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1.Logging Into Synergy

Getting Started
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Getting Started with Synergy

About Synergy

This module focuses on the Family Centre it
demonstrates how to setup and maintain
Family Centre information.

Synerqu’

Enter your
login ID &
Password

To get started with this module follow the
steps outlined in this training guide.

Sign In

To sign into the Synergy system: TLTDOM\Halleynd

A Click the relevant link to Synergy

https://testportal.learningtrust.co.uk/Test/C
aseManagement/Account/Login?ReturnUrl=
%2FTest%2FCaseManagement%?2F

A From the Synergy Sign In screen type you
login ID and password, proceed to click  |[ES_—_pee
the Sign Inbutton. Version 20.1.00480

© 2020 Servelec Education Ltd

%] Sign In

Synergy Sign in screen Click here
to sign in
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https://testportal.learningtrust.co.uk/Test/CaseManagement/Account/Login?ReturnUrl=/Test/CaseManagement/

Getting started continued

A The following splash screen appears, click@oatinuebutton to proceed.

02/11/2020

@ How long should on! X | @ Synergy Online Famil X (b - Synergy Case Man:

<& O ) https://testportal.learningtrust.co.uk/Test/Cas...

& Hackney

WELCOME TO HACKMEY'S CHILDREN'S CENTRE SYSTEM

Enjoy using it

X

+

o @

Click here
to Proceed



Getting started continued

A The Screen layout will vary, in this example it is using The Work Tray view, items
this appears beneath the menu barou can close this view by clicking the Work tray button:

Additional menu

He=*_. alleyne - Synergy_Test - Synergy Case Management - version 20.1 build 00480

=Menu Elist [ClDeskiopv @EEventv BAdminv [BActons~ B Log off

%

Work Tray 3

My L. 9w Date Due

All ltems

Recent
History

e 0

Top Navigation § ‘ Drop-down menus are where
bar contains your [ main functions can be found.
username and the
database version and
instance of Synergy :=m
Case Management
you are logged into

fate

Content and actions vary
depending on the permission
you have been given and page

being viewed

ste Actions [0]

Do List

.ase List

My Tasks For Others

e
— NOTEThe screen layout
Contact Records — H H
N —— screen may differ depending

— on user Preferences
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Getting started continued

A To update your screen to open the Menu and List item columns, seksktopi Work Tray. From the Navigation bar
click onMenu to close the Navigation bar. Click on thetmenu option to open the list column, repeat to close.

Hester A=, ,.c - S,norw Test - Synergy Case Management - version 20.1 build 00480

Hester Alleyne - Syneig Test - Synergy Car C I | C kD es kto p
‘ CDeskiop~  #* ~ u Work Tray to
2 Home open theMenu

v — andListitems
‘m'- |
My Children's Cenire columns

@l Children's Centre Session Schedule

=Menu CDesktop> @ Event BEAdminv [BActonsv @ Log off

b Centr

Work Tray X My Children's Centre X

My List By Date Due Q

All ltems 0
I Manager Deskiop
. Overdue 0
& Fwi Lizalziien al Parenting Course
‘& Family Group Due Today 0
L o . oA
it Central content
Appointments Due date in the future 0

Children's Centres
@& Auiosave

List items

column. Click to
open and close

Menu items
column. Click to
R NOTEOpen menu options show up beneath open and close
%‘—__ the Navigation bar as trays you can use the

— . i
— adjacent x to close open windows.
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2. Setting Preferences

Setting up your default preferences
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Setting Preferences

SETTING PREFERENCES USING THE CHILDREN CENTRE SCHEDULER AS THE HOME PAGE
To set user preferences for Children Centre view:

A To set user preferences click ttheee ellipsesat the end of the Navigation Bar, clidiser PreferencesclickEdit

- Synergy_Test - Synergy Case Management - version 20 1 build 00430 1

Elist [JDeskiopv @Eventv BEAdminv [BEActionsv [ Log off O 3

Work Tray 3 Q, Person Search

@, Advanced Person Search
i Add Event

Q¢ Swilch Profile

My List By Date Due

Hester Alleyne - Synergy Test - Synergy Case Management - version 20.1 build 00480

