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Family Services CCM Superuser Guide

1. Introduction

The CCM superuser guide is aimed at children’s centre managers, and staff that have been
granted superuser access level on the system.

This guide is to be used in conjunction with the CCM online help.
Table 1 gives details of additional CCM guidance documents that are available.

Table 1: CCM Guidance documents

Document name Audience

Basic Guide to CCM e All CCM users

CCM Framework and Data Guidance e All CCM users

e Children’s centre management team
CCM guide to recording Casework e Family support workers

e CCM superusers

All CCM guidance documents can be downloaded from the CCM Support page:
www.barnet.gov.uk/wwcib/ccm-support

1.1. Therole of the superuser
CCM superusers:

act as the local system experts in their centres

provide initial training to new CCM users in their centres

provide the first level of support for CCM users in their centre

have additional system access i.e. to merge duplicate records and casework

be the main point of contact between CCM Support and the children’s centre in relation
to CCM

are required to complete data quality and cleansing exercises
e run performance data reports.

The current list of CCM superusers can be found in the appendices of the CCM Framework and
Data Guidance.
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2. Providing training for new CCM users

2.1. Training resources

Training for new CCM users should be delivered locally by the CCM superuser using the CCM
Portfolio of Documents and the CCM training system. Login details for the training system can
be obtained from CCM Support.

For new users that require access to casework on CCM the CCM guide to recording casework
should be used.

All of the guidance documentation can be downloaded from the CCM Support page:
www.barnet.gov.uk/wwcib/ccm-support

2.2. What to cover
When training new users the following should be covered:
1. The CCM Portfolio of Documents
e Inform the new user of the CCM Support service and how to log support calls
e Explain your role as the superuser

e Ensure that the user is aware if the data monitoring schedule i.e. that casework,
registration forms and activity registers will be entered within 3 working days

e Explain data protection and security i.e. any information that can identify an
individual i.e. name, should never be sent by email. Always use the identifier (ID)
number when referring to individuals.

2. The Basic Guide to CCM
e Home page — explain what this shows
e Individual full details — give an overview of what information is stored on each tab

e Searching — performing a family/people search and how to include archived
families

e Adding a family — train the user how to use the add family wizard

e Updating a family record — train the user how to update a record and move a
family address

e Activities and sessions — ensure the new user is aware of the activity relationship

table and knows how to categorise sessions. Show the user how to correctly input
sessions and how to add attendees to the sessions

e Referrals — show the user how to add a new referral and how to close it and
record an outcome.
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3. CCM Guide to Recording Casework

Adding a case
Overview tab
Linking key workers
Actions

Case attachments

Case administration.

CCM Superuser Guide
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3. Merging duplicate records

It is almost inevitable that at some time or other you will find that the same person/family has
been entered on to the system twice.

If they both have attendance information recorded against them, then the attendance details
relating to the deleted individual would be removed from the system and no longer feature in
future reports. The Merge Duplicates option protects against this loss by merging the
attendance information and notes information before deleting one of the records.

From the Merge Duplicates option, you can search on name, address, date of birth or identifier
as a starting point for identifying duplicate records. Nonetheless, we would recommend you
identify and check the individual records involved via the People option under the 'Search'’
button in the side menu. Then you can view the full details of the individual records before
choosing to Merge. This will be useful in confirming that you have identified the correct duplicate
records as well as enabling you to decide which of the two records should be considered the
master and remain without being deleted.

Please note: only the notes on the Individual / Personal Details tab (not the contents of the
Note tab), Attendances, Referral and Requirements information is transferred automatically
from the deleted record to the master record. It is essential, therefore, that you transfer
manually any additional information you wish to keep from the record to be deleted in to the
record that will remain.

After the records have been merged, the remaining record will inherit the oldest start date of the
two records.
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3.1.

Before performing a merge you must identify which record is the ‘source data’ and which record
is the ‘destination data’.

Identifying the source and destination records

The source data will be the oldest record, which will be merged to the destination data.

The source data will have the oldest start date; this can be identified using the family summary
report, or looking in the individual’s full record on the personal tab.

The duplicate record with the most recent start date becomes the destination data as the
information held on that record i.e. address and contact details are likely to be more up-to-date
than the older record.

Please note: we would advise that you contact the family to double check the current contact
details and address before performing the merge

After the records have been merged, the remaining record (destination data) will inherit the
oldest start date of the two records.

3.2. Merge duplicate records

From the System Admin menu option in the Side Menu, click Merge Duplicates. You will see a
screen similar to this:

1@ Registration Options
o BE‘:«“: Content
'@ Application Options
I: Field Definition

Confidentiality Group
@ Repont Admin

Line Dat

o Fi2ae e ota
|'® Statistical Data
'@ Barcodes

'@ Resources

Link Source and Destnation Searches? [+

ChildView
1 The: Clsfidern's Coftre MamAeT. User Name & Syshdoie._Sil= | Managomeont Consvle.
HOME -
ETTN——Y
Reports &
)
System Admin Y
1@ Actnity Manager |

@ Audit Viewsr
® Conespondee Check Source Data Destination Data
'@ Edit Drop Downs. Hame: Name:
Kay Works
(Rl ok Address: Address:
Marge Duplicates

D.0.B:

|
[
i

Selection Summary (40 results max)

=

‘ ‘ Selection Summary (40 results max)
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1. Use the ‘Source Data’ options at the top-left side of the merge duplicates screen and click
the 'Search' button to locate your duplicated record.

Hulie B

Duck Pary

Please note: You can search on a part or all of a DOB e.g. for everyone born in ‘April 2010",
type '‘Apr 2010' in the box.

If you are merging a family that has been entered at two separate addresses, un-tick
(; the link source and destination search to allow you to search for both addresses at the
- same time.

In its default setting, the Source and Destination names lists will be generated from the same
single search criteria (in the example above, this was Julie B). But you can generate these lists
independently of each other by un ticking the ‘Link Source and Destination Searches?’
checkbox at the top of the screen. You could then search for Julia as the Source name and
‘Julie’ as the Destination name as an example.
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2. From the resulting lists, click on the duplicated record in the Source block (the one that will
be deleted), then the duplicated record in the Destination block (the one into which the

Source record will be merged).

ChildView 2 x|
¥ Ghildecr s ComTe MbaRos Usar Nams : Sysidndin _Site | Managemont Consola _.!__]
HOME “|

o s

Fio s S

R TR | Perform Merge

Reports & |

o |
Pt o
System Admin “ |
—

Actmty Managar
° Link Source and Destriation Searches? [

10 Audtt Viewer
lo Cormespondes Check Source Data Destination Data
1@ Edit Drop Downs Name: Hulle B HName: Hu\ﬂe B
orarons || addmss  Dverpa ndss |
Registration Options GO | D.0.8: |
Content 1 |
o g&";"‘,‘ i i | R, |
| Application Options Search search
Fietd Dafintion [
Confidentiality Group i Selection Summary (40 results max) Selection Summary (40 results max)
|© Report Admin | mame DoB ! Address | Identifier | Hame i Doa | Address | Identifier
g Base Line Data : Mss Jube Bryant  06/10/1962 9, Duck Park, Easthoume BO00560 ' | Ms Jule Bryant 06/10/1961 9, Duck Park, Easthoume BRYDDED
Mariager 06/10/1961 9, Duck Park, Easthoume 9, Duck Park, Easthoume 8000560
| Statistical Data L = ! =l

'® Barcodes
10 Resources

The names and addresses of each will appear in the boxes at the bottom left- and right-hand
sides of the screen.

3. Click the '>>Perform Merge<<' button, at the bottom of the screen.

4. You will be presented with a merge confirmation box. If you are sure you want to merge the
duplicated records then press 'OK'.

5. You will be presented with a ‘Merge Complete’ message confirming that the source name
has been deleted from the database. However, the Notes, Attendances and Referrals
information from the Source name will have already been transferred automatically to the

Destination record.

Please note: If there is an open casework record attached to the source data record the
casework record will not be merged to the destination data record. The casework record will not
be deleted either, but you will have to re-attach it to the individuals records. Please refer to the
CCM guide to recording casework for guidance on how to do this.

10
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4. Attendance Review

The Attendance Review screen allows you to monitor and review attendances of specific
activities or sessions. You can build your own queries and reports based upon attendances,
targets etc., using a selection of built in filters. This screen provides the most flexible attendance
review capabilities. You can set very detailed criteria and export the results directly to Excel,
create a mailing list or produce an attendance analysis report.

Please remember, that this screen is based on attendances at activities or sessions and uses
the status of people i.e. pregnancy status or address particulars, that were applicable at the
time the person attended the session or activity.

Compare this with the 'Mail Merge & Data Extract' screen (see section 5), which is not based on
attendances but whether a record exists in the database. This functionality uses the current
status of people when the report is run.

4.1. Attendance review screen

To see the attendance review screen, click on attendance in the side menu, and then click on
the review menu option.

You can choose from a variety of filters (located down the left hand side of the screen), to carry
out very precise filtering of records, based on what activities have been attended over a period
of time.

You should remember that the filtering that occurs will operate on the status of the individual at
the time they attended the activity, not the status of the individual now. For example, you can
undertake a search for individuals who were pregnant at the time of the activity although they
may not be pregnant now.

Generally speaking, the more filters you apply the smaller your list of results will be. The list of
filtered names appears on the right hand side of the screen.

At the top of the screen, there are options for you to choose what to do with the list of names
(e.g. create a mailing list from them, create an excel spreadsheet to analyse the data based on
many pieces of information contained within each person's record, or create an analysis report
that has been programmed in to the database).

Here is a picture of how the Attendance Review screen might look:

11
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 ChildView

The Children's Centre

Individuals = 16 Families = 14

FILTERS: All Attende 85 only (o Duplicats) AND Betweon 0210412012 and 02102012
® Attendees (o duplicates)

O Anendees (Show Dupiicates)

) Family atendances

() Mo Atiendance

Output Options:
) Comespondee mailing list for selection
®) Detaded data extract
O Attendance
OUTFUT ANALYSE

12

Refresh Resat Fiters

TIME FRAME
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SESSIONS | ACTIVITIES
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All sessions | activities .
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Local 0
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If you double-click on a name in the list, you will be taken to that persons Individual's Full Details
screen.

As there are a large number of filters available you can use the scroll bar located on the right
hand side of the screen to scroll through the various options.

The topic Filters & Options in the Attendance Review Screen looks at the filtering options in
detail.

4.2. Filters and options in the attendance review screen

From the top of the screen, you can decide whether you want to see a list of names of people
who attended activities irrespective of how many activities they attended (i.e. no ‘duplicate’
names will be shown in the list), a list of all attendances (with names duplicated for every
activity they attend), a list of families who have attended (shown in address format) or a list of
people who have not attended.

(@ Arendees (No duplicates)
O Attendeas (Show Duplicates)
@) Famly altandances

(2 Mo Altendance

You should also specify a time period over which attendance information is gathered and by
default this is set to include the past 6 months.

13
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Note: The list of people returned when using the 'No Attendance' option will only include those
individuals who live in those areas assigned to the site you are logged in to.

4.2.1. Filters

There is a comprehensive set of filter options available to enable you to create a very precise
guery to ensure you only extract the people you need. The filters are located down the left-hand
side of the screen.

Please note: the filter options are not multiple select lists i.e. ethnicity, employment, language.
To report on multiple selections i.e. families where English is an additional language you will
have to use either the advanced search (see section 9) or use a custom report (see section 7).

