy base must be created as a B2B Student Base. This can be done
via One v4 Client | Focus | Bases | Base Definition or One v4 Online | Bases.

After a dummy base has been created a user is mapped to the dummy base. The User_ID is
used to identify that a record has been received from the Citizen Self Service portal.

The following settings must also be configured to enable Free School Meals applications to be
made on the Citizen Self Service portal and subsequently processed in One:

= Additional Questions — configure the additional questions asked during Free School Meal
applications.

m Eligible Schools — configure the schools that users are able to select during Free School
Meal applications.

m Grants and Benefits Mapping — configure the field mappings when importing a claim into
Grants & Benefits.

= Portal Status Codes — configure the display values and messages that are received by the
user when updates occur to their application.

For information on how parents, carers and guardians make their free school meals applications
via the Citizen Self Service portal see Making a Free School Meals Application on page 70.
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Creating a Dummy Base (FSM)

To import FSM applications from the Citizen Self Service portal, a dummy base must be created
as a B2B:Student Base and a user must be mapped to the dummy base to identify that a record
has been received from the Citizen Self-service portal.

The User_ID is used to update the Last Updated field in the relevant area of One, identifying
that the record was sourced from the Citizen Self-service portal.

The dummy base should have been set up by the One Administrator for the User_ID set up for
processing FSM applications.

More Information:

Creating ‘Dummy’ Bases topic in the Deploying and Configuring the One Citizen Self Service Portal for
Local Authorities technical guide, available from the One Publications website via the Technical link.

Configuring FSM Applications

The following settings must be configured to enable Free School Meals applications to be made
via the Citizen Self Service portal and subsequently processed in One:

m Additional Questions. For more information, see Adding Additional Questions (FSM) on
page 40.

m Eligible Schools. For more information, see Configuring Eligible Schools (FSM) on page 40.

m Grants and Benefits Mappings. For more information, see Configuring Grants and Benefits
Mappings on page 42.

m Portal Status Codes. For more information, see Confiquring Portal Status Codes on page
45.

x| Stelogo

Citizen Portal

# Home @ Local Authority~ (& Administration ~

# Administration

Free School Meals Administration

Additional Questions Configure Eligible Schools Configure the Grants and Benefits mapping Portal Status Godes Configure
the addtional questions asked schools that users are able to Configure the field mappings the display values, and

during Free School Meal select during Free School Meal when importing a claim into
applications applications Grants and Benefits

Adding Additional Questions (FSM)

As part of the Free School Meals application process, additional questions can be set by the
local authority. It is not mandatory to configure additional questions. However, any questions
configured here are mandatory and must be answered by the applicant before the application
can be continued.

When the parent, carer or guardian makes a Free School Meals application, they will see the
additional questions as Step 3 Additional Information.
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CAPITA Citizen Portal

# Home & My Account O Sign Out

| ¥{ Free School Mea’lsﬁﬂ;
S

Additional Information

Are you employed?
Yes

To configure additional questions:

Select One v4 Online | Citizen Portal Admin | Home | Administration | Free School Meals
Administration.

Click the Additional Questions button to display the Setup Additional Questions page;
existing questions are displayed in number order.

Setup Additional Questions

Chsestion Ovder Cestion 1o ask the wser Answer Type Lookup for dropdown kst

Are you employed? Boolean (truefalse) x
It you have previously applied for FSM, what date did you made the application?  Date x
Fiease select ihe status of your appcation? Dropdaown lisl 1183 ]

How many children do you have? Integer x

R g

Please provide us with any Turther information fo support your application String x

Add Question

Click the Add Question button to display the Additional Questions Form dialog.

Additional Questions form

Answer Type

Flease select an answer type i

Question to ask the user

Question Order

[i]

Close Complete

Select an Answer Type. If you select the Dropdown list option, the Lookup for drop down

list field is displayed. Enter the Table_ID from One v4 Client | Tools | Administration |
Lookups.

Enter your required text in the Question to ask the user field.
Enter the Question Order number.

If you enter a number that has already been assigned to a question, this produces a duplicate
number; therefore, you must edit the numbers of the subsequent questions.

Click the Complete button to return to the Setup Additional Questions page.
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The Answer Types are edited via General Administration | Edit
Resources | Resource Configuration Title | Administration.
String AnswerType_String

Date AnswerType_Date

Email AnswerType_Email

Decimal AnswerType_Decimal

Drop-down list AnswerType_DropDown

Boolean AnswerType_Boolean

Integer AnswerType_Interger

Editing an Existing Additional Question

To edit an existing additional question:

. Select One v4 Online | Citizen Portal Admin | Home | Administration | Free School Meals
Administration.

. Click the Additional Questions button to display the Setup Additional Questions page;
existing questions are displayed in number order.

Click the question to edit to display the completed Additional Questions Form.

Additional Questions form
Answer Type
Dropdown list

Lookup for dropdown list
1183

Question to ask the user

Flease select the stalus of your application?

CQuestion Order

3

Make the required changes; all of the fields can be edited.

5. Click the Complete button.

Configuring Eligible Schools (FSM)

Not all schools are supported by the local authority for Free School Meals. The Eligible
Schools option enables your local authority to configure base groups, containing bases that can
be selected by the Citizen Self Service portal user when applying for Free School Meals for their
child.

Configuring the base groups means that the user is informed directly whether the school they
have selected is eligible for free school meals or not.

Bases are allocated to base groups via One v4 Online | Bases | Base Groups.
To configure the eligible schools:

. Select One v4 Online | Citizen Portal Admin | Home | Administration | Free School Meals
Administration.

. Click the Eligible Schools button to display the Configure FSM Schools page.
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Configure FSM Schools

Setup the list of schools that are supported by the LA for Free School Meals.

Please choose a base group to be added to the FSM supported or not supported list

HFSM 5-15% -
i FSM Greater than 24 |Z|
| FSM Less than 24

FSM supported Base Groups FSM not supported Base Groups
Base B BASEG

[ ancel |

. To add a base group to the supported list, highlight the base group, then click the Add button to
move it to the FSM supported Base Groups list.

. To add the base group to the non-supported base group list, highlight the base group, then click
the Add to not Supported button to move it to the FSM not supported Base Groups list.

Click the Save button.

Clicking the Remove button under the FSM supported Base Groups and FSM not supported
Base Groups lists returns the base group to the base group chooser.

Removing Base Groups

To remove a base group from the FSM supported Base Groups or FSM not supported Base
Groups list:

. Select One v4 Online | Citizen Portal Admin | Home | Administration | Free School Meals
Administration | Eligible Schools to display the Configure FSM Schools page.

Configure FSM Schools

Setup the list of schools that are supported by the LA for Free School Meals.

Please choose a base group 1o be added to the FSM supported or not supported list

| SRS R
i FSM Greater than 24 |Z|
| FSM Less than 24

FSM supported Base Groups FSM not supported Base Groups
Base B BASEG

(G

. To remove a base group from the supported base group list, highlight the base group then click
the Remove button to move the base group to the base group chooser list.

