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Overview

eStart is an assessment, reporting and monitoring tool for Children’s Centres. eStart is deployed
authority-wide using a common database, and so enables Local Authorities to develop a greater
understanding of local needs and target resources more appropriately. The eStart Web User
Handbook is produced to assist with the day-to-day use of eStart.

The eStart Console Manager or Administrator is responsible for the consistent management and
maintenance of eStart, setting up user accounts, configuring permissions and monitoring use.
This handbook is produced to assist administrators.

What's New in this Release?

The following changes have been made in this release:

The eStart person delete functionality has been updated to be compliant with GDPR regulations.
Deleting a person (e.g., parent, carer, child or family) from eStart now removes all information
about them from all the relevant database tables. Deleting a person is irreversible.

The Console Manager — Role and Responsibilities

The Console Manager (CM) role varies between Local Authorities. In some, the Console
Manager is a full-time role and is an internal employee; in others it is a part-time outsourced
role. In all cases the Console Manager must be aware that they have the highest level of access
to all settings in their area. Responsibilities may include some or all of the following:

Looking after all areas in the Admin section.

®m Maintaining drop-down menus.

m Creating eStart user accounts.

= Administering passwords.

m Creating and managing user groups.

m Maintaining the database and effecting anti-duplication strategies.
= Managing affiliation requests.

m Implementing usage policies (e.g. which fields are mandatory etc.).

m Managing custom queries and reports, and ensuring that the correct reports and custom
gueries are available to users.

m  Submitting bug reports and enhancement requests to the One Service Desk.
m Managing an internal eStart user forum.
m Checking the audit and access logs if necessary.

eStart Web Administrator Handbook -
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System Requirements

The minimum requirements for eStart Web access are very simple; a PC with Internet Explorer
should be enough to gain access.

Client: Internet Explorer 8
Screen 1024x768 or higher.
Resolution: We recommend that screen resolution is set to the highest available, especially

on flat screen monitors and that font size is set to Large in Control Panel |
Display | Appearance.

Internet speed: 0-5 users 2mb
6-10 users 4mb
11 users+ 8mb

Speed Testing

Speedtest.net

We strongly recommend that you test your internet speed at each Children’s Centre location
before you go live. You may already have a standard application to do this for you, but if not you
may wish to try www.speedtest.net .

Click on the yellow pyramid symbol to conduct a simple speed test.

Figure 1 Speed Test result

eStart Testing

Within eStart, a good benchmark test is to add a family with one carer and one child. With a
good internet connection, the time taken to move from screen to screen when clicking the Next
button should be approximately 1-5 seconds.

Browser Maintenance Recommendations

Users should be encouraged to carry out the following weekly tasks to ensure fast and trouble-
free browsing:

m Delete temporary internet files

m Delete cookies

Support

The One Service Desk is available from 8.30am to 5pm for all support calls and for advice
regarding Change Requests.

Telephone the Service Desk on: 0870 2411 323

- eStart Web Administrator Handbook
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Email: one.support@capita-cs.co.uk

Upgrades

The upgrade procedure to be followed depends on whether you are a hosted or self-hosted site.

Hosted Sites

Capita carries out all your upgrades for you. You are typically notified in advance, and release
notes are distributed by email to the eStart Administrators’ mailing list. This notification includes
details of downtime with a recommended log-out time. Please pass the release notes and
downtime details to your users.

Self-Hosted Sites

Should you choose not to self-upgrade either of these components and would like One Technical
Services to carry out this upgrade for you, please contact the One Services team for further details at
one.services@capita-cs.co.uk.

Self-Maintained
Upgrade details will be sent to you shortly before a new release is available.

Where the Capita One Online server is used

The web server component of eStart is deployed on the Capita maintained One Online Server,
and therefore needs to be upgraded by One Technical Services. Please advise us in advance of
the date you intend to upgrade the eStart SQL database by contacting the One Service Desk:
one.support@capita-cs.co.uk, and a simultaneous upgrade of the web-server component will be
arranged. This is in line with the process of your One upgrades.

eStart Web Administrator Handbook -
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02 ‘ Setting up eStart
Settings

It is the responsibility of an eStart Administrator to check the settings (the centres that members
are registered at) before eStart is made available to users. The initial planning of eStart in your
authority should include a discussion with a project manager about your settings and how you
plan to use eStart.

Settings are commonly added as Children’s Centres, but the options differ depending on your
requirements and planned use. Click Admin | Manage Dropdowns | Postcodes/Settings |
Settings to review your settings.

Eo Settings i
i M Active
ven
-_Ez—!:mt
Reports
Mmﬁ 1k i L B
M_ IRW BT & WOME PSR R
lmin |4
T o [ e i e 5
i T e e
Postcode Areas
[2] Postcodes
El Settings -
[2] Super Output Area T T
@ 3 Referrals
=W Sathﬁctlon Ratmgs i
— s T Edit] o mosmmn - — (5 EIpe-——— - o W - R

Figure 2 Admin | Settings

New settings are displayed in black text. When a setting has data saved against it in eStart, it is
displayed in red text, as in the example above. After your eStart system is licensed, you can add
new settings using the Add button.

Click the Edit button for a setting if you need to make any changes to the setting’s details. Great
care must be taken when editing settings displayed in red text, because any changes made will
affect the data wherever it is used.

Once the settings are configured, you must verify with the project manager that the postcodes
have been loaded and are ready for use.

Adding a New Setting

1. Openthe Admin | Manage Dropdowns | Postcodes/Settings | Settings page.
2. Click the Add button to display the Add Setting page:

- eStart Web Administrator Handbook
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Add Setting

Setting Name |

Prefix | Used Prefixes AA ™

Short Name |

Active
Staff Contact

Colour (for use on calendar)

(no selection)

(no selection)

Address

Town
County
Postcode

Tel

Figure 3 Add Setting

Enter the details of the setting, taking special note of the following points:
m Setting Name is mandatory.

m Prefix is mandatory. The prefix must consist of two characters (letters or numbers) and must
be unique, because all the family IDs for this setting will begin with this code. A dropdown list
displays the prefixes that have already been used.

m Short Name is mandatory. The Short Name is used in areas of eStart such as reports and
administration.

m The Active check box for newly added settings is selected by default. If you do not want the
setting to be immediately available in eStart, deselect the check box.

m A Staff Contact cannot be added until the setting has been saved. Please see Adding a Staff
Contact to a Setting on page 6.

m Select the Colour to be used for this setting’s events on the Events Calendar and in lists of
settings. For more information on the Events Calendar, refer to the Events Calendar section
in the eStart User Handbook.

Setting Name |

Prefix | Used Prefixes A& 7
Short Name |

Active J

Staff Contact (no selection) A
Colour (for use on calendar) Orange -
Address

Town

County

Postcode
Tel

Figure 4 New Setting details

If a colour is not selected for the setting, the setting and its events display in the default colours
for the page or list.

Click the Save button. The new setting is added to the list of settings. In this example the new
setting has an orange background (selected on the Add Setting screen) and is displayed in
black text (once some data has been saved for the setting it will be displayed in red text).

eStart Web Administrator Handbook
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Active A

S [ 1] R o,

W -

[ e o sy [ —— [
S T —
B T e |
[l Z

Figure 5 New Setting details

Adding a Staff Contact to a Setting

A Staff Contact is added after the new setting’s details have been added and saved. They are
selected from the list of care workers and health visitors attached to that setting.

i

Select Admin | Manage Dropdowns | Care Workers | Care Workers to display the Care Worker
page or Admin | Manage Dropdowns | Care Workers | Health Visitors to display the Health
Visitors page.

Click the Edit button for the person you wish to attach to the setting to display the Personal
Details page.

From the Settings list, choose the settings to which you wish to attach them.
Click the Save button to add them to the Staff Contact dropdown for that setting.

Return to the setting via Admin | Manage Dropdowns | Postcodes/Settings | Settings and click
the Edit button for this setting to display the Edit Setting screen.

Select the care worker or health visitor from the Staff Contact dropdown.
Click the Save button.

Postcodes

Postcodes for your area are initially uploaded during eStart setup, but more can be added, e.g.
for out of area families.

To maintain postcodes, click Admin | Manage Dropdowns | Postcodes/Settings | Postcodes.

Postcodes

Postcode

Figure 6 Postcode Administration

Enter a postcode and click the Find button to check existing postcodes (this postcode search
does not work on partial entries, so you must enter the full postcode), or the Add button to add a
new postcode:
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House

Events Number /Name
Reports Street
Messages
Admin Town
T+ B Tt lid G e . County
# 3 Mermber
= % Postcodes/Settings Postcode [
Jrocere | owwe g
= =| England
;—I Settings = g_ -
7] super Dutput Ares  Setting (no selection) -
= % Referrals .
o @) bickartion atinge | T | AFED (no selection)
& o, g Super Output Area (no selection) -
e

Cost Effectiveness
Electronic Registrations
My Settings/Details

SEF Builder

ContactPoint

Please note when adding
postcodes that several addresses
may share the same postcode.
Flat/House numbers and names
should not be added using this
screen. Individual addresses may
be added for a postcode when
adding families once the postcode
has been added.

Figure 7 Add a Postcode

Setting up eStart

Select a Setting. Families living at postcodes without settings are identified as Out of Area.

If you are using Areas or Super Output Areas, these should also be selected.

Do not use this screen to add individual house or flat numbers as there will be several of these
for each postcode. They should be entered after adding the postcode, when adding families.

Note: This is intended to enable the occasional postcode to be added. If you need to add more than 20

postcodes, please contact the One Service Desk.

eStart Web Administrator Handbook
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03 ‘ Manage Dropdowns
Setting up Dropdown Lists

Once the settings and postcodes are set up, you should confirm that the dropdown lists are set
up with all the items you need to get started. More items can be added later.

Admin
B CVEIL REPUILNHY Jiuups

% Manage Custom Areas Click Admin | Manage Dropdowns to open the list of

=r % Manage DropDowns 4-\ dropdowns.
2 Care Workers

Click the “+” symbol to open the menu option, then click

3 E,‘;T; the dropdown you wish to edit. A list of items opens in the
%) Cost Effectiveness right-hand panel, with Add and Edit buttons.

% Custom Labels
Demographics
Development Plans
Events

Famity

Health

Health Visicor

Itemn Descriptions
Language

Member
Postcodes/Settings |
Referrals

Satisfaction Ratings

& Service Requests

& User Groups

% Warning Descriptions  +

m

EEEEEEEEERERERE
S RS RE S RS RE R RE0E

Figure 8 Admin | Manage Dropdowns

For a complete list of dropdowns and where they are used in eStart, please see Appendix:
Dropdowns and their location within eStart on page 73. It is not necessary to add items to
dropdowns you do not intend to use, however some must be populated before you use eStart.
These, and dropdowns with more complex requirements, are described in the following topics.

When a dropdown item is changed or added, the new item is available for use immediately
when a user refreshes the list. When a dropdown item has been used, it is displayed in red text
and cannot be deleted.

In many cases duplicate or redundant dropdown items can be merged, see Merge Dropdown
Items on page 21 for more information. This is not possible with all dropdowns, for example,
Satisfaction Ratings and Super Output Areas cannot be merged.

Adding Items to Dropdowns

1. To add an item to a dropdown list, select the dropdown name from the left-hand menu.

Admin

= % Manage DropDowns "
2 Care Workers
2 carer
2 child |
% Cost Effectiveness . L
@ Custom Labels | The following example uses the Frequency Descriptions
%) Demographics | dropdown. The menu route for this is Manage Dropdowns |

9 Development Plans Events | Frequency Descriptions.
= ¥ Events

[F] Access Groups
Aims

5] categories

EI Frequency Descript
Group Descriptions

[£] Locations
E nitrama
4 m | +

_ eStart Web Administrator Handbook

m




Manage Dropdowns

Figure 9 Frequency Descriptions dropdown
The current items for this dropdown are listed.

Dropdown Menus

Entries in RED cannot be deleted as they have been used in your system
Frequency Descriptions

Description ,s:hd | Merge |

Merge|

Annual Edit|] D 7]
Fortnightly Edit|| 0 =
Manthhy Editfl pei=st= | 7]
One off event Edit|] D (7]
\Weekly — Friday Edit|| o 7]
Weekly — Monday Edit|| © (7]
Weekly - Saturday Edit|] D o
Weekly - Sunday Edit|] o =
Weekly - Thursday Edit|] O 7]
Weelkly - Tuesday Edit|| o =
\Weelly - Wednesday Editfl o=t T

Figure 10 Manage Frequency Descriptions
2. Click the Add button to display the Add Item page.

Dropdown Menus
Entries in RED cannot be deleted as they have been used in your system

Frequency Descriptions

Description

Dzseripiion

Figure 11 Add a New Frequency Description
3. Enter the Description for the new item. In this example, the new description is Daily.

Dropdown Menus
Entries in RED cannot be deleted as they have been used in your system

Frequency Descriptions
£

" Description Daily

m i M Wl Wi B e B Wi i e

Figure 12 New Frequency Description entered

4. Click the Save button to add the new description to the dropdown menu:
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Entries in RED cannot be deleted as they have been used in your system

Frequency Descriptions

Annual E
Daily Edit|} Delete
Fortnightly Edit
Maonthly E

One off event E
Weekly - Friday E
Weekly - Monday E
Weekly - Saturday E
Weekly - Sunday E
Weekly - Thursday Edit
Weekly - Tuesday Edit
Weekly - Wednesday E

Figure 13 New Frequency Description added to the dropdown menu

Care Workers

Care workers are managed via Admin | Manage Dropdowns | Care Workers | Care Workers.

Careworkers -

Name @ First Name () Surname _5
[] show Inactive ©nly [[] Include Inactive Settings All My Settings -

5678

] ][]
ol Comum ]

=
oo =]

[l [ i e 11

Figure 14 Care Worker list

Select suitable filters (First Name, Surname, Show Inactive Only, Include Inactive Settings
and a Settings dropdown) and click the Search button to filter the list. The Reset button

removes the filters.

m To export the filtered list to a .csv file, click the Export button to open the File Download
window. Click the Open button to display the file, or the Save button to save it for later.

m Click the Link User button to link the selected care worker to a user.

m Click the Edit button to display the Care Worker Details screen.

m Click the Add button to enter the details for a new care worker.

Adding a Care Worker

When adding a new care worker, you must enter details in the following tabs:

m Personal

Contact Details

Quantifications
m Training.
To add a new care worker:

From the Careworkers page, click the Add button to display the Personal Details screen.

Complete the fields as appropriate.

eStart Web Administrator Handbook



Personal Details

Personal

Personal Details

First Name |

Surname |

Active

Health Visitor

Employee ID

Job Title

Group (no selection) M
Employer (no selection) v

Main Area (no selection) v

-----

Please Save Personal Details To Display Qualifications and Training Tabs

Figure 15 Personal Details tab
Please note:

= First Name and Surname are mandatory.

Manage Dropdowns

m The Active check box is selected by default. If a care worker is assigned to a current or
future event the Active check box cannot be deselected. To make a care worker inactive, all

current and future events must be unassigned.

m Select the Health Visitor check box to make this person available as a health visitor within a
UNA or on the Family Details screen. Once a person has been identified as a health visitor,

they are no longer available in the list of care workers.

m [tis important to select the appropriate Settings. You can multi-select settings by clicking on
them or click the All button. Click the Toggle button to reverse your selections.

After entering the required information, click the Save button. To enter more information, click
the Edit button to display the Care Worker Details screen. This screen now has additional tabs

for Contact Details, Qualifications and Training.

Contact Details

Click the Contact tab to enter the care worker’s address, then click the Save button.

Contact Details
Street Number

Address

Town
County
PostCode

Clear

Mobile No.

Figure 16 Contact Details tab
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Qualifications

Click the Qualifications tab to enter details of any qualifications the care worker has obtained,
and any they are requested or required to have.

Achieved Qualifications

Description Date Qualified Expiry Date
Requested Qualifications

Figure 17 Qualifications tab

1. Click the Add button for Achieved Qualifications or Requested Qualifications.

Achieved Qualification

Qualification Type (no se\ectlon) o -
Date Qualified =
Expiry Date B

Notes

Figure 18 Add Qualifications

Select the Qualification Type.