To use any one of the filters, simply select the criteria from the relevant drop down list, or check
box to open the filter, then choose 'Yes' or 'No' for it.

The filters can be applied together so that if you select “Registered — Yes”, “Pregnant — Yes”

and “Smoker — Yes”, then you will get a list of all registered people who are pregnant and who
smoke.

4.2.2. Session / activity filters

SESSIONS | ACTIVITIES

(& None () Sessions ) Activity definitions

14
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This section allows you to define the type of session or activity that you wish to filter on. By
default ‘None' is selected which means you include every activity and session in your search
results, and this includes any archived activities.

Sessions

SESSIONS | ACTIVITIES

This option allows you to specify multiple filtering criteria when searching on session
attendances. The options presented will vary according to which session details you wish to
filter on (i.e. Key Worker names, ECM outcomes etc). In the example above we are searching
for 'Food for Life sessions that had the Children Centre as the Service Provider and 'Sally
Evans' as the key worker.

The ‘Clear Session Options’ button will remove any selection(s) made.

15
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Activity definitions

<
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This option allows you to specify filtering criteria when searching on Activity definitions. The
options presented will vary according to which activity definition you wish to filter on (i.e. Key
Worker names, ECM outcomes etc). In our example we would be looking for all activities where
the Every Child Matters criteria is Be Healthy or Stay Safe.

Using the search capability in sessions or activity definitions

When selecting either the Service Providers, Key Workers, Activities or Locations options you
are presented with the ability to search on the selected category. If you know the name or part
name of the entry you are looking for then you can enter this in the blank field and press the
'‘Go' button. Any matching entries will be shown in the list box underneath the '‘Go' button. For
example:

) Mone @ Sessions (| Activity definitions

Session options ...

Locations Summary ECM

roe e |
N -

| play ‘ GO

T

T

D Oakleigh Playgroup
|:| Playroom (Coppetts)
[[] soft Flay Room

‘| 1 | 3

Pressing the 'Go’ button without specifying any text will return all entries in the selected
category.

Archived activities

Archived activities can easily be identified in the activities list as they will have the suffix (A)
after them. For example:

SESSIONS [ ACTIVITIES
() Mene [ Sessions @ Activity definitions
Activity definitions ...
(") No criteria (@ Activities () Targets
() Locations () Key Workers ) ECM
) Aims (") Service Providers
GO

»

[7] Health and Safety
D Information and advice (A)
D Male Carers Groups

1

D Maternity Services

1 | i | 3

17
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4.2.3. Located Filter

Areas:
(MB: area selections will be ignored for ™o
Attendance’)

My Arezs Barnfield - E01000125
Barnfield - E01000126
Barnfield - ED1000127
Barnfield - E01000128

Barnfield - E01000129 -
C 4 1] b

m »

Al Areas

Every address set up on the database has an area (LSOA) allocated to it. You can then group
the addresses together by their area using this filter block. The area options allow you to specify
which groups of people you wish to include based upon the areas you have set up in relation to
their addresses.

My Area - This will include all families that live in those areas that are assigned to the reach
area of the Children's Centre you have logged in to. If you are logged into Management
Console, all areas will be selected.

Outside — This will only include families living out of borough.

All areas — This will include all families regardless of what area they live in. So families from
inside and outside the borough will be included.

Clear - removes all the ticks from the boxes.

Multi Select — You can combine areas however you please by clicking in the boxes next to the
area names you'd like to include.

Note: when using the 'No Attendance' option any selections made in the located fields will be

ignored and the returned results will only include individuals who live in the areas assigned to
the site you are logged in to.

18
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4.2.4. Refresh and reset filters button

Fefresh Feset Filters

Once you have specified the filtering criteria you need press the 'Refresh’ button to get your list
of names shown on the right hand side of the screen.

Every time you change a filter setting, you must click this button or press the Enter key on your
keyboard to make the results list on the right-hand side of the screen change to reflect the effect
of the newly-selected/de-selected filter(s).

The 'Reset Filters' button will remove any of the filtering criteria you may have selected.

4.3. How to use the results from the attendance review screen

Your filtered list will look similar to the following:

Current List (Showing 21 records)
" Wﬁ To Bovitzo2 | Readees Ful Hame Eurmame Aga (Current)
SESSIONS | ACTIVITIES | B | Mss Alsan snce | Boce |13

- [ 1r Jascn Caster Cater |11
@ None () Sessions [ Activity definitions o a0

Alisossions  actvities - [ caroios =2 18
PERSONAL DETAILS | Mr Andy Gegcge | Gearge | 18
Regutered (] ves @ | JoH0138 | s Jean Jonson | 3o 35
O Yes | JOMD13% 1 Johnson | 1
00 Ye's ikl Mes ooy domes T 1] o 42
[Joums; | 34
[Wowo13s | Mriasn Mook [
Ms Amanda Parrsh " | 46
| PARDOOZ Mr s.’ﬂ;\-.nuvzlrrd!
j S0035E e Howe g
il vl il
| S00435 Hary Smith
Eabialet B B
Mss Jade Samuss
Hr Chrs St

[ —

H‘s-H. ien.lon;m
Yen '@ zatin

At the top of the screen, there is a panel that gives you a combination of numerical totals that
changes depending on the attendee type options selected. The selected filters are also detailed
in this area.

19
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| Individuals = 11 Families = 9
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FLTERE Al Msndu& efily (no Duplicates) AND Acthviies = Bumps & Babies AND ECM =
Children and Young People are Physically Healthy. Children and Young Py
and Emoionally mey Children and Young People arg sanum He
Younu Propte bve Haallhy Lifesties, Children and Young People choose & not to take Miegal
Sale from matire: i, nenlaa. winlence and sexual explodlation, Safe from accoental

ecunty, stability and cared for AND Betwaen 020042012 and

drugs,
ingury and m safe I'tom MI'MQ and discrimination, Sate from crime and a8 socisl

Each column has a column header (e.g. a Label name, like 'Identifier’, Name, etc.), and each
row is one person's record.

At the top right of the screen, there are choices about how to extract or analyse the data. This is
discussed in the section 4.4: Outputting and analysing the attendance review results.

Column widths

If you click and hold the mouse pointer over the line that divides two column headers, you will
be able to drag the mouse to re-size the column width.

Column header sorting

If you click on any of the Column Header buttons, you will sort the list into order based on the
information in that column. If you keep clicking the same button, it will sort the data alternately in
A-to-Z, then Z-to-A order.

20
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Total panel

The numerical totals shown here will vary according to the attendee type option selected from
the top of the screen. You get most totals if you have used 'Attendees (Show duplicates)'. An
example of those results is:

| Records = 1262, Individuals = 269,
Families = 29, Attendances = 2165

In this panel:
Records = the number of activities / sessions that were attended.

Individuals = the number of individuals (persons) who attended across those activities /
sessions.

Families = the number of 'households’ where those individuals live (i.e. the number of different
addresses they live at)

Attendances = the total number of visits those individuals made to the activities / sessions (i.e.
to the 'Records’ above).

In some instances it is possible that you may see different family counts depending upon which
of the attendance type options are chosen:

Attendees (No Duplicates)

The family count when using this option is based on the current address of the person as
specified in their Individual Full Details.

21
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Attendees (Show Duplicates) & Family Attendances

The family count when using either of these options is based on the address(es) the person was
living at when the attendance took place. As such is it feasible that a person could have moved
with the specified time frame being used and their multiple addresses will be counted in this
figure.

4.4. Outputting and analysing the attendance review

The output options panel, at the top right of the screen, lets you decide how to use the results
from your filtered lists:

Output Options:
Correspondee mailing list for selection
@ Detailed data extract
Attendance

OUTPUT AMALYSE

You can export information linked to the records contained within your search results in a format
that can be read by Microsoft Excel (.csv), or export in XML format. Alternatively, you can create
certain reports by using the Analyse button.

4.4.1. Output button

Click on one of the output options, then click the output button.
The output options are:
1. Corresponding mailing list for the selection:

Use this option to create a list of all the nominated Correspondees that are associated with
the people on your list. If your list contains several children from the same family then the
Correspondee for that family will only be listed once (assuming only one Correspondee
status has been set. If multiple statuses have been set then each of these will be listed).
Thus, you will see that the list of names making up the Correspondee list will not be the
same as the list shown in the search result section. This list of Correspondee names and
addresses can be sent to Excel and used as a mail merge data source for your letters or
labels. The extract produced by the Correspondee mailing list for the selection option only
includes contact detalils.

22
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2. Detailed data extract
The extract produced by the Detailed data extract option includes most tick-boxes and data
fields from a person's record. The names on the data list extracted will match those in your
filtered list. The following provides an indication as to some of the column headings:

UPN - Unique Pupil Number.

PND ID - Post Natal depression. If this is set to one then that means that the PND check box
is ticked in the individual's full details.

UTR - Unigue Tax Reference number.
S - This informs you if the individual is a parent (P), a child (C) or pregnant (*).

No Plaster - If this is set to one then that means that the No Plaster check box is ticked in
the individual's full details.

Status - This will be set to 1 if the individual is classed as active.

3. Attendances
This extract will show only the attendance information attached to the names of the people in
your filtered list. Any columns with the prefix AT reefers to data captured at ‘Attendance
Time'.

For reference the ‘AT Parent’ column in the extract refers to status of the parent flag(s) when
that individual attended the activity. The ‘AT Parent’ indicators are:

0 = not a parent

1 =is a parent

2 =is a lone parent.
Once the OUTPUT button has been clicked, you are presented with the Data Pre-Extract
Screen. Here you can modify the columns that are presented (select the Field Chooser) or
export the information in a format that can be read by Microsoft Excel (.csv) or as an XML file by
clicking the appropriate button.
For more information about this screen please refer to section 6: Data pre-extract screen.
Security note - if you export data from the database, you must ensure that the destination it is
saved in is a secure area in your computer system. This is because that exported data will no

longer be protected by the password and user name security measures that are built in to the
database.

23
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4.4.2. Analyse button

This lets you create an 'Analysis by Individuals Seen' report or an 'Analysis by cost
effectiveness' report.

Analysis by Individuals Seen

If you choose this option, you will be able to generate a report that is very similar to the Monthly
Monitoring report (the M3) that SureStart sites were required to submit. In this version, however,
you can include the records you would like; by correctly filtering the records beforehand via the
Attendance Review screen; instead of using the pattern of attendances that was prescribed by
the SureStart Unit for the M3.

After you have filtered your list as required, click on the '"ANALYSE' button. You will see a
screen like this:

Filters

All Attendees induding duplicates AND Setwesn 03/1271984 and

D&EF12/2013

Analysis
e
t_i_e_h.-l:[ options to report on
| Children Seen
| Ethnic breakdown
| Families Seen | Fregnant Woman

ANALYSIS OPTIONS | Cancel | View

You can choose which summary categories will be included in your report by ticking or de-
selecting the boxes next to:

Children Seen
Ethnic Breakdown
Families Seen
Pregnant Women

24



Family Services CCM Superuser Guide

After you have made your choices, click the "View' button (the right hand button in the image
above). You will see a report similar to this:

Repot

|3 B Page 1 | of (2| & @ @ &) edr - v

Analysis Report

Attendances In Range
From 03 Dec 1984 To 06 Dec 2012

Pregnant Women
Fregnant women
Pregnant Women | Teenage Women Lone Women Seen | with & disobiity or
Seen Seen
spacial need

Exdsting a o 1 L1}

Hew 26 2 ] 2

Total 26 2 ] 2

Ethnic Breakdown (of children seen)

EBudsting | Mew Existing | New Al Existing |  Mew
White Parents | Parents Miced Parents | Parents n Farents | Parents A
[British & a [White/Black A | Indian i "

The report can be saved in several different formats - click on the drop down arrow to see those
available. Once you have made your selection press the 'OK' button and follow any on screen
prompts that may be provided.

