
 

 
 

                                                        

 
User Guide B2B ESF Project 

 
This guide will show you what to record on Core IYSS when you sign up a young 
person to the project.  

 

1. Searching for Clients on Core IYSS 

 
Search for the young person to add them onto the project, only create a new client if 
they are not on the database.  
 
There are two ways available to search for a client: 
 
1. From the initial Core IYSS menu: Select the ñYoung Personsò tab and then click 
the ñSearchò option 
 
2. From the MyVision ñFavouritesò Widget: 
 

 
 



 

 
 

                                                        

 
 
 
Search for the client by adding as little information as possible e.g. the first initial and 
the first 3 letters of the last name.  
 
 

 
 
 



 

 
 

                                                        

3. A list of search results will appear in the results box 
 

 
 
 
4. Select the client you wish to work with by clicking on the client name or clicking the 

edit button.  
 
You will be taken to the óBasic Detailsô screen for that client.  



 

 
 

                                                        

 

Adding a new Client on Core IYSS 
 
Before creating a new client the system requires that extensive searches are made to 
establish that the client you are looking for is definitely not on the database. 
 
1. To create a client first click on the óSearchô option found under the óYoung Personsô 
dropdown on your menu.                                                 

 
 
You will be taken to the óYoung Person Searchô Screen.  
 
 
2. Fill in the necessary fields to see if the young person you want to add to the 
system is definitely not on the system already. Once done click search 
 

 
 
 
 
 
 
 
 
 



 

 
 

                                                        

3. If the young person does not exist on the system according to your search, the 
following screen will appear. Click on new to begin creating a new young person.  

 
 
 



 

 
 

                                                        

4. On this screen users will need to fill in as much information as possible about the 
young person. Fields marked with  are mandatory. Once you have filled in the 

required information, click on the next  icon to continue.   
 

 
 
 



 

 
 

                                                        

 
The next page that you will be directed to will be the ódisabilitiesô page. If you are 
aware that the young person has an illness or disability, please state here:  Save and 
exit once complete. 
 

 



 

 
 

                                                        

Once you have saved, the system will do an automatic check to see if the person you 
have created exists already on the system. If the young person already exists then 
take a note of the client number and select cancel. This will cancel the new young 
person creation process. 
 
If the young person does not exist on the system click save to proceed to the next 
step. 
 

 
 

 
The first screen you will be prompted to complete is the Destination screen. All 
clients on the system must have a destination. (For more information please refer to 
the Destination section of the óCore IYSS Tool Kit Manualô) 
 

 

 
 
 



 

 
 

                                                        

Example of Destination screen 
 

 
 
Once you have saved the destination you will be prompted to create a level of need 
for the young person.  (For more information please refer to the Support group 
section of the óCore IYSS Tool Kit Manualô). 
 
Once you have saved the destination you will be prompted to create a Level of 
Need/Support Level for the young person. 
 
Select the applicable Target Groups and level of support as applicable  
 

 
 
 
 
 
 
 

 
 
 



 

 
 

                                                        

Example of Support Level Screen 

 
 
For the next step of Client creation Core IYSS will take you to the next screen to 
create an intervention for the young person if an intervention has taken place. Please 
select yes or no as applicable. 
 
 (For more information on Interventions - see Intervention & Contacts section of user guide)  



 

 
 

                                                        

 
 
Example of Intervention screen 

 
 
Save and exit to continue 



 

 
 

                                                        

Once complete your new young person record would have been saved. 

2. Creating a Contract for a Young Person 
 
It is used, to record if a Young Person is eligible to receive a service under a 
particular contract. These contracts are usually short term and Young People need to 
meet specific criteria to qualify for any assistance offered. 
 
An existing contract can be edited by selecting it from the list or selecting the edit 
button. 
 

Add B2B Contract 
1. To create a Contract, click on óContractsô under the Young Persons menu.  
 

 
 

3. Click on the ñNew Contractò button on the bottom of the Contracts Menu. 
 
 

 
 
 



 

 
 

                                                        

This will bring up the below screen.  
 

 
 
3. Information must be recorded in the mandatory fields which are marked with a red 
star  . 
 

By clicking on the lookup dots  you can see a list of contract types from which to 
select the type of contract that applies to your LA. 
 
E.g. B2B Kensington = Kensington  
 

Local Authority  Type of Contract  
 

Camden  B2B - Camden 

City of London B2B - City of London 

Westminster B2B - Westminster 

Islington B2B - Islington 

Hammersmith & Fulham  B2B ï Hammersmith & Fulham 

Kensington & Chelsea B2B - Kensington 

Lambeth B2B - Lambeth 

Southwark  B2B - Southwark 

 
Fill in all the details of the contract 



 

 
 

                                                        

Start Date This is the date the Young Person started the contract. The field 
may default to the current date but may be over typed if required. 

Contract Title Contract title should be the same as contract type (for ease of 
reference) 

Contract Type This field contains a list of the B2B contracts, select the 
appropriate contract 

Contract Status This should be óstartedô to reflect that the young person has 
started on the contract.  

Adviser Name Select the name of the adviser 
End Date This field should only be populated when the contract has 

finished or when the Young Person is no longer eligible. 