. To remove a base group from the not supported base group list, highlight the base group then
click the Remove button to move the base group to the base group chooser list.

Click the Save button.
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Configuring Grants and Benefits Mappings

When importing Free School Meals (FSM) applications from the Citizen Self Service portal to
the v4 Grants and Benefits module, mappings for certain values are required in order to identify
certain conditions, authorisation or claim status values.

These mappings enable local authority users to configure the outcomes from the Department of
Work and Pensions (DWP) Eligibility Checking Service (ECS).

There are two types of configuration:
m FSM Settings — configuration of results from the DWP Eligibility Check.

= Exception Settings — configuration of a claim status to be used when loading the claim into
One, when an exception occurs.

The Grants and Benefits mappings are configured via One v4 Online | Citizen Portal Admin |
Home | Administration | Free School Meals Administration | Grants and Benefits Mapping.

Eligibility Checking Outcome

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:
= 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.

£ Administration

FSM Settings Exception Settings

FSM Settings

Eligibility Checking Active Use Default Authorisation Submit details to
Out Category Item Fund Fund Dates Claim Status Status Portal Back Office?
Eligible Free School Meals|v| | General Free School Meal|w| FSMACC  Yes|w| Draft Application [v| Authorised|v| Yes[v|

Not Found Free School Meals|v| General Free School Meal|v| FSMACC  Yes|v| Draft Application |v| Pending [v| Yes|v|

Error Free School Meals|v| |General Free School Meal|v| FSMACC | Yes|v| Current \~v| [Pending |v] Yes|v|

An option to control whether a citizen can process multiple FSM applications for a child where an eligible FSM application already exists.

Allow multiple Eligible FSM Applications

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

_ Free School Meals Administration Handbook



Free School Meals Administration

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.
Select the Use Default Fund Dates option.

. Select a Claim Status. The Claim Status options are populated via v4 Client | Tools |
Administration | Lookup Codes | Table_ID 0312.

6. Select the Authorisation Status. These are system generated codes and cannot be edited.

7. Submit details to Portal Back Office? This column allows a Child’s details to be submitted to

Portal Back Office in accordance with 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.

o 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.

Multiple FSM Application

Allow multiple Eligible FSM Applications allows the local authority to stop the creation of
multiple FSM applications for the same child on the Citizen Portal.

An option to control whether a citizen can process mulliple FSM applications for a child where an eligible FSM application already exists

Allow multiple Eligible FSM Applications ON

Use the ON/OFF button to enable or disable this option. By default, the option is set to ON.
The impact of this setting is:
If set to OFF:

« Citizens cannot create FSM application for a child if an application already exists with
Eligibility status, as Eligible.

e The option Include in Application is not visible for an eligible application that is already
submitted. Instead, the following displays:
Eligible FSM Application submitted on DD/MM/YYYY

e Citizens can create an FSM application for a child if an application already exists with an
eligibility status of Not found or Error.
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Exception:

If the citizen had made a previous application and their child was eligible, if they start to
create another one and the LA turn off the ability to create multiple applications, the
parent can still complete the application that is in progress.

If set to ON

o Citizens can create an FSM application for a child if an application already exists with
Eligibility Status as Not found, Error or Eligible.

¢ Citizens can continue to complete an application that is in progress, if an application for
that child already exists with Eligibility Status as Eligible.

e The option Include in Application is available.

Configuring Exception Settings

The Exception Settings page is used to configure the Claim Status to be used when importing
the claim into One and one of the following exceptions occur while being processed.

m A current FSM Claim already exists for the student in One.

m The National Insurance number of the applicant is different to that of the matched parent,
carer or guardian in One.

m The National Insurance number of the applicant already exists for another person in One.

m The Asylum Seekers number of the applicant is different to that of the matched parent, carer
or guardian in One.

m The date of birth of the applicant is different to that of the matched parent, carer or guardian
in One.

m The current school of the child on the application is different from the current school of the
matched student in One.

For those claims where the above exceptions occur, the Category, Item, Fund and Default
Date values are picked up from the relevant Eligibility Checking Outcomes (Eligible, Not
Found, Error) as defined on the FSM Settings page. The Claim Status is as specified against
the appropriate exception and the Authorisation Status defaults to Pending for all exceptions.

To configure the Exception Settings:

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

GEYEEITRE  Exception Seftings

Exception Settings
AEm!nunn scenarios : : : S i Claim Status
CUMenLCIaim for e makched Student afeady exsts nOne g E i
NI Number of applicant is different to that of the matched guardian in One Pending

NI Number of applicant is already being used within One for another person Expired B
Asylum Seekers Number of applicant is different fo that of the maiched guardian in One Cancetien Clam [<]

Dale of birth of applicant is Gifferent 1o that of the malched guardian in One. Curtent =

School Attended of incoming child is different 10 the atest school history record for the matched student in One: Pending &

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

_ Free School Meals Administration Handbook



Free School Meals Administration

2. For each of the Exception scenarios, select a Claim Status. Claim Status is populated via v4
Client | Tools | Administration | Lookup Codes | Table_ID 0312.

3. Click the Save button.

Configuring Portal Status Codes

Portal Status Codes enable the local authority user to configure the appropriate status to be
displayed to the Citizen Self Service portal registered user, throughout the various stages of
their FSM application. It also enables the LA to specify a message template that is invoked to
send more detailed information to the registered user about their application.

IMPORTANT NOTE: Message detfails are not sent directly to the Citizen Self Service portal user. A
notification is sent to the user’s mailbox, informing them that they have a message in their portal account.
The user must log in and authenticate with the Citizen Self Service portal, before they can view the
message defails.

There are three stages of a Free School Meals application, against which a Status and
Message Template can be specified:

= Incomplete - The application is currently in progress on the Citizen Self Service portal.

m Submitted - The Citizen Self Service portal registered user has completed and submitted the
application.

m Received - The application has been received by the Local Authority and has been loaded as
an FSM Claim into One v4 Grants and Benefits.

For more information, see the Template Management section in the General Administration
chapter.

After the application has been received by One, there are three system generated Grants and
Benefits codes that map to Free School Meals:

= Authorised
m Pending
m Rejected.

Maintaining Status Codes

Maintain Status Codes is accessed via One v4 Online | Citizen Portal Admin | Home |
Administration | Free Schools Administration | Portal Status Codes.

There are three stages of a Free School Meals application, against which a Status and a
Message Template can be specified:

m Incomplete
= Submitted
m Received.
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Incomplete

An Incomplete status signifies that the application is currently in progress on the Citizen Self
Service portal.

Display Status Messapge Template

& InProgress = Pending ~

It is not possible to add additional rows to the Incomplete panel. The Display Status and
Message Template can be changed by highlighting the row and selecting one of the fields to
display the Maintain Status Codes dialog.

Maintain Status Codes

Display Status In Progress T

Message Template Pending u

You can edit the Display Status options in One v4 Client via Tools | Administration |
Lookups | Table_ID 1183.