Close the report pop up window to return to the Attendance Review screen.
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5. Mail Merge / Data Extract

The Mail Merge / Data Extract screen allows you to create very detailed queries that can then
be used for data analysis, reporting or mailing lists. It is useful to report on registration numbers.

Click on Search in the side menu, and then click on Mail Merge / Data Extract to access this
functionality.

The Mail Merge and Data Extract screen may look something like the following once you have
completed a search:
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| ChildView

2| %
|_The Children's Centre Manager ‘o o User . Management Console
- HOME L] N
I L = | | Mail Merge and Data Exbut
@ Family . _
| P Records = 308 Families = 97 |Ruatain fiter option between selections [] g‘[xwm 4
:. 'eople & Un- atamilies orly e espondes mailing list for the selection
[ Add Family Wizand ) Un-archived & archived familles 5 A;mmm“"’m
@ Advanced Search ) Avchived familles anly Sances only

e Senvca Prowders

e

From date {09/10/2013

Add To List Delete List QUTAUT

Registered [] Yes®  Ho e
o (@ 18 M current List (showing first 100 of 300 recons)

Doutils ciick 2 row i6 00 10 Indwidual's Furl Datads

iy i LI Yo & Linio Full Mame Age  Ful Address Postode
Photo? [] Yes®  No PARDOOL | Ms Amenda Pamsh | 46 | 39, Barnsde Feld, Eastboume | BC3 6OF | East Side
Start Date From |Click PARODOZ | Mr Shaun Pamsh | 24 12, Kng Square, Easthoume | Brzs 2L | Weast Side
Ta  [Click GEOO003 | Mr Andy George | 18 | 29, Barnede Fieid, Eastbourme |Bc3eoF | East side
DOB o {c:::i::‘-k'_ 'GE00004 | Mr Alan George 17 | 29, Bamsde Feld, Eastboume | BasoF | Eastsde
To  [Click GEQUQ05 | Mr Cobn George 10 29, Barngide Faid, Easthoume | BCI6DF | East Side
2 a ) FRADODE | Ms Ann-Marie Frank | 39 | 14, Fieldsde View, Eastboume I BC2L 212 | Outsde Surestart I
Statws Category hd JONDOO7 | Mr Shaun Jones |37 | 14, Freidside View, Eastboume Outside SureStart |
Geader v JONODOB | Mss Aby Jones | 16| 14, Freidsde View, Eastboume z | Outside Surestart |
J0HODOS | Mes Tracy Jomes |13 | 14, Fiekisge View, Eastboume | Oursde surestart |
IS CARODLS | MrsKaren Guter |50 | 140, Fueidude View, Exstboume 18R AT | Ovisde Surwt
parcat [] Yessl Mo [Caponis | Mr b Corter (B4 |14 BQL2Z | Qutsde SureStart |
Teenage Farent l:l Yas e CARODIT | Mr Joe Carter i!cl 140, View Sthoume BC2L 212 | Outside SureStart |
Piesse note that Teenape parents are U158 CARDOLE | Mr Jack Carter | 19 | 140, Feidade View, Eastboumne | BC21 2LZ | Outsida SureStart |
[Pkt C] Yems Mo | GO0 | M iy Cotar | 17| 140, it Ve, Entonne | 8021 32 | Ouade uresia |
CARGD20 | Mr Jason Cartar |11 | 140, Feldside view, Eastboume | Bca1 217 | Oursde surestart |
Pregnent L] Yes® Mo [Chpnoo1 | Mes Amands Gater |13 | 140, Peidde View, Eastboume [Bc2t2iz | Outsde sursstart |
e Yas:® Mo | ELLOD2G | MsLinda Els 38 | 36, Bansde Feld, Eastboume BCI6OF | East Side A
y—D—v| FLL0027 |MssSamEls |14 | 36, Bamsde Fel, Eastboume BCIGOF | EastSde |
ELLD0ZE 5 Sara Bl 13 35, Barnside Feld, Easthouma BO 6OF | East Sule
CET N 10 [ o wiie |15 | 5 Bamsde e, Easboume BO 60F | Eas 5cs
sirth weight between and Jes): | w0030 | s Shaun wide 38 | 6, Molow Park, Esstboume BNS 6OF | Outsde SureStart |
" vece [iCi is [ |6 imbw S 8 60F | Outode Surssan |
needs WILOO3Z | Mr Joshuz Wide 18 | 6, Holow Park, Eastboume BNA 60F | Outskde SureStart |
P | WILDO3Z | Miss Alice Wide 14 | 6, Holow Park, Eastbouma BN 6DF | Outside Surestart
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You can choose from a variety of filters (located down the left hand side of the screen), to carry
out very precise filtering of records, generally based on the information held within each
person's record. Generally, the more filters you apply, the smaller your list of results will be. The
list of filtered names appears on the right hand side of the screen.

As there are a large number of filters available a scroll bar is provided so that you can view
them all.

At the top of the screen, there are options for you to choose what to do with the list of names i.e.
create a mailing list from them, create an excel spreadsheet to analyse the data, or create a
report detailing attendance information of the people in your list.

The screen is fairly similar to the Attendance Review screen that is discussed section 4. There
are, however, some significant differences, and these are covered section 5.1: Filters and
Options in the Mail Merge & Data Extract Screen.

Note: The most important difference between this and the Attendance Review screen is that the
results generated from this screen are not based around attendance at activities or sessions.
They are just based around whether a record exists in the database or not. As such the filters
operate on the current status of individuals when the list was created.

If you double-click on a name in the list, that person's Individuals Full Details box will be shown.
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5.1. Filters and options in the mail merge and data extract screen
Archived or un-archived search and retain search filter

Retain filter option hetween selections

@ Ln-archived families anly
Un-archived & archived families
Archived families only

At the top of the screen there are selection items that let you choose whether to search for un-
archived (active) families, both un-archived and archived families, or only archived families for
your data extract/mail list. The default setting is un-archived families only. Select the option you
need.

At the top of the screen, there is a check box called Retain filter option between selections.
This is a very important check box, because it affects the way the filters work.

If the box is not ticked, then each time a list is generated from the filters you have chosen, all
the filters will re-set to their default values as soon as the list has been generated. In most
cases, that means they are disregarded.

If the box is ticked, then the filters you have chosen will stay in place, regardless of whether you
generate a new or amended list of records.

Filter options

There is a comprehensive set of filter options available to enable you to create a very precise
guery to ensure you only extract the people you need. The filters are located down the left-hand
side of the screen.

The filters can be applied together so that if you select “Registered — Yes”, “Pregnant — Yes”
and “Smoker — Yes”, then you will get a list of all registered people who are pregnant and who
smoke.

Please note: when using the mail merge / data extract for looking at registration number you
must always select “Registered — Yes”.

The result of your selection is not shown until you click on the 'New List' button, at the top of the
filter column. When you do, your query will be created and run and you will see a list of the
people that match your filters.

If you do not choose to retain your filters (see above), you can create a cumulative effect with
the filters very easily. If you create a new list with only the ‘Smoker - Yes’ criteria selected, and
then choose ‘Pregnant - Yes’ and click on the 'Add To List' button, at the bottom of the filter
column, your results will show anyone who is a smoker plus anyone who is pregnant.

You can then add more to the list if you require, using the same method.

28



Family Services CCM Superuser Guide

Located filter

LOCATED

Areas:
(MB: area selections will be ignored for ‘™o
Atendance”)

My Areas [| Barnfield - E01000125
[| Barnfield - E01000126
[C] Barnfield - E01000127
[| Barnfield - E01000128
[| Barnfield - E01000129 -

1 | (1 I

m

&l Areas

g

Every address set up on the database has an area (LSOA) allocated to it. You can then group
the addresses together by their area using this filter block. The area options allow you to specify
which groups of people you wish to include based upon the areas you have set up in relation to
their addresses.

My Area - This will include all families that live in those areas that are assigned to the reach
area of the Children's Centre you have logged in to. If you are logged into Management
Console, all areas will be selected.

Outside — This will only include families living out of borough.

All areas — This will include all families regardless of what area they live in. So families from
inside and outside the borough will be included.

Clear - removes all the ticks from the boxes.

Multi Select — You can combine areas however you please by clicking in the boxes next to the
area names you'd like to include.

5.2. Generating a list of results

Lists are created using the buttons at the bottom of the filtering column. Your list of results
shows on the right-hand side of the screen.

New list button

e
Aol

ST e

When you have made your selection you can click on the 'New List' button to create your query.
This will create a new list using the filters you have selected. You should use this for the first set
of filters you run or if you want to create a new list rather than add to an existing one. When you
click on this button the database will run the query you have created and display the results in
the panel on the right hand side.
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Add to list button

Add To List

If you have already run one set of filters, then you have the option to add some more people to
your list using a different set of filters. In this instance, you should make sure the 'Retain
filters...' check box is un-ticked before you start. Click the 'New List' button to create your list
from the first set of filters you choose. Then, you should select your new filters and click on the
'‘Add to List' button. The new query will run and new people (if there are any) will be added to
your list. The system will prevent the same people being added twice even if they might fit each
of your different sets of filters.

Delete List Button

If you want to start again, click this button to clear the lists.

Returned record count

| Recopds = 307 Fanilies = 07

Above the three buttons, there is a number count relating to the list of results you have just
created. Records is the number of people on the list, and Families is the number of family units
(Addresses) that those names are Grouped in to.

Section 5.3: How to use the results from the mail merge / data extract screen details how to use
the list once created.
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5.3. How to use the results from the mail merge / data extract screen

Your filtered list will look something similar to the following:

| Records = 6 Famdlies = 2 Reta ol batwedn saisctions 1 OUTPUT options
| 5 ' @ comespondee malling list for he selectian
O} Detaited data extract
O Altendances only__
From dats DSAE2012

A panel at the top left-hand side gives a number count of people (records) and how many
addresses (families) were returned according to your search criteria. Also at the top right of the
screen there are choices about how to extract the data. This is discussed in section 5.4: The
Output Button — Mail Merge or Data Extract.

A panel at the top of the results grid shows you which filters have been applied to arrive at this
result.

Each column has a column header (e.g. a Label name, like 'ldentifier’, ‘Area’, etc.), and each
row is one person's record.

Column header sorting

If you click on any of the Column Header buttons, you will sort the list into order based on the

information in that column. If you keep clicking the same button, it will sort the data alternately in
A-to-Z, then Z-to-A order.
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5.4. The Output Button — Mail Merge or Data Extract
Mailing lists or data extract

An important feature in the Children's Centre Manager database is the Correspondee status
box, which is shown in the information presented when you select the Personal menu option in
the Individual Full Details screen. The presence, or not, of a tick in this box determines whether
a record is included in a Mailing List Extract.

The Correspondee field is used by all the Mail options within the database to indicate which
member of each household you would want to write to. You can use the Correspondee Check
option in the ‘System Admin’ menu to help find any families without a Correspondee or those
where more than one has been set, either intentionally or by mistake.

Note: The Correspondee box is ignored when a Detailed Data Extract is done, rather than a
Mailing List.

The output button

The output options panel, at the top of the screen, lets you decide how to use the results from
your filtered lists.

