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: Sel ect t he AYoung Personso tab
the ASearcho option
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Favourites

Young Person
Search

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.

/= Auto lopoff in: 49:00 - I¥SS - 0.1.0.3 - Inteprated Youth Support System - Windows Internet Explorer
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3. A list of search results will appear in the results box

Young Person Search 2w B W DA @@ | @ |
4@ Refine Search [ petsils view
Bookmark action: [ ~|
[ ¥P Ref Forename Initi Surname Date Of Birth | Postcode | Home Telephone Rule Matches Weighting
| | || | I | I | | |

[ 1052847 Testing Test 21/10/1993 N1 1QP 0208 123 4567 2 95 @ =
[] 1oss099 D Test 02/111987 W9 30T 02089605489 2 95 =

[ 1083111 c Test 15/08/1873 | WS 30T 2 95 =

[ 1079319 Donna TESTER 16/08/1993 W9 3DT 020 8960 5439 2 95 =

[1 3000308 Test Testering1 17/09/1378 | N1 1QP 54321 2 35 = L
[ 3000366 c Test 26/06/1578 SES 0207 525 5000 2 a5 =

[ 3002158 Jane Test 07/10f1994 | zzZz Iz 00000 2 a5 =

O 3002164 2 Test 23101976 | "OEAD 0207487 4504 2 a5 =

[ 3002199 1 Test 03/10/1875 ZZ999ZZ 020 7330 8833 2 95 =

[1 3002226 E Test 03/10/1974  NWS5 1AA 020 7456 1234 2 35 =

[ 3002312 8 Test 15/10/1879 W11 1AY 020 555 1252 2 a5 =

[J 3010525  YOURI MARIO TESTORE 17j10/1986 | VICI8 2 35 =

[1 3027063 Westminster Test 10/12/1985 W9 CVE 0207 983 9883 2 95 =

[ 3043160 Luke Testa 29/11/1991 | E176AF 0208523 1211 2 35 = 1=

=

Page 1of 2 (38 items) M 2z (>

[Z) New || 9 Export Grid

4. Select the client you wish to work with by clicking on the client name or clicking the
edit button. I'_?

You will b eB d saik ® n Barcerafar thak dient.
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Adding anew 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 6Sear ch
dropdown on your menu.
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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
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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
2w ®w YA G

Young Person Search

S
Bookmark action: [ ~|

[1| ¥P Ref | Forename Initials | Surname Date Of Birth Postcode Home Telephone Rule

Mo data to display

Weighting

/7~ \
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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

Basic Details
\
Flat No.: Ethnicity: ‘l \ [=]x]|
House No./Nama: * Gandar: *] \ B
Road/Street: * \
Dictrict: Home Language: | \| =10
— Religion: | \ =]
County:
Postcode: * =) SBLUSE [ ]
— UPIN:

Home Tel.: | u
Mobile Tel.: |
Email Address: |

Responsible Centre:* | ‘ =10

Corporate Parent: | l\ [=][x]

\
NG Level: | \. [ E3|
Academic Level: [ \ L[]
v

& Back = Next b save/Exit | B CancelfExit

Co-financed by

puills C ,

Funding s cannexions A — !
European Union = —1_: i — :

Agency Esm’i;x;':;ﬁ - Helping young people to



New Young Person i P @ DA E
— E— s

Stat. School

Statutory School: * | [EE]|

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

(= Auto lopoff in: 59:45 - IY55 - 0.1.0.3 - Inteprated Youth Support System - Windows Internet Explorer

& | https: fiyss.careervision.co.uk/central_london/default. aspx
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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.

/3 1¥55 - 0.1.0.3 - Integrat=d Youth Support System -- Webpage Dialog

£ | https Careervision, oo, uk

Duplicate Record Search
Here is a list of young people already on the syste

at match the details you have entered.
Flease check the list to see if the young person already 2

ts before creating the new record.

Forename Surname Date Of Birth | Postoode \|~@Weight |

40 data o display \

Cancel Save

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 6Core |

Message from webpape E|

L] E The woung person has no current destination, You must create a destination recard For this client,
L

Co-financed by

Skills i
Funding connexions
European Union =

Agen Cy European Social Fund

Investing in jobs and skills

YSS Tool



Example of Destination screen

/= Auto logoff in: 59:46 - IYSS - 0.1.0.3 - Integrated Youth Support System - Windows Internet Explorer

& https: /1= caresrvision.co.ukierral_london/def o asp

4:22pm, 22nd Mar 2011 New Destination

Configuration (€V)

Young Persons

Destination Details Destination: |\EET - Avsiting level 3 place

Start Date: = Review Date:

End Date:

R for L ! I = I ™
=eEh i =t E"EI Actual End Date:

.| €€CE@ ¢cggcccccccccccccccoccoccce ¢

[Z) New Destination || " Delete Destination 0 Multimedia Files () (@ [ k) saveExit B Cancel/Exit

Done Ei] € Internet Gh v WS o~

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
sectionofthe 6 Core | YSS TJool Kit Manual 6