For more information on editing the Message Template options, see the Editing a Template
section in the General Administration chapter.

Submitted

A Submitted status signifies that the Citizen Self Service portal registered user has completed
and submitted an application.

Submitted

Display Status Message Template

b Submilled = Submitled ~

Add New ERgibility Sialus

The Display Status and Message Template can be changed by highlighting the row and
selecting one of the fields to display the Maintain Status Codes dialog.

Maintain Status Codes

Display Status Submitted ¥

Message Template | Submitted v
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You can edit the Display Status options in One v4 Client via Tools | Administration |
Lookups | Table_ID 1183.

For more information on editing the Message Template options, see the Editing a Template
section in the General Administration chapter.

For applications that are Submitted, you can configure a status and a message template
against each result of the DWP Eligibility Check. This configuration can be used to immediately
inform the Citizen Self Service portal user the outcome of the eligibility check.

Adding a New Eligibility Status

There are three Eligibility Status options for a Submitted application:
m Eligible

= Not Found

m Error.

To add a new Eligibility Status:

. Select One v4 Online | Citizen Portal Admin | Home | Administration | Free Schools

Administration | Portal Status Codes to display the Maintain Status Codes page.

For each of the Eligibility Status options, click the Add New Eligibility Status button on the
Submitted panel to display a new Maintain Status Codes dialog

Maintain Status Codes

Eligibility Status Fleasa salect an eligibility status  ~
Di=zplay Status Do not change o

Message Template Mo Massage Template Selecied 7

Select an Eligibility Status.

Select a Display Status.

Select a Message Template.

Click the Complete button.

Repeat steps 2 through 7for the other Eligibility Status options.

For more information, see the Template Management section in the General Administration
chapter.
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Received

A Received status signifies that an application has been received by the Local Authority and
has been loaded as an FSM Claim into the One v4 Grants and Benefits module.

For applications that are Received, it is possible to configure a Status and a Message
Template against each available Authorisation Status in One v4 Grants and Benefits
(Authorised, Pending, Rejected). This configuration can then be used to inform the Citizen Self
Service portal user of the current Authorisation Status of their claim, either when the claim is first
added to One, or when the Authorisation Status subsequently changes in Grants and Benefits.

For applications that are Received, it is also possible to configure a Status and a Message
Template against each Claim Status in One v4 Grants and Benefits. This configuration can
then be used, together with the configuration of the Authorisation Status, to inform the Citizen
Self Service portal user of the current Claim Status of their claim, either when the claim is first
added to One, or when the Claim Status subsequently changes in Grants and Benefits.

For more information, see the Template Management section in the General Administration
chapter.

Maintaining Grants and Benefits Claim Codes

Grants and Benefits Codes are maintained via One v4 Online | Citizen Portal Admin | Home
| Administration | Free School Meals Administration | Portal Status Codes.

There are three Grants and Benefits Status Codes, against which a Status and a Message
Template can be specified:

= Authorised
m Pending
m Rejected.

Grants and Benefits Codes
Configure Status Codes mapping for Free School Meals

Some fext to explain the display status, message template and the claim status

| Autnorised J
Claim Status Display Status Message Template ClimStatus  Display Status Message Template

2 Submitted = Authorised rd 3 In Progress = Pending P

Pending = In Progress Authorisedwith £ x Pending & In Progress = Pending with claim £ x
claim status status

Add New Claim Status Add New Claim Status

Claim Status Display Status Message Template

Q2 Refused = Rejected #

Pending &3 InProgress = Rejected with claim  # X
status

Adding a New Claim Status

To add a new Grants and Benefits Claim Status, complete the following procedure:

. Select One v4 Online | Citizen Portal Admin | Home | Administration | Free Schools
Administration | Portal Status Codes to display the Maintain Status Codes page.

In the panel for the required claim status code (Authorised, Pending or Rejected), click the Add
New Claim Status button to display the Maintain Status Codes dialog.
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Maintain Status Codes

Claim Stalus Code Please select a claim states code 7
Display Status -

hessage Template

Close Complete

Select a Claim Status Code.

Select a Display Status.
Select a Message Template.
Click the Complete button to save the record

Repeat steps 2 through 6 for the other Status Codes.

NOTE: The following graphic is an example of the Display Statuses and Message Templates that can be
assigned to an Authorised application.

Claim Status Display Status Message Templale

3 Eligible = Auth-Authorised ~
Cancelled Claim &2 Refused &= Auth-Rejected ~ b
Current 2 In Progress Auth-Pending & x
Expired L7 Submitted & InProgress ~ 3
Pending 2 Eigible = Claim-AUthonised & ®
Add New Claim Status

You can edit the Display Status options in One v4 Client via Tools | Administration |
Lookups | Table_ID 1183.

For more information on editing the Message Template options, see the Template Management
section in the General Administration section.

Editing a Claim Status
To edit an existing Grants and Benefits claim Status Code, complete the following procedure:

In the panel for the required claim status code (Authorised, Pending or Rejected), highlight the
required row then click the spanner icon to display the Maintain Status Codes dialog.

Maintain Status Codes

Claim Status Code Current
Display Status In Pragress

Message Template Auth-Pending

Close Complele

Select the required options from the drop-downs; all of the fields can be edited.

Click the Complete button to save the changes.

Repeat steps 1 through 3 for the other Status Codes.
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07 | Applications FSM
Introduction to FSM Applications

The Applications area of the Citizen Self Service portal enables online applications for Free
School Meals to be reviewed by the local authority teams. The applications are then imported
into the One Grants & Benefits module.

For more information on how parents, carers and guardians make their applications via the One
Citizen Self Service Portal, see Making a Free School Meals Application on page 70.

Free School Meals Applications

When a Free School Meals application is made via the Citizen Self Service portal, any child that
has either not been successfully matched to a student in One, or that has been successfully
matched, but there are differences (conflicts) between some details of the incoming child and
the matched student, is processed via v4 Online | Portal Back Office | Data Transfer. The
incoming students are listed under the FSM Dummy Base.

NOTE: For FSM applications, the parent making the application is also subject to matching and conflict
rules, after the child has been successfully matched.

Applications for review are accessed via One v4 Online | Citizen Portal Admin | Home | Local
Authority | View All Applications.

More Information:

Matching Students via One Portal Back Office handbook available from the One Publications website
via Handbooks | One Self Service.

Managing FSM Applications

Applications for Free School Meals can be reviewed on the Citizen Self Service portal via One
v4 Online | Citizen Portal Admin | Home | Local Authority | View All Applications.

For more information on how parents, carers and guardians make their applications via the One
Citizen Self Service Portal see Making a Free School Meals Application on page 70.