In the Date Qualified field, enter the date the care worker achieved the qualification
If relevant, enter the qualification’s Expiry Date.

Enter any additional information into the Notes field.

Click the Update button, then the Save button.

R e

Qualification Types are added via Admin | Manage Dropdowns | Care Workers |
Qualification Types.

Training
Click the Training tab to enter details of any training courses the care worker has attended.

Attended Training Courses
Description Date Trained Expiry Date

Figure 19 Training tab
1. Click the Add button.
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Training Type (no selection) -

Attended Training Courses

Date Trained i)
Expiry Date =

Notes

Figure 20 Add a Training Course

Select the Training Type.

In the Date Trained field, enter the date the care worker completed the training course.
If relevant, enter the course’s Expiry Date (or the date when it needs to be renewed).
Enter any additional information into the Notes field.

Click the Update button, then the Save button.

Training Types are added via Admin | Manage Dropdowns | Care Workers | Training
Types.

Health Visitors

Health visitors are added via Admin | Manage Dropdowns | Care Workers | Health Visitors,
or by selecting the Health Visitor check box on a care worker’s personal details tab.

Health visitor details are entered in the same way as care workers, please see Care Workers on
page 10 for more details.

Note: When you add a new health visitor via Admin | Manage Dropdowns | Care Workers | Health
Visitors, the Health Visitor check box is selected by default and cannot be deselected. After the new
record has been saved, the check box can be deselected if appropriate and the person is then identified
in eStart as a care worker rather than as a health visitor.

Carer Descriptions

Carer Descriptions are maintained via Admin | Manage Dropdowns | Carer | Carer
Descriptions. They are used in the Relation to Child dropdown on the Carer Details page.

Dropdown Menus

Entries in RED cannot be deleted as they have been used in your system

Carer Descriptions |7 |
N R
Aunt Female False E‘_ Dh
Childminder Female Female False Edit| Fl
Cousin Female Female False Edit| Il
Father's Partner Female False Edit|| Delste Il
Foster Mother Female False Edit| Il
Grandmother Female False Edit| Il
Guardian (female) Female False ﬂ 1
Mother Female True E Il
Niece Female False [ Edit| [ elete O
Other Female Female False Eait] O

Figure 21 Carer Descriptions

Click the Add button to create a new entry:
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Entries in RED cannot be deleted as they have been used in your system
Carer Descriptions
Description
Dl:l Parent D
I:“:l Gender (no selection) b
[E]
E]

Figure 22 Add Carer Description
Enter a Description.

3. Select the Parent check box if carers with this description are to be identified as parents for the
purposes of reporting.

4. Take care to select the appropriate entry from the Gender dropdown:

m The gender that is associated with the selection from the Relation to Child dropdown
indicates the gender of a carer. This determines the icon that is displayed on their details.

m The Carer | Health | Pregnancy page is only displayed for carers with a female carer
description.

5. Click the Save button.

Custom Labels

Custom Labels are maintained via Admin | Manage Dropdowns | Custom Labels | Custom
Labels. Custom labels can be added to families, children and carers and can be custom labels
or can be designated as hard to reach labels. Custom labels are added via the Reason
dropdown in the Custom Fields area for the family, child or carer. Custom labels that have the
Hard to Reach check box selected are added via the Reason dropdown in the Hard to Reach
area for the family, child or carer.

Dropdown Menus

Entries in RED cannot be deleted as they have been used in your system
Custom Labels Add

Merge

Adult Mental Health Issuss Carer True Edit Delete
Baby Essentials Pack Given Carer False Edit Delete
CarerCF Carer False Edit Delete
Mum To Be Essentials Pack Given Carer False Edit Delete
Newly Added Custom field Carer False Edit Delete
Test Child Carer False Edit | Delste
ATest Child  False Edit | Delste
Child in Need Child  True Edit Delete
Child Protection Child  True Edit Delete
Child_Blank_From Child Falze Edit Delete
Child_EBlank_Ta Child Falze Edit Delete
ChildCustomFields1 Child  False Edit Delete
ChildCustomFields2 Child  False Edit | Delste

Figure 23 Custom Labels
1. Click the Add button to create a new entry:
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Dropdown Menus
Entries in RED cannot be deleted as they have been used in your system

Custom Labels Save Cancel
1 Description I
Hard To
Reach

Adult Mental Health Issues Carer | Edit || Delete Criteria

Baby Essentials Pack Given Carer False | Edt || Deete Applies TDI (no selection) E'

CarerCF Carer False | Edit || Delete

g:in;nTo Be Essentials Pack Carer  False CEst | Deee

Newly Added Custom field Carer False | Edit || Delete

Test Child Carer False | Edit | Deiete

ATest Child  False | Edit || Delete

Child in Need Child  Trus | Edit || Delete

Child Protection Child  Trus | Edit || Delete

Child_Blank_From Child  False | Eit || Deete

Figure 24 Add Custom Labels
Enter a Description.

If the label should appear in the Hard to Reach area, select the Hard To Reach Criteria check
box.

4. Select the required Applies To option. This determines if the criteria can be applied to a family,
child, carer or child and carer.

5. Click the Save button.

Development Plans

Development Plans are maintained via Admin | Manage Dropdowns | Development Plans |
Development Plans.

Entries in RED cannot be deleted as they have been used in your system
Development Plans

Description Applies To

Test Development for Carer Carer Edit|| Detsils

Child Development Child Edit|| Details
Language Development Plan Child Edit|| Details | O
Physical Development Plan Child Edit|| Details | 0=
Test Development for Child Child Edit[| Detsils

Figure 25 Development Plans
1. Click Add to create a new development plan.

Entries in RED cannot be deleted as they have been used in your system
Development Plans Cancel

Description

Applies Te | (no selection) -
no selection

Child
Carer

Figure 26 Add Development Plan Description
2. Enter a Description (mandatory).
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Choose Family, Child or Carer from the Applies To dropdown. If you do not select which sort
of members the plan applies to, then this development plan will not be available for selection
within eStart.

Click Save to return to the list of development plans.

Before a plan can be used, it needs to have at least one milestone or goal added. Click the
Details button for a plan, then click the Add button on the next screen to display the following
fields:

Description |

Age (months)

Notes

Figure 27 Add Details to the Development Plan

Enter the milestone or goal to be achieved in the Description field (mandatory). , the Age by
which you would expect the milestone to be reached, and any notes (for example the expected
outcome or the judgement criteria) in the field below.

Click the Save button.

The milestone is added to the details for this plan. You can now add more milestones if required.

walks unaided 15 Edit|| Delete
Walks with support 12 Walks with support 12 Edit|| Delete

Figure 28 Milestones Added

Events

These dropdowns are used in the Add Event Type form (displayed via Events | Add Event
Type). It is possible to add an event without populating any of these Event dropdowns, however
Capita advise that you pre-populate them to save time when adding an Event Type.

# @ Demographics
+ W Development Plans

= Events -
E Access Groups
=1 Aims
=] Categories . . . .
B Frequency Descrit The Events dropdowns are maintained via Admin |

Group Descriptions Manage Dropdowns | Events.
Locations
Outcome
QOutcome Types
Providers

TCP Accreditors
TCP Qualifications
=1 Themes

=@ Family

# W Health

# @ Health Visitor

EEEEEDEEEEEE

Figure 29 Admin | Manage Dropdowns | Events

Please note:
m In order to add and use Outcomes, you must first add Outcome Types.
= Providers should be linked to settings by clicking the Add or Edit button.
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m TCP Accreditors and Qualifications should be added before TCP Courses are added via

Disabilities
The Disability dropdown is maintained via Admin | Manage Dropdowns | Health |
Disabilities. A suggested list is provided below, courtesy of Worcestershire County Council.

Angelman Syndrome Dyspraxia
Asperger Syndrome Eczema

Asthma Epilepsy

Asthma Eczema Febrile Convulsions
Asthma Eczema Epilepsy Speech Delay Fits

Asthma Eczema High Food Intolerance
Asthma/Speech Delay

Ataxia

Blind / Partially Sighted

Breathing Difficulties

Cerebral Palsy

Chromosome Disorders

Congenital Adrenal Hyperplasia

Cystic Fibrosis

Hearing Impaired

Heart Problems

Heart Problems Oxygen Carried
Hirschsprung’s Disease
Learning disability

Mental Health Difficulties
Microcephaly

Mobility Problems

Mobility/Learning/Slight Deafness/Speech
Delay

Deaf/Hearing Impaired Physical
Diabetic Psychological
Disabled Spina Bifida

Disabled - Unspecified

Tourette’s Syndrome

Dyspraxia Vision / Visually Impaired
Down’s Syndrome Wheelchair Use / Mobility Difficulties
Dyslexia

Meaning of “Disability”

According to the Equality Act 2010 (which replaced the Disability Discrimination Act 1995), a
person has a disability if:

= They have a physical or mental impairment
and

m The impairment has a substantial and long-term adverse effect on their ability to perform
normal day-to-day activities

Special Needs

The Special Needs dropdown is maintained via Admin | Manage Dropdowns | Health |
Special Needs. A suggested list is provided below courtesy of Worcestershire County Council.

Autistic Spectrum Disorder
Behaviour, Emotional & Social Development
Behaviour, Emotional & Social Difficulties

Other Difficulty/Disability

Physical Disability

Profound & Multiple Learning Difficulty
Cognition and Learning Difficulty Sensory and/or Physical Needs
Communication and Interaction Needs Severe Learning Difficulty

Hearing Impairment Specific Learning Difficulty
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Manage Dropdowns

Moderate Learning Difficulty Speech, Language and Communication Needs
Multi-Sensory Impairment Visual Impairment

GPs

The GPs dropdown is maintained via Admin | Manage Dropdowns | Health | GPs. You can
use the doctor’'s name or the surgery name, however Capita One recommend that this choice is
consistent for all GPs in the list.

Super Output Areas

Entries in RED cannot be deleted as they have be sed in your system

son' L el
SOA™* P 8162 30.05 3205 0.48 [Ealljl Tl _’
SOA s 3 3 3 3 Emu}' Csieta |
SOA™ M 123 123 23 45 ga.._” e |

Figure 30 Edit GP

Member

All the options available via Admin | Manage Dropdowns | Member should be populated.

Inactive Descriptions

It is particularly important to take special care when defining the Inactive Descriptions. These
are used in the Status dropdown on the Carer and Child Details screens:

Dropdown Menus
Entries in RED cannot be deleted as they have been used in your system

Inactive Descriptiﬂns

Test2 Archive person from ContactPoint True Edit

Test Cease communication with ContactPoint True Edit|| Delete
Active Continue communication with ContactPoint  True Edit

Another Test Continue communication with ContactPoint  False | Edit

Inactive - Child death Continue communication with ContactPoint  False Edit

Inactive - Child over 5 years Continue communication with ContactPoint  False Edit

Inactive - Declined further involvement Continue communication with ContactPoint  False Edit

Inactive - Moved out of borough Continue communication with ContactPoint  False Edit

o o o o |

il i = i,

Figure 31 Member | Inactive Descriptions

Please Note:

m When editing an inactive description, selecting or deselecting the Active check box makes
the person active or inactive, not the reason itself.

= Duplicate Inactive Descriptions can be merged.

m When a member is made inactive (by changing the Status on the Carer or Child Details
screen) you are warned that all open affiliations and registrations will be ended. If you
continue, then all involvements for this member that do not have an end date or that have an
end date in the future have their end date set to today's date.

The Involvement End date is displayed (and can be edited) in the Involvement Ended field
on the Setting Involvement Details screen. This is opened when the Registration and
Affiliation Details button on the Family screen is clicked.

Super Qutput Areas

A Super Output Area (SOA) is a unit of geography used in the UK for statistical analysis. SOAs
are developed and released by Neighbourhood Statistics (part of the Office for National
Statistics).
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SOAs are maintained in eStart via Admin | Manage Dropdowns | Postcodes/Settings | Super
Output Areas.

The Super Output Areas used in eStart reporting are lower layer areas. These have a minimum
population of 1000 and a mean population of 1500. They are built from groups of output areas
and are commonly known as Lower Layer Super Output Areas (LSOA).

Super Output Areas

Entries in RED cannot be deleted as they have been used in your system

SOA*** L 556 -n 5 |:|
SOA™ s [Es] [e2=2]
SOA*** A 122 as6 =] [2===]
SOA™ P 8162 30.05 3205 0.48
SOA* ™ s 3 3 3 3
SOA M 123 123 23 45

Figure 32 Postcodes/Settings | Super Output Areas

Indices of Deprivation

Indices of deprivation are used to analyse patterns of deprivation, identify areas that would
benefit from special initiatives or programmes and as a tool to determine eligibility for specific
funding streams?.

When you add SOAs to eStart there are two Indices of Deprivation that you can enter:

= |IMD (Index of Multiple Deprivation): This combines a number of indicators, chosen to cover
a range of economic, social and housing issues, into a single deprivation score for each SOA.
This allows the areas to be ranked relative to one another according to their level of
deprivation.

m |IDACI (Income Deprivation Affecting Children Index): This is a supplementary index
representing the proportion of children aged 0-15 who live in income deprived households. It
ranges from 0.00 (least deprived) to 0.99 (most deprived).

Adding a New Super Output Area
Click the Add button to display the Add Super Output Areas page.

put Areas

SOA Code

Description

IMD Rank IMD Score

IMD Start Date | IMD End Date |
IDACI Rank IDACI Score

IDACI Start Date i} IDACI End Date o

Figure 33 Adding Super Output Areas and their associated Indices of Deprivation

Enter the SOA Code (mandatory) and Description.

Note: The SOA Code cannot be edited later.

Complete the IMD fields and the IDACI fields.
Click the Save button.

Editing a Super Output Area

To change or add details:

1 www.communities.gov.uk/communities/neighbourhoodrenewal/deprivation/
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Follow the route Admin | Manage Dropdowns | Postcodes/Settings | Super Output Areas to
display the Super Output Areas page (Figure 32).

Click the Edit button to display the Edit Super Output Areas page (Figure 34).
Click the Edit or Add button for the SOA you wish to change or add data to.

Note: The SOA Code cannot be edited.

SOAE B 188 14.31 05/02/2004 05/02/2005 .24596 0.07 03/01/2003 Eom:/znnq
SOA*™** § 56 0.6 01/02/2004 02/02/2004 556 0.6 03/01/2003 10/01/2004
R

L P______ |

IMD Rank 188 IMD Score 14.31

IMD Start Date  05/02/2004 i IMD End Date | 05/02/2005 i

IDACI Rank 24896 IDACI Score 0.07

IDACI Start Date 03/01/2003 i IDACI End Date 10/01/2004 i

Figure 34 Editing Super Output Areas

Satisfaction Ratings

Event Satisfaction Ratings are maintained via Admin | Manage Dropdowns | Satisfaction
Ratings These are available to users via Events | View Event Types, by clicking the
Satisfaction button for an event type.

Satisfaction Ratings are supplied with the installation (10 is most satisfied, 1 is least satisfied).
The description, sort order and satisfaction ratings can be amended. Amending the satisfaction
rating scores is not advised, however if necessary you can create descriptions that are
appropriate for your use.

ladd]
0 Not Polled ] I:l l:l
1 Not Satisfied i =]
2 Not Satisfied 2 l:l
3 Not Satisfied 3 I:l
Satisfied 4 l:l
5 Satisfied 5 [2==]
6 Satisfied 6 l:l
Satisfied 7 [e2e=]
Very Satisfied ] l:l
9 Very Satisfied g
10 Very Satisfied 10 l:l

Figure 35 Satisfaction Ratings
Click the Edit button to amend the Description, Sort Order, and Satisfaction Ratings:

Rating 1 v

Description |Not Satisfied

Sort Order 1 v

Figure 36 Edit Satisfaction Ratings

Entries in red cannot be deleted as they have been used in your system. Entries in black have
not yet been used and can be deleted by clicking the Delete button.