All ltems 0 ClDesktiop @Event BEAdmin~ [BActions» @ Log off
& Optimise fc h
Overdue 0
Work Tray X User Preferences X @ User Preferen 94 -
Due Tod 0 : .
He fosay Family Centre ¢ Edit & Log oft

e - - Primary Family Centre E

Filters appear on Running v

Record 3

Enable Famil i ~ Iﬁﬁ v

User Se.tings & Edit
Defauli Dedseg® " To Do List

Default Search Tab For My Cases
Party Selection

Maximum records to add to 10
Recent History *

02/11/2020 9



Setting Preferencesontinued

SETTING PREFERENC&Sinued

A Click theEditbutton then click the drop down arrow
alongside thebefault Desktoy) field

A From the drop down listsele¢t KA f RNBY Q&
Session Schedule.

A From Default Search Tab for Party Selection select
People

A Click theSavebutton.

A ClickLog Offthen log back in to see the changes take
effect.

Hester Alleyne - Synergy_Test - Synergy Case Management - version 20.% uuild 0048y 6

ClDesktop> @Event BAdmn~  BActions:- @ Logof.

Work Tray X User Preferences X

Family Centre 4 Edit
Primary Family Centre
SeyfrliaNBrg -

Record

Enable Family Centre 5 1 v

Default Dxgktop* __/ ‘ To Do List v

Default Search Tab For
Party Selection

Authorisation

Maximum records to add to
Recent History *

J

Children's Centre Session Schegle

e o[ oo

02/11/2020
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3. Conducting a Search

Working with Searches
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The Search ScreerCarry out a Person Search

REMEMBER: Before adding family contact information you must conduct an advanced search to ensure the family is not
already logged on the system avoiding duplicate entries.

To searchselect the three dots at the end of the work tray, then select Person Search.

A From the left panel clicReoplethen complete as many fields as you can.

version 20.1 build 00480

Hester Alleyne - Synergy_Test - Synergy Case Management - .
L Desktop » i Event ~ B Admin ~ B Actions ~ & Log off 1 QUICk SearCh’ 9 i
CIICk the 3 dOtS Q, Person Search \
@, Advanced Person Search
and select e —
Search .
Switch Profil
Person Search S5 SwiE PR
Sys Ref &y Optimise for touch
® User Preferences

Middle Name Family Name
& Log off

3. Complete as
many fields to O

Work Tray % Search X

janisations
DOB

fessionals

2. Make sure
People IS Sys Ref First Name help flnd a mily Name

specific contact

selected

STEP ACARRY OUT A THOROUGH PERSON SEARCH. Use —
fields such as First name, Surname and DOB. — NOTESearches are not
——— case sensitive

02/11/2020 12



The Search ScreerCarry out a Person Search

When you conduct one or multiple searches, Search Trays appear beneath the Navigation bar.

ester Alleyne - Synergy_Test - Synergy Case Management - version 20.1 build 00480

ClDesktop> @Eventv BAdminv BActionsv @ Logoff b0

Work Tray XI Search X N OTE . Whe n yOU
|
S conduct searches they
Search appear in trays beneath
y Cases the Navigation bar First Name
People
Middle Name Family Name
Family Group
Golden
Organisations
DOB Postcode
Professionals -
&
=a
Sys Ref First Name Family Name DOB Address Status Flags

02/11/2020 13



Conducting an Advanced Search

Conduct a thorough search using multiple fields

IT IS IMPORTANT TO CONDUCT A THOROUGH SEARCH IN ORDER TO AVOID DUPLICATES. PLEASE FOLLOW THE S
METHODS OUTLINED OVER THE NEXT SEVERAL PAGES.

When conducting searches it is important to use a variety of combinatiorfsiise NameFamily NamendDOBis more
reliable when carrying out a search. You can even adé&dse Coddield if known.

yheigy Case Mdllageiment - version Z0.T DU UUdsU

CJDeskiop> @ Eventiv [BEAdminv [BActionsv G Logoff

Children's Centre Session Schedule X Search %X
Search
My Cases Sys Ref »First Name
People Trevor
Middle Name »Family Name
Family Group
Golden
Organisations
» DOB » Postcode
Professionals —
04/05/2004 & E13AD
Sys Ref First Name Family Name DOB Address Status Flags
+ 712 Trevor Golden 04/05/2004 Hackney Mall, Hackney Street, E1 3AD

STEP BUSE THE SEARCH SCREEN AND COMPLETE MULTIPLE FIELDS

02/11/2020 14



Conducting an Advanced Searcbntinued

Conducting an Advanced Search using the Menu
Another method of conducting an advanced search using the menu:
A Click the three ellipsis on the Navigation bar and click the opiidvanced Person Search.