Searching for a FSM Application
To search for a Free School Meals application:

. Select One v4 Online | Citizen Portal Admin | Home | Local Authority | View All
Applications to display the Applications Search Filters panel.
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- , e
G{O https:/one-websern&d/Cii 2 ~ & & || = Copita One Oniine |OCR’\zensPuml»Applicaﬂons x| [ - i g ik
| Fle Edit View Favorites Tools Help
[ [ Local Authority
Applications
Search Filters :
Name @& Reference Number | @
From 63 To |63
Application Type Free School Meals
=3
|Claimant ' Date Application  Portal Display  Reference
Name Dependent Name  Submitted Email Type | Status. ~ Number
o m— 1 FSM Submitted FSM-1408-
s Eadi = WIETTEL I FSM Submitted FSM-1408-
s i
i o E T R100% v

The list of applications, and the total number, display in the browse below the Search Filters

panel.

Select afilter; you can search using one or multiple filters:

= Name - this searches on both the Claimant Name and the Dependent Name fields.

m Reference Number — you can search on a partial reference number. The type of application
is indicated by the first three letters - FSM.

m From - select a date from the drop-down.

m To — select a date from the drop-down.

m Application Type — click the drop-down and select Free School Meals.

Click the Search button to display the applications according to the Search Filters.

|Claimant Date Application Portal Display  Reference ]\

Name Dependent Name Email Type | Status Number |
x o wm = Ty E———y 1 FSM Submitted FSM-1408-

o o B F | Bt 1 FSM Submitted FSM-1408-

an "

Reviewing FSM Applications
To review Free School Meals applications:
Select One v4 Online | Citizen Portal Admin | Home | Local Authority | View All

Applications to display the browse list.

[Ciai Date Submitted| [Email

FSM

 — = S—— e e v w FSM
& [FsM

= FSM

Eligible

In Progress
Submitied
Refused

ion Type |Portal Display Status |Referance Number |

Fsm-
FSM-
FSM-
FSM-

Use the Search Filters panel to reduce the number of applications.
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Application Summary

Claimant Details

@ ~ame of Glaimant
Gender

Date of Birth

Address

Home Phone

Mobile Number

National Insurance No.

Cne Person 1D

The following details are also displayed on the Application Summary page:
m Application Details
Application Reference Number
Current Status.
= Children
Name of Child
Gender
Date of Birth
Current School
Claimant’s Relationship to Child
Parental Responsibility
One Student ID.
= Additional Information

Additional Free School Meals. For more information, see Adding Additional Questions
(ESM) on page 38.

3. Click the Close button to return to the Applications browse list.
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08 I Making Applications
CSSP Making Applications

Introduction to Making Applications

This section explains how the parent, carer or guardian makes an application using the One
Citizen Self Service portal for one of the following services:

= Free School Meals

m Transport

m School Places

m Courses

m Funded Early Education for Two Year Olds
m Special Educational Needs and Disabilities.

The functionality is available to parent, carers or guardians, subject to a licence and v4 Client
permissions held by the Local Authority.

All of the pages are configurable by the Local Authority. A configurable tooltip is available on all
fields to assist the parent in making their application.

Information about the parent, carer or guardian and their family is also accessed from the Home
page. For more information, see My Family on page 68.

The parent, carer or guardian will receive messages are from the local authority regarding the
status of their application. For more information, see Messages on page 75.

The header on the Home page displays buttons for My Account and Sign Out. Clicking the My
Account button displays the following account details:

= Personal Details

= Contact Details

= Change Email Address

m Change Password

m Change of Circumstances
m Two Step Verification

m Consent History

= Withdraw Consent.

The footer on each page displays the following links, containing information set up by the local
authority:

m About — displays information about the Local Authority.

m Contact Us — displays local authority contact details such as address, phone numbers and
email addresses.

m Terms and Conditions — displays the terms and conditions for using the Citizen Self Service
portal.

m Privacy Notice — displays additional information.
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m Cookies Policy — displays information of how cookies are used on the website.

More Information:

For more information, refer to Error! Hyperlink reference not valid. on page 717.

Creating an Account

Before a parent, carer, guardian or young person can log in to the One Citizen Self Service
portal, they must create an account by registering with their local authority.

When they register, they will be asked to agree to the GDPR Consent Statement.

To register for a Citizen Self Service portal account the parent must complete the following
procedure:

1. Open the URL for the One Citizen Self Service portal, sent by the local authority, in a web
browser to display the Citizen Portal Home page.

| (x| Stelogo

Citizen Portal

# Home & Login (@ Register

Don't have an account? Please I'EQ]S!EY
Email Address
=
Password
&,
Login

Forgotten your password?

2. Click the Register button on the navigation bar or click the Please register link on the Login
panel to display the Data Protection window with the current GDPR Consent Statement. There
is an option to display the information in English or Welsh.
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You must provide consent for the Authority to use your information for the purpose shown below. If you do not wish to provide consent,
you can not proceed with registration.

GDPR Consent Statement March (V2) 2018
Version 2

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Phasellus eget finibus mi. Etiam sollicitudin laoreet neque. id laoreet ipsum iaculis
sed. Suspendisse vestibulum, nisl non volutpat ullamcorper, lacus risus sagittis enim, nec commodo libero dolor sed ante. Nullam suscipit
tortor dapibus velit condimentum, id dapibus nulla condimentum. Fusce vitae magna libero. Suspendisse sed dapibus risus. Nulla
accumsan dui sit amet mollis efficitur. Nulla facilisis dolor ac posuere bibendum.

Mulla eu luctus nulla. Vivamus ac luctus justo. Sed sed massa turpis. Integer ac tellus ipsum. Vivamus enim augue, tincidunt eleifend
venenatis eu, laoreet sed nisl. Donec porttitor nibh ac nunc convallis, et scelerisque felis condimentum. Etiam varius accumsan volutpat.
Duis sit amet vestibulum velit. Duis vitae leo porta, cursus augue in, ultrices odio. Ut rutrum aliquet volutpat.

Donec nec ultricies arcu, id matiis massa. Aenean viverra mauris metus, ac lobortis enim maximus vel. Nunc et iaculis neque. Donec et
neque suscipit, laoreet orci quis, ultricies leo. Mauris dictum ligula velit, vitae auctor odio fermentum id. Aenean id velit risus. Quisque sit
amet rhoncus mi. Sed laoreet porta nibh eget eleifend. Sed sit amet urna sit amet odio ullamcorper consectetur. Aenean in metus nec
odio gravida interdum. Curabitur vel risus ullamcorper, scelerisque eros id, tristique lacus. Cras hendrerit, dui sit amet ornare auctor, leo
ligula bibendum dui, eget consequat ex metus lacinia augue. Sed eget vehicula sem. Mauris commado nisi id odio tempus, pulvinar
maximus leo fringilla. Cras dapibus malesuada lorem, id rutrum justo. Mauris porta nunc dui.

Curabitur in lacinia erat. sed porttitor ex. Ut nisi sapien, convallis sed vulputate eu, ullamcorper sit amet tortor. Sed id turpis vestibulum,
eleifend lacus vel, egestas justo. Nam eget augue sodales, feugiat ipsum id, vestibulum libero. Aliguam id metus auctor, fringilla massa
tempus, porta lectus. Vestibulum ante ipsum primis in faucibus orci luctus et ultrices posuere cubilia Curae; Duis et arcu quis enim laoreet
tempor.