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

Message from webpage

' ': Ywou need ko create a new Level of Meed For this destination.
-
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Example of Support Level Screen

/= Auto lopoff in; 59:53 - IYS5 - 0.1.0.3 - Inteprated Youth Support System - Windows Internet Explorer

@] hitps: /== careervision.co.uk/cente | londondefa . s

5:32pm, 22nd Mar 2011
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Done

Level Of Need

—
1400011 20-02-1986

Supportlevel | Disabiities

MEET - Awaiting level 2 place

Start Data: *[ 220372011 =]

.
Support Level: | supported

Reason for changa: |

Support Level
Comments:

Target Groups

Mo data to display

[7) Mew Level of Need | o Delete Level of Need 0 Muttimedia Files (O (@ [2 kA savefExit || 3 CancelfExit

= € Internet ig v mosm -

For the next step of Client creation Core 1YSS 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)
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/2 Auto logofF in: 59:49 - IYSS - 0.1.0.3 - Inteprated Youth Support System - Windows Internet Explorer

E https | five= . careervision.ca.uk central_london/default asp -

The young person has no intervantions. Would you like to record an
intervention now?

Done | B einternet | & ®os% -

Example of Intervention screen

New Intervention Q @@k v aaldl
]
NEET - Awaiting level 3 place

|| Intervention Detsils | Outcome | =
.

Intervention Date: [ 230372011 ==

Intervention Type: | [BRE]|

Duration (mins):

Adviser: *l Kwame Owusu [ Tx]

Intervention Location: | [ ][ %]|

Intervention Details:

Size - Shyle w  Format - Font -

New Intervention || @J Delete Intervention || % Pri i 0 Multimedia Files {J & [Z]

Save and exit to continu
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Once complete your new young person record would have been saved.
2. Creating a Contract for a Young Person \

Itis 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 &ontractséunder the Young Persons menu.

Young Persons -

Search

Errors And Warnings
Basic Details
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Destinations

[

Confirm Destinations
Interventions
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Benefits
Action Plans
Intended Destinations

Chaoices
Aszsessment [(CAPIR
Section 135a
Referrals

Contracts

cegeggcgececcgccec

t h e bitthneowthedottorh of the Gordtracts Menu.

Contracts
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AS00031 7 = 28-08-1535
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This will bring up the below screen.

e ] Gventame: Famiy e sses

YP Ref: Date Of Birth: Current Activitys | Unemployed - Seeking Employment, B
Contract Additional Details Contract Projects

Person Ref: El

Start Date:

End Date:

Review Date:

Contract Type: ‘l .l

Start Academic Level: | v|

End Academic Level: | .l

Contract Reason Closed: | v|

2] New Contract |(u Mulmeda Fles @) | i save || 2 cancel |

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

By clicking on the lookup dots D 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 i Hammersmith & Fulham

Kensington & Chelsea B2B - Kensington

Lambeth B2B - Lambeth

Southwark B2B - Southwark

Fill in all the details of the contract
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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 Thisshoul d be 6startedd to refl
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 Qutcome are:
- First Aid Certificate
- Food Hygiene Certificate

Co-financed by

Skills i
Funding i connexions

European Union

Agen Cy European Social Fund

Investing in jobs and skills




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.
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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 Session title

Ref

140023523 | B2B Accredited Learning To be selected only if recording an
(Accredited Outcome) Accredited Outcome

140023524 | B2B Non-Accredited Learning To be selected only if recording an
(Recorded Outcome) Recorded Outcome

Once you have opened the session, either from the session search or from the

Go

project scre?.

to 6Named Attendancebd

4:16pm, 4th Aug 2011 Session AttendgpCe J— SR O9Paal@l
Young Persons Session Ref/ (140023504 | Session Title: B25 Non-Accredited Learning (Rec Start Dater 01 /07/2011
Entities .
people /er project Tde: End oac:
Opportunities
amed YP Anonymous YP Total YP Volunteers People
Projects Attendees Attendees Attendance
] - ] o]
‘ & Add Attendees ~ H W2 Add Selected To Bookmark ~ H @ Remove Selected | [Z) New Outcome ~
[1 | Forename Family Name Date Of Birth Age at Session | Postcode YP/P Valunteer
| | I o) | | [ I
¥ [0 Ianto Test Jones Test 28/08/1995 15 MVD AWY Young Person 0
Letters
© MNon Attendance
Sub Sessions
Administration
Reporting
User Tools
LoIS
I save/Exit 8 cancel/exit
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The O6Named Attendanced screen will t hen

I
peopl e as named attendance first searthoforahd t hi

select the young person you want to add.