You can export information linked to the records contained within your search results in a format
that can be read by Microsoft Excel (.csv), or export in XML format.

Click on one of the output options, then click the output button (this is the button located to the
right hand side of the output options).

CUTPUT options

@ Correspondee mailing list for the selection
Detailed data extract
Attendances anly

From date 12412722013

OUTPUT

The output options are:
1. Correspondee mailing list for the selection

Use this option to create a list of all the nominated correspondees that are associated with
the people on your list. If your list contains several children from the same family then the
correspondee for that family will only be listed once (assuming only one correspondee
status has been set. If multiple statuses have been set then each of these will be listed).
Thus, you will see that the list of names making up the correspondee list will not be the
same as the list shown in the search result section. This list of correspondee names and
addresses can be sent to Excel and used as a mail merge data source for your letters or
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2.

labels. The extract produced by the correspondee mailing list for the selection option only
includes contact details.

Detailed data extract

The extract produced by the detailed data extract option includes most tick-boxes and data
fields from a person's record. The names on the data list extracted will match those in your
filtered list.

Attendances only

Choose a date from the drop down calendar, to be the starting point from when attendances
are checked. This list will show only the attendance information attached to the names of the
people in your filtered list — as such it is possible that the flags on an individual may be
different at the time of attendance compared with when the list was created. For example the
‘AT Parent’ column in the resulting attendance list refers to status of the parent flag(s) when
that individual attended the activity — not the status of the parent flag(s) when the data
extract was undertaken. The ‘AT Parent’ indicators are

0 = not a parent.
1 =is a parent.
2 =is a lone parent.

Once the output button has been clicked, you presented with the Data Pre-Extract Screen. Here
you can modify the columns that are presented (select the Field Chooser) or export the
information in a format that can be read by Microsoft Excel (.csv) or as an XML file by clicking
the appropriate button.

For more information about this screen please refer to section 6: Data pre-extract screen.
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6. Datapre-extractscreen

After you click the output button in the Attendance Review or the Mail Merge / Data Extract you
will be presented with a Data Pre-Extract screen.

"ﬁ‘
ChildView .

The Children's Centre Manage

HOME “

Atiendance (@]

L= SxBx] 2 4 - ool B |
e e £ £ PDF J | B e
T E=§§ Eﬁz kl mnrmsmmumms : | i

Click to preview the results or select an output format from the above options.

The options available are:

BIEE
L o
(1111 8

ST - Field chooser

The field chooser will have a number of fields pre-selected depending on the Output Option
chosen (Correspondee Mailing List, Detailed Data Extract or Attendances). This initial selection
is aimed at creating a manageable data set that will not use excessive system resources. The
selection can be changed by ticking or un-ticking the fields listed.

34



Family Services

CCM Superuser Guide

The following example shows some of the fields selected for a Detailed Data Extract:

e

—— *
==A.Z
18 4

Salnct Falds

o Tte

o Forename
[ middietiame
SLfmame
[ KnownAs
Tdertaer
[ MHNumber
Dos

3! Posteode
el

- Sort order

Clisar Al

E

>

|4

Select Al

The order in which the records are output can be determined by clicking the 'Sort Order' button
and ticking the fields in the required order. The fields listed are dependent on the Output Option
chosen (Correspondee Mailing List, Detailed Data Extract or Attendances). The following
example shows the sort order available for an Attendance extract.
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Grouping

Members: | Select All || UnSeleci Al |

[l &dam Bryant (DOE: 08 Feb 1989) ]|
[l aln George (0OB: 22 Oct 1996)

[ Alen Wison (DOB: 12 Aug 1968)

[#] Alzn Wison (DOB: 12 Aug 1968)

[CJAlce Courter (DOB: 17 Oct 2003)

[ Alica Martin (DOB: 09 Feb 2000)

[J Alson Brca (D08 24 Mar 1994)

] aby Yones (DOB: 14 May 1997)

[J Amanda Lancer (DO8: 30 Oct 1999)

[¥] Amanda Parrsh (DOB: 07 Aug 1967)

[[] Andy Gearge (DOB: 17 Sap 1995)

[l Aprl Wantage (DOB: 24 May 2009)

[[J8eata Zoboranov (DOB: 01 Jan 2008) |

Add To Groupls | Add To Group/s (delete u.:rrentj-.
Create Graup

Groups to Add To:

Group Cagich
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PDF

- Export to PDF

The selected fields will be exported in PDF format in the selected order.

.
[ CSV

- Export to CSV

The selected fields will be exported in CSV format in the selected order.

N
| DOC |

- - Export to RTF or DOC

Enter the numbhber of records tao

The selected fields will be exported in RTF or DOC format in the selected order.
export here ar
clearto select all records

\)Q Clear
- Preview the data

or click the 'Clear' button to preview all.

- select the number of records to preview

The number of records indicated in the box to the right of the 'Preview' icon will be displayed in
a grid, reflecting the selected fields and sort order (see example below).
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ChildView 2 %
| The Children's Centre Manager ool SysAdmin - Sitel i
HOME “
Bl S 3| [anendance Review Qutput
e FrEPAFTIN (S S PR - .
e §=88 ES.> [ poF NFCSUM DOC RS Q\ oot TF
wiew | SSSE /S ¥ S || = clear o selectai e
@ Barcode Registers “
Preview Data
Titte: cemblameg

2 1t crmmos | ssame, | ety e ) e sVt ) [ WaSathi ] Stnatiana ] ket vl

1 Alan Wilson | FO0434 12menaes BMSATF | 65 Ash Park Easthourne

2 Amanda Lancer LANDHTS Suﬂﬂwmw BMATSTH 44 Sycamore Park Eastdoums

3 Ben Wilson | WO04T1 1032008 BNSETF 6 Ash Park Easthaume

4 Hary Smith 500372 fataages BuagYY 10 Parield Ciose Easmoums

5 Harry Smithy 300435 8528320300 BCI60F 2 Bamside Field Eastaumi

] Harry Smith 500460 12002 BNSSTF 47 Ash Park Easthaume

7 ] Johngon | JOMO13@ gagsé{égm Brg 98P " Harth Park Eastboums

3 Nathan Blake BOD0431 3%!&-?‘3306 BC3 6DF 15 Amroad Eastboume

9 William Blake B000452 DiRec2005 BCIGOF 15 Anroad Easthoume

10 Master  Henry Martn MO90512 S;’Sﬁ“?.”,‘“ BN3 VY 5 Parfield Close Easthoume

11 Master  Pater Price POD0S43 HUZ00T BM123CY 105 Mallard Road Easmaurng

| 00:00:00 i
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7. Session Analysis

Session Analysis functionality allows a user with the appropriate permission to select sessions,
view a summary break down then drill down to more detailed data as required.

Search filters are provided to enable the user to define the scope of the analysis and the data
returned is then broken down into a number of different areas, as per the following sections.

7.1. Filters

From the Side Menu, click the Attendance button, then click the Session Analysis option. You
will see a screen similar to this:

ChildView - L"_J
The Children's Centre Manager, User Hame : User Site : Shte 1 ==|

Auendance @)

@ Input ~| Session fiters fiekds  From [18 Dec 2013 [~] . States Cancelied C:
{@ Reiew To mioeczoafe] | il -1

Sk Cincoda Reines L - Showids Hela Informatien -
 Session Analysis

Casework
Reports
| Messaging
! .

Select the Date Range and choose the Activities, Session States and Cancelled Categories that
the Session Analysis should include. Tick the '+ Activities' button if you want to see a
breakdown of Activities as well as the summary information. With the exception of the Date
Range, all filters can be left blank.

Click 'Show/Hide Help Information' to display further details relating to the use of filters, as
illustrated on the next page.
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| ChildView A

T X%
_ The Children's Centre Manasger Leer leme SysAdmin - Site 1
HOME “ o
iear 23 [session aNALYSIS
Atendance (e
Py | Session filters flekds  From | Bl actvies States Cancelled Categories
= = ; ol 0 oy RemesH

@ Review -
9 Sneoi Bogrty
| - Session Analysis FILTER

Step 1) If required; select a date from the From' calendar for the start of the range of Sessions you wish to view. (It will default to todays date.)

Step z) If required; select a date from the To' calendar for the end of the range of Sessions you wish to view., (It will default to the date of the last Session of the current

Site - or of all Sites iflogged into Management Console.)

Step 3) If you require all Sessions for the current site to be returned; go to ‘Step 8' (otherwise go to Step 47,

Step 4) If you are logged into the Management Console; then you will be given an option to select the Sites that you wish to Search. If you select a Site/s, the Activites
will be loaded that relate to the Site/s selacted.

Step 5) If you require Sessions within specific Activites, Select the activities containing the Sessions that you wish to view and continue.

Step 6) If vou require to view only specific Sessions with specific States; select the ‘States’ that are required.

Step 7) If you wish to view Cancelled Sessions; select form the Cancelled Categories'th ions within the specified ies that you require.

Step 8) If you are happy with your eurrent selected Filter details; click on the button entitled REFRESH and examine the results displayed below.

Step g) Note that all tabs after the Sessions’ tab will be disabled until a Session /s has been selocted from the 'Sessions' grid within the Sassions’ tab.

When accessing Session Analysis from Management Console, there is an additional Site filter.
Once the required filters have been selected click refresh to display the Summary screen.

7.2. Summary

The Summary tab provides an analysis of all the sessions that fall within the selected date
range and match the selected filters. It shows the following information:

e The total number of ALL sessions that fall within the selected date range.

e The number of sessions that match the other filter options and the percentage that this
represents of the total number.

e The number of bookings for the sessions that match the selected filters.
e The number of attendances for the sessions that match the selected filters.

e The number of bookings without an attendance for the sessions that match the selected
filters.

e The number of attendances without a booking for the sessions that match the selected
filters.
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This summary data is then broken down by:
e Session Status
e Cancelled Categories
e Cancelled Reasons

e Activity (If '+ Activities' ticked)

An example of the Summary Tab is shown below.

ChildView

s Sty Eupeives Phispgat Lwr M

@ gt | Sesnion filtbers fekls ‘"".NMM!@ hctnes Shatrs Comeailied Catongorion
© Aesrw Yo |33mnzoid (V] Asobis canec bun -] B . actvee 7
® Bemotle Ragetens | - B4 g (TS
Sevran Aratyza
Saarch Crena

Basicn Dut on or aPber £ 01 Owc 20LE:

Emm -l u?ﬂl.]-l [W = ¥1 Jmn JOEA T Ilm-ﬂﬂﬂmwmﬂm I.'II [wﬂmﬂﬂmd Ti Imu‘ “-I
Emum o I Imdhmmm 1% I
[ P of dmmstmnces 33 | | M of seenances dustBecka 13 |

Tl Total SLatun
Bookings | Anendasces  Peroent

Fiodal Todal Heroon
fookings  Amendas el

Vengs not samlatie 1 9 L] 76

TTetal okl TFercant |
Bocikiegy  ARsndances

Bcdipity Teaal T s Fistal Afpnded  Semion
Sesaony | [Sookings  Anssdances Feo
Bt

Ambicy Classes 1 4 3 1 ] T84 =

Food for Life 2 0 ] 0 ] B0

Serageneg Lunony { 3 ] 1 [] 789 =

Chidmndng Netweck. 1 5 1 5 o e [

Crecha Club 1 & 5 ] L] 763 =

Play s Sty 5 L] % 3 & x4 [

Bumgs & Blskses 1 o 5 ] 5 e B

| Fatheis’ Dirrs 1 0 1 0 4 1w B

Cavawark 0 [csv][Pre]
... To—
Memaging i | w
System Admim <y | ¢ »

The percentages shown are all calculated against the number of sessions selected (not the total
number within the date range), and represented graphically by the yellow bars.