(‘,‘-’D | agree to the above usage policy

Making Applications

Read the contents of the statement. Select the check box to agree to the GDPR Consent

Statement and click the Continue button to display the Registration page.

Enter the *Required field security information: Email Address, Confirm Email, Password
(click the Show button to view the password as you type), Title, Forename, Surname, Gender.

Registration

m = | L] LR S Em suE_memn | B mommem megm | Cmy Beommomy pmsge mome W Cecel B peem cedope moom

= Required field

Email Address - =
confirm Email + g &
Password - & | eenee
Title = & Please select ~
Forename * -
Surname * -
Gender* -3 Please select a gender ~

If you need help with your address, use the Post Office's Postcode Finder.

Find Address w Postcode

YOUﬂeEdtOﬁ[St]'egiStel' | omn ma-SmeE L B8 B = | | mm o fm O = | By
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. To find your address, enter your full postcode and click Search.

If you need help with your address, use the Post Offices’s Postcode Finder.

Select an address from the list. Only addresses marked as Active will be displayed.

a. If the address you have selected is incorrect, click the Use Another Address button to
search again.

b. If your address is not in the list, click the Not able to find your address? button.

House Number # | 100
House Name &
Building Name #w
Street Name #
District / Village i

Town & = f
County #
Postcode = i
Country @ | Please select M

Enter the new address details; Postcode is mandatory

. The Home Phone, Mobile Number and Work Phone are optional.

Please supply a telephone number where you can be contacted during normal office hours, if necessary.
Home Phone L
Mobile Number u}
Work Phone .
Submit Registration

Click the Submit Registration button; you will receive an email asking you to activate your
account by confirming your email address.

Click the link in the email to confirm your email address and complete the registration. You can
now log in to the One Citizen Self Service portal, using the password you created when you
registered.
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Logging in to the Citizen Portal

To log in to the Citizen Self Service portal, the parent completes the following procedure:

1. Open the URL for the One Citizen Self Service portal, sent by the System Administrator, in a
web browser to display the Citizen Portal Home page.

| ¢ sietoso g
Citizen Portal

# Home & Login [ Register
Don't have an account? Please register
Email Address

=
Password

%

Forgotten your password?

2. Enter the Email Address you used to register for the One Citizen Self Service portal.
3. Enter your Password.
4. Click the Login button to display the Announcements page.

Announcements

Advance Notification of system dawntimo & All Portal usars should ba awans that the system will ba offiing,

Note: The Announcements page displays only if the local authority has set up any announcements
regarding the portal.

The text for the above page is edited via One v4 Online | Citizen Portal Admin | Administration |
General Administration | Edit Resources | Resource Configuration Title | Markdown | Text Blocks
| Announcements.

Click the Continue button to display the Home page.

If the LA has updated its Data Protection Consent Statement, a Data Protection dialog is
displayed. For more information, see Update Data Protection Consent Statement on page 57.

i. On the Data Protection dialog, select the checkbox to agree to the confirmation.

ii. Click the Continue button. A confirmation message displays to conform your consent

Important Note: It is now possible to enable a second verification step to increase your security. For
more information, see Two Step Verification on page 58.

GDPR Update

Update Data Protection Consent Statement

When a Local Authority updates its Data Protection Consent Statement, you must confirm that
you agree for the information you have provided, and will provide in future, to be used for the
purposes described in the Consent Statement.

If you do not wish to give consent to the updated Consent Statement, your account will be
disabled and the Authority will invoke its Withdrawal of Consent procedures.
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Two Step Verification

Enabling Two Step Verification

Two step verification is an additional process to increase your security when logging onto the
portals. This process is mandatory if you wish to use Special Educational Needs and Disabilities
(SEND).

The first time you log onto the Citizen Portal you are given the option to enable the two step
verification process. If you try to log onto SEND without enabling the two step verification
process, the following message is displayed:

This area requires Two Step Verification to be enabled before you can access it.
Please enable this in My Account before continuing.

To set up two step verification:

Log onto the One Citizen Self Service portal using the email address and password you used to
register.

Click the Login button to display the Enable Two Step Verification now dialog. This dialog is
only available for a few seconds. If it disappears, the two step verification process can be
enabled via My Account | Two Step Verification.

Enable Two Step Verification now
Y0u can increase your security by

using Two Step Verification. Enable
now

Click the Enable now link to display the My Account | Two Step Verification page.

Two Step Verification

Two Step Verification is our way to make your data more secure.
If you enable Two Step Verification, we will send you a Verification Code every time you sign in. This helps us keep your data safe.

Some areas require Two Step Verification to be enabled before you can use them. We will tell you when you try to access if you do
not already have Two Step Verification enabled.

Changing your preference will sign you out, and you will need to sign in again.

Preferred method

o [ Er—

Save

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

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

Log in; this time when you log in, the following dialog is displayed:
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Verification Code sent

Your Verification Code has been sent.

Please enter your Verification Code to continue.

Your Verification Code *

o’

Verly

Locate the email containing your verification code.

Copy and paste your verification code into the box.

Click the Verify button.

If you enter an incorrect verification code, the following warning is displayed:

The Verification Code you entered is invalid. Please try again. Codes expire after 5 minutes and
are 6 numbers long. If you make 4 incorrect attempts, your account will be locked for 4 minutes
before you can sign in again.

Disabling Two Step Verification

The two step verification process is mandatory for users of Special Educational Needs &
Disabilities (SEND) and therefore cannot be disabled. If you try to access the SEND module, the
following message is displayed:

This area requires Two Step Verification to be enabled before you can access it.
Please enable this in My Account before continuing.

To disable two step verification in a different module:
Log in to the portal for which you want to disable two step verification.

Select My Account | Two Step Verification to display the Two Step Verification page.

Two Step Verification

Two Step Verification is our way to make your data more secure.
If you enable Two Step Verification, we will send you a Verification Code every time you sign in. This helps us keep your data safe.

Some areas require Two Step Verification to be enabled before you can use them. We will tell you when you try to access if you do
not already have Two Step Verification enabled.

Changing your preference will sign you out, and you will need to sign in again.

Preferred method

# | No Two Step Verification v

Select No Two Step Verification from the Preferred method drop-down.
Click the Save button.

You will be signed out and will need to sign in again.

Free School Meals Administration Handbook -



Making Applications

Home Page

[ Sieloso

Citizen Portal

# Home & My Account  ® Sign Out

Welcome to the Citizens Portal

Below, you will see a vast range of services available to you. ¥y Sy m oy s ot o8

The Home page displays the following services that are available to the parent, carer, guardian
or young person:

m 30 Hour Entitlement

m Free School Meals

m School Places

m Special Educational Needs and Disabilities
m Transport

m Courses

m Funded Early Education for Two Year Olds
= Messages

m My Family.