Hester Alleyne - Synergy_Test - Synergy Case Management - version 20.1 build 00480

ClDesktop~ @Event [BEAdmin~ [BActions~ @ Logoff b0}

° D’\ nvl ) LJ‘GIZI L.I

@, Advanced Person earch

"" A Ad Cuant

Search ﬁ Switch Profile

My Cases Sys Ref First Name & Optimise for touch
People Trevor ® User Preferences
Eamily G Middle Name Family Name
amily Group ® Log off

STEP QUSE THE ADVANCED PERSON SEARCH

Children's Centre Session Schedule X Search %

02/11/2020



Conducting an Advanced Searcbntinued

Conducting an Advanced SearCh Hester Alleyne - Synergy_Test - Synergy Case Management - version 20.1 build 00480
US|ng the Menu Contlnued ClDesktop> @Event BHAdmin> BActions» G Logoff

A C I i Ck in th d:| rst N amdl e I d Children's Centre Session Schedule X QSearch: IS;a;c: X ‘
u S | n g th e WI I d Card/o (pe rce nt B Save X Clear All Criteria Q, Search B Add Event [ Export Results

. R Title - - -
SymbOI) type In a partlal name Search Criteria Q:;@ clear MG ;U\tsT,1 —
|e %tI’EV%WI” SearCh fOr Q Person dear = like" * dob: 1410572004

address: Hackney Mall, Hackney Street, Hackney

= Middle Name
names COntal ni ng th ese Additional Person Details —— postcode: E1 3AD
amily Name
Ch aracte rS . Relationships and Professionals "sounds like"
Date of Birth (dd/mm/yyyy) &

A CIiCk thesearChnagnlfy button o Preferred First Name

to the rlg ht Of the Screen ) Education & Training Expected Date of Bith

Health Preferred Family Name:

Family Centre Known As

The result displays below the o 5
. Education Support
SearCh Optlon . " Sexual Orientation v

Status Indicators

Marital Status v
My Lists Age in Months From To
Age in Years From To

v Aliases
w Consent to Share Information
v Consent to Contact b

v Common Assessment Framework

02/11/2020 16
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Donot proceed to the next section until you have
carried out a thorough search using:

a) athorough Person Search using multiple fields
b) the Advanced Person Search

Searches are covered on the previous pagesld?2

02/11/2020
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3. Creating a Family

Setting up a family

02/11/2020 18



How to Create a Family

When we are completely satisfied the family does not exist in the system we are now ready to create a family. To do this:
A From the menu bar seleétctionsC CreatePersonor,

A Froma search screen click theCreatebutton lower right hand corner of the screen. Remember, if no results are presented when you
carried out your search you can proceed to create a famiiach family member is given a system reference number.

Hester Alleyne - Synergy_Test - Synergy Case Management - version 20.1 build 00480

O Deskiop~ @ Eventv [BEAdminv [BActions» @ Logoff b0 H

Work Tray % Search ¥

Search
My Cases Sys Ref First Name
People
Middle Name Family Name
Family Group
Golden
Organisations
DOB Postcode
Professionals —
B
=a
Sys Ref First Name Family Name DOB Address Status Flags

—— NOTEOnly cIi_ck the _
—— Createbutton if no family

- exists.

02/11/2020 19



Create your family continue€dAdd your family name

A From the Create Person window complete fiiestName, Gender and Date of Biftalds then click th&Checkoutton. If
you find a matching record it appears beneath the Search screen. (This could be a possible duplicate).

If your Search was unsuccessful you can create your first person or family member.

First Name Cat Middle Name
Family Name Golden

Known As

Gender Femnale From the Create person
screen complete the fields
for FamilyName Gender
Address Dateof Birth. Click the
Checkoutton.

Date of Birth | 08/09/198()

Postcode

Qcmed( t

t this person does not already exist.

02/11/2020
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Add your family name continued

A From the updated screen, click the tick l@reate another persorthen the Createbutton to add additional family members.