The Summary can be either saved as a .CSV file or printed directly.
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Clicking 'Show/Hide Help Information’ will display further details about the Filters or the
Summary Tab.

7.3. Sessions

The Sessions Tab lists all the sessions that match the selected filters.

The Select tick box at the left of each row is used to activate the other tabs for the selected
session(s). These tabs will not display any information until one or more sessions are ticked.

Clicking on a row will activate the Session Edit/Attendance Input/Session Cancel buttons at the
bottom of the screen. When a row is clicked, it will be shown in blue.

If a cancelled session is selected the Session Cancel button will become Session Activate and
the Session Edit button will not be available.

The Attendance Input button links to the Attendance Input session select screen.

An example of the Sessions Tab is shown below:

ChildView ol |

Ve Children's Centre Hunager (o0 SysAdmin - Sitel |

e = YO Ll
st
Anendance A |

Q)
@ Input " Session fiters fekls From |01 Dec 2013 [+ Activities States Cancelied Calegories
. = G = Canceling Catagorien . REFRESH
© Review 31 Jan 2014 [~ Food for Life; Play an [ -] B+ Actvees v
@ Barcode Registers - ShewHide Help Informatien -

- Sparch Criteria -

Session Date on or after ; 01 Dec 2013;
Session Date before or on : 31 Jan 2014;
Activites : Food for Lfe; Py and Stay;
Activity State : Active Only

sa.lmacy_J-Se;suons _ Bookings | Attendances | Key Workers | Booked Not Attended | Attended Not Booked |

:
| St | Stop | Location | | Anended
] Play and Stay (Community Centre) 2011272013 Commundy Centre & ]
O Food for Life (Clients Home) 19122m3 Chents Home i} 1]
a Pray and Stay (Comrmundy Centre) 1912203 Community Centre. 0 ']
L] Piay and Stay {Community Centre) 18122013 Community Centre & &
L] Food-for-trle-fGirenis-Home) R - < Ghanta-Home L} L
1 Piay and Stay {Community Cantre) 1322013 ‘Community Centre 0 4
L] Play and Stay (Community Cantre} 22013 Community Centre & &

Sesson Edit Attendance Input Sesson Cancel

I

Further details can be obtained by clicking on the Show/Hide Help Information button.

40



Family Services CCM Superuser Guide

Session Row Style

Monthly Session

Confirmed : Date in the Past with Attendances
UnConfirmed : Date in the Past with No Attendances
Booking (In the future) & Adhoc (Has attendances)

Row Select : Currently Selected Row

7.4. Bookings

The Bookings Tab lists all bookings for the selected session.

The tick box at the left of each row can be used to select individuals for inclusion in a Message
Group or as recipients for a message by clicking the Send Message or Group button.

Clicking on a row will open the Individual Full Details window.

An example of the Bookings Tab is shown below.

ChildView 2| % |
[ Thve Glloircn's Centre Maangor usér hame & SysAdon. Sita & it 1 el
HOME | "
T
Aunendance gyl
o Input | Session fiters flekls [ 01 Dec 2013 [+ Activities States Cancelled Categories
i e s T ooy i 5 REFRESH
@ Barcode Registers i Holp ino o
Session Analysis -

- Search Criteria -

Session Date on or after : 01 Dec 2013;
Session Date before or on 2 31 Jan 2014;
Activities : Food for Life; Phy and Stay;
Activity State : Actve Only

| Summary | Sessions | Bookings | Attendances | Key Workers | Booked Not Attended | Attended Mot Bocked |

Bookings  (for Selecled Sessions)

l‘

Name Acidress Tal Mobile
1 Miss Beata Zoberangy 45 Mgah Lane Eastboume BN23 9TR (East Side) 010872008
[ Miss Gertrude Crewe 8 Eagle Court Eastbourne BC3 6DF {Nosth Side) 2BM0572007
] Master Gordon Le-man 4 Harlow Park Eastbousma BNT 55M (West Side) 2211072008
[ Miss Jennifer Gander 49 Morman Road Treetops Estate Eastbourne BN10 5LJ ZT07/2008
(North Sida)
1 Ms Paula Muir 5 Green Road Eastbourne BB2 5RF (South Side) 03/02/2008
[l Master Phil Gander 49 Morman Road Treetops Estate Easibourne BN10 5LJ 15/11/2008
(North Side]

Further details can be obtained by clicking on the Show/Hide Help Information button.
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7.5. Attendances

The Attendances Tab lists all attendances for the selected session.

The tick box at the left of each row can be used to select individuals for inclusion in a Message

Group or as recipients for a message by clicking the Send Message or Group button.
Clicking on a row will open the Individual Full Details window.

An example of the Attendances Tab is shown below.

[ChildView

SO e
_The Children's ContreManager______________________________lseifionc SysAdmin sic Stet _I_J
HOME £ -
| B SR (o o500 ANALY SIS
Anendance (8
i | —
© Input " Session fiters fiekds "% 01 Dec 2013 |- Activities States __ Cancelied Categaries —
Lol To (3132004 [<] Food for Lfe; Py an [ 6 -+ Actwmes [
© Barcods Ragisters - ShowsHide Help Infonmation -
- Search Criteria -
Session Date on or after : 01 Dec 2013;
Session Date before or on : 31 Jan 201%;
Activithes : Food for Lfe; Py an
Activity State : Active Only
| Summary | Sessions | Bookings | Atténdances | Key Workers | Booked Mot Attended | Attended Mot Booked |
Attendees (for Selected Sessions) .
N | Name Address Dos Tel Mobile -'
[0 Miss Beata Zoboranov 45 Noah Lane Eastbourne BN23 9TR (East Side) 0140172008
[ Miss Gertrude Crewe & Eagle Court Eastbourne BC3 6DF (Morth Side) 280572007
[ Master Gordon Le-mon 4 Haslow Park Eastbosme BNT 55M (West Side) 221072008
] Miss Jennder Gander 49 Norman Road Treetops Estate Eastbourne BN10 5L 274072008
(Mosth Side)
[ Ms Paula Muir 5 Green Road Eastbourne BB2 5RF (Sauth Side) 03M02r2008
[]  Master Phil Gander 49 Movman Road Treetops Estate Eastbourne BN10 5L 1511172008
{North Side)
Casework o
Reports. A
| System Admin iy

Further details can be obtained by clicking on the Show/Hide Help Information button.
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7.6. Key Workers

The Key Workers Tab lists all key workers assigned to the selected session.

The tick box at the left of each row can be used to select key workers for inclusion in a Message
Group or as recipients for a message by clicking the Send Message or Group button.

Clicking on a row will open the Key Worker Information window.

An example of the Key Workers Tab is shown below.

| v |
|| _the Childrea's Contre Manager _Useilsme  SysAdmin e Steel W J
HOME “ 4
| gm" =1 | sEssioN ANALYSIS
|| Anendance (& i
@ inps | Session fiters fiekds i ..‘"_-B_'?f_z.“ﬁ_-E: Activites  States =~ Cancelled Categories REFRESH
@ Review 1o [313an 2014 [v] [Food for Lfe; Py an ) -4 & + actvives (7]
[ Barcode Reglaters ShewHids Hetd Information
jeStarhmveisT |
- Search Criteria -
Session Date on or after : 01 Dec 2013;
Session Date before or on : 31 Jan 201%;
Activithes : Food for Lfe; Phy and Stay;
Activity State : Active Only
| Summary | Sessions | Bookings | Attendances | Key Workers | Booked Not Attended | Attended Not Booked |
Key Workers  (for Seletled Sessions)
B | Koy Worker | Addruss Tel Mobile Email -
|| Evans 12 Collingwood Place E 10 9FF 01155 07841 sallyevans@nternet com
B ETE501 288880 O
] Suki Ahsam
Casework Y
Repors &
| System Admin “a . - -
. - ==

Further details can be obtained by clicking on the Show/Hide Help Information button.
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The Booked Not Attended Tab lists all bookings for the selected session which did not result in

7.7. Booked not attended

an attendance.

The tick box at the left of each row can be used to select individuals for inclusion in a Message

Group or as recipients for a message by clicking the Send Message or Group button.

The selected session can be edited by clicking the Edit Session button at the bottom right of the

screen.

Clicking on a row will open the Individual Full Details window.

An example of the Booked Not Attended Tab is shown below.
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ChildView
_ The cChildren's Centre Hanng:r Site ;5lpe 1
HOME
© Input *| Session fters fikds  FO™ 01 Dec 2013 | Actitias Cancalled Categor
© Riview | To (31502014 [+ Foad for Lfe; Ptunﬂ ﬂ: ﬂwml;
@ Barcode Registers ' - ShowfHide Heip Information -
- Search Criteria -
Session Date on or after : 01 Dec 2013;
Session before or on = 31 lan 2014;
Activithes : Food for Lfe; an
Activity State : Actwve Onl
| Summary | Sessions | Bookings | Attendances | Key Werkers | Bocked Not Attended | Attended Not Booked |
Booked Mot Attended {Active Sessions)  (for Selecied Sessions)
B | Session Date Hame Address
O Play al;d Stay (Community 20 Dec 2013 Miss Beata Zoboranov 45 Moah Lane Eastboume BN23 9TR (East Side)
i)
(] m-?ds:mcmm 20Dec 2013 Miss Gertrude Crewe 8 Eagle Court Eastbourne BC3 GDF (Morth Side)
re|
| m al;d Stay (Community 20 Dec 2013 Master Gordon Le-mon 4 Harlow Park Eastbouma BNT 55M (West Side)
e
[} Play and Stay {Community 20 Dec 2013 Miss Jennifer Gander 49 Morman Road Treatops Estate Eastboume BN10 5LJ (Narth
Cantra) Sade)
m] ml?d Stay (Community 2000c 2013 Ms Paula Muir £ Green Road Eastboums BE2 5RF (South Side)
e,
[ Play and Stay (Community 20 Dec 2043 Master Phil Gandar 49 Morman Road Treatops Estate Eastbourns BN10 9L (Morth
Cantre) Side)
Casework _b|
mm .i_J

S:rdum Mmln |

CCM Superuser Guide
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7.8. Attended not booked

The Attended Not Booked Tab lists all attendances for the selected session which did not have
an associated booking.

The tick box at the left of each row can be used to select individuals for inclusion in a Message
Group or as recipients for a message by clicking the Send Message or Group button.

The selected session can be edited by clicking the Edit Session button at the bottom right of the
screen.

Clicking on a row will open the Individual Full Details window.

An example of the Attended Not Booked Tab is shown below.