Initially, the Add button is disabled because the maximum number of ratings is 11 (0O = not
polled, followed by 1 - 10). If you delete a rating, the Add button is enabled.
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Warning Descriptions

Warnings are maintained via Admin | Manage Dropdowns | Warning Descriptions and are
added to a person on their Carer Details page.

If a warning has been added to a carer, a warning icon (yellow triangle) is displayed on the
Family screen.

Duplicate warnings can be merged.

Entries in RED cannot be deleted as they have been used in your system

Warning Descriptions

prelect | Merge

b

Beware of Dog/pets True

g

Child behavioural difficulties True

g

Child collected by named person only IGLE

Child protection issues True

g

Domestic abuse True

]|

Drug/alcohal abuse True

g

Serious health issues/iliness False

m
o

m
o

Viglent & agressive True

ooooooooné

m
o

Visit in Pairs only True

Figure 37 Add/Edit Warnings

Change Reasons

Change reasons enable you to track changes to members’ details. A history is kept of these
changes.

Name Change reasons are managed via Admin | Manage Dropdowns | Member | Name
Change Reasons.

Smoking Change reasons are managed via Admin | Manage Dropdowns | Health | Smoking
Change Reasons.

Ethnicity Codes

The Ethnicity and Sub-Ethnicity codes (selected on the Carer Details and Child Details
pages) are pre-populated and cannot be edited. They are maintained by Capita One to comply
with the definitions published by the DfE, so are not available via Admin | Manage Dropdowns.

In order to distinguish between a former ethnicity and the corresponding sub-ethnicity value, the
Other Ethnic Info field is populated:

Other Ethnic InfoE: African S: South African

m E: indicates the Ethnicity, the former main Ethnicity code.
m S: indicates the Sub-Ethnicity, the former Sub-Ethnicity code.

Merge Dropdown Items

If you have duplicate or redundant entries in your eStart dropdowns, they can be merged by a
console administrator. This is not possible with all dropdowns, for example Satisfaction
Ratings and Super Output Areas cannot be merged. This is a separate process from the main
Merge function, which is described in detail in the eStart Web User Handbook.

Select the Select to Merge check box for the items you intend to merge.
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Dropdown Menus

Entries in RED cannot be deleted as they have been used in your system
Special Needs
| R
i s
A.D.H.D Edit i |
Accessing Additional Services Edit O |
Asperger Syndrome Edit | O
Asthma Edit| | : Frll
Autism Eait 0o
Behaviour and Social Integration |Esit
Behavioural difficulties Edit|_ |
Cerebral Palsy E L Fl

Figure 38 Merge Dropdown Items
Click the Merge button. The following screen is displayed:

Merge Dropdowns

Select Master Record (Item To Keep)

Behaviour and Social Integration
Behavioural difficulties

Figure 39 Merge Dropdown Items — Select Master Record
Select the item in the list that you wish to keep. This is the Master Record.
Click the Save button.

All records in eStart with the other item(s) recorded against them are changed to the master
record, and only the master record is now listed in the dropdown for selection in the future.
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04 ‘ User Groups, Permissions and Security

eStart User Groups and Permissions

Before users can be created, you must set up eStart User Groups. These enable you to group
together users with the same level of access permissions to eStart data. For example, you might
set up user groups for administrators, information officers or data entry clerks. Each user
account is assigned to one of these user groups.

Admin

% Custom Query
@ W Users
= 9 User Groups
@ Manage User Groups

& Add New Group Go to Admin | User Groups | Edit User Groups
™ Ey Eg‘;'-'se:t_‘ifméﬂs < to see a list of groups as shown in the examples
ven eportng Groups
@ Manage Custom Areas below.
= % Manage DropDowns
7 W Merge

7 @ System Maintenance

= S UNA Maintenance
5; Affiiation Reguests
@ Check Login

eStart is initially set up with the default user groups as shown in Figure 40:

Administrator

Family Support Waorker
Manaéers PP | Edit ||Cance| || Delete || Save |
Wiew Only users
Information Officer
Senior Management
System Manager

Sure Start Administrator
Farmily Worker

Figure 40 Default User Groups

You can modify the default user groups for your own needs, add new user groups or delete
them all and start from scratch. Figure 41 displays an example at an authority where the default

user groups have been deleted and five new groups set up, to comply with their own five levels
of access:

Level 1
Level 2
Leval 3 I Edit || Cancal |I Dalate || Sawe |
Level 4
Level 5

Figure 41 Example of Modified User Groups

Add or Edit User Groups

To add a new user group, click Admin | User Groups | Add New Group, type in the user group
name and click the Save button.
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To edit an existing user group, click Admin | User Groups | Edit User Groups.

Adrninistrator Sure Start Administratar
Family Support YWarker
Managerspp | eait ][ cancel |[ peiete || save |
Wiew Only users

Information Officer

Senior Management

Systemn Manager
Sure Start Administrator
Family YWarker

Figure 42 Edit User Groups

To change the name, select the group to highlight it and click the Edit button. Type in the new
name and click the Save button.

To delete a user group, select the group to highlight it and click the Delete button. If there are
members in the group you cannot delete it. A message is displayed showing you which users
are in the group.

Administrator Administrator
:“;;r::;e?'\?ppuH Worker | — H"""']I e ” = |
“igww Only users Pleas e Remeve the following Users

frem this Group First

P a

Irfarmation Offizer
Senior Management
System Manager

(e

Figure 43 Remove Users from Group

You must then open each user account via Admin | Users | Manage Users and modify the
settings access for that user, removing them from the group. See Managing User Groups on
page 24 for more details. The user group itself can then be deleted.

Managing User Groups

After the user group names are added, you need to edit the permissions and decide which level
of access each group should have.

Admin

2 custom Query
B W Users ]
B % User Groups Follow the menu route Admin | User
2 Manage User Groups « Groups | Manage User Groups.
2 Add Mew Group
2 Edit User Groups
@) Event Reporting Groups

Figure 44 Admin | User Groups

Select Admin | User Groups | Manage User Groups to display the User Groups page. Select
the User Group whose permissions you wish to edit.

User Groups

User Group ! Information Officer 4
—— (no selection) I = - -
l Femily. | 5 qministrator hs ! Admin | | Regorts | |Managed Llstr.l | Search | | Messaging | | Events |
Family |Care Worker Admin Reports Mg Lists Search Msg's Ewvents
Misc._ |Clerk ns [ erezt | [contecpoint] |custom Falgers|
i ContactPoint Administrator = Fect
Custom Reports User " E 1 1
3 All Full Access All Read Onl All No Acoess |

SRR Family Support Worker = “ it | ! |:
Managers

Activities | genior Management ! Full Acoess | ! Read Only | I No Acoess |
System Manager e

r——

Figure 45 Select User Group

Select the permissions area from the eStart areas at the top of the page by clicking the relevant

button. A list of permissions is displayed, as in Figure 46. This example uses the Family tab (the
Family button is highlighted).
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Click the Full Access, Read Only or No Access button as appropriate to display the selected
option in the Access Type column.

The following permissions are available:
m Full Access: the group members can add, edit and delete data.
m Read-Only: the group members can view, but not modify, the data.

m No Access: the group members cannot see or report on the data. This is the default level of
access. These fields and buttons are greyed out and inactive for this group of users.

Note: This is an immediate change and is effective the next time the user logs in.

User Group Information Officer -
| Family ||| Children || Carers || Admin || Reparts ||Mana.ged Listsl | Search || Messaging || Events |
Family Children Carers Admin Reports Mg Lists Search Msg's Ewents
| Misc. | I SEF | I Dropdowns | | eFect | I ContactPoint | ICustDm FDIdElsl
Misc. SEF Dropdowns eFect ContactPoint CustomFolders

All Full Access |I All Read Only ” All Mo Access |
Acc&ss Lcrlg None l l
Activities None [ Fulaccess | | Resgony |
Add Carer None
Add Child None
Add Family None
Address None | Fullacoess | [ Resaony |
Affiliations None [ Fuliacosss | [ Resaony |
Audit Log MNone
Carers None
Children None
Confidential Notes None | Full Access | I Read Only | I Mo Access |
Custom Fields None [ Fulaccess | | Resgony | | MoAcoess |
Hard To Reach None [ Fulaccess | | Ressony | | MoAcoes |
In Greatest Need MNone | Full Access | | Read Only | | Mo Access |
Items None [ Futsccess | | Readony | [ noAccess |
Main Family Page None | Full Access | I Read Only | I Mo Access |
Notes None [ Fulaccess | | Resgony | | MoAcoes |
Notes History None [ Fullrcosss | [ Resdony | | hoAcces |
Service Requests None | Full Access | I Read Only | I Mo Access |
Workless Households MNone | Full Access | | Read Only | | Mo Access |

Figure 46 User Group Permissions (Family area selected)

Repeat the above for all the remaining areas (Children, Carers, Admin etc.), ensuring that you
select the appropriate level of access for the selected user group.

Note: In some cases there is no Read Only or No Access option, due to the nature of the data.

eStart Web Administrator Handbook



User Groups, Permissions and Security

eStart Users

With the user groups configured, you can begin to create user accounts. Click Admin | Users in
the left-hand menu. Now you can either:

m Click Admin | Users | Manage Users to display the Administration screen. If any users
have already been added, they are listed on this screen. You need to search the list to check
whether or not the new user already has an eStart account. See Search and Edit eStart
Users on page 26. Once you have confirmed that they do not yet have an account, click the
Add User button on this page to display the Add New User page.

or

= If you know their details aren’t on eStart, click Admin | Users | Add User to go straight to the
Add New User page. See Add a New eStart User on page 27.

Administration -

Setting All My Settings “|gort Sumame ¥ @a-z Oz-a

First Name Surname | [1show tnactive Add User
1 = o ” il a'\ e Ch ld.’;n Ee‘l;'.;.'e C?‘.lld‘}‘sr; .C.e.n.'.!e I.'amu!,' Suppart . e B D.E.l’.'.Z ﬂ;E;
a A K Children Centre  Children Centre  Receptionist o 15/0172009
a G M Children Centre  Children Centre  Farnily Suppart i} 26/10/2009
v v 5 Children Centre  Children Cantre  Health & Safety Officer [greer e B1LaEns
h K S Children Centre  Children Centre  Supervisor o 08/12/2009
h H i Children Centre  Children Centre  Finance Officer o 02/12/2009

Figure 47 User Administration

Search and Edit eStart Users

Choose the setting (if known).

Choose the order in which the results are displayed, selecting from First Name, Surname (the
default) or User Name, and from alphabetical (the default) or reverse alphabetical order.

Enter the search criteria, e.g. First Name or Surname.
Click the Search button to display the results.
To clear the search fields and search again, click the Reset button.

To change the settings and user groups for an existing user, click the Edit button next to their
user name (see Figure 47) to open their details page, then click the Settings button as
described in the next topic, Add a New eStart User.
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Add a New eStart User

To add an account, click Add User. The Add New User screen is displayed:

Personal Details Contact Details

User Name (*) House No/Name

First Name (*) Address

Surname (*)

Service Type (no selection) - Town

Agency - County

Role Postcode
Active v Telephone

Management Console Email (*)

I Settings || Settings Go Here

Settings must be added
before saving a new
user

Login History (Last) 10 -

Figure 48 Add New User
Complete the account information, noting the following:
m User Name, First Name, Surname and Email are mandatory.

m The Active check box is selected by default. Deselect the check box if the account is not to
be used immediately.

m The Management Console check box should be selected only for the senior eStart
Administrators. We recommend that no more than three users have this level of access.

Click the Settings button to configure this user’s access to eStart.

User Settings Details for j
(Ctrl+Click to rulti select)

Awvailable Settings Settings Groups

3
B[ E

Figure 49 Select Settings for a User

Click the setting you wish to add for this user in the left-hand list. To select more than one
setting, use Ctrl + click or Shift + click.

Click the blue arrow button. The following reminder is displayed:

Microsoft Internet Explorer

\_‘.T/ You MUST add groups to this Setting to save the information!

Ok | [ Cancel
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Click the OK button to move the selected settings into the centre Settings list.

You now need to select user groups for this person at these settings.

Highlight the settings you wish to configure and click the Groups button.

Allow the screen to refresh.

Select the appropriate user group in the right-hand list and click the Update button.

Usar Settings Details for j

KCtrl+Clidk to multi salect)
Available Settings Settings Groups

[Administrator
|[Family Support ¥Worker

Infarmation Of ficer
|[Managers

| Senior Management
Superddmin
||Systern manager
Wiew Only users

rzn [Ea]p)

Figure 50 Group selected for a user at their settings

If necessary you can now add more settings and groups for this user. See Configuring Multiple
Setting Access on page 29. When you have finished, click the Close button.

The new user account has now been created and the Add New User screen is displayed as the
Registration Details screen.

Registration Details

Personal Details Contact Details
User Name (*) House No/Name
First Name (*) " Address
Surname (*) =
Service Type (no selection) - Town
Agency - County
Role Postcode
Active Telephone
Management Console | | Email (=) e
—— ¥ [ Pasevnd
NOTE: CCS does not
recommend the use
Lo (K Sheteal
hotmail, yahoo etc.

Figure 51 Registration Details

Please note that if more than one setting has been added, only the name of the first one is
visible to the right of the Settings button, followed by an ellipsis (...). Click the blue down arrows
to the right of the setting name to display a list of all the settings for this user.

Finally, click the Reset Password button to generate an initial password for this user. The new
password is displayed on screen and is sent to the user by email. They must change this
password the first time they log on.
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Reset Password

Please inform the
user that their
new password is:

qeTqVIFE

Configuring Multiple Setting Access

eStart is flexible and allows you to easily set up different permissions levels for users for
different settings. In the example in Figure 50, the user has Information Officer access to four
settings. If you wish to give Administrator access to the remaining settings, highlight the next
group of settings you would like to configure, click the Groups button and select Administrator.
Repeat this process, to configure any setting to use any user group.

When you click on a setting name, the relevant group (access level) is highlighted.

eStart Permissions and Security

Console Manager

This gives Super Administrator permissions for every setting. If a user is given the Console
Manager role (the Management Console check box is selected on their Registration Details
page), they have full access and permissions to all functionality at every setting across the
authority (database). This user cannot change their user groups or permissions. The Console
Manager role is designed for authority-wide users, so care must be taken when assigning
someone to this role.

Super Admin

A user can be set to be a Super Admin (SA) user at one or more settings. SA users have full
access and permissions for every function at the setting that they are a super admin user for.

This means that a user could be a SA user at one setting and an administrator at one or more
other settings.

The Super Admin group’s permissions cannot be modified.

Administrator

An Administrator is similar to a super admin user, except that by default User Management,
User Access Groups and Requested Affiliations are not included. This group can be edited,
renamed or even removed if you wish. An administrator with full access to all options is identical
to a super admin user.

Who can do what?

Super Admin and Management Console users (or someone who has permissions to Manage
Users) are the only people who can change other users’ permissions (unless a user has been
upgraded to have full Manage Users permissions).

Only Console Managers have permissions to choose who is to be a Console Managers.

Only Super Admins can choose who is a Super Admin (they cannot upgrade their own accounts
to console manager).

Normal users with access to manage users cannot upgrade their own accounts.

Passwords

In order for eStart accounts to be as secure as possible, passwords must:
m Be a minimum of eight characters.
m Contain at least one number
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= Contain at least one capital letter (A-Z)

When you add a new user, you need to generate their first password. This is emailed to them so
that they can log into to eStart. The first time they log in they have to change their password.

See eStart Timings on page 48 for information about password expiry settings and session
timeouts.

Reset Password

User passwords are only visible on screen when the Reset Password button on Admin | Users
| Manage Users | Edit is clicked to generate a new password. The new password is then
automatically emailed to the user. Passwords can be reset by a console manager, super admin
or any user in a group with Manage User access.

Change Password

Every new user must change their password the first time they log in to eStart. They can also
change their password at any time, via My Settings/Details | My Details | Change Password.
In addition, the eStart administrator sets a time limit for the life of passwords, so every so often
users are automatically asked to choose a new password.

They must enter their current password (the one they have just used to log in) and their new
password and retype the new password to confirm it. These two versions of the new password
must be identical; this is case sensitive.