Contract Details Any details about the contract that you wish to record. 
 
  

4. Recording an Outcome from the YP Record 
 
Once a young person has completed a course on the B2B Project, the outcome has 
to be recorded on Core IYSS. 
 
There are two ways in which outcomes are measured: 

1) Recorded Outcome 
2)  Accredited Outcome 

 

 
 
Recorded Outcome 
A Recorded Outcome is a milestone or significant step that a young person has 
taken as the result of youth work, or youth work intervention. 
 
Examples of a Recorded Outcome are: 
The point at which a young person completes a program or course run by your 
project 
 
A significant behavioural change that has come about through their participation in 
youth project activities. 
 
The point at which they receive a certificate, formal or informal, as the result of their 
participation. 
 
Accredited Outcomes 
Accredited Outcomes are awards delivered and supported which are independently 
or externally validated. Accredited Outcomes should also have credibility and 
currency outside of youth work including enhancing life and social skills. 
 
Examples of an Accredited Outcome are: 
- First Aid Certificate 
- Food Hygiene Certificate 
 



 

 
 

                                                        

Evidence is required for both; 
For Recorded Outcomes this may be the product produced i.e. a piece of music or 
film, an internal certificate, a portfolio of work or the results of an evaluation session. 
 
For Accredited Outcomes the evidence is typically something from the awarding 
body i.e. a portfolio of work submitted for examination or Sectional Certificate for 
DOE, etc.  
 
 



 

 
 

                                                        

 
To Record an Outcome 
 
Whether recording a recorded or accredited outcome, both are recorded in a similar 
way. 
 
First find the session that the outcome is attached to. There are two sessions for the 
B2B project, one for record outcomes and one for accredited outcomes: 
 
B2B Sessions 
Session 
Ref 

Session title  

140023523 B2B Accredited Learning 
(Accredited Outcome) 

To be selected only if recording an 
Accredited Outcome 

140023524 B2B Non-Accredited Learning 
(Recorded Outcome) 

To be selected only if recording an 
Recorded Outcome 

 
Once you have opened the session, either from the session search or from the 
project screen. Go to óNamed Attendanceô under the sessions menu. 

 
 
 



 

 
 

                                                        

The óNamed Attendanceô screen will then load. The next step is to add the young 
people as named attendance first, to do this click on óAdd Attendeesô, search for and 
select the young person you want to add. 
 

 
 
Once they have been added as attendees, they will appear in the list on the óNamed 
Attendanceô and you can then record an outcome. 
 
To record an outcome select the young person record, using the tick box and click on 
ónew outcomeô. 
 

 
 



 

 
 

                                                        

The screen below will appear next: 

 
 
This shows a list of the young people that you will create an outcome for, please 
check that it is correct before continuing. If you need to remove any young people the 
buttons at the top of the page can be used to do this. 
 
Once you are sure the list is correct, go to the first tab to fill in the outcome details. 
 

 
 
 

(a) Recorded Outcomes 

 
For a recorded outcome, fields with an asterisk are mandatory. 

 



 

 
 

                                                        

 
Outcome Title  

Start Date The date that the user Starts the Recoded Outcome. This is 
normally defaulted to today's date, but can be changed 

Achieved Date The awarded date of the Outcome. As this is a Recorded Outcome, 
they are often started and finished on the same date. 

Youth Worker Select the name of the adviser who creating the outcome 

Outcome 
Status 

Default is óAchievedô 

Evaluation 
Date 

The date the Recorded Outcome has been awarded to the Young 
Person. As this is a Recorded Outcome, they are often started and 
awarded on the same date. 

Comments Any details about the outcome that you wish to record. 

Session Find the relevant B2B Session for Recorded Outcomes 
Project Default óESF B2B Projectô 

 
Once the relevant fields have been completed, you should save the Recorded 
Outcome by clicking the Save button. 
 
(b) Accredited Outcomes 
 
For an accredited outcome, fields with an asterisk are mandatory.  
 



 

 
 

                                                        

 
 

Outcome Title  
Start Date The date that the user Starts the Recoded Outcome. This is 

normally defaulted to today's date, but can be changed 

Awarded Date Date the young person was awarded the outcome. 
Youth Worker Select the name of the adviser who creating the outcome 

Outcome 
Status 

óAwardedô 

Comments Any details about the outcome that you wish to record. 
Evaluation 
Date 

The date the Accredited Outcome has been awarded to the Young 
Person. Use the same date as the Awarded date 

Session Find the relevant B2B Session for Accredited Outcomes 
Project Default óESF B2B Projectô 

 

5. Recording an Intervention 

 
When a young person has had a successful outcome and has moved into EET, 
interventions must be recorded to show how the young person progresses in EET. 
Also use interventions to record when the Assessment (CAPIR), Individual Learning 
Plan and Progression Plan have been completed for the young person.   
 
Open the young person record, by click on the correct record. 



 

 
 

                                                        

 

 
 
From the Young Persons record you have the option to select óInterventionsô from the 
menu option. 
 

 

 

 
 
Select óNew Interventionsô 
This takes you to the New Interventions page where you can record the Intervention 
type and the details of the intervention. 
 