'9| b 2 i
= hildView =R
iXhve Clbdren’s Conbre HMADET. S Name : SysAdmin: Site i Site 1 _\_]
HOME “ ;
Seorch =3| | SESSION ANALYSIS
Anendance {9 |
® Input "\ Session fiters fields 1O 01Dec2013 [“|  pctaties  Siates __ Cancalled Calegories. e
© Review Te 31 Jan 2014 [~] |Food for Life; Play an [ | -4 H + Actvises [
| L Barcode Registers = ShowHide Help Information -
assniindae |
- Search Criteria -
Sesshon Date on or after : 01 Dee 2013;
Session Date before or on : 31 Jan 2014;
Activities : Food for Lfe; Phy and Stay;
Activity State : Active Only
Summary | Sessions | Bookings | Attendances | Key Workers | Booked Not Attended | Attended Not Booked
Attended Not Booked (Active Sessions)  (for Seiectsd Sessions)
B | Session Dt Namao | Address
O m ar;d Stay {Community 13Dec 2013 Master Gordon Le-mon 4 Harlow Park Eastboume BNT 55M (West Side)
e
[[] Play and Stay {Community 13 Dec 2043 Miss Jennifer Gander 49 Norman Road Treatops Estate Eastboumas BN10 9LJ (Noth
Centre) Side)
O cha?d Stay {Community 13Dec 2013 Ms Paula Muir 5 Green Road Eastbouma BB2 SRF (South Sida)
re
[ Play and Stay {Community 13Dec 2013 Master Phil Gander 48 Nopman Road Treetops Estate Eastboumne BN10 9LJ (Narth
Cenire) Sade)
Casework o
e il
Meossaging o |
)
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8. Reports

The Reports option allows CCM users to run custom created reports that have been added to
the database.

When the screen is first loaded the 'All Reports' tab will show detailing every report the user has
the rights to run. Clicking one of the other tabs at the top of the screen will only show those
reports assigned to that category.
To order reports alphabetically, click on the word ‘name’ in the reports column header.
8.1. Running areport

1. Click on the relevant tab to view the available reports (all performance data reports are in the
‘Performance Measures’ tab).

2. Click on the graph icon that is relevant to the query you wish to run.

3. If you are required to specify any parameters the query needs, for example site name or
date range, then a screen will show where you can input those.

Please Select Site | |
Please Enter Start Date I ]I
Please Enter End Date | |

Compare with the past period start [ |

Designs exist for the selected report. In order to use one of these, select one from the 'Design Options’ list below :
Design Options |(none selected) [~]

Togale View SQL Produce Report

Note: Compare with the past period start will compare the data from the time period specified in
the date fields with past data. A number must be entered in this field to represent the number of
past months you would like to make the comparison with. For example to compare the previous
year’'s data enter 12.

4. Once you have entered the required parameters press the 'Produce Report' button.

5. The results of the query will then be shown. For example:
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Table view:

ChildView

The Children’s Contre Manager Uisa Marti - USer tix _

MAIN MENU # |

Auendance o]

Casework b

Repaits e

== | Report Preview

'0ld Repods

' |wowtn % | pemren [ | rorewne © | sumune | aTace e s
ol Mol _Jel _Jeol el ol jgl
46 01/10/2012 CARDO20 Jason Carter 9 Bumps & Babies St 1
46 01/10/2012  CARDIOS Sean Carson 16 Bumps & Bables  Ste 1
46 01/10/2012 BRID1ZS Alson Brice 18 Burmps & Bables St |
2 01/10f2012 SO00460 Harry Smith 10 Agrobics Classes 5t 1
2 0y/10/2012 500435 Harry Smith 12 Asrobics Clises Ste 1
2 01/10/2012 $00372 Harry. Smith 7 Aerobics Classes  Stte 1
2 ol/102002 SMI058 Kavan Smeh 12 Aerobics Classes  S5te |
2 01/10/2012 SHI0188 Rose Smich 19 Asrobics Classes  Ske 1
46 01/10/2012  SAMOLE2 1ade Samuels 14 Burps & Bables  Ske 1
% 12/1152012 GEDODO3 Andy Geargy 17 Food for Life Ste 1
28 12/11/2012 PARDDO2 Shaun Parrish 23 Food for Life Ste1
2% 12/11/2012 JOND009 Tracy Jores 12 Food for Life Seel
& >
IPau!luH (12 fems) I
\_ R J
Systom Admin \

Once your results have been returned you can further filter the results by using the filtering
options available in this grid.
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Report template view:

48

CCM Superuser Guide

Barnfield
Al - No. of families registered/affiliated with the Children’s B@ neT
Centre Sure Start Children’s Centrey
Run for the Period : 01 Apr 2014 o 20 Jun 2014
Compared with : 01 lan 2014 1o 20 Mar 2014

Total number of families

Families Seen This Period 207

Percentage Difference 16.29%

Mumber of families that live in the children’s centre reach area

Families 3een This Period 99

Percentage Difference 2.06%

Number of families that live in Barnet (i.e. anywhere but in the reach area)

Families Seen This Period B3

Percentage Difference 34.04%

Number of families that live out of borough

Families Seen This Period 45

Percentage Difference 32.35%

Page(s) :
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Field Chooser

Clicking the' Field Chooser" icon opens a box where you can configure which columns of
information are shown on screen and also in any export you undertake. For example:

ChildView

liser Mama : User, Sais

Salact Fieids
O acTrvrmvim
I MoHTH
] WENTIFIER
] FoRENAME
[ SURNAME
O at_see
1 ACTIVITYNAME
[ srTEnAME

5

| Site Admin @ = S T

Tick the fields you want to include and un-tick the fields you don't want. Once you have made

your selection click the ® icon located at the top right of the box to return to the previous
screen.

The result grid will update accordingly.

Exporting the results

Should you wish to export the results of the report, hover over the Hicon and a list of
available options will show:
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Click the relevant option.

Note: both the CSV and XLS exported files can be opened in Microsoft Excel.
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9. Advanced Search

9.1. Advanced search overview
The Advanced Search option will allow you to search for individuals (records) in the database

and; if required; their associated attendance(s) using a larger number of filtering criteria than
available via the Mail Merge / Data Extract Screen or the Attendance Review screen.

Advanced Search works on a 2 step process:
Create a cohort of Create a cohort of
individuals individuals

As such attendance information can only be found for those individuals that have been retrieved
during the initial individual search phase.

To access Advanced Search, click on the Search menu item on the left hand side of the screen
and then click the Advanced Search option. You will be presented with a screen similar to the
following:

FChildView

The Children's Centre Manager 2 Usier Nans
Bdvanced Se
HOME +

\dentiiar |
MM Humber |
Mabde’ [
0og: [
Regquatared

motes: |

oooOo0oOooOoo®

Inca Lt Archibeed

A large number of filters are available in Advanced Search, and due to this the filters have been
gathered into their respective tabs and; in some instances; into different headings within those
tabs. The various filters are accessed by clicking on the respective tab at the top of the screen,
and where necessary selecting the sub Group heading.
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In the example above, we have searched on the word 'smith’ in the name filter of the basic
search screen, as well as specifying some location criteria where individuals are based. We can
tell that filters have been set in other tabs as the tab text is shown in yellow.

Pressing the 'Apply Individual Filter' button will show the results of our individual search in grid

format:

ChildView
| The Children's Centre 1

HOME

Migs Wendy Smith
Mr Chriz Smith

Mr Dean Smith

Mr Eavan Smith
Mr Paul Smith

40 St Marks Road Eastbourns BN31 60M (East ‘BNI1 60M
11 Duck Park Eastbourne BE2 SRF (West Side) BE2 SRF
11 Duck Park Eastbourne BB2 SRF (West Side] BB2 SRF
11 Duek Park Eastbourne BEZ SRF (West Side) BBZ SRF
34 Barnside Field Eastbourne BC3 6DF (East SidBC3 60F
34 Barnside Field Eastboume BC3 6DF (East SidBC3 60F

SMIDD33
SMIDODST
SMI005S
SMI005S
SMI0187
SMI0186

D1253 223344
D1253 223344

01234 765234
01253 223344

1@ Family d .

D People 10 Parfield Close Eastbourne BNG 9YY (South SBNS 9YY S00372 03/03/2005

‘D Add Family Wizand Harry Smith 23 Barnside Field Eastboume BC3 60F (East SidBC3 6OF S00435 02/04/2000

e hancad Saach || Harry Smith 47 Ash Park Eastboumne BNS 6TF (South Side) BNS 6TF S00460 12/05/2002

'bmFH_mu— Mizs Ann Smith 34 Barnside Field Eastbourne BC3 B0F (East SidBC3 60F SMI0190 20/07/2000
Mizz June Smith 34 Bamside Field Eastboumne BC3 6DF (East SidBC3 6DF SMID1BY 30/03/1995

- 5&1%&?&:[ Mizss Posie Smith 34 Barnside Field Eastbourne BC3 BOF (East SidBC3 6DF ‘smIDi1es 19/10/1952

24/01/1971
13/02/1970
08/03/1995
11/01/2000
01/09/1982
08/11/1966

Mrs Gaye Smith

SHALTI W04 H0TTD

Page[l [of1

Male
Male
Female
Female
Female
Famale
Male
Male
Male
Mala
Female

View 1 - 12 of 12

Generating a list of results

Advanced Search uses a 2 step process to retrieve information about individuals and
associated attendances. Step one is to create a cohort of individuals, and step two is to retrieve

attendance information about those individuals (if required).

In each step a number of different filter types are available - please see the topic Section 10.1.3:

Filter types available for details on the different filtering mechanisms.

Note: Advanced Search works on an ‘and’ basis. For example, when doing an individual search
and specifying Registered AND Age 3 AND Lives in a certain town, the results returned will be
where individuals meet all 3 criteria. You are unable to do OR searches i.e. children aged 3 OR

children aged 4.
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Individual Search

1. Select the relevant Individual filter tabs and then select the options appropriate to your
search (See Section 10.2: Individual Filter tabs for information about the options available).

2. Press the 'Apply Individual Filter' button to retrieve your search results.

3. Your search results will show in a grid on the screen, and your filter page will 'slide’ to the left
and be hidden from view. Click on the 'Click For Filters' text to re-display the main filter page.
Click again to hide.

Note: by default the individual search will not include any deceased individuals or those who
are classified as living at an archived address. Should you wish to include these individuals in
your search results you will need to set the respective filters.

Once you have retrieved your cohort of individuals the 3 tabs with filters related to Attendance
information will become available as well as the 'Apply Attendance Filter' button:

You can now retrieve attendance information if required.

Attendance Search

1. Select the relevant Attendance filter tabs and then select the options appropriate to your
search (See section 10.3: Attendance Filter tabs for information about the options available).

2. Press the 'Apply Attendance Filter' button to retrieve your search results.

3. Your results will show on the screen, and your filters will 'slide’ to the left and be hidden from
view. Click on the 'Click For Filters' text to shown the main filter page. Click again to hide.

Three Grids of information will be populated:

- Attendance information for individuals.

- No attendance information for individuals i.e. those individuals who have not attended an
activity or session.

- Family attendance information i.e. address information for those people who have attended
an activity or session, along with the correspondee name (if available).

Whilst your search results are being retrieved all the buttons at the top of the Advanced Search
screen will be disabled until the three grids are populated.
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Note: You can only retrieve attendance information for up to 15,000 individuals. If you have
more than this number returned from your individual search, pressing the attendance filter
button will provide a prompt asking you to reduce the number:

Clear Filter button
To remove any filters that have been set press the 'Clear Filter' button.
Manage Saved Lists button

It is possible to save and then re load the criteria specified for an individual search. It is also
possible to delete an existing saved individual search.

Note: Pressing the 'X' at the top right of the Saved Lists dialog box will return you to the main
filter page.

Saving an individual search

1. One you have specified your filters press the 'Manage Saved Lists' button to open the load &
save list dialog box:

)

S Lt

[required) Carmment

[ Sawe Cument Search |

2. Select the 'Save List' tab.
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3. Enter a suitable name for the search criteria.

4. You can either enter a suitable comment or else copy the filter text by ticking the 'Copy Filter
Text' check box (filter text is discussed in section 10.1.2: Search Results).