Passwords must include a minimum of 8 characters and
contain at least 1 number and at least 1 Capital letter (A-Z).
The password is case sensitive.

Current Password

New Password

Enter New Password Again

Figure 52 Change Password

For eStart accounts to be as secure as possible, passwords must obey the following rules:
m They must be a minimum of eight characters long

m They must contain at least one number

= They must contain at least one capital letter (A-Z)

Security Questions and Answers

An extra level of security may be implemented when users log in to eStart. This requires them to
answer one of a series of questions to which they have previously supplied the answers.

This function is only available on request. Contact the One Technical Support team at
onetechnicalsupport@-capita-cs.co.uk to ask for it to be enabled. The request must be made
ahead of time because this is carried out on a scheduled basis.

Once the security answer function has been enabled, the login screen displays a security
guestion and an answer field:
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Name s e

Password

Question Where were you barn?

Answer |

V3.42 Login

Figure 53 eStart Web login page (with extra security question)

This extended version of the login screen asks for the user’s user name and password as
before, but also asks them to answer one of a series of questions that they have answered
previously. The first time they see this screen they are able to record their answers (which they
can change later if necessary), as described below.

m |f they have previously entered answers to the extra security questions in eStart, they should
type the correct answer in the box and click the Login button.

m If a user has not previously entered any answers to the security questions, then they must not
type anything into the Answer field. They need to enter their user name and password as
usual and click the Login button. A screen is then displayed where they must type their
answers to the security questions. Once they have entered all the answers they are logged in
as usual. The next time they log in they will be asked one of these questions, selected at
random.

The security questions are:
m Where were you born?
m Mother's Maiden Name?

= Favourite Pet?

You must emphasise to the users that they must give answers that they will be able to remember, and
that are spelt correctly. This is important for two reasons:

1 If they give an incorrect or differently spelt answer when they try to log in next time, their login will fail.
2 ltis not currently possible to reset a user's answers if they forget them.

Change Security Answers

If a user needs to change their answers to the security questions they can do this after logging
in.

My Settings/Details . .
: To change the answers to the security questions, go to
= My Eéedtifls My Settings/Details, then My Details and click on
Change Passwiord Change Answers.

My SCEQ‘?E?%ES R If the extra security question has not been activated in

o your version of eStart you will not see this menu

il Logout option.

@ Ext

eStart Web Administrator Handbook _



User Groups, Permissions and Security

Edit Login Questions

Wwhere were you bom?

Mother's Maiden Mame? |

Favaurite Pet?

Figure 54 Changing your answers to the security questions

The new answers should be typed in and saved. Again, it is very important that the answers are
memorable and correctly spelt or the user might not be able to log in next time, and these
answers cannot currently be reset.
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Merging and Moving

The merge functionality in eStart enables users to:

m Manage duplicate families, carers or children.

m Move children or carers to another family.

It can also be used to merge other duplicate data items:
m Event types

m eStart users

m Care workers and health visitors

m Doctors.

When data is merged, it is preserved or deleted according to the options selected by the user.

Admin

+ é' Manage DropDowns -
= & Merge —

g e | Tomerge or move items, follow the menu
Carers

© Chidren route Admin | Merge | <Merge Option>.

%) Event Types

S Users

W Careworkers/Hv's
Doctors -

|-

Figure 55 Admin | Merge

For full details of how to use the merge tools, see the eStart Web User Handbook.

Who should be Merging Data?

As part of your data cleansing strategy you should consider who will be responsible for dealing
with duplicate family data in the eStart database and set up the user permissions accordingly.

Capita One suggests the following management options:
m Centralised: An information team at the Local Authority are responsible for all merges.
m Decentralised: One person per children’s centre is responsible for all merges at their centre.

In all cases training is vital as this feature enables users to completely remove individual carers,
children and entire families from the eStart database.

Configuring Permissions for Merging and Moving

Admin

% Customn Reports
% Custom Query

3 Users To configure user access to the merge options, follow
-3 L;erM‘;Da“gpe‘-‘User A <«—— the menu route Admin | User Groups | Manage User

@ Add New Group Groups.
% Edit User Groups
é' Ewvent Reporting Groups
%) Manage Custom Areas
+ é' Manage DropDowns
# W Merge

= 5 Suctom Maintananra

1. Select the User Group from the dropdown.
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2. Click the Admin button to display the Admin tab

3. Click the Full Access or No Access button for all the Merge options in the list of descriptions.
See Figure 56, below.

User Gm,_,p| (no selection) V|
| Family ||| Childrzn | I Carers ‘ | Admin | I/ Reports | Ih‘anaged usts| | Search | I Messaging | I Events |
Family Children Carers Admin Naports Mj Lists Search Msg's Events
I Misc. | I SEF | I Dropdowns ‘ | eFect | I Caoi i Jl’rCust. Queries | | Cust. Folders |
Misc. SEF Dropdowns  eFect ContactPoint Cust. Queries Cust. Folders

I All Full Access |I All Read Cnly |I All No Access |
Affiliation Requests Full
Custom Queries Full
Custom Reports Full
Event Reporting Groups Full _
LDQT Data Extract Full
Maintenance Family Full
Maintenance Member Full
Manage Custom Areas Full
Manage Dropdown Lists Full
Manage Groups Full
Manage Users Full _
Merge Carers Full
Merge Careworkers Full
Merge Children Full
Merge options
Merge Event Types Full
Merge Family Full
Merge Users Full

Figure 56 Configuring Access to Merge Features

If No Access is set for a user group, the option is greyed out for the members of that group.
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Custom Queries Overview

A custom query is a single, predefined SQL statement, that enables data to be retrieved from
the relevant tables in the database and displayed on-screen in a table. The data can also be
exported to a .csv file for manipulation and further analysis outside eStart. Custom queries can
be written by Capita at a customer's request or added by an eStart administrator.

Custom Queries are mainly used for simple SELECT statements, however it is also possible to
perform basic functions such as COUNTs and SUMs. Runtime parameters can also be defined
and selected and these can then be used to further tailor the query output, e.g. a setting can be
selected from a dropdown list and data returned for only that setting.

Note: The custom query functionality is not as powerful as reporting packages such as Crystal Reports
and there is no support for groupings or sub reports, therefore breakdowns of data and totals cannot be
included.

Users can run custom queries via Reports | Custom Queries.
Administrators can manage custom queries via Admin | Custom Query.

Custom Query Repository

Custom queries that have been written for other Local Authorities are stored in the Custom
Query Repository. Administrators at hosted customers who have sufficient permissions can
view and import custom queries from the repository. These can be edited if necessary before
being run.

Custom Query Administration

The Admin | Custom Query route enables administrators to:

Run custom queries. See Running Custom Queries on page 39.

View and amend the details of custom queries. See Managing Custom Queries on page 36.

Delete custom queries.
Assign permissions to view and run custom queries to user groups or individual users.

Import custom queries from the repository and amend them as appropriate (hosted customers
only).
Re-import custom queries that have been modified by Capita One since import.

Add new Select custom queries.

eStart Web Administrator Handbook -



Custom Queries

Custom Query Search
Select Admin | Custom Query to display the Custom Queries screen.
Famity

Events I Add || | Repository
Reports

Search Criteria

Messages Name: Unigue Code:

Admin Description: Source: (Any) M

2 custom Reports |
2 Custom Query

-5 Users

o8 e

Resst | | Search

Figure 57 Admin | Custom Query | Search

This screen enables you to search all the custom queries that are currently in your eStart
system. This includes queries that were originally created for your organisation, and those that
have been imported from the repository.

Enter part or all of the Name, Description or Unique Code.

Select the Source from the drop-down list. The Source options are:

m Any: All custom queries available to your users.

= Internal: Custom queries that were originally written for your organisation.

m Repository: Custom queries that were originally written for another organisation and have
been imported from the repository into your eStart system.

Click the Search button to display the results.
Click the Reset button to clear the search criteria and enable a new search.

Managing Custom Queries

The Custom Queries screen lists all the queries returned by the search.

I Add | I Repository
Search Criteria
Name: test Unique Code:
Description: Source: (Any) v

I Reset | | Search
Queries

123
I e L ey
tast 1CQ1009 Internal Delete || Detail | Permissions
tast @ 1CQ1318 +«" Internal | Delete H Detail || Perm\sswons|
;2? 1 This is test query number 1 = CRQ1330 + Rapn&ltnryl Delete H Detail || F‘erm\sswons|
Test 10 This is test query number 10 [ 73un2013 CRQL385 + Repository | Delete|| Detail || Permissions |
Te&‘t 100 This is test query number 100 [0 CRQ1401 M Repository | Delete|| Detail || Permissions|
Test 101 This is test query number 101 [T CRQ1402 + Rapositoryl Delete H Detail || Perm\ssmns|
Run |Tact 102 Thic iz tact auery numher 10 = cRO1420 »# panncitery | Dolote [ Detail |l Permissions |

Figure 58 Custom Queries— search results

The list can be ordered by Name, Description, Date Last Run, Unique Code, Active check
box or Source, by clicking the relevant column title.

The following actions can be carried out:

Clicking the Add button displays the Custom Query Management — New Query screen. See
Adding Custom Queries on page 40.
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The Add button is only displayed for users with full access to the Details permission, and is only
active for users who also have full access to the SQL Content permission.

Clicking the Repository button displays a searchable list of all custom queries that are available
for import from the repository. See Custom Query Repository on page 41.

Individual custom queries can be managed from this screen.

Clicking the Run button for a query either:

= Displays the Inputs screen, enabling you to select parameters before running the query, or
m Displays the Select Query Output screen if no parameters are available for selection.

See Running Custom Queries on page 39.

Clicking the Delete button removes the custom query from your eStart system and returns it to
the repository.

The query can be re-imported if necessary, however any edits to the Detail, Permissions that
were previously assigned, and the Date Last Run, are lost when the query is deleted.

Clicking the Permissions button displays the Custom Query Run Permissions screen,
enabling you to give permissions to users and user groups to run the query. This is also
available on the Custom Query Management screen. See Custom Query Run Permissions on
page 38.

Clicking the Detail button displays the Custom Query Management screen.

Custom Query Management

I Permissions H E Custom Queries ‘

Query Details

Unique Code: CRQ1436 Source: Repository Active: V]

R Test 11

Description:  This is test query number 11

Query Content

SELECT Test 11" AS TestField;

Save Cancel

Figure 59 Custom Query Management screen

Users with appropriate permissions can edit the Name, Description and Query Content and
can select or deselect the Active check box. They can also assign run permissions by clicking
the Permissions button to display the Custom Query Run Permissions screen. See Custom
Query Run Permissions on page 38.

Note: eStart does not validate Query Content (SQL statement)

If any of the details are edited and the query is subsequently deleted to return it to the
repository, the edits are lost.
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Custom Query Run Permissions

Clicking the Permissions button enables users with full Manage Run Permission permissions
to grant Custom Query Run permissions to user groups or individual users.

Custom Query Run Permissions

ICusLomQueries ” | Query Detail ‘

Query Details

Unique Code: 1CQ1446 Source: Internal

Mame: Test Query 1

Description:  This is a new test query.

User Group Permissions | User Permissions

Add New User Group Permission
User Group: (Mot Specified) - Add
Existing User Group Permissions

No user group permissions have been defined for this query.

Figure 60 Query Run Permissions
Select the User Group Permissions or User Permissions tab as appropriate.

Select the names of the user groups or individual users from the drop-down lists. When
selecting individual users, the drop-down list can be displayed in Full Name or Username order.

Click the Add button.

The selected user groups and users are granted Custom Query Run permissions and are
added to the lists on the appropriate tabs.

In the following example, three individual users have been granted permissions to run custom
gueries:

Custom Query Run Permissions

| Custom Queries | | Query Detail ‘
Query Details
Unique Code: 1CQ1446 Source: Internal
Mame: Test Query 1
Description:  This is a new test query.
User Group Permissions | User Permissions
Add New User Permission
User
_) Full Name @ Username
(Mot Specified) - Add
Existing User Permissions
Username _______User's First Name User'sSurname | |
— S -

Figure 61 Query Run Permissions added

Click the Remove button to delete a user or group from the list and remove their Custom Query
Run permissions.
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Running Custom Queries

Custom Queries can be run via Admin | Custom Query by administrators, or by ordinary users
with Custom Query Run permissions via Reports | Custom Query.

Carry out a custom query search to display the required query in the list.
Click the Run button.
= If no parameters are available, the Select Query Output screen is displayed (go to step 4).

m |f parameters are available, the Inputs screen is displayed, enabling you to select the
parameters before running the query.

—_—

Enter Month e.g. December September

Enter Year e.g. 2009 2013

Select Setting L] -

Figure 62 Running a custom query — Inputs screen

In the example in Figure 62, the query selected is Babies Due in a Particular Month and the
input parameters are Month due, Year due and Setting.

Click the OK button.

When parameters have been selected, or if no parameters are available, the results are
displayed on the Select Query Output screen.

[¥] Export Headers I To CSV " | Back |

T e ™ 12/09/2013
. . e 27/09/2013

Figure 63 Running a custom query — Select Query Output screen

If required, deselect the Export Headers check-box to exclude headers from the .csv file.
Click the To CSV button.

Save the .csv file to a suitable location. The file can then be viewed in e.g. Microsoft Excel™.

A B ol D E
1 FamilylD MemberlD Firstname Surname Baby Due Date
2 = 12/09/2013
2 = : 27/09/2013

Figure 64 Running a custom query — output displayed in Microsoft Excel™.
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Adding Custom Queries

Users with the appropriate permissions can add new Select queries for local use.

Select Admin | Custom Query and click the Add button to display the Custom Query

Management — New Query screen.

NOTE: Only users with full access to the Details and SQL Contents permissions can add new custom

queries. These queries cannot be exported to the repository.

Custom Query Management - New Que

| Permissions ” | Custom Queries ‘

Query Details

Unique Code: Source: Active: V]

MName: N

Description:

Query Content

e

Figure 65 Adding a new custom query — Query Details

Enter the Query Details:

= Name (mandatory).

m Description.

m Query Content (mandatory). This is an SQL statement.

Select or deselect the Active check box as appropriate (selected by default).

Click the Save button.

A Unique Code is auto-generated for the query and the Source is added as Internal.

NOTE: eStart does not validate Query Content (SQL statement).

Click the Permissions button to display the Custom Query Run Permissions screen. See

Custom Query Run Permissions on page 38.
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Custom Query Repository

Clicking the Repository button on the Custom Query Search screen enables hosted
customers with appropriate access permissions to display the Custom Query Repository. This is
a searchable list of existing custom queries produced by Capita at the request of customers.

Search Custom Query Reposito

Custom Quernies

Search Criteria

MName: Unique Code:
Description: Status: Yet To Import M
Modified After Import: [+

| Reset || | Search

Queries

N

pe
Test 102 This is test query number 102 [ crgoio2 Yet To Import
Test 103 This is test query number 103 [@ ©CRQD103 Yet To Import
Test 109 This is test query number 109 @ CRQO109 Yet To Import
Test 110 This is test query number 110 @ ©RQOD110 Yet To Import
Test 12 This is test query number 12 @ CRQO012 Modified After Import
Test 126 This is test query number 126 @ CRQO126 Yet To Import
Test 109 This is test query number 109 [3 ©RrRQD109 Yet To Import
Test 110 This is test query number 110 @ CRQO110 Yet To Import
Test 12 This is test query number 12 [3 croDOi2 Modified After Import
Test 126 This is test query number 126 @ CrQoi26 Yet To Import | Import

Figure 66 Custom Query Repository
Clicking the Custom Queries button displays the Admin | Custom Query screen.

This Custom Query Repository displays a searchable list of all custom queries in the
repository that are available for import. These have either:

= Not yet been imported, or

m Have been imported but were subsequently modified in the repository by Capita One, and the
modified versions have not yet been imported.

To import a custom query from the repository:
Enter search criteria.

Enter the Name, Description or Unigue Code and select the Status from the drop-down list.
The Status options are:

a. Any: All custom queries.

b. Imported: Custom queries that have been previously imported. If these have subsequently
been modified, they can be re-imported.

c. Yet to Import: Custom queries that have not been previously imported.