@

30 Hour Entilement

i1 & * A

Free School Meals School Places Special Educational Transport
Needs and Disabilities

&5

Courses

[P ]
s = =

Funded Early Messages My Family
Education for Two Year
Qlds

From here, the Citizen portal user can manage their account, check the validity of extended
entitlement codes, make applications for school places, free school meals, transport, courses,
funded early education for two year olds and complete special educational needs and disabilities
forms. They can also view any messages from the local authority regarding their applications
and make changes to their family.

Note: The text for the above page is edited via One v4 Online | Citizen Portal Admin | Administration
| General Administration | Edit Resources | Resource Configuration Title | Home Tiles.

The header on the Home page displays buttons for My Account and Sign Out. Clicking the My
Account button displays the following account details:

= Personal Details

= Contact Details

= Change Email Address

= Change Password

m Change of Circumstances
m Two Step Verification
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m Consent History
= Withdraw Consent.
For more information, see My Account on page 617.

The footer on each page displays the following links, containing information set up by the local
authority:

m About — displays information about the Local Authority.

m Contact Us — displays local authority contact details such as address, phone numbers and
email addresses.

m Terms and Conditions — displays the terms and conditions for using the Citizen Self Service
portal.

m Privacy Notice — displays additional information.

Cookies Policy — displays information of how cookies are used on the website.

My Account

A Citizen Portal user can manage the following details by clicking the My Account link on the
top of the Home page:

Personal Details

Contact Details

Change Email Address
Change Password
Change of Circumstances
Two Step Verification
Consent History
Withdraw Consent.

Personal Details

To add your personal details:

Log onto the Citizen Portal using the email address and password you used to register.
Select My Account at the top of the page.

Select Personal Details.

Enter information into the fields displayed in the following graphic. Click in a field to display the
relevant tooltip.
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Personal Details

Gender

Save

Forename

R e ——

Surname

a | —

o

Click the Save button.

‘ NOTE: A validation message is displayed if any of the personal details are changed.

Contact Details
To edit your contact details:

w N =

Select Contact Details.

Select My Account at the top of the page.

Log onto the Citizen Portal using the email address and password you used to register.

Contact details

Address

Home phone
number

Mobile phone
number

Work phone
number

Email address @citizen.com

@ Use another address

Save

4. To edit your address, click Use Another Address to display the Find Address dialog.

5. Enter a full or partial postcode and click the Search button to display a list of addresses for that
postcode. Only addresses marked as Active will be displayed.
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Find address mk42| Search

1, Brackley Road, Bedford, MK42 95D

1a, Lancaster Avenue, Bedford, MK42 0UB ~
2, Kempston Road, Bedford, MK42 90X

2, Faraday Square, Bedford, MK42 SND

2, Duckmill Lane, Bedford, MK42 DAL

2, King William Road, Kempston, Bedford, MK42 TAT
2a, The Links, Bedford, MK42 7JS

2b, Kingston Court, Riverside Close, Bedford, MK42 9
3, Vyne Close, Kempston, Bedford, Bedfordshire, MK:
4, Oak Road, BEDFORD, Simshire, MK42 0HJ

Mot able to find your address?

a. Select your address from the list (you may need to scroll down).
There is no limit to the number of addresses that are displayed in the search results list.

b. If your address is not in the list, click the Not able to find your address? button.
Enter the new address details. Click in a field to display the relevant tooltip.

@ Use another address

House number

House name

Building name

Street name

District

Town

County

Postcode *
Country Please select

Home phone
number

Mobile phone
number

Work phone
number

Email address @citizen.com

Save

6. Click the Save button to display the Update address for children dialog.
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Update address for children

Select children who have also changed address

O Anne Example
O 1 1
O 1 1

Select children as required to change their address to the new address.

Click the Update button to update selected records.

NOTE: If a child’s address is amended in My Family the Update address for other people dialog will
be displayed prompting you to change the address of anyone listed in My Family, including the account

holder.

Change Email Address

To change your email address:

Log onto the Citizen Portal using the email address and password you used to register.
Select My Account at the top of the page.

Select Change Email Address.

The following warning is displayed:

Please be advised that you will be signed out of the system and an email will be sent to your
new email address containing instructions. You will not be able to log back into the system until
you have followed the instructions. Please ensure the email address supplied is correct.

Click the Next button.

Enter information into the fields displayed in the following graphic. Click in a field to display the
relevant tooltip.
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Change Email Address

New Email Address *
=

Confirm New Email
=

Password =

a,

Click the Submit button.

Change Password

To change your password:

Log onto the Citizen Portal using the email address and password you used to register.

Select My Account at the top of the page.

Select Change Password.

Enter your Current Password.

Use the Show button to view your password as you type.

Enter your New Password.

Use the Show button to view your new password to confirm it matches your previous password..
Click the Submit button.

Change of Circumstances
Log onto the Citizen Portal using the email address and password you used to register.

2. Select My Account at the top of the page.

3. Select Change of Circumstances.

If you need to record a change to your circumstances, you must contact your local authority.

4. Click Contact us to open an email.

5. Click the Back button to return to the Home page.

Two Step Verification

Two step verification is an additional process to increase your security when logging onto the
Citizen Portal.

NOTE: This process is mandatory if you wish to use Special Educational Needs and Disabilities (SEND).

Enabling Two Step Verification
To set up two step verification:
Log onto the Citizen Portal using the email address and password you used to register.

Select My Account at the top of the page.
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3. Select Two Step Verification.

Two Step Verification

Two Step Verification is our way to make your data more secure.
If you enable Two Step Verification, we will send you a Verification Code every time you sign in_ This helps us keep your data safe

Some areas require Two Step Verification to be enabled before you can use them. We will tell you when you try to access if you do
not already have Two Step Verification enabled.

Changing your preference will sign you out, and you will need to sign in again
Preferred method

- Email v

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

5. Click the Save button.
You will be signed out and will need to sign in again.
6. Log in; this time when you log in, the following dialog is displayed:

Verification Code sent

Your Verification Code has been sent.

Please enter your Yerification Code to continue.

Your Verification Code *

o’

Verly

Locate the email containing your verification code.

Copy and paste your verification code into the box.

Click the Verify button.

If you enter an incorrect verification code, the following warning is displayed:

The Verification Code you entered is invalid. Please try again. Codes expire after 5
minutes and are 6 numbers long. If you make 4 incorrect attempts, your account will
be locked for 4 minutes before you can sign in again.

Disabling Two Step Verification

The two step verification process is mandatory for users of Special Educational Needs &
Disabilities (SEND) and therefore cannot be disabled. If you try to access the SEND module, the
following message is displayed:

This area requires Two Step Verification to be enabled before you can access it.
Please enable this in My Account before continuing.

To disable two step verification:
1. Select My Account | Two Step Verification to display the Two Step Verification page.
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Two Step Verification

Two Step Verification is our way to make your dala more secure
I you enable Two Step Verification, we will send you a Verification Code every time you sign in. This helps us keep your data safe.

Some areas require Two Slep Verification to be enabled before you can use them. We will tell you when you try 1o access if you do
not already have Two Step Verification enabled

Changing your preference will sign you out, and you will need to sign in again.
Preferred method

+ Mo Two Step Venfcation v

Select No Two Step Verification from the Preferred method drop-down.
Click the Save button.
You will be signed out and will need to sign in again.