S List
Swvd Search Crilena
Hame Smihs in Site 1 (24May2013) (required) Cormment

Reacricted by site, no archived addoeas, no
decsased per=on, DPisplaylame=:'Smich', Ateald 1in
[1,2,3,4,5,6,7,...]

Copy Filbar Texd FJ

[ Sawa Currend Search ]

5. Press the 'Save Current Search' button to save your search criteria.

Loading saved search criteria
1. Press the 'Manage Saved Lists' button.
2. Select the 'Load List' tab if this is not shown by default.

3. Select the required search from the drop down list:

Lo List

Load Saved List

Srniths in zite 1 aMay2013)

28 May 2013 165749
Srahes in sie 1 (24May2013)

Reacricted by site, no archived addresa, no
deceazed petrson, DisplayNames:'Smich', Arssld in
[1,2,3,9,5,6,Taaua]

[ LosdSaved List || Delete SavedList |

4. Press the 'Load Saved List' button.

5. Once your list has been loaded pressing the 'Apply Individual Filter' button will return the list
of individuals who meet the set filter criteria.
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Deleting saved search criteria

1. Press the 'Manage Saved Lists' button.
2. Select the 'Load List' tab.

3.  Select the required search from the drop down list.

Loaed List

Loag Saved List

Sraithes in site 1 24May2013) b
Craatad 28 May 2013 16:57:49
Mamie Sredthe in gite 1 (24May2013)

Rescricted by mite; no archived address, no
deceazed perzon, DPlaplayNames:'Smich', Areald in
[1,2,3,9,5,6:,T50404]

Comment

Load Saved Delete Saved List

4. Press the 'Delete Saved List' button.

Search results

The output from searches undertaken are shown in a number of sections on the screen.
Filter text

The filter text gives an indication as to the filters being used when undertaking an Individual
Search. This can be useful information to help understand what filters were being used if you
perceive that your individual search results are incorrect. For example:

Filter Text E
Resticied by site, no archived address, no deceased person, Displayhiame:Smilh’, Areaid in [1.2.34.567...]

You can open or close the filter text section by using the arrow located at top right of the Filter
Text panel.
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Individual Search results

Undertaking an Individual search will show all those individuals meeting the search criteria in a
single grid:

ChildView
_The Children's Contre Manages
HOME
. Filter Text
Search Results People
ddras: teod dent) ~ DoB. -
10 Parfield Close Eastbourne BNG 9YY (South SBNS 9YY 500372 - 03/03/2005 Male
23 Barnside Field Eastboune BC3 BO0F (East SidBC3 60F 500435 I '02/04/2000 Male
47 Ash Park Eastbourne BN5 6TF (South Side) BNS 6TF 500460 I 12/05/2002 Male
Miss Ann Smith 34 Barnside Field Eastbourne BC3 60F (East SidBC3 60F SMioign - |29/07/2000 Female
Miss June Smith 34 Bamnside Field Eastbourne BC3 6OF (East SidBC3 6DF sMmioles - 30/03/1995 Female
Miss Rosie Smith 34 Barnside Field Eastbourne BC3 6OF (East SidBC3 6DF  SMioles - 19/10/1932 Female
Miss Wendy Smith |40 St Marks Road Eastbourne BN31 60M (East {BNJ1 60M  SMIOD93 (01253 223344  24/01/1971 Female
Mr Chris Smith |11 Duck Park Eastbourne BB2 SRF (West Side) BBZ SRF SMIDOST 01253 223344 |13/02/1970 ‘Male
Mr Dean Smith |11 Duck Park Eastbourne BB2 SRF (West Side) BB2Z SRF SMID0SS - 08/03/1995 Male
8 Mr Kavan Smith |11 Duck Park Eastbourne BEZ SRF (West Side) BBZ SRF SMIgDss | 1fot/zo00 ‘Male

=% v Paul Smith 134 Barnside Field Eastbourne BC3 60F (East SIdBC3 60F  SMIDIB7 01234 765234 01/09/1982 Male

Mrs Gaye Smith ‘34 Barnside Field Eastbourne BC3 60F (East SidBC3 60F ‘SMIDI8& 01253 223344 | 08/11/1966 Famale

« Page[l_lof1 = « View 1- 12 of 12

Deceased individuals are excluded from the results by default. Such individuals can be
included by using the setting in the Advanced Search Health Tab but they will have a different
formatting applied in the search results (all columns except the address column are in grey
italics). In the following image Peter Smith is classed as deceased:

‘36 Fieldside View Easthourne BC21 2LZ (Outsid:

57



Family Services CCM Superuser Guide
Filter types available

Any individuals that are registered at an archived address will have a different formatting
applied to them in the search results (the address column and the option address archived
column is in blue bold). In the following image Bella Smith and Frank Smith both live at archived
addresses:

20 Barmside Field Eastbourne BC3 6DF (EaiBC3 60DF SMIN0DEL = 15/07/1991 21 Famale
5 ash Park Eastbourne BNS 6TF {South SideBNS &TF S00382 - 02/05/2002 10 Male

Attendance Search Results
This will show information in 3 separate grids:

1. Attendance information for those individuals returned as part of the individual search. By
default no duplicate entries of individuals will be shown in the list e.g. if John Smith attended
both a Bumps & babies and also a computer course, his name will only show in the list once.
If 'Show Duplicates' was enabled then his nhame would occur for each separate activity type
attended - in this case twice.

Filter Text
SearchResultsPeople =~ — i
Soarch Results Attendance (no duplicates) - Default tima period is the last 180 davs
dentifier =
500372
500435
SO0460
SMIDDSE
|SMI0188

=
®
i
ot

= Pagefl_|ofl w» o View 1- 5of 5
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2. No attendance information for those individuals returned as part of the individual search i.e.
those individuals who have not attended an activity or session.

Search Results No Attendance

Name Address Postco
|Miss Ann Smith 34 Bamnside Field Eastbourne BC2 6DF (East SWBC3 6DF
Miss Junae Smith |34 Barmside Freld Eastbourne BC3 6DF (East SHBC3 60F
Miss Wendy Smith 40 St Marks Road Eastbourne BN31 6DM (East BN31 60M
Mr Chris Smith '11 Duck Park Eastbourne BB2 SRF (West Side) BB2 SRF
‘Mr Dean Smith 11 Duck Park Eastbourne BB2 5RF (\West Side) BB2 SRF
Mr Paul Smith |34 Bamside Feld Eastbourne BC3 60DF (East SwBC3 60F
Mrs Gaye Smith |34 Bamside Field Eastbourne BC3 6DF (East SuBC3 60F

SMID1S0
SMID189
SMIDDS3
SMIDOS7
SMID0S9
‘SMIDIET
SMID186

T p——
den

01253 223344
01253 223344

01234 765234
01253 223344

29,/07/2000 12 Female
30/032/1995 17 Famale
24/01/1971 41 Famale
13/02/1970 42 Male
0B/02/1995 17 Male
‘01/09/1982 30 Male
08/11/1966 45  Female

3. Family attendance information i.e. address information for those people who have attended
an activity or session, along with the correspondee name (if available).

Search Results Family Attendance
Address =

10 Parfield Close Eastbourna BN9 9YY (South Sida)
11 Duck Park Eastbourna BE2 SRF (Wast Side)

23 Barnside Field Eastbourne BC3 6DF (East Side)
34 Barnside Field Eastbourne BC3 6DF (East Side)
47 Ash Park Eastbourne BNS 6TF (South Side)

General Grid functionality available

Opening or closing search result panels

Postcode

BNG 7Y

'BB2 5RF
|BC3 6DF
|BC3 6DF
|BNS 6TF

Dawe Parker

Ms Tracey James

IMrs Gaye Smith

Search grids can be in an open or closed status by using the arrow located at top right of each

search grid:
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Total number of records returned

At the bottom right of each search result grid you will find the total number of records that meet
the specified filter criteria, along with which records are currently being displayed:

View 1 - 25 of 255

Navigating through the search results

You can navigate through the search results by clicking the relevant arrows at the bottom of
each grid or typing the relevant page number:

= 0 PageuF 11 »= ®

Mouse click functionality

e Clicking a row with the Left Mouse Button will select that row in the search result grid. The
selected row will be shown in yellow:

47 Ash Park Eastbourne BNS 6TF (South Side) BNS 6TF S00460

« Clicking the Right Mouse Button will pop up a menu showing the various options available.
The contents of this pop up will depend upon which search result grid you have clicked in.

Family Suppor workers
Family Indicators
Vigw Reports

Expart List as XML
ExporiListas CSV
Export List as CTF

Choosze Columns

e If you wish to view an individuals Full Details, Family Support Workers or Family Indicators
you must select the individual in question and then choose the applicable option from the
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pop up menu (Note: These options are only available in the pop up menu for the People
search results).

e Itis possible to view additional columns in a search result grid. Right Mouse click in the grid
in question, and select the 'Choose Columns' option in the pop up menu. You will then be
shown a list of available columns. Tick those that you wish to see, un-tick those that you do
not require. For example the individual search result grid has the following options available:

e Click the 'X' to close the window once you have made your changes.
Note: This option only effects the columns shown in the grid and does not affect the data
that can be exported from the database.

Data export

The Search results can be exported out of the database by selecting the applicable option from
the pop up menu.

The People Search result screen will allow you to export the list in XML, .csv or CTF format.
The data exported contains the majority of the information held in the individuals full details
screens.

The Attendance search result screen allows you to export the list in XML or .csv format. The
data exported contains information about individual details captured at the time the attendance
was recorded e.g. age when they attended the activity or session, the address they were living
at, the ID of the Site they attended (AttendanceSID), ...

The No Attendance search result screen allows you to export the list in XML or .csv format. The
data exported contains the majority of the information held in the individuals full details screens.

The family Attendance search result screen allows you to export the list in XML or .csv format.
The data contains address information and also the name of the correspondee if available, for
those individuals shown in the Attendance search result screen.

Column Widths

If you click and hold the mouse pointer over the line that divides two column headers, you will
be able to drag the mouse to re-size the column width. You need to ensure that the mouse icon
change to that shown in the image below:

PN T N
i =>UILS FCopic

Hame = 4.”_. Address i

Harry Smith 39 Barnside Field Eastbourn

Column Header sorting
If you click on any of the Column Header buttons, you will sort the list into order based on the

information in that column. If you keep clicking the same button, it will sort the data alternately in
A-to-Z, then Z-to-A order.
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9.2. Filter types available

There are a number of different filter types available in Advanced Search. and each filter that
you wish to use needs to be enabled by having a tick in the check box at the left of the
applicable panel:

Free Text Filter

Free text filters allow you to search on data that contains the text entered. For example entering
the word ‘son’ in the Name filter will return ‘John Simpson’ and ‘Alison Smith’.

62



Family Services CCM Superuser Guide

Yes / No Filters

Yes / No filters also require an applicable setting i.e. tick smoker to search for individuals who
smoke, un-tick to search for those who do not smoke:

If the smoker filter was not enabled then the search results would contain all those individuals
who do or do not smoke.
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Numerical filters

Numerical filters allow for different search criteria to be used, and the applicable option can be
selected from the drop down list. Enter your numerical value in the left hand box unless you
select the '‘Between' option in which case you will need to enter a value in both boxes.

Equals - This will return results that equal the value entered in the search box.
Less Than - This will return all results that are less than the value entered in the search box.

Greater Than - This will return all results that are greater than the value entered in the search
box.

Between - This will return all results that are between the values entered in both search boxes.