Select the Modified After Import check box to search for custom queries that have been
imported and have been subsequently modified, so can be re-imported.

Click the Search button.
Clicking the Reset button clears the search criteria and enables a new search.

Click the Import button to bring a custom query into your eStart system..
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NOTE: If a custom query has been modified in the repository and is then re-imported, only the Query
Details are imported. The Name and Description are not imported, even if they have been changed.

Permissions can now be assigned to the imported query (see Custom Query Run Permissions
on page 38), and the query can be edited if necessary.
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Monitoring eStart Use

The Access and Audit Logs within eStart allow you to see who has viewed or made changes
to a particular person or family record within a selected date range and also to see exactly which
items within a record were changed.

Access to these screens is controlled by permissions. By default only console managers will
have access, but they can give permission for other users to view them through the usual
permissions routes.

Note: In order for the logs to display the correct information it is important that the web server date and
time are accurate as these will be used for the date and time of the log records.

Audit Log

The Audit Log tracks all changes made to a record i.e. carer and child basic details, health
data, custom fields, hard to reach, activities, referrals, and TCP attendance. For family records,
it also logs changes made to activities, service requests, custom fields, hard to reach and items.

= m5 Current Family
= f& Carers
B & Timothy
i (B Health
& Addr & keng
i custom Fields
@ Hard to Reach
& Activities
4 Referrals
= Tcp
# Carer Notes
® ' Carer UNA To view the Audit Log for a person (carer or child), follow
. . EHNE 4 the menu route Current Family | <Name> | Audit Log.
[ & Chidren
& ¢F Activities
# Notes
@ Service Requests
& Custom Figlds
@ Hard to Reach

@ [tems
& # ";Bmd"g LUNA To view the Audit Log for a family, follow the menu
4 Audit Log . .
S e = route Current Family | Audit Log.
£ >

When you click on Audit Log, a table similar to that shown below is displayed:

Carer: T A = M waaran
user | all b Date Range From ] [ Show Last 20 Only
To i)
Date of Change[Time of Cl gelChanged Item|Previg (alue INew Valu
16/10/200% 2;28PM Working Hours 16 - 30 Hours 31 - 37 Hours c
16/10/2009 2:14PM Carer Benefits NEW VALUES Income Support ¢
16/10/2009 2:13PM Working Hours 16 - 30 Hours c
16/10/2009 2:13PM Haousing Status Housing Association ¢
08/10/2005 12:21PM Add Carer New Carer Added Massssss c

Figure 67 Audit Log (Carer)

There is a line in the table for every piece of information that has been added or changed. For
each line the following information is recorded:

m The date and time of the change (based on your web server's date and time)
m The actual item (field) that was changed
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= The previous value (if one existed)
m The new value
m The user name of the person who made the change

The oldest line of information will be when the person was added to eStart (if this was after the
implementation of the Audit Log - see note below).

Note: only information that has been added or changed since the audit log functionality was
implemented in eStart v3.37 is listed. No earlier information is included in the audit log.

Following the implementation of eStart 3.46, the Ethnicity, Sub-Ethnicity and Other Ethnicity have
been recorded as Changed Items in the audit log.

You can limit the results to list only those changes made within a certain date range and you can
also choose to only show the last twenty records. If you choose or change either of these filter
options, you need to click the Search button to display the list of results.

The To CSV button allows you to download the list to Excel and either open it or save it e.g. as
an Excel spread sheet. Make sure you give the file a suitably descriptive file name when you
save it.

File Download 3]

Do you want to open or save this file?

ﬁ:‘a Mame: eStark_data.csv
i

Type: Microsoft Office Excel Comma Separated Walues Fil...
From: i, estattsecure, com

DOpen ] [ Save ] | Cancel |

I~ e ) “wihile files from the Internet can be useful, some files can potentially
d harm your computer. If you do not trust the source, do not open ar
= save this file. What's the risk?

Figure 68 Export Audit Log to CSV
Changes are listed in the same way in the Child audit log and the Family audit log:

Child: K A

User ag v Date Range from | ZH [ Show Last 20 Only
T | | £5 Te S5V
5 !
BE F T ange|Changed Item || T aluie|Nes L e -
16/10/2009 2:22PM Child Disabilities NEW VALUES D3 Deaf / Hearing Impairment ¢
16/10/2009 2:22PM childcarersidindex [LEEETETE c
08/10/2009 12:22PM Add Child Mew Child Added Muewxesees c

Figure 69 Audit Log (Child)
. Famly ]

User | A v Date Range From F  [Jshow Last 20 Only
|Date Use

: Family Family living in poverty-- Family living in poverty--
19/10/2000 e HardToReach False True B
08/10/2008 12:20PM Add Family New Family Added M skdnn c

Figure 70 Audit Log (Family)
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Access Log

The Access Log displays a log of all attempts made to access a Family record (not an individual
record).

Family

=l “, Search
&y Results

mo Add Family
= mis Current Family
. ﬁ e To view the Access Log for a family, follow the

2 @;‘ Activities menu route Current Family | Access Log.
Motes

@ Service Requests
¢ Custom Fields
@ Hard to Reach
i Items

# 7 Family UNA

4, Audit Log

O Access Log

When you click on Access Log, a screen similar to that shown below is displayed:

g il | Pate Range From A [ show Last 20 Only
19/10/2009 11:18AM c Mrknsnsn
18/10/2009 F:16AM c W] ok e
16/10/2009 2:05PM el W]k e

Figure 71 Access Log (Family)

There is a line of information in the table for each access attempt. For each line the following
information is recorded:

m The date and time of the access (based on your web server's date and time)
m The user name of the person who accessed the record

m The ID of the family whose record was accessed

Note: only access attempts made after the access log functionality was implemented in eStart v3.37 are
listed. No earlier information is included in the access log.

You can limit the results to list only those access attempts made within a certain date range and
you can also choose to only show the last twenty records. If you choose or change either of
these then you will need to click the Search button to create the list of results.

The To CSV button exports the list to Excel from where you can open it or save it. Make sure
you give the file a suitably descriptive filename when you save it.
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08 ‘ System Maintenance

System Maintenance

System Maintenance enables you to rectify errors in data entry. The System Maintenance
reports are similar to Custom Queries but they also enable you to update records without
actually visiting the database record.

Admin =
2 custom Reports
3 custom Query
= W Users
= @ User Groups
%g'Event Reparting Groups
S Manage Custom Areas
A @Manage DropDowns
= W Manage Messaging
= W Merge

= 3 System Maintenance To access this area, follow the menu route Admin |

@ WFamiy Maintenance > System Maintenance | Family Maintenance or

® WMember Maintenance Admin | System Maintenance | Member
@ estart Timings Maintenance.

S A Contact Details

~

Figure 72 System Maintenance

Family Maintenance
The Family Maintenance area reports on the following:

= No Children Selected Age: Active families with no children under the selected age and no
pregnant carers. This lists the numbers of families with no members. Status can be updated.

m No Carers: Active families with no carers. Status can be updated.
m No Joined Date: Active families with no joined date. Status and joined date can be updated.
= No Setting: Active families with no setting. Status and name of setting can be updated.

m Not Registered: Active families who are not registered. Status can be updated and the
registration description check box can be selected or deselected to set it to true or false.

m No GP: Active families with no GP. Status and name of GP can be updated.
m No Postcode: Active families with no postcode. Status and postcode can be updated.

m No Family Telephone Number: Active families with no telephone number. Status can be
updated and a telephone number can be added.

= No Status: Active families with no status.

Member Maintenance
The Member Maintenance area reports on the following:

m No Date of Birth: Active members with no recorded date of birth. Status can be updated and
date of birth can be set.
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No Member Joined Date: Active members with no joined date. Status can be updated and
joined date can be set.

= No Status: Active member with no status.

= No Ethnicity: Active members for whom an entry exists in the Other Ethnic Info field and
who have a missing main ethnicity entry. Ethnicity can be updated here without the need to
open the Family record.

m Bulk Ethnicity: Multiple ethnicities that share the same Ethnicity Description can be
updated. The page initially displays the old sub-ethnicity and old main ethnicity. Once a new
main ethnicity has been selected, the new sub-ethnicity dropdown becomes available.

m Family Inactive and Member Active: Identifies where a family is inactive, but there are still
active members assigned to the family. The inactive reason can be updated. The member
audit log and audit log report are updated when this tool has been used. It does not update a
member that is already inactive - their inactive reason will remain. Multiple families can be
updated at the same time

m Members Inactive and Family Active: Identifies where members are inactive and the family is
active. Family status can be updated. Only one family at a time can be updated, as the
inactive reason for each member may be different. The family audit log and audit log report
are updated when this tool has been used.

Using System Maintenance

The editable options for each report vary depending on the report, but always enable you to
resolve the data issues that are the subject of the report.

1. Access the required maintenance area via Admin | System Maintenance | Family
Maintenance or Admin | System Maintenance | Member Maintenance. Select the required
maintenance report. In this example, the System Maintenance | Family Maintenance | No
Settings report has been selected.

System Maintenance - Famil

Active Families with no setting

Edit B E n = Unknown Active =
Edit B L o = Unknown Active
Edit rmmmemman  (oomsssmmm sE 0N O CEEEESEN EEEN BN -] Unknown Active
Edit Unknown Active
Edit mmmm— B ] T [ = = n Unknown Active

Edit smemmms HEE B EEE N N O B N E Unknown Active
Fars :

=i oa A L 1 EEAT L Larm e =

Figure 73 Example of Family Maintenance report

All the members who meet the report criteria are listed, and the Family IDs and Addresses of
all the active families who do not have a setting recorded in eStart are displayed. For each of
these the Setting is unknown and the Status is active.

2. Click the Edit hyperlink for the record you wish to change.
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System Maintenance - Famil

Active Families with no setting
12345678910 =
Edit PR el . T Unknown Active
[
Update Cancel L v Active -
- u - i L. = i ¢
Edit - I Unknown Active
Edit = E = m— = - Unknown Active
Edit e EEm o § R EE—————— U Active
3 = n !
Edit o el B Unknaown Active

Figure 74 Carrying out Family Maintenance
Edit the Setting and Status as required.

Click the Update hyperlink. The family’s record is updated and the entry is removed from the
list.

eStart Timings

This is an option within Admin | System Maintenance that enables you to set the Session
Timeout and Password Expiry periods. These settings make eStart more secure.

Family eStart Timings

Please Mote : Only numerical input will be accepted

Events
Reports

Session Timeout: (B0 minutes
Messages Password Expiry

(leave empty for -
Admin passwords to 30 days
Lo WSS UIlUupS never expire):

% Event Reporting Groups

a Manage Custom Areas
+ % Manage DropDowns
# W Merge
= @ System Maintenance

+ % Family Maintenance

# W Member Mainten

W estart Tin‘ﬁ)

# % UNA Maintenance

%) Affiliation Requests v

Figure 75 eStart Timings

The Session Timeout is the length of time of inactivity after which a user is automatically
logged out and needs to log back in to eStart in order to continue working.

The Password Expiry period is the length of time after which users need to enter a new
password. The default for this is 30 days and Capita recommends that this is not changed. A 30
day password expiry policy is the recommended industry standard and Capita suggests that you
should adhere to this so that your system remains secure. You will need to check with your local
IT Services department or provider for their recommendations and configure your eSuite system
accordingly.

If you do not wish to enforce the password expiry option, you can leave the field empty and your
users' passwords will never expire. This is not recommended.

LA Contact Details

This is an option within Admin | System Maintenance that enables you to set the Email,
Telephone No: and Website address for your LA. This information is displayed to users at the
bottom-left corner of the eStart login screen or when they select the Contact Details icon.
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Family - LA Contact Details
Eaents i Email: |test@example_co_uk |
Reports aa

Telephone No: 0123456789 |
Admin - Website: |http:ffwww.example_co.ubd x |
% custom Reports
2 Custom Query ~

= WUsers

® W User Groups
ﬁE\fent Reporting Groups
& Manage Custom Areas
@ @ Manage DropDowns
# @ Manage Messaging
= W Merge
= & System Maintenance
@ W Family Maintenance
@ WMember Maintenance
W estart Timings

P @m:t@

Figure 76 LA Contact Details

Affiliation Requests

If an eStart user does not have permission to edit or manage a family, they can make an
Affiliation Request. Once the family has been affiliated to the user’s nursery, they can then
make the necessary changes. It is the console manager’s responsibility to review and approve
these requests.

For each request, the console manager can view the Family ID, Address and current Family
Setting, along with the Requested Setting and the user name of the person who made the
request.

Approving Affiliation Requests

To review and approve affiliation requests:
Select Admin | Affiliation Requests to display the Affiliation Requests page.

Affiliation Requests

I

L

[ ——— I EEEETEECENTE NN W == P — BB e
[F] W CEEETT CECENEE CE N & ¥ WS = T T T

[ s u m ol ] " | R miEE .
[ — = oy i & i -1

[  EEmE [ B = - m G B CECEE e m LS

[] v mms oy B W H L] ER B e R e i

O o = — - —— NN G BN NN A T N
| SN ST R W = B om U EEEE——— E
[F i P —— =N u R B = WO B

Figure 77 Admin | Affiliation Requests

Select the check box adjacent to the affiliation requests you wish to approve. To choose all the
requests for approval, select the check box in the header adjacent to the FamilyID column
heading.

Click the Save button. After an affiliation request has been approved, the user can edit the
family. The user’s own setting is now displayed in the family’s Affiliations list.
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Setting EECE CENEEE SN -

Registration & Affiliation Details

Affiliations N omcEmE mE

Update Affiliations

In Greatest Meed Details

Workless Househeld Details

Figure 78 Approved Affiliation on the Family screen
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09 ‘ LDQT Data Extract
LDQT Overview

The eStart Local Data Quality Tool (LDQT) extract functionality enables core data on the eStart
database to be captured in an XML format. The XML file produced can then be passed to the
DfE via the Collect functionality to allow all data to be checked for quality.

Key elements to note:

m Because of the size of the files involved, LDQT extracts must be scheduled to run overnight
and the resulting files downloaded the next day.

m The data contained in the files produced by the LDQT extract should be considered sensitive
and personal. Every precaution must be taken to only save LDQT extract files to safe
locations. It is recommended that they be kept only as long as is necessary and are to be
encrypted wherever possible.

Who can perform an LDQT extract?

Console managers and those who have been granted permissions to LDQT by a console
manager can perform an LDQT extract. Console managers can grant permissions to other users
to do this by first adding the permission to a group, and then adding the user to that group.

Follow the menu route Admin | User Groups | Manage User Groups.

From the User Group dropdown, select the group to which you wish to give access to the LDQT
functionality and click the Full Access button for LDQT Data Extract.

User Groups

User Group 5
| Family ‘ | Children | | Carers | | Admin ‘ | Reparts ‘ |Managed L.scsl | Search | | Messaging ‘ | Events |
Family Children Carers Admin Reports, Mg Lists Search Msg's Events
| Misc ‘ | SEF | | Dropdowns | | eFect ‘
Misc. SEF Dropdowns eFect
| All Full Access H All Read Only H All No Acoess. ‘

Access Log Mone | Full Acoess | | Read Only | | No Access ‘
Activities None [Funacces | [[Resgony | [[Moscces ]
Add Carer Full
add Child Full
Add Family Full
Affiliations Mone [ Funacoes | [Ressony | [ Mescess |
Audit Log Mone | Full Access | | Resd Only | | No Agcsss \
Children Ful
Confidential Notes Read Only | Full Acoess | | Read Only | | No Acosss \
Custom Fields None [ Fuacesss | [ Ressony | [ Neaces |
Family Relationships Mone | Full Acoess | | Read Only | | No Acosss \
Hard To Reach None [ Fuiacesss | [ Ressony | [ Neacces |
Items None [[Funacoess | [[Ressony | [ Moscess |
LDQTDataExtract None m@amy | [eaces | >
Main Family Page Read Only [Futacess | [ Reasony | [ToAm== 1

Doad Al | T [ Becanqi. | | IFVPo—

Figure 79 Granting LDQT Data Extract permissions to a user group

Once LDQT Data Extract permissions have been granted to a user group a console manager
can add users to that group as described in eStart Users on page 26.
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Important Note: LDQT extracts are of the entire database; granting an individual user membership of a
group with LDQT Data Extract permissions for any setting does not restrict them to performing extracts
for that setting only. Therefore, if LDQT Data Extract permissions are granted to a user group, any
member of that group can perform an LDQT data extract of the entire database.