Consent History

This page displays a history of your agreements for the Local Authority to use your information
in compliance with current data protection regulations.

Log onto the Citizen Portal using the email address and password you used to register.
Select My Account at the top of the page.
Select Consent History to display the Consent History page.

Consent History

Your agreement(s) for the Local Authority to use your information in compliance with current data protection regulations.

Local Authority Consent Statement You consented on: |

e E

This is a read-only page.

Withdraw Consent

If you no longer wish the LA to use your information in the way described in its consent
statement, you can review the current statement and start the withdrawal process. Once you
have withdrawn your consent, you will no longer be able to access the portal from the account.

Log onto the Citizen Portal using the email address and password you used to register.
Select My Account at the top of the page.
Select Withdraw Consent to display the Withdraw Consent page.
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My Account Withdraw Consent
Personal Details I you no longer wisn the Local Authority to formation in the way described in it's consent statement, you can review the
current statement and start the withdrawal p licking the button below. Once you have withdrawn your consent you will
Contact Detalls no lenger be able to access the portal with this account.
Change Password
Change Secret Question
Change of Circumstances.
Two Step Verification
Consent History

Click the Start Withdrawal of Consent button to display the Data Protection dialog.

5. The dialog displays the consent statement alongside the following message:

You have previously agreed to the authority’s most recent Data Protection Consent
Statement.
If you wish to withdraw your consent, click the withdraw button below.

Click the Withdraw my consent button to display the Decline dialog.

This is a final warning that once you have withdrawn your consent for the LA to use your
information, you will not be able to access your Citizen Portal account.

If you do wish to withdraw your consent, click the Withdraw my consent button. The following
message is displayed:

You are now being logged out from your Citizen Portal account.

You can no longer use this Citizen Portal account. If you wish to use the Citizen Portal in future
to access the authority’s services, you will need to register again in the Citizen Portal.

Click the OK button. The Citizen Portal is closed.

My Family

The My Family area of the Home page displays the details about the parent, carer or guardian
making an application.

& My Family
Click on a child to edit their details.
& +Auu Child
| ——
-

Clicking the Change of Circumstances button displays a message from the local authority to
contact them if any circumstances change, as this may affect their application.

Any existing children are displayed next to the parent, carer or guardian.
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Click on a child to edit their details.

& * 2aa chiia
Li

DOB:
12
nm
m
B -om
= n

Click on a child to view or edit their details
Click the Add Child button to add another child to the family’s application.

More Information:

For more information, refer to

Adding a Child on page 69.

Adding a Child

To add a child to a parent’s account:
1. Select Citizen Portal | Home | My Family | Add Child to display the Add Child dialog.

Forename *
Middle Name

Surname *

Gender - Please select a gender v

Date of Birth *

m [ B B B B

Current School *

Relationship to Child - L

Your relationship to this child (i.e. you are the Father
of this child)

Parental Responsibility * O Yes
O No
If you have legal responsibility for this child, select
Yes

Select Address -

2. Enter the required information about the child.
a. If the child’s address is listed, then select the address.

b. If the child lives elsewhere, select the Click to add new address button to display the Find
Address dialog.

i. Enter the full Postcode and click Search to display the list of addresses matching your
postcode. Only addresses marked as Active will be displayed.
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Contact Details

Find Address A mk42 Sjp
Ampthill Road, BEDFORD, Simshire, MK42 9JP
Flat 1, 1-3, Tracy Avenue, Kempston, Bedfordshire, MK42 9JP ~
100, Tracy Avenue, Kempston, Bedfordshire, MK42 9JP
101, Tracy Avenue, Kempston, Bedfordshire, MK42 9JP v

102, Tracy Avenue, Kempston, Bedifordshire, MK42 9JP

Mot able to find your address?

ii. Select the address (you may need to scroll down).
iii. If your address is not listed, click the Not able to find your address? button.
iv. Enter the new address details. Postcode is mandatory.

House Number @ 100
House Name @
Building Name w®
Street Name &
District / Village &

Town @ = f
County #
Postcode * w®
Country @ | Please select M

3. Click the Add Child button to save the details.

1.

The child is added to the My Family area, ready for an application to be made.

NOTE: The maximum number of characters for a child’s forename is 15, for a midname it is 25
and for a surname it is 30. If you exceed these levels, a message is displayed asking you to
contact your local authority if you need to enter a name that is longer than the field allows.

FSM Applications

Parents, carers and guardians can make applications for free school meals via the One Citizen
Self Service portal.

All of the screens below can be edited by the local authority via One v4 Online | Citizen Portal
Admin | Home | Administration | General Administration | Edit Resources. For more
information, see the Edit Resources section in the General Administration chapter.

Making a Free School Meals Application

The Free School Meals Applications area of the Citizen Self Service portal enables online
applications for free school meals to be reviewed by the local authority teams. The applications
are then imported into the One Grants & Benefits module.

Note: As the pages are configurable by the local authority, the graphics below are examples only.

To apply for free school meals, the parent completes the following procedure:
Select Citizen Portal | Home | Free School Meals.
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'“ Free School Meals

To begin your application for Free School Meals

simply click on the Apply button

2. Click the Apply button to display the Step 1 Introduction page.

1 Free School Meals
Step Step 2 Step 3 Stepd |p Step 5 Step 6

Apply for Free School Meals

It is important for children to have a good nutritious meal at lunch time. If you cannot afford school dinners you may be eligible for free school meals. To be eligible you must be
receiving one of the following and your child must attend a state school. Income Support (15) Income-based Jobseekers Allowance (JSAIB) (If you receive contribution-based
Jobseekers Allowance you will not qualify) Support under Part VI of the Immigration and Asylum Act 1999 Child Tax Credit (CTC) provided you do not receive Working Tax
Credit and that your annual household inceme (as assessed by her Majesty's Revenue and Customs) does not exceed £16,190. Guaranteed Pension Credit (GPC) Income
Related Employment and Support Allowance (ESA) Working Tax Credit ‘'run on’ - payment you receive for a further 4 weeks after you stop qualifying for Working Tax Credit
Young people who receive Income Support (IS) or Income-based Jobseekers Allowance (IBJSA) in their own right are also entitled to receive free school meals at sixth form.
(NE: Children whe attend a further education or tertiary college will need to contact them directly to request assistance.) For further information please read our Guide to Free

School Meals. Press the ‘Continue’ button to start your application.

Note: The text for the above page is edited via One v4 Online | Citizen Portal Admin | Home |
Administration | General Administration | Edit Resources | Resource Configuration Title |
Markdown | Text Blocks | FSMintroduction.