Note the results will not include those values specified. e.g. Searching between the values of 1
and 5 will return 2, 3 and 4.
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Date filters

Date fields provide for a range of search criteria to be used. Select the applicable option from
the pop up menu shown when you click in the date field:

Today

Last 7 days
Month to date
Year to date

The previous Manth

Specific Date

All Dates Baforas '
All Dates Afer '
Date Rangs b

Drop down lists

Drop down lists can cater for multiple selections. Tick those entries you wish to use.

9.3. Individual filter tabs
9.3.1 Basic
This tab allows you to specify basic filter information.

| Manage Saved Lists I ClearFilter || Apply Individual Filter ||| Apoly Atizndance Filizr |

e | | | | |

Basic Search Filter

Mame :
Address .
Identifier

MNH Number
Tel:

Mabile :
D.OB.:
Registered

Notes :

OoOo@EOoOoEEE@E

Include Archived :

Note: The 'Name' filter will search on the individuals forename, middle name, surname and
'known as' fields (as shown in the Individuals Full Details screen).

65



Family Services CCM Superuser Guide

9.3.2 Personal

The personal tab allows you to specify which filters you wish to use around the individuals
personal status i.e. Registered Site details, Nationality, correspondee flag etc.

Manage Saved Lists |||| Apply Individual Fitter Il Asoly Atizndancs Filter ||
Personal [ ‘ [ |

Personal

Tille: | Select options M

]

Forename |

Middle name

Surnama: |

Gender: |

Email: [

|
|
|
Known As: [ 1
|
|
|

Start Date: |

Status Select options

Categories: | Se

Local indicator: []
Mallshots = []
Allow Photas © []
Allow Videa: [ ]

Correspondes® [

T Y Y e

Registered Site: | Select options =

Nationality

As well as a Personal Grouping, there is also a Nationality Grouping. Clicking this header allows
you to use the following options:

| Manage Saved Lists || Clear Filter || Apply Individual Filter || Apply Attendance Filter |
. | Personal | | I |

Personal
Nationality

Ethnicity

]

Language

English Spoken

Religion
Date Of Arrival © |
Asylum Seeker: [
Asylum Status © | Se

Port Of Arrival

i e 0 O i i

Country OF Origin
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9.3.3 Family

As well as allowing you to set filters specific to Child, Adults or Family Requirements (support
workers, special needs and disabilities), it is possible to use the Groups section to identify
children of a certain age, specifying if you wish to include archived addressed or specify those
individuals where a Date of Birth has not been set.

AgeD
A 1
Age 2
AQe 3
dge 4
Al 5
Age Under 4
Age LUndar 5

Dol not s&l

O
O
8
0
O
O
|3
O
O
-

Archived ASGrERSEs
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The Adult Grouping allows you to use the following filters:

[ Manage Saved || Clear Filter I Apply Individual Fiter ||| Ag

[I=Ep— [ {

CCM Superuser Guide

Groups

 Adult
Parent: []
l Lone Parent: []
1 Teenage Parent. [ ]
Pregnant: [7]
7 Employment: | Selact options -
il Due Date : I:|
Ninumoer: [ |
= Unigue Tax Ref : |:J
O Driverhumoer: [ |
ElectorialRoleRef: [ |
[l General Identifier : |:I
Chid
Famiy Requirements

The Child Grouping allows you to use the following filters:
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|_ Manage Saved Li | Apply Individual Filter |

[ | Family [ [
Groups
Adult
Chid
[l Birthweight: | Equals M Iil |
] Gestation fmls v lil |
= Childcare Needs . | Select options b
[l Breastfed atbirth: [ ]
[l Breastfed at6weeks: []
[l Breastfed at4 months: [7]
[} IsacChild: []
F Uriique Pupil Mumber: |
F Enrolled In NM: ]
|} Attends a Nursery:
] Caring For Parent:
El Caring For Sibling: []
Janty Repicments
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The Family Requirements Grouping allows you to use the following filters:

Apoly Attendancs Filter |

| Manage Saved Lists ||| Apply Individual Filter ||
| [ [N [ [

Groups

Adult

Child

Famiy Requirements

= Support Workers |

] Special Needs

[l Disabilities :

0
o
o
.
o
T
=
I
m
el
@

9.3.4 Location

The location tab allow you to specify specific address information as well as use filters related to
how address are grouped in the data base. For example people living in specific areas or those
addresses that have a certain deprivation index value.

Manage Saved Lists Clear Filter Apply Individual Filter Aooly Atiendance Filier

| | | Location | ‘

Address

House Number : I:I
House Name : I:I
sweet: [ ]

tnez: [ ]

Town: |Select options -
Postcode ©
Ward: |5

County

OOoOOoOO0oOoOOOOso

Country: |Sele

(9]
=
a]
bl
)
=l
5
m
=
%)

Areas
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The Area Grouping allows you to use the following filters:

[ Coarriter | Appy incvidualFiter ] ¢

| | Location |

CCM Superuser Guide

District

Deprivation Index- | Equals - |

Site to Search: | Select options

SHALTIA HOd 011D

Note: by default ‘site to search’ will be selected when logged in as a children’s centre. You
should always un-tick this as it will search all out of borough addresses as well as your reach

area addresses.

9.3.5 Health

This tab allows you to specify criteria around an individual’s health:

Manage Saved Lists

[ ClearFiter || Apply Individual Fiter ||| Apgly Ariendance Fil

[ | [W———

T O 0 e |

Smoker: [

Include Deceased: [

Date of Death : |
Cause Of Death : ..Ex‘;_le\:\ options

Diagnosed Obese :

Activity Level . | Se
PND: []
NoPlasters® []

Body Mass Index: |Equa|5 VI

Height (m}: |_Equal5

Weight (ka) |Equa|s

Cholesteral LDL: | Equals

Cholesterol HDL : |Equa|s b
Blood Pr Diag mmHg |Equa|s vl
Blood Pr. Sys mmHg : |Equa|5 '|

Pulse Rate (BPM): |Equals

Doctor: | Select options

(5]
[
5
il
|
=
0
m
o
{7
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9.4. Attendance filter tabs
9.4.1 Attendances

This tab allows you to specify filters about attendance information captured at the time an
attendance was registered on the system, For example age of the person when they attended,
the address they lived at, which Children Centre site individuals attended, were they classed as
a smoker etc.

Note: if you are looking at all children aged under 5 when they attended a session in the last
year you should not enter an age before applying the individual filter. The age should be input in
the attendee grouping.

If Show duplicates is enabled then duplicates entries of individuals will be shown in the list e.g. if
John Smith attended both a bumps & babies and also a computer course, his name would
occur for each separate activity type attended - in this case twice.

| Manage Saved Lists ||| ClearFiter [ Apply Individual Filter ||| Apply Attendance Filter |

| | | | | Attendances | |

Options

= Show Duplicates :
| Attendance Dates

9]
i
o
i
=l
]
=
5
m
-
w

Site Attended
Attendee Address
Attendee

The Site Attended Grouping allows you to select the centre attended.

71



Family Services CCM Superuser Guide

The Attendee Address Grouping allows you to use the following filters:

.. Apply Individual Filter . . Apply Attendance Filter .

[ [ [ [ Aftendances [ [ »
[
Options ]
Site Attended g
Attendee Address ]
[
]| Street: | | b
]| Line2: | | j
B Town: |Select options -
= Postcode : | | @
A Site © | Select options - E
E External : [] ?
o
v
[
v
[
v
[
v
[
v
Attendee

The Attendee Grouping allows you to use the following filters:

[ Manage Saved Lists .. Apply Individual Filter ” Apply Attendance Filter |
[ [ [ [ [ Aftendances [ [

Options

Site Attended

Attendee Address

Attendee

] Employment. | Select options -
I Pregnant: []

B Parent: 7]

B Smoker: []

0
oy
0
A
i
=
L
m
o
%)

72



Family Services CCM Superuser Guide

Note: If you are looking at all children aged under 5 when they attended a session in the last
year you should not enter an age before applying the individual filter. The age should be input in
the attendee grouping.

Attendee
Age: LessThan ~|§
[ Employment: | Select options bl
[l Preagnant
[ Parent:
[ Smaker:

9.4.2 Session
This tab will allow you to specify criteria for any sessions that you have recorded in the system.

| Manage Saved Lists |||| Apply Individual Filter ||| Apply Attendance Filter |

| | | | | | seson |

Session
= Session Name :
= Comment
= Locations © | Select options -
= Key Workers © | Select options -
= Targets © | Select options -
= Session Aims © | Select options -
= Service Providers . | Select options -
= Every Child Matters © | Select options -

SHILTIS Hod

B = - = B B R

Note: If you know the activity type for a specific session then you can specify this in the Activity
tab.
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9.4.3 Activity

CCM Superuser Guide

This tab will allow you to specify criteria for any activities that you have recorded in the system.

74

.. Apply Individual Filter . . Apply Attendance Filter .

[ [

[

[

[

[ Activity

Activity

OoooooaO

Activity : | Select options
Locations : | Select options

Key Workers . | Select options
Targets . | Select options

Session Aims . | Select options
Service Providers : | Select options

Every Child Matters : | Select options

2112

SHILTIS JOd AL




9.5. Advanced search examples
Table 1 lists the search parameters that should be used for the example target groups.

Note: after performing every search you should clear filters before performing the next.

Table 1. Advanced Search examples

Data to run

Registered BAME
under 5s living in
deprived LSOAs
first registered at
your CC

Basic tab

Registered

Include
Archived

Personal tab

Personal Grouping

Registered site = your
CcC

Nationality Grouping
Ethnicity — select all
except: white English,
Irish, other, unknown &
did not wish to be
recorded

Family tab

Groups Grouping

Aged under 5

BAME under 5s
living in deprived
LSOAs accessing
numbers

(registered at your
CQC)

Registered

Include
Archived

Personal Grouping

Registered site = your
cC

Nationality Grouping
Ethnicity — select all
except: white English,
Irish, other, unknown &
did not wish to be
recorded

Location tab

Areas Grouping

Area = your
deprived LSOAs

Areas Grouping

Area = your
deprived LSOAs

Apply Individual Filter

Attendances tab

Options Grouping

Attendance dates: enter
date range

Site Attended Grouping

Site = your CC

Attendee Grouping
Age = Less than 5

Apply Attendance Filter
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Data to run

Registered EAL

Basic tab

Registered

Personal tab

Nationality Grouping

Family tab

Groups Grouping

CCM Superuser Guide

Location tab

Areas Grouping

locality

(registered in
locality)

under 5s living in | |ncjude Language — select all Aged under 5 Area = all of your
reach Archived except: English & LSOAs
(registered unknown

anywhere)

EAL under 5s Registered Nationality Grouping Areas Grouping
living ir_‘ reach Include Language — select all Area = all of your
accessing your Archived except: English & LSOAs

centre unknown

(registered

anywhere)

Registered lone Registered Personal Grouping Adult Grouping Areas Grouping
parents Iiying in | Include Registered site = your Lone parent Area = all of your
reach registered in | archived CC plus others in locality LSOAs

the locality

Lone parents living | Registered Personal Grouping Adult Grouping Areas Grouping
in reach accessing | |nciude Registered site = your | Lone parent Area = all of your
any centerinthe | Archived CC plus others in locality LSOAs

Apply Individual Filter

Attendances tab

Options Grouping

Attendance dates: enter
date range

Site Attended Grouping
Site = your CC

Attendee Grouping

Age = Less than 5

Options Grouping

Attendance dates: enter
date range

Site Attended Grouping

Site = your CC plus others
in locality

Apply Attendance Filter
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