For this reason, and considering the security and data sensitivity inherent to LDQT data, it is
recommended that only console administrators and perhaps one or two senior managers should be

granted access to the LDQT tool.

Scheduling an Extract

Admin

® custom Query
+ S Users
# B User Groups
W Event Reporting Groups
W Manage Custom Areas
+ % Manage DropDowns
© W Merge . .
7 W System Maintenance The LDQT tool is accessed via

R E / Admin | LDQT Data Extract.

W Affilation Requests
% LDQT Data Extract

The first time you select LDQT Data Extract, the screen below is displayed.

To schedule an extract, click the Schedule Extract button.

LDQT Data Extract

You do not currently have any LDQT file available to download or any
extract scheduled. Click 'Schedule Extract' to queue an extract to run
overnight

Schedule Extract

Overview of LDQT Data Extract

The LDQT Data extract is a utility which will produce a large XML file containing information about all active children on
your system together with carer, address and service provision informotion. This is designed to be provided to the DCSF
via the 'Collect’ functionality to allow all data to be checked for quality. LDQT Extracts are scheduled to be run overnight.
Extracts scheduled the previous day are availabel to be downloaded as files.

Security Information

The data contained in the file produced by this utility should be considered sensitive and personal. Please take every
precaution to save LDQT extract files only to safe locations. It is recommended that they be kept only as long as is
necessary and are encrypted wherever possible.

Figure 80 Scheduling an Extract

Once you have an extract scheduled the screen will inform you of this and present you with an
option to cancel the extract should you wish. To cancel a scheduled extract simply click the

Cancel Schedule button.

LDQT Data Extract

You currently have an ldqt extract scheduled. This will run overnight
and produce an Idqt data extract file which will be available for
downloading tomorrow.

Cancel Schedule

Overview of LDQT Data Extract

Extracts scheduled the previous day are availabel to be downloaded as files.

Security Information

The data contained in the file produced by this utility should be considered sensitive and personal. Please take every
precaution to save LDQT extract files only to safe locations. It is recommended that they be kept only as long as is
necessary and are encrypted wherever possible.

The LDQT Data extract is a utility which will produce a large XML file containing information about all active children on
your system together with carer, address and service provision informotion. This is designed to be provided to the DCSF
via the 'Collect’ functionality to allow all data to be checked for quality. LDQT Extracts are scheduled to be run overnight.

Figure 81 Deleting a scheduled extract
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Downloading an Extract

Once you have an extract scheduled it will run overnight. The next morning you will be informed
that there is an extract file waiting.

To receive the download:
1. Click the Download LDQT File button.

If you do not wish to download the file, and wish to schedule another extract instead, click the
Cancel LDQT File button. This disposes of the file and returns you to the first screen to enable
you to schedule another extract.

LDQT Data Extract

You have an extract waiting. file: 'eStart_Scrambled_0209200906-10-
200915-31-58' is available to be downloaded. Please click on 'Download
LDQT File' to save this file to your computer or 'Cancel LDQT File' to
remove this file.

Download LDQT File Cancel LDQT File

Overview of LDQT Data Extract

The LDQT Data extract is a utility which will produce a large XML file containing information about all active children on
your system together with carer, address and service provision informotion. This is designed to be provided to the DCSF
via the 'Collect’ functionality to allow all data to be checked for quality. LDQT Extracts are scheduled to be run overnight.
Extracts scheduled the previous day are availabel to be downloaded as files.

Security Information

The data contained in the file produced by this utility should be considered sensitive and personal. Please take every
precaution to save LDQT extract files only to safe locations. It is recommended that they be kept only as long as is
necessary and are encrypted wherever possible.

Figure 82 LDQT screen with extract ready for downloading

When you click on the Download LDQT File button a file download dialog box is displayed
(Eigure 83) and the screen reverts to the first screen to enable you to schedule another
download.

2. Click the Save button on the File Download dialog.

You currently have no d or scheduled,
Schedule Extract to set a new extract. Scheduled extracts will run
overnight and provide a file to download the next day

Schedule Extract

File Dewnload

ES

. Do pou want to open or save Lhis file?
Overview of
"’3 Hame: eStart_sssssssrsns 2305-Z009 4 o0 o4 i

The LDQT Data extrs Type: XML Docurment, 1.50M8 ormation about all active children on
your system togeths From: localhast s designed to be provided to the DCSF
wia the “‘Collect” fundg g bicts are scheduled to be run overnight.
Extracts scheduled §

[ open | [ Sawe | [ cancal |

Security Inforny g ‘wihide fikes from Ihe Irtearet can be usefu, some fles can potentialy

F haim you compuler, IF you do ot buil the sowce, do rl open o

The data contained save thiz fle. YWhal's the mk? wve and personal. Please take every
precaution to save Lf bt they be kept only as long as Is
necessary and are efCIYOET WHETEUEr

Figure 83 Downloading the file

Note: Do not click the Open button. This attempts to open the file in Internet Explorer, which, given the
extremely large file sizes involved, takes a considerable length of time and memory resources, and may
cause your computer to hang.

If you click the Cancel button, the file will be lost and you will have to schedule another extract for the
following day.

A standard Windows Save as dialog is displayed.
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Overview|

The LDQT Daty|
your system tqg
wia the "Collacy
Extracts sched|

Security In|

The dala conls
precaulion o o
necessary and|

LDOQT Data Extract

You currenthy have no iting load or scheduled,
Schedule Extract to set a new extract. Scheduled extracts will run
overnight and provide a file to download the next day

Schedule Extract

Save As E]E|
Savein | G Local Disk () ¥ O %M@
5 1200
“ K 1
T“"‘ _‘DU active children on
MpFlecent  LDAp QR Fovided to the DCSF
Documentz iba Zydue to be run owvernight.

" -] Cec,
E‘j =ble ety

Daskion JER Eoec
) e,
e Shece
/ -l Ehed
iy — L] et ease take every
HaDmans ce et i as leng as is
. o Chest
et =L Ses
= s Cyde Efed
My Compuies
< ¥
g e -
MyMehwok | Savesstyper | ML Decurert ~| Carcal

Figure 84 Saving the file

3. Select a location to save your file (the default location is the root of your computer’'s C: drive, this
should be changed to a secure location on your network). The file default file name is a
combination of your database name and the time that the extract was run and can be changed if

required.

4. Click the Save button.
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10 ‘ Self Evaluation Forms (SEF)
SEF Builder Overview

Every centre should have its own assigned Self Evaluation Form (SEF). The SEF Builder
enables you to create these questionnaires, each with the following components:

m Cover sheet
® Introduction

m Up to ten sections (A - J), containing questions. Each question has an answer type such as a
text box, radio buttons or check boxes.

A SEF is based on a SEF Template, which is a pre-defined, reusable set of these components.

If a suitable template is not available, you must use Manage Templates to design a new
template and then create a SEF based on this template. You can define as many different
templates as you wish, and select a suitable one each time you add a SEF.

Answer Types

Text Boxes

Text Boxes enable a user to type in free-text qualitative answers. When a text box is added to
the SEF, it can be dragged out by anchor points to any size you choose.

Radio Buttons

Radio Buttons are a list of possible answers to a question. They are mutually exclusive (the
equivalent of a dropdown list), so the user can only choose one answer to the question.

Check Boxes

Check Boxes also give a list of possible answers to a question, but these are not mutually
exclusive (the equivalent of a multi-select list), so the user can select more than one answer.
Check boxes are added one at a time. For example, if you have a question such as:

Which of the following apply to your centre?

You can add a set of check boxes with values such as Friendly, Well run, Good service etc. The
user can select one or more of these answers.

Data Elements

Data Elements are predefined questions with answers that are difficult to find out, e.g. Number
of teenage parents?

SQL queries are written by the One support team to extract the answers from your database. If
you need a new data element, contact the support team at one.support@capita-cs.co.uk, who
will construct the element and add it to your eStart database.

Data Elements are selected from the Data Element dropdown. When a SEF that includes a
data element is run, the answer is automatically inserted into the form.
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Managing SEF Templates

SEF Builder
= 2] SEF Buider )
[ ovenview P Follow the menu route SEF Builder | Manage
[] Manage Temphtes <
[#] Manage SEFs Tem plates .
| Run SEFs

Figure 85 SEF Builder Menu

The SEF Template Management screen enables you to search for an existing template that
can be renamed, edited or deleted depending on your user permissions. You can also create
new SEF templates.

SEF Template Management

SEF Template Contains :

Figure 86 SEF Template Management screen

m Rename an existing template by clicking the Rename button.
m Update the layout and questions by clicking the Edit button.
m Click the Delete button to remove a template.

Creating a New SEF Template
Select SEF Builder | Manage Templates to display the SEF Template Management page.
Click the Add New button and enter the SEF Template Name.

SEF Template Name | |

Save
Figure 87 SEF Template Name

Click the Save button to create the new empty template.
Click the Edit button to insert text, text boxes, radio buttons, check boxes or data elements.

(User andy admin kgped in 8t 17:10
Question Type TexiBox b
fumbaer of Rows | L Add
BIU 4L ac ERAE Rk S5 —ASDE Ma

...... v gise % Farmatting % | Style ¥ feeer

vt Joeien ]
~rata o] [Saws ]

Figure 88 SEF Builder - Edit SEF screen

Type <#PageBreak#> to introduce a page break into the section. This causes a break onto a
new page when the SEF is printed.
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Click the Cover Sheet, Introduction or Part A buttons to edit the pages (see Figure 89 and
Figure 90).

Editing the Cover Sheet

Click the Cover Sheet button. Enter suitable text for the SEF cover sheet and format it using the
editing tools. Click the Save button.

Question Type TautBhi -
S by of B | A |

BJ7U 48 ac ERAR E® S 4700 M8
Fore

= Sim [ . [P -

Children's Centre

Self Evaluation Form

]

e | S
= Ee [mran] [mms]

Figure 89 SEF Builder - Cover Sheet design screen

Editing the Introduction

Click the Introduction button. Add a brief introduction to your SEF by entering the text and
formatting it appropriately. Click Save.

Question Type ToxtBox -

Kumber of Rows
B I U 408 90 ESTE KK SIS S A O5 AR
Fant ED w| Farmathng w0 | Strle [ Tsent v

The Shire Borough Conncil

Online Self Evaluation Form

Welcome to the online Self Evaluation Form

Figure 90 SEF Builder - Introduction screen

Editing Sections

To add the first section, click the Part A button. Use the buttons to switch between the Cover
Sheet, Introduction and Part A.

When you have added the questions you require to Part A, click the Save button. Use the New
Part button to add extra parts to the form.
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Adding a question with a free text box

Question Type

Number of Rows 1
B 7 U ¥ @90 ESSE=E=|tEE =1
Font v” Size V” Forrnatting v | Style V”

o
1. Please type in your name q
o

¥

Figure 91 SEF Builder - Adding a question with a free text answer

Position the cursor where you would like your question to appear and type and format the text.

Add a few spaces after the text and select TextBox from the Question Type dropdown.

Click Add. A greyed out text box is displayed, which can be adjusted to the size you require.

Click the Save button.

Adding a question with radio buttons

Question Type Radio Buttons + |

=
Number of Options 1 'm’

I Plassa typa in your nams | S

2. How do you rale your overall experience of the Children's Centre?

i Eucallent O Good O Satisfactory O Poor

B 7 U 423 9o EEEmEdeE s s

| Forit | 3ize ~ | Formating = Style ~ Insert

Figure 92 SEF Builder - Adding a question with radio buttons

Enter two carriage returns to move down the page.

Type and format the question, then enter another carriage return.
Choose Radio Buttons from the Question Type dropdown.

Enter the number of answer choices you require in the Number of Options box.

Click the Add button.

Repeat to add more radio buttons as required.
Replace the text Option 1, 2, 3 etc. with your answers.

Click the Save button.

Adding a question with check boxes

Question Type Chack Boxes
Number of Check Boxes B

B I U 0@ 90 EE=E @ S =

Font v| Size v|rurmmnu v || seyle | Insert

1. Please type in your name
2. How do you rate your overall experience of the Children's Centre?
CrExcellent CGond O Satisfactory O Poar
3 Pleaza indicata the seracas provided in your Children's Centre
Clchig Care
CIToddler Graups
I Adult Education
O Stay and Play

C)Baby Massage

Clafter School Clut|
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Self Evaluation Forms (SEF)

Figure 93 SEF Builder - Adding a question with check boxes

Enter two carriage returns to move down the page.

Type and format the question, then enter another carriage return.

Choose Check Boxes from the Question Type dropdown.

Enter the number of check boxes you require in the Number of Options box.
Click the Add button

Replace the text Check Box 1, 2, 3 etc. with your answers.

Click the Save button.

Adding data elements

Enter two carriage returns to move down the page.

Format and type in the question, then enter a couple more carriage returns (use SHIFT +
ENTER to move down one line or just ENTER to move down two lines).

Choose Data Elements from the Question Type dropdown.
Click the Add button.
Click the Save button.

Managing SEFs

To add a new SEF based on a template and make it available for users, follow the menu route
SEF Builder | Manage SEFs.

SEF Management

Title Contains :
ER R Famolate i R

- ! e = - ‘ 01/02{26i2 01/02/2013
vc & , - 01/01/2012  31/12/2012
e e - 01/04/2008  31/03/2009

Figure 94 SEF Management

SEF Management enables you to make a new SEF available, or to rename or delete a SEF by
clicking the appropriate button (this does not rename or delete the SEF template).

SEF Title
Using Template Please Select the Template to use ~
Data Start Date Null A

Data End Date Null

3
[cancer] [ save ]

Figure 95 Rename a SEF

Enter a SEF Title and select a suitable template from the Using Template dropdown.
Enter the Data Start Date and Data End Date to be used by data elements in the SEF.
Click the Save button.

Running a SEF

SEFs
Setting (no selection) h
SEF Type All A
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Figure 96 SEF Search

Follow the menu route SEF Builder | Run SEFs to display the SEF search.

Select your Setting and the SEF Type. A list of prepared SEFs is displayed.

Click the Run SEF button to run the SEF.

For more information about running a SEF, please see the eStart Web User Handbook.
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11 ‘ Add on Modules
Add on Modules for eStart Web

There are currently several modules available for purchase within eStart Web:
m Electronic Registration

m Cost Effectiveness

= UNA

Electronic Registration

Several authorities have reduced the amount of time spent manually typing in registration forms
by using a special pen called a Digipen which links to eStart, recognises handwriting and auto-
uploads the registration form ready for processing.

00

Figure 97 Digipen

The pen recognises handwriting whilst the new registrant writes and the text “auto-transfers” to
the server with all details recorded.

|

| B S
1

LI

Figure 98 Forms transferred seamlessly

When your user has finished, the form appears in eStart Web under Electronic Registration.

Setting up the Digipen
The set-up steps are as follows:
Install drivers and cradle as per manufacturers’ recommendations

Register any new pens with Destiny via www.destinyplc.co.uk or call 08714 370077

Your user is now ready to start entering forms as described in the eStart Web User Guide.

eStart Web Administrator Handbook -
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Cost Effectiveness

The ECM? Outcomes Framework requires Local Authorities to monitor and evaluate their
Childcare settings and demonstrate they are delivering services to improve outcomes for
Children and Young People. The Cost Effectiveness Module provides Authorities and settings
such as Children’s Centres with all the tools necessary to conduct local evaluations and report
on their effectiveness and costs against local and national targets.

Setting up Access

To enable the module, the Console Manager needs to contact One Support. Once enabled the
Cost Effectiveness section in the left-hand menu is active.

Administrators should ensure that Cost Effectiveness is listed under Admin | User Groups |
Manage User Groups | Misc.