Sw@®R 9D ael@l

Session Attendance

140000407 ESF B25 Proect | 31/03/2014

Volunteers People
L] e |

& Add Attende emove Selected D New Outcome ~
Young Peaple  » |f
People >

lanto Test

Named YP Anonymous YP  Total YP
Attendees Attendees g

From Bookmark Date OF Bi S — = —
From Project History

From Project Membership
From Search

&

28/08/1995 15 MVD AWY Young Person

(&6 6

2| -0.1.1.5 - Integrated Youth Support System -- Webpage Dialog
‘g] hbbps: /1= caresrvision,couuk/ CETRAL LONDON 01 SII\‘SS_PopupFrameSet‘aspx?LDwerFramePageUr\:PopupSe\e| 5

Search
YF Ref: Forename: Surname:

‘ |iamu ‘
Initials: Date Of Birth:
\ | 7]

Forename Initials Surname Date Of Birth
i

28 Aug 1995

|

49000317 Ianto Test Jones Test

hittps:iiyss. careervision.co,UKICENTRAL_LONDOM_0_1_1_S/IVS5_PopupFrameSst.aspx?LowerFt €8 Internet %I

Save/| Cancel/Exit

Once they have been added as attendees,
Attendanced and you aman then record an

To record an outcome select the young person record, using the tick box and click on
6new oyt comebo.

Fu@dR9Dael@l

Session Attendance

140023524 525 Non-Accredited Lmging (Re 01/07/2011
140000407 ESF B2B Project 31/03/2014
Named YP Anonymous YP  Total Y Onteers People
Attendess Attendees Attendance

L] o« L1 - ] L1 k]

& Add Attendees ~ W2 Add Selﬁ?ﬂ' 0 Bookmark * ‘ ‘ f Remove Selected ‘ a New Qutcome v
| Mew Accredited Outcome
F: Hame

Date Of Birth A it Session | Postcod Volunts
e Cxd %% &l New Recorded Qutcome neer

Jones Test 28/08/1995 |15 MVD AWY Young Person | " | |
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The screen below will appear next:
New Bulk Outcomes A S BN I9Daagl @l

Outcorme Young People

All Young People in the grid will be processed, not just selected.

o Remove Selected The tickbox column only exists to remove the selected young people

& Add Young People *

] | First Hame Family Hame Date Of Birth
il Iznto Test Jones Test 28 August 1995

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.

New Bulk Outcomes Sy @R Dael @l

Young People

(a) Recorded Outcomes

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

4:19pm, 4th Aug 2011 New Bulk Recorded Outcomes o = SwBdhIVPDaalldl

Young Persons Recorded Outcome Young Peaple
Search

Qutcome Title: » ‘
Start Date: = [2]| Review Date: [2] Finish Date: o
Awarded Date: |s)| Awarding Person: | aiken Tirvassen x|
Youth Worker: aiken Tirvassen - | %]
Outcome Status: = working Towards  [--][%]
Status Date: [ ] —

Comments/Narrative: Project: ESF B2E Project x
Session: | B2E Non-Accredited I1[---]| %]

Evaluation Date:

CCQEe Qe¢ QeeQeQCeECQCECQeEEQEQCEQEEQECUOECECQEQEEQERE Qe

Entities

People
Opportunities

Projects

Sessions
Sub Sessions

Administration
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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 Default is O6Achieved©

Status

Evaluation The date the Recorded Outcome has been awarded to the Young

Date 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 OESF B2B Projecté

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.
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I New Bulk Accredited Outcomes ?

Young People

Accredited Outcome

Sw @RV PDael@dl

Pending Changes
—— .

Outcome Title: "

Start Date:

Awarded Date:

Youth Waorker:

Qutcome Status:

Status Date:

Aiken Tirvassen

Working Towards

I .

[o] Finish Date: |
[-]x]

Awarding Person: | Ajken Tirvassen
EEY
[]%]

Comments/Narrative:

Project: ESF B28 Project x

*| B2B Non-Accredited 1 [ ][ X]]

Session:

Evaluation Date:

04/08/2011

H Save/Exit ” id Cancel/Exit

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 0Awar ded?©d

Status

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

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

Session Find the relevant B2B Session for Accredited Outcomes

Project Defaut 6 ESF B2B Projectd

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 recor
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(= Auto logoff in: 59:47 - [¥SS - 0.1.0.1 - Integrated Youth Support System - Windows Internet Explorer.

&) https: iy=s.carespvision.co.ukicerti

3:57pm, 13th Dec 2010 Young Person Search

Young Persons
@ Refine Search | [] Details View

Search

Mew Young Person
@ Basic Details Bookmark action: | Vl

Summary
© Aliases

© Relations [ | ¥PRef |Forename | Initials | Surname | Date Of B\rth| Postcode| Home Telephone | Rule Matches | Weighting

| I I ) | | |

sSwio
[l | 6000426 | wanna be 07/11/1991 1RE

& Activity History | ||
@ Interventions

@ Multimedis
Projects.
Sessions
Sub Sessions
Reporting

User Tools

Dane [T} ER & Internet fa v ®i0% -

From the Young Persons record you have the optiontoselect 6 | nt e r virenmthei on s 6
menu option.

e

Sel dNetw d nt erventi ons?©o
This takes you to the New Interventions page where you can record the Intervention
type and the details of the intervention.

Co-financed by

Skills £
Funding cannexions

Eomprn st e
Agency European Social Fund I .

Investing in jobs and skills