3. Click the Continue button to display the Step 2 Personal Information page.

{1 Free School Meals
< T 5 T
b, > bt s

Personal Details

Please provide the following information. This Is required by DWP lo check whether you are eligible for Free School Meals
Dale o1 Bifth *

=] Iryour details are nol corect, please navigate o the Conltact Delails
section using the My Account link in the navigation bar
Flease enter either:

National Insurance No. (¢ g AB123456C) Address
5 L
OR: Home Phone
National Asylum Seekers No. (e 0 13/ 07 / 56789) "
/ '
= Mobile Number
a
Gender
&

Note: A validation check has been introduced to prevent a Carer from being added that is under 16 e.g.
too young to have a National Insurance Number and therefore too young to be assessed for entitlement
to a free school meal.

4. Select a child from the Your current dependents details dialog below your personal details.
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Baily B2B N

Select school v

Add child

» If you wish to claim Free School Meals for a school other than you child’s current
school, or your child does not have a current school, select a school from the Please
select a school drop-down menu.

» If you wish to add a new child as a dependent, click the Add Child button at the bottom
of the page.

o If Multiple eligible FSM Applications are set to OFF (see page 43), and the Child
already has an eligible FSM Application submitted, they cannot be included and the
Include In Application option is not available. Instead, the following displays:
Eligible FSM Application submitted on DD/MM/YYYY

5. Click the Continue button to display the Step 3 Additional Information page.

11 Free school Meals

W Stepi i [iop Stepi2 < Step 3 » Stepd [, Step5. [ Step 6
Infroduction Personal Information Additional Information Summary Give Consent Eligibility Results |§

Additional Information
There are no ‘additionél questions. 3

This page displays the additional questions that can be set by the local authority. It is not
mandatory to configure additional questions. However, any questions displayed here are
mandatory and must be answered by the applicant before the application can continue.

Additional questions are entered by the local authority via One v4 Online | Citizen Portal
Admin | Home | Administration | Free School Meals Administration. For more information,
see Adding Additional Questions (FSM) on page 38.

6. Answer any additional questions.

7. Click the Continue button to display the Step 4 Summary page.
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1 Free School Meals

5]

Step 1 Step 2 § Step 3 Step 4

Application Summary

The information you have entered as part of your application for Free School Meals is dispiayed below.
Please review the information provided before continuing.

Claimant Details

a T R Rl

Gender | =

Date of Binth [ =B ]

Address. 1 PRl Ml Bl PR D5 W1
Home Phone

Mobile Number [ ]

National Insurance No. TEEFEY

Note: The text for the above page is edited via One v4 Online | Citizen Portal Admin | Home |
Administration | General Administration | Edit Resources | Resource Configuration Title |
Markdown | Text Blocks | FSMApplicationSummary.

Application Summary information is also displayed for the applicant’s children and any
additional information entered in step 3.

Click the Print this page button to print the Application Summary page.
Click the Continue button to display the Step 5 Give Consent page.

¥4 Eree School Meals

Step 1 step2. Step 3 Step 4 Step 5
¢Imrogucﬁun ¢ PE[SEIIE”I‘Ifdfmﬁﬁ.DII v--'Addiguﬂa"Hﬁ[mﬁon

Declaration by Parent/Carer

- - e e T e
nommwm womds Cmn Temenls Domas . G wims (sl i BB e wiveeen 8§ 0w Sl s Beas B el

R SR T TR TS BN R RS E I T I WS S RN RN B
i e ¥ PN B PR PR TEmT T
DT B O B R PR

[ =]

o I PR R DR ER T
B B m B mee s B e mewc s swmel @ mommn B ol SO COCSGC N SRR EESemIE
i ]

i

WETR B W RS P WIS P 6N IS s R B B

1 | confirm that I have read and agree to the declaration.

Accept

Note: The text for the above page is edited via One v4 Online | Citizen Portal Admin | Home |
Administration | General Administration | Edit Resources | Resource Configuration Title |
Markdown | Text Blocks | FSMDeclaration and FSMAcceptTandC.

10. Select the check box to confirm that you have read and agree to the declaration.
11. Click the Accept button to display the Step 6 Eligibility Results page.
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¥§ Free School Meals
Step 1 Step 2 Step 3 Step 4 Step 5 Step 6

Eligibility Result
The check for Free School Meals eligibility has confirmed that you are eligible.

Application Reference for your information:

The application reference above will help us with enquiries - please store it somewhere safe.

If you have any further enquiries about your application please contact us at:

“Fmish |

Notes: When an eligibility result is Not Found, a qualifier is also retumed by the ECS checker. This is
interpreted and presented to the person carrying out the check. For more information, see Inferpreting

the Qualifier Codes on page 74.

The text for the above page is edited via One v4 Online | Citizen Portal Admin | Home |
Administration | General Administration | Edit Resources | Resource Configuration Title |
Markdown | Text Blocks | EligibleFSM / EligibleNotFound / EligibilityStatusFurtherinformation.

12. Click the Finish button to return to the Home page. The Free School Meals application is
displayed.

13. Click the View most recent application link to see the Application Summary details.

Interpreting the Qualifier Codes

When a check for FSM returns a status of Not Found, a qualifier is also returned. The qualifier is
interpreted and presented to the person carrying out the check on the Eligibility Result page.

The following table shows how the qualifier is interpreted:

Qualifier H 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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NOTE: The text displayed is configurable in the Citizen portal via Administration | General
Administration | Edit Resources. Select Markdown | Text Blocks from the Resource Configuration
description drop-down and enter Guidance_ECS in the filter as shown in the following graphic:

£ Administration

Resource Configuration Title
Resource Configuration description

Text Blocks

T | Guidance_ECS

Default Welsh (United Kingdom)

Name Value

Guidance_ECS_Qualifier_ManualProcess Further evidence is required to determine your eligibility. If you believe you qualify for this Edit
entitlement please contact your local authority.

Guidance_ECS_Qualifier_ManualProcessFoundPre = Further evidence is required to determine your eligibility. If you believe you qualify for this Edit
entitlement please contact your local authority.

Guidance_ECS_Qualifier ManualQuery Further evidence is required to determine your eligibility. If you believe you qualify for this Edit
entitlement please contact your local authority.

Guidance_ECS_Qualifier_NoTraceCheckData The details entered to run a check may be incorrect. Please check, update information Edit
where appropriate and re-run the check

Guidance_ECS_Qualifier_Pending The information to process your eligibility is not yet available and could take up to 6 weeks. Edit
If you believe your qualify for this entitlement please periodically re-run the check.

Messages

Messages are sent from the local authority, informing the parent, carer or guardian of the status
of their application; keeping them informed of all processes relating to their child.

Message details are not sent directly to the Citizen Self Service portal user. A notification is sent
to the user’s mailbox, informing them that they have a message in their portal account. The user
must log in and authenticate with the Citizen Self Service portal, before they can view the
message details.

To view their messages, a parent completes the following procedure:
Select Citizen Portal | Home | Messages to display the Messages dialog.

B4 Messages
!" . Subject $ | Received «
lj. & Your Special ional Needs & Disabilities form has been reviewed.
{, § S Remaiiea B Rl el B N e Y R P T IR e
|
| R ey —— e [ —
|

Click the individual message to display the contents.
If information is required to complete an application, click the link to the form.
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