User Grody | Administrator -

| F amily || Children H Carers || Admin || Reports HMar\aged Usts” Search H hiessaging || Events || hisc. || SEF || Diopdouins ‘
SEF

User Groups

Farnily Children Carers admin Reports Mg Lists Search Msg's Events Misc, Cropdowns

All Full Access All Read Only All No Access ‘

Cost Effectiveness Full ( Full Acpass Mo Access )

Registration Farms Full Full Access Ho Access

Figure 99 Setting up access to Cost Effectiveness

Check that access is configured. Log into eStart with a relevant user account, and click on Cost
Effectiveness in the left hand menu. The following menu is displayed. Test the options
available to ensure your users have access.

Cost Effectiveness If Cost Effectiveness has been enabled, it is
# Costs \ displayed as an enabled menu option.
Criteria

Iﬁ'_fngsets Please see the eStart Web User Guide for
Privileges more details on how to use this feature.
+ Reports

Figure 100 Cost Effectiveness menu

2 ECM - Every Child Matters
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UNA — Universal Needs Assessment

A Universal Needs Assessment (UNA) enables health visitors to work with shared, centralised
caseload information. It maps and tracks child and carer needs through an evidence-based tool
that supports professional assessment.

A Universal Needs Assessment:
= |dentifies intervention requirements and enables informed commissioning of services.

= |s a social capital tool to identify vulnerability and resilience and enable and helps identify
hard-to-reach children and carers.

= Empowers community practitioners to be accountable and inform professional practice.
= Enables trend analysis of historic data to assist impact assessments on children and carers.

m Provides potential cost reductions to the local authorities and the NHS by informed targeting
of preventative services.

The Universal Needs Assessment (UNA) is available for any family, carer or child in eStart.

Family

= ma Current Family -
+ e Carers
=g Children

1™
#-[H Health
@ Birth & Dev
“» addr & lang
#&E Custom Fields
® Hard to Reach

@ Activities To access the Universal Needs Assessment

;’ ?ﬂi’ﬁfm N (UNA) for a carer, follow the menu route Current

> Chid Notes Family | Carers | <carer’'s name> Carer UNA.

#-% Child UNA +— . .
\ Audit Log 2 For a child follow the menu route Current Family |

= & Mandel Alhsom Gies Children | <child’s name> | Child UNA.
Hr gy Activities ) i
# Notes For a family follow the menu route Current Family |
i@ Service Requests Family UNA.
i Custom Fields
® Hard to Reach
¥ In Greatest Need
#7 Workless Household
@ [tems
=" Famity UNA
# Add Family UNA
# Select Family UNA
# Family UNA History =

Fl T 2

Figure 101 UNA Node

For information about how to use the UNA and detailed descriptions of the UNA reports, please
see the eStart Web User Handbook.

Setting up Access
Please contact the One Service Desk for full details on how to enable this module.
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UNA Maintenance

UNA Maintenance has two options, Template Administration and Score Administration.
m Select Template Administration to create new templates and modify existing templates.
m Select Scores Administration to change the score weightings for a specific template.

Admin

2 Ccustom Query
2 Users
) User Groups

Q Event Reporting Groups

% Manage Custom Areas
2 Manage DropDowns
2 Merge
) systern Maintenance
= B UNA Maintenance

D Template Administration

Select Admin | UNA Maintenance.

2 Score Administration
2 Affliation Requests
% check Login

Figure 102 UNA Maintenance Menu

UNA Template Administration

Each template is part of the overall UNA and is included in the UNA as a set of tabs (sections)
with an associated set of questions (nodes).

UNA Template Administration enables you to create, modify or delete a template or part of a
template. This is available via Admin | System Maintenance | UNA Maintenance | Template
Administration. The templates are then added to the overall UNA.

UNA Administration

All Family Child Carer Child & Carer

PR \%Wm
5 M i
__[Date [Mod

: 27-01-2009 -

Name
Family

Template Family UNA Template

bl =
- , 27-01-2008 -

18-01-2013 True

Child Template Child UNA Template Child

| B
il 14-05-2012 -

New Template

Figure 103 UNA Template Administration

Carer Template Carer UNA Template Family

=

To create a new template, you can either modify an existing template and save the modified
template with a new name, or create a new template from scratch.

Editing a UNA Template

Editing an existing UNA template enables you to:

m Correct mistakes made in earlier versions of the template

= Add, remove or move sections (these are displayed as tabs in the UNA)
m Add, remove or move nodes (these are the questions in the UNA)

m Create a new template based on an existing template.

To modify an existing template:

Follow the menu route Admin | System Maintenance | UNA Maintenance | Template
Administration.

2. Click the Edit hyperlink for a template (see Figure 103 UNA Template Administration).
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The UNA Template Modification page is displayed. The current template tree is displayed on
the left-hand side of the page.

Note: The UNA Template Modification page may take some time to load.

UNA Template Modification

| New ” Save ” Other |

Please Enter Details For The Template You
Are Working On

Template Name ; TestTemplate

This is a Test Template -

Description :

Member Type : Family -

Note: Dragging and Dropping May Take Some Time,
In Addition any Formatting on Nodes Will be Lost After Drag/Drop

C] Section 1
21 Section 2
Mode Name:

Note: Red Text in Nodes Means that Responses Already Exist
for the Node and Therefore Should Not Be Changed

[T] confirm Renaming of Node

Rename Selected Mode

Figure 104 UNA Template - Modifying an Existing Template

Modify the template as required (see Adding a New Section on page 65 and the subsequent
topics in this handbook).

Click the Save button
Click the Save To New or Overwrite button

m Save to New creates a new template
m Overwrite saves the changes to the current template.
See Saving a UNA Template on page 69.

Note: If you click the Save button but do not then click the Save to New or Overwrite button, the
changes will not be saved.

Adding a New Section to a UNA Template
To create a new section in the template:

Follow the menu route Admin | System Maintenance | UNA Maintenance | Template
Administration | UNA Template Modification.

Click the New button.
Click the New Section button.
A new top level section is added to the template.
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UNA Template Modification

| New ” Save ” Other |

Please Enter Details For The Template You
Are Working On

Template Name : TestTemplate

This is a Test Template

Description :
Member Type : Family v
ALERT! : Please Save Before Assigning Score Values

Note: Dragging and Dropping May Take Some Time,
In Addition any Formatting on Nodes Will be Lost After Drag/Drop

[} [Z] Section 1
[-{] Section 2
[j MNew Section

Node Name:

Note: Red Text in Nodes Means that Responses Already Exist
for the Node and Therefore Should Not Be Changed

|| Confirm Renaming of Node

Rename Selected Node

Figure 105 New Section added

If required, rename the new section and add nodes.
Click the Save button.
Click the Save To New or Overwrite button as appropriate.

Adding a New Node to a UNA Template

When adding a node to a UNA template, each node must have a parent node or section. To add

a new node to a section or node:

Click the section or node to which you wish to add the new node.

Click the New button.
Click the New Node button.

| New ” Save ” Other |

Please Enter Details For The Template You
Are Working On

Template Name : TestTemplate

This is a Test Template

Description @
Member Type : Family v
ALERT! : Flease Save Before Asszigning Score Values

Note: Dragging and Dropping May Take Some Time,
In Addition any Formatting on Nodes Will be Lost After Drag/Drop

2] Section 1

] Section 2

de | New Section
-] New Node

Node Name:
Note: Red Text in Nodes Means that Responses Already Exist
for the Node and Therefore Should Not Be Changed

Confirm Renaming of Node

Figure 106 New Section and Node Added

If required, rename the new node and add child nodes.
Click the Save button.

Click the Save To New or Overwrite button as appropriate.

You can now assign score values to the new node. For more information see Assigning Score

Values on page 71
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Renaming a UNA Template Node

All newly added sections and nodes are given placeholder names (New Section and New
Node), so should be renamed before use.

Select the node you wish to rename.

Type the new name in the Node Name field.

Select the Confirm Renaming of Node check box.

Click the Rename Selected Node button.

The page reloads with the new name applied.

Click the Save button.

Click the Save To New or Overwrite button as appropriate.

Deleting a UNA Template Node

Sections and nodes can be deleted if they do not yet have any answers (indicated by red text)
below them in the hierarchy.

When a section or node is deleted, all the child nodes below it in the template tree are also
deleted.

Select the section or node.

Click the Other button.

Click the Delete button.

The page reloads with the changes applied.

Click the Save button.

Click the Save To New or Overwrite button as appropriate.

If the section or node is not deleted, open the template tree to see if any of the nodes below it
are coloured red, indicating that they have been answered. If so, they cannot be deleted.
Instead, you need to copy the template and edit the copy.

To do this:
Click the Save button.
Click the Save To New button.

Follow the menu route Admin | System Maintenance | UNA Maintenance | Template
Administration and open the copy (this will be at the end of the list of templates).

Enter a new Name and Description for the copied template.

Follow steps 1-5, above.

Moving UNA Template Nodes

To move a child node to another location:

Expand the tree view.

Click and hold the node you wish to move.

Keeping the mouse button held down, drag the node to its new parent node or section.
When the new parent node or section is highlighted, release the mouse button.

The page reloads with the changes applied.
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Click the Save button.
Click the Save To New or Overwrite button as appropriate.

A node cannot be moved to the top level. If you need to do this, you must first convert it to a
section so that it is displayed as a tab in the UNA. See the next topic, Converting a UNA
Template Node to a Section.

Important Note: If you move a node that has already been answered (so is coloured red), or a section
that has nodes within it that have been answered, the answers may be lost.

Converting a UNA Template Node to a Section

If you wish to move a node to the top level of a UNA, it must first be converted to a section.
Select the node.

Click the Other button.

Click the Turn Into Section button to reload the page with the node moved to the top level.
Click the Save button.

Click the Save To New or Overwrite button as appropriate.

Note: If you move a node that has been made exclusive, the exclusive setting is lost.

It is not possible to convert a node that already has answers. Instead, you need to copy the
template, and can then edit the copy.

To do this:
Click the Save button
Click the Save To New button.

Follow the menu route Admin | System Maintenance | UNA Maintenance | Template
Administration and open the copy (this will be at the end of the list of templates).

Enter a new name and description for the copied template

Follow steps 1-5, above.

Making UNA Template Questions Exclusive

The Make Exclusive setting should be used when it is appropriate to have only a single answer
to a question. When this is selected, the answers (child nodes) are mutually exclusive
(equivalent to a dropdown list or radio buttons), so only one answer to the question can be
chosen.

A section cannot be made exclusive if:

m The section’s nodes contain second level (child) nodes, or

= Any of the questions in the section have already been answered, so the node labels are red.
To make nodes mutually exclusive:

Select the node

Click the Other button

Click the Make Exclusive button.

The name of the node is made bold and italic.
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Saving a UNA Template
Saving a UNA template is a two stage process.
Click the Save button

2. Click the Save To New or Overwrite button

UNA Template Modification

| New |

Save | | Other |

Pleasq | | : You

Save To New

TE'T'F” Overwrite |

Description :

Member Type :

Figure 107 Saving a UNA Template

Save to New

When the Save To New button is clicked (either after editing an existing template or creating a
new one), the Template Name, Description, Member Type and all the nodes and sections are
copied to a new template. Answers to questions are not copied, so the new template does not
contain any red nodes.

The new template is added to the end of list in Template Administration. It is initially given the
same name as the template it has been copied from, so it is important to edit the new template’s
name and description to avoid confusion.

Overwrite

When the Overwrite button is clicked, the template you are editing is replaced with the modified
template.

This removes any occurrence of the old template from eStart and replaces it with the new
version. If any of the sections, nodes or node settings are different from those in the original
template, new versions are created and are available immediately wherever the template has
been used.

Creating a UNA Template from Scratch

1. Follow the menu route Admin | System Maintenance | UNA Maintenance | Template
Administration.

2. Click the New Template button to display an empty UNA Template Modification page.

| New ” Save | | Other |

Please Enter Details For The Template You
Are Working On

Template Name : TestTemplate

This is a Test Template

Description ;

Member Type : Family -

Note: Dragging and Dropping May Take Some Time,
In Addition any Formatting on Nodes Will be Lost After Drag/Drop

Node Name:
Note: Red Text in Nodes Means that Responses Already Exist
for the Node and Therefore Should Not Be Changed

| confirm Renaming of Node

Rename Selected Mode

Figure 108 Creating a new UNA Template
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Set up the template to meet your requirements. For more information, see Editing a UNA
Template on page 64.

Note: Score values cannot be assigned until you have saved the new template.

UNA Score Administration

The UNA questionnaire enables users to score members on certain criteria. Based on these
scores, care workers can gauge risks to the members and any dependants under their care. If a
particular answer implies a risk, then the value (score) of that particular node can be increased
proportionately.

For example, if a carer smokes then this can be recorded in their UNA. Heavy smokers can be
given a higher score and a tally can be kept of all questions linked to smoking.

Each template can have its own unique set of scores.

The Score Types page is accessed via Admin | System Maintenance | UNA Maintenance |
Score Administration.

Score Types

English Language Level of spoken English

Five a Day Healthy diet - at least five portions of fruit or veg. a day m M @
Household Income Sources of income Ed| m M @
i

Likelihood of Being Overweight

Nicotine Dependence (Smoking) Addiction Classification

SCI (Social Capital Index) E m M@

L R o | P | v | e

Figure 109 UNA Score Administration page

This page enables you to:

m Add new score types

m Edit existing score types

m Add Details to a score type (including score limits and classifications)
= Assign or edit score values

m Delete a score type.

Adding or Editing UNA Score Types
Score types can be added via Score Administration or Template Administration.

m Adding a score type via Score Administration enables you to add a new score type or edit
an existing score type.

m Adding a score type via Template Administration enables you to only add a new score type.

Adding Scores via Score Administration

Follow the menu route Admin | System Maintenance | UNA Maintenance | Score
Administration to display the Score Types page.

On the Score Types page, click the Add or Edit button

Enter a Description (the name of the score type)

Enter the Details (used when adding upper and lower score limits)
Click the Save button
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Adding Scores via Template Administration
This method only enables you to add a new score type.

Follow the menu route Admin | System Maintenance | UNA Maintenance | Template
Administration.

Click the Edit hyperlink for your template (see Figure 103 UNA Template Administration).

The UNA Template Modification page is displayed. The current template tree is displayed on
the left-hand side of the page.

Click the Other button
Click the Assign Score Values button
The UNA Score Assignment page is displayed.

UNA Score Assignment

SCI (Social Capital Index) ”
Nicotine Dependence (Smoking)

Likelihood of Being Overweight hd L
Score Weightings:

| Assign Score Values | | Clear Score Values |

Hover Mouse over Each Node for Current Scoring Values

#+(_] User Access To Senices
[#l-(_] Wellbeing Factors

[+ Lifestyle Choices

-] Emotional Wellbeing
-] Economic Wellbeing
&[] Childeare Audit

-] Vulnerability/Resilience

------ 1 Section 1

Figure 110 UNA Score Assignment

Type the name of the new score type into the field

Click the New Score Type button.

The new score type is added to the dropdown list at the top of the page.

You can now add score type details by editing the new score type as described in Adding a
Score Type via Score Administration, above.

Note: Score types in red should be edited with care because this indicates that questions using the score
type have already been answered.

Assigning Score Values
Score values are the weightings that are applied to score types when a UNA is completed.

There are two ways of assigning score values to a score type node or to edit previously assigned scores,
either via Score Administration or Template Administration.

Assigning Score Values via Score Administration

Follow the menu route Admin | System Maintenance | UNA Maintenance | Score
Administration to display the list of score types

Click the Assign button for the score type
Click the tab for the score type.

Items that don'’t yet have a score assigned have a green cross against them.
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Assign UNA Scores for Score Type: Nicotine Dependence (Smoking

Childcare Audit | Economic We\lbemgTEmntlana\ Wel\belngILlfastyle CholcasTUser Access To SeNJoesTVulnerabJIlty/Res\llenceTWeHbelng Fad;ors}

= [25 a Day
[@Every day
[@Everyday
[@Never
[50Once a Week
|8 Several times a Week
= [@Contraception Inappropriate
[ Appropriate Contraception
[ Inappropriate Contraception
= [@Drinking
[@Alcchel Cons. Over Rec. Limits
[5Binge Drinker

[ Worried about Drinking
= [P liea

Figure 111 Assign UNA Scores

Click an item with a green cross to add a score value, or click an item without a green cross to
edit a previously assigned value.

Click the Save button.

Assigning Score Values via Template Administration

Follow the menu route Admin | System Maintenance | UNA Maintenance | Template
Administration.

Click the Edit hyperlink for your template (see Figure 103 UNA Template Administration).

The UNA Template Modification page is displayed. The current template tree is displayed on
the left-hand side of the page.

Click the Other button

Click the Assign Score Values button to display the UNA Score Assignment page (see Figure
110 UNA Score Assignment)

Select the appropriate score type from the dropdown list.

Enter the score value in the Score Weightings field.
Click the node that you wish to have that score type
Click the Assign Score Values button.

If the node already has a score type, adding a hew one leaves the data in the eStart database in
case it is ever needed again.

Removing Score Values

To remove the score weighting from a node,

Follow steps 1-4 in Assigning Score Values via Template Administration.
Select the appropriate node

Click the Clear Score Values button.

This removes the association between the current template and the selected node.
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12 ‘ Appendix: Dropdowns and their location
within eStart

eStart Dropdowns

Care Workers

Care Worker Groups Care Workers | Edit | Personal | Group

Care Workers Family | Carer | Referrals (Lead Professional)
Family | Notes
Events | Event Attendees

Health Visitors Family | Current Family Details

Family | Carer | Referrals (Lead Professional)

Family | Notes

Family | UNA

Events | Event Attendees

Can either be added here, or an existing care worker can be
defined as a Health Visitor via the Manage Dropdowns | Care
Workers | Edit | Personal Tab | Health Visitor check box.

Qualification Types Care Workers | Edit | Qualifications | Qualification Type
Training Types Care Workers | Edit | Training | Edit | Training Type
Carer

Benefits Carer Details

Carer Descriptions Carer Details | Relationship to Child

Employment Descriptions Carer Details | Employment

Housing Status Carer Details

Marital Status Carer Details

Title Descriptions Carer Details | Title

Working Hours Carer Details

Child

Birth Delivery Locations Child | Birth & Dev | Location

Childcare Provider Child | Two Year Old Entitlement | Update Childcare Provider
CPP Descriptions Child Details | CPP History | Reason

School Descriptions Child Details | School

Two Year Old Entitlement Child | Two Year Old Entitlement | Update Reason/Type
Reasons

Cost Effectiveness

Resource Types Cost Effectiveness | Costs

Custom Labels

Custom Labels Custom Fields (Carer / Child / Family)
Demographics

Nationality Descriptions [N/A]

Religion Descriptions Carer / Child Details | Religion

Development Plans
Development Plans Child | Birth & Dev
Failed Late Reasons Child | Birth & Dev | Milestones
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Appendix: Dropdowns and their location within eStart

‘ Where to Find and Use

Access Groups

Event Details (Events | Add Event Type | Access Groups)

Aims

Event Details (Events | Add Event Type | Aims check boxes)

Categories

Event Reporting Groups

Frequency Descriptions

Event Details (Events | Add Event Type | Frequency)

Group Descriptions

Event Details (Events | Add Event Type | Group)

Locations

Event Details (Events | Add Event Type | Location)

Outcome

View Event Types | (specific past event) | Outcome Summary

Outcome Types

Event Details (Events | Add Event Type | Outcome Type
dropdown)

Providers

Event Details (Events | Add Event Type | Update Providers)

Targeted Events

Event Details (Events | Add Event Type | Update Target
Evidence Based Event)

TCP Accreditors

View Event Types | Add Course | Accreditors & Qualifications
(Only available if the TCP check box is selected on Add New
Event Type and Course Accredited? = Yes on the Add
Course page)

TCP Qualifications

View Event Types | Add Course | Accreditors & Qualifications
(Only available if the TCP check box is selected on Add New
Event Type and Course Accredited? = Yes on the Add
Course page)

Themes Event Details (Events | Add Event Type | Theme)
Family
Accommodation Used in eNurseries only

In Greatest Need Reason

Family | In Greatest Need | Update Greatest Need Reason

Non Registration Reasons

Adding a New Family

Workless Household Reasons

Family | Workless Household History | Update Workless
Household Reason

Health

Alcohol Level Carer / Child | Health | History
Disabilities Person Details

GPs Family | Family Details

Iltems Family | Items

Item Types Family | Items

Physical Activity Levels

Carer or Child | Health | History | Activity Level

Pregnancy History Descriptions

(Female) Carer | Health | Pregnancy | Pregnancy Ended

Smoking Change Reason

Carer Details | Smoking History

Smoking Descriptions

Carer Details | Smoking History

Special Needs

Person Details

Health Visitor

Activity Groups

IN/A]

Closure Categories

IN/A]

Item Descriptions

Item Descriptions

Family | Items

Language

English Level Descriptions

Family | Carer/Child | Address and Languages | English

Language Descriptions

Family | Carer/Child | Address and Languages
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Appendix: Dropdowns and their location within eStart

‘ Where to Find and Use

Circumstances Descriptions

[N/A]

Country Of Birth

Family | Carer/Child Details

Inactive Descriptions

Family | Carer/Child Details | Status

System Maintenance | Member Maintenance | No Date of Birth
System Maintenance | Member Maintenance | No Member
Joined Date

Name Change Reasons

Family | Carer/Child Details | Name History

Postcodes / Settings

Postcode Areas

Admin | Manage Dropdowns | Postcodes/Settings | Postcodes
Reports (wherever "Living at" is part of a report)

Postcodes

Wherever an address is entered or searched for.

Settings

Children’s Centre Names and Calendar Colours

Super Output Areas

Admin | Manage Dropdowns | Postcodes/Settings | Postcodes
Reports (whenever Living at is part of a report)

Referrals

Actions (Referrals)

Referral and Case Management screen | Actions Taken

Consent Descriptions

Referral and Case Management screen | Consent

Reasons (Referrals)

Referral and Case Management screen | Reason

Refer To Descriptions

Referral and Case Management screen | Appointment With

Satisfaction Ratings

Satisfaction Ratings

View Event Types | Satisfaction

Service Requests

Actions (SR)

Family | Service Request | Assessment | Plan (if an Assessment
has been added)

Needs

Family | Service Request | Assessment

Reasons (SR)

Family | Service Request

eStart Users

Agencies

Manage Users | User Account Details

Service Types

Manage Users | User Account Details

Agencies

Manage Users | User Account Details

Warning Descriptions

Warning Descriptions

Current Family | Carer / Child | Warnings

eStart Web Administrator Handbook




Index

Index
ACCESS LOQ..cciiiiiiiiiiiiiiiiiiiiiiiiii 43
ACCOUNTES....coiiiiiiiiiiiiiieeiieeeeeee e 27
Add
Care WOrKEr .....cooieiiiiiiiieiee e 10
CUuStom QUETY ..ot 40
Dropdown IteMS .......ccevveeeiiiiiiiiiee e 8
New UNA Template............ooccvvveeeeeeeeiicinnnen, 69
SetNG ..o 4
Staff Contact to Setting...........ccccvveeeeeeeiiiinnen, 6
Super OUtput Area........cccevveevieeiiiiiiiieeeeeeeeiiennn 19
USEI e 27
USEIN GIrOUP ..eveveeeiiiieiet et 23
AdMINISratOr ......vvvviieii i 29
Assign Score Values..........cccoeevriieeeiniieneeee, 71
AUAIE LOG e 43
Colours (Colour Coding for Settings) ................. 4
Console Manager.........cccoeeeeeeeieeeeeeeeeenn, 1, 27,29
Contact Details
Local AULNOIItY ..., 48
Cost Effectiveness
USEI ACCESS ... 62
Custom Query Repository.......ccccevvvveeeiiieeeenns 35
Delete
UNA Template Node ........ccovcvvveiiiiieinniieenn, 67
DIGIPEN . 61
Setting UP ..eeeeeiiiiieiiiee e 61
(D] 0] oo [0 111/ o -3 8,73
ECM e 62
Edit User Details ........ccccooiiiiiieiiiiiiiiiieeeeeen 26
Electronic Registration ...........cccccoevviiiiiieeneeennn. 61
Every Child Matters..........ccccovveiiiiiiiiiieeeeeee 62
Health
Disabilities.......coooiuiiiiieiee e 17
GPS e 18
Smoking Change Reasons..........ccccccceeevinne 21
Special NEdS .....cceevviiciiiiiiiee e 17
HEIPAESK .ocoeeeieee e 2
IDACH ... 18, 19
IMD 18, 19
Importing Custom QUETIES ........ccccvvverniireeennnn 41
Inactive DescCriptions .........coccovveviiiereiniiieeeee 18
Indices of Deprivation...........cccccovevvereinineee e 19
Local Authority
Contact DetailS ........oooevviieeieiieiiiiiieee e 48
Local Data Quality Tool (LDQT).....cccevvvvvveeeene. 51
Login QUESLIONS .........uuvvviiiiiiiiiiiiiiiiieieinineninannns 30
Maintenance
BIrOWSET ... 2
Manage Dropdowns
Care WOrkers .......coouiiiiiiiiiieeiiiiieceee e 10
Carer DesCriptioNS.......cc.vvveeeeeviiiiiiiireeeee e 13
DisabilitieS........evveiiiiiieie e 17
EVENTS ..o 16
GPS i 18
Health ViSitors ........cccccoviiiiiiiiice i, 13
MEMDBET.....oiiiiiiiie i 18
MEIGE ... 21

Name Change Reasons............ccocceeviveeennnn.
Satisfaction Ratings .........cccocvveeiiiiieeiiiieeens
Smoking Change Reasons............cccccvvvnnnes

Special Needs..........uvuveieieriiiiiiiiiiiiiiieininnninnn.
Super OUtPUt Areas ........ccuvvveeieiieeeeeviiiiinneen
Warning Descriptions.............ccccoeeeeeeeeeeeeen,
Management Console ................cccceeeeeeeeeeee,

Multiple Setting ACCESS .......ccovvviieeiiiiiieeniiieen,
Name Change Reasons ..........cccceevvvveeennnnenn.
Password EXPIry .......ccccceoveeieiniieeeinieee e
Permissions ........ccccovvvveeeeeiieeieeeiee, 23, 24,
QUENES oot
REPOIS ..o,
ST olo] (P
SECUIMEY .ottt
SEF BUIIAEr ...,
Check BOXES......oovvviiiieiiieiieiiee e
CoVver SNEEL ...
Data Elements........ccccccvviviiii
INtroduction ...
Radio BUttONS..........cooveveiiiiiiiii
Running @ SEF ...
Y= T o1 0] F TSR
Template ...
TEXE BOXES ...t
Self Evaluation FOrms ........cccoeeeeieiiiiiiiieeieeees
Self-Hosted SIteS.....cvieeeiiiieiiiieee e
Smoking Change Reasons..........ccccoevvveeeenen.
SOA18
Staff Contacts ........cceeeeviiiiiiicc
] =L £ T
Super AdmMiN ......oovevvveeiiieieieieeeeeeeeeeeeeeeeeeee e
System Maintenance
RUNNING ..o,
Template
SEF e

UNAG63
ACCESS ..
Assign Score Values.........ccccovveeeeiiieeeeniineen.
Convert Template Node into Section.............
Delete Template Node .........cccovcevvveiiiierennen
MainteNaNCe........coovvuiiiiiieieee e
Make EXCIUSIVE .......cceevviiiiieiiiieeee e
Moving Template Nodes..........ccccceeeeeereinnnnee
New Template..........cccoeeeeeee e, 64,
New Template Node ..............coeeeeeeei.
New Template Section..................cccoeeeeeeen.
Overwrite Existing Template..............ccccvueeee.
Rename Template Node...........................
Save to New Template.........ccccevviveeeinineeenne

TeMPIALE ...ooeiiiiiiieee e
Template Administration ...........cccocceeennneen.
UNA Maintenance.........ccoocveeeinvieeeiniieee e

eStart Web Administrator Handbook



UNA SCOI€ ..o 70
ASSIgN ValUES .......oeeeiiiiiiiiiieie e 71
Remove Score Weightings.......ccccceeeeevievnnen. 72

UNA Template
Start from Scratch.........ccccceeeiiiiiii s 69

Universal Needs Assessment...........ccccvveennnn. 63

Upgrades
[ (015 (= T0 S| 3
Self-Hosted Sites.......cccccvveiiiie e 3

USEI GIrOUPS ...ceevreeeeeee e et 23
A oo 23
o | PSRRI 23
MaANAGE ......emeiii 24
Permissions.......ccoeveeeiievviiieiieeeeeee, 23,24

USEBIS ittt 26
A .o 27
o | PSRRI 26
Multiple Setting ACCESS ......ccccvvviiiieiiicicecnnn 29
Search ..o 26
SettingsS...ooovveieee 27, 29

eStart Web Administrator Handbook

Index



	01 | eStart Web Administration
	Overview
	What’s New in this Release?
	The Console Manager – Role and Responsibilities
	System Requirements
	Speed Testing
	Browser Maintenance Recommendations
	Support
	Upgrades
	Hosted Sites
	Self-Hosted Sites


	02 | Setting up eStart
	Settings
	Adding a New Setting
	Adding a Staff Contact to a Setting

	Postcodes

	03 | Manage Dropdowns
	Setting up Dropdown Lists
	Adding Items to Dropdowns
	Care Workers
	Adding a Care Worker

	Health Visitors
	Carer Descriptions
	Custom Labels
	Development Plans
	Events
	Disabilities
	Meaning of “Disability”

	Special Needs
	GPs
	Member
	Super Output Areas
	Adding a New Super Output Area
	Editing a Super Output Area

	Satisfaction Ratings
	Warning Descriptions
	Change Reasons
	Ethnicity Codes
	Merge Dropdown Items

	04 | User Groups, Permissions and Security
	eStart User Groups and Permissions
	Add or Edit User Groups
	Managing User Groups

	eStart Users
	Search and Edit eStart Users
	Add a New eStart User
	Configuring Multiple Setting Access

	eStart Permissions and Security 
	Who can do what?

	Passwords
	Reset Password
	Change Password

	Security Questions and Answers
	Change Security Answers


	05 | Merging and Moving
	Merging and Moving
	Who should be Merging Data?
	Configuring Permissions for Merging and Moving


	06 | Custom Queries
	Custom Queries Overview
	Custom Query Administration
	Custom Query Search

	Managing Custom Queries
	Custom Query Run Permissions
	Running Custom Queries
	Adding Custom Queries
	Custom Query Repository

	07 | Monitoring eStart Use
	Monitoring eStart Use
	Audit Log
	Access Log

	08 | System Maintenance
	System Maintenance
	Family Maintenance
	Member Maintenance

	Using System Maintenance
	eStart Timings
	LA Contact Details
	Affiliation Requests
	Approving Affiliation Requests

	09 | LDQT Data Extract
	LDQT Overview
	Who can perform an LDQT extract?

	Scheduling an Extract
	Downloading an Extract

	10 | Self Evaluation Forms (SEF)
	SEF Builder Overview
	Answer Types

	Managing SEF Templates
	Creating a New SEF Template
	Editing the Cover Sheet
	Editing the Introduction
	Editing Sections

	Managing SEFs
	Running a SEF

	11 | Add on Modules
	Add on Modules for eStart Web
	Electronic Registration
	Setting up the Digipen

	Cost Effectiveness
	Setting up Access

	UNA – Universal Needs Assessment
	Setting up Access

	UNA Maintenance
	UNA Template Administration
	Editing a UNA Template
	Adding a New Section to a UNA Template
	Adding a New Node to a UNA Template
	Renaming a UNA Template Node
	Deleting a UNA Template Node
	Moving UNA Template Nodes
	Converting a UNA Template Node to a Section
	Making UNA Template Questions Exclusive

	Saving a UNA Template
	Creating a UNA Template from Scratch
	UNA Score Administration
	Adding or Editing UNA Score Types
	Assigning Score Values
	Removing Score Values


	12 | Appendix: Dropdowns and their location within eStart
	eStart Dropdowns

	Index