Hester Alleyne - Synergy_Test - Synergy Case Management - version 20.1 build 00480

DJDesktopv @ Eventv EAdminv [BActionsv @ Log off

The screen is updated to

| reflect the following input.
To create more members
for the family select the

First Name Cat

Middle Name option Create another
FEHLTLEE S personfollowed by the
K A
Tonmes Createbutton on the lower
Gender Female ) )
Date of Birth 08/09/1980 right of this screen.
Address
Postcode
— :
< (| Create another person - NOTEDe-select the_Create
N —— another Persorbox if you do
—~—
~—— not need to create further
‘ ‘The search has returned 0 people famlly members.

02/11/2020 21



Add your family name continued

A The new member is created, a list side panel opens with their details.

q_-. Home - Synergy Case Manager x| 4 — .
& O & https://testportal.learningtrust.co.uk/Test/CaseManagement/ Q Q ¥ += '::,

Hester Alleyne - Synergy_Test - Synergy Case Management - version 201 build 00480

D Deskiop~ @ Event [EAdminv [BActonsv @ Logoff 9 H

Work Tray & Search X Create Person X

Q If you want to add an existing person to the family list, and you know the Sys Ref, you can enter it here. l ]

R e
I | - 1(F) Golden, cat (710)

I

I

|

dob: 08/09/1980

: I First Name Middle Name
address:

postcode: I )

address from: l Family Name Golden
N e g = = = = — | KnownAs

Gender Not Specified v

« Expected

The screen now gk 5 Date of Birth =
updates and the List s
items panel on the
left opens with the vt i persn doo ot ey o

new member detail.

02/11/2020



Add your family name continued

A Continue adding family members by selecting @reate another persorheck box then click th€reatebutton.

H A - B - as - ’0_1 build 0048
CJDesktopr @ Eventv BAdminv [BActionsv @ Log off D H

Work Tray % Search X Create Person ¥

If you want to add an existing person to the family list, and you know the 8ys Ref, you can enter it here.

Create person

Continue adding

First Name Jordan additional fam”y
Middle Name
Family Name Golden members
Known As
Gender Male =
Date of Birth 30/06/1979 CI ICk th e
e Selectto continue Createbutton
— adding additional
< 4 Create another person famlly members If

o needed andde-select
If no more members

The search 3

need to be added.

02/11/2020 23



Add your family name continued

A Be sure to click th€heckbutton to
see if a family member exists.

A To continue adding family members
follow the process outlined on page
23.

02/11/2020

Hester Alleyne - Synergy_Test - Synergy Case Management - version 20.1 build 00480

CJDeskiop~ @§Eventv [EAdminv [BActionsv @ Logoff

Work Tray X Search X Create Person &

Q If you want to add an existing person to the family list, and you know ‘ ‘
the 8ys Ref, you can enter it here.

Middle
Name

Group by

Golden 1

! (M) Golden, Jordan (711)
dob: 30/06/1979
address: First Name

postcode:

Family
Name

address from:

Golden

Jordan Golden has .
now been created, the
following list panel
appears.

Expected

Click theCheckoutton
to see if the person
exists.

24



Add your family name continued

A Clicking theCheckbutton result with the following family members shown below in the lower part of the screen.

A If they belong to the same familyralationshipmust be created. This is outlined on the following pages.

O Desktiopv EiEventv [EAdminv [BActionsv @ Logoff

Work Tray % Search X Create Person %

Q If you want to add an existing person to the family list, and you know the 8ys Ref, you can enter it here. ‘ ‘

Group by

1 (M) Golden, Jordan (711)

dob: 30/06/1979 First Name

dd :
aqdress Middle Name

postcode:

drocs from: Family Name Golden If th|S iS the IaSt

Known As

Gender Not Specified member being addEd

Date of Birth

Adaress you must untick this

Postcode

<7 check box for Create
Create another person an Oth e r pe I’SO n or cancel

‘ The search has returned 2 people

In family list
[=] © (M) Golden, Jordan (711) dob: 30/06/1979

Not in family list (Select 'add' to bring that person in ta the list)

(F) Golden, Cat (710) dob: 08/09/1980

02/11/2020 25



4. Creating Relationships G

Creating relationships
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Creating a Relationship

When you add members of a family you must
establish and create links. To do this:

A Select from the menéctionC Create

. . Work Tray X Create Person X
Personthen type the a family name in the e
FamilyNamefield, clickTheck L
o s 4 people have no relationships set up
. . Golden 4
A Select each name listed in the lower panel of 1|, ... ..o : (F) Golden, Cat (710}
the screen by clicking the adjaceradel o osjonfsoc Ao
button, then click theCancebutton to close il I - ——— = - ——
the Create person pane' do::(;');ﬂ;c’l':j;v dordan](Zt) I ?j:afz:i:cfnrr:st::ir;ihefiiat.ctl:g:r‘:gljc;if;;Orret\:i\?ai?r;:;.)le in each section. ,I
A Click a name from the left panas shown in -

the screen to the right. >

click theedit button to begin creating

|
|

|

|

|

|

: : : |
A A notice appears when no relationships exist, |
|

relationships. I
|

|

|

|

|

02/11/2020
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B Event v

] Desktop v B Admin

-

BActions~ @ Log off

C. Click to create g 5
relationship

! (F) Golden, Simone}
dob: 01/01/2007
address:

10

postcode:

A. Click to
select a name

from the list

B. A noticeNo family
relationships currently exist for
this personappears. To add a
relationship click theadit button
top right of your screen

27



Creating a Relationship continued

A The screen updates to display several relationship paRatents, Siblings, Current Partner, ChildredExtended
Relationships

Hester Alleyne - Synergy_Test - Synergy Case Management - version 20.1 build 00480

O Desktop> EiEvent [EAdminv [BActionsv @ Logoff b0 H

Work Tray 3% Create Person %

The screen updates to

Q ot Add @ Address  J Contact Details &% Family Group d IS p | ay pan e | S for
Group -— e
GOIdr;ny . 4 people have no relationships set up Pare nts S | bllngs
! (F) Golden, Cat (710) (F) Golden, Cat (710) Cu rre nt Partner
dob: 08/09/1980 ﬁ";:::::;‘%” )
Childrenand Extended
Relationships

postcode: ! Telephone Number:
& Current Groups

address from:

No family relationships currently exist for this person.

1
* (M) Golden, Jordan (711) To add some, click add against the relevant section.

address: I ‘ Parents ‘ I
postcode: No one has been selected. I
address from: I L
Siblings
I (F) Golden, Simone (713) I No one has heen selected I
dob: 01/01/2007 I ‘ Current Partner ‘ |
address: No one has been selected I
tcode: .
pzz o ef I ‘ Children ‘
a ress rroms:
I No one has been selected. I
! (M) Golden, Trevor (712) I ‘ Extended Relationships ‘ |
dob: 04/05/2004
No one has been selected. I
address: I
postcode: e e o o e mr an Ee Em e o e EE EE EE EE EE O EE EE EE EE EE EE EE EE EE EE S EE EE O Em Em Em Ee Em mm s o

address from:

02/11/2020 28



Creating a Relationship continued

A Select in this exampl@urrent Partnempanel, then click the adjacertdd button to the right.

Hester Alleyne - Synergy_Test - Synergy Case Management - version 20.1 build 00480

CJDeskiopv @ Eventv [EAdminv [BActons @ Logoff

Work Tray % Create Person ¥

Q &t Add @ Address  JJ Contact Details 8 Family Group

Group by Sumame ~|

4 people have no relationships set u
Golden 4 peop P P
! (F) Golden, Cat (710) (F) Golden, Cat (710)
dob: 08/09/1980 2”;3::2::95“
address: posicode:
postcode: o/ Telephone Number:
& Current Groups
address from:

= == Nedamily relationships=cument|ysexistfor dhis paiso SeleCt[he Panel el e e e e |

1
¢ (M) Golden, Jordan (711) To add some, click add against the relevant section

dob: 30/06/1375 | Current Partner [
address: I ‘ Parents . ‘ I
postcode: No one has been selected. th e n CI ICk th %d d
address from: I ‘ Siblings . I
1 (F) Golden, Simone (743) | || e —aged button alongside
dob: 01/01/2007
address: I \ Bged \ I
pgzmde; ! | Children
a ress rroms:
I No one has been selected. I
1 (M) Golden, Trevor (712) I ‘ Extended Relationships ‘ I
dob: 04/05/2004

Kn nna hac hean colartad

T |

02/11/2020



Creating a Relationship continued

A The screen updates and displays thed new relationshippanel.

CJDeskiopv @Event [BEAdminv [BActionsv @ Logoff D

Work Tray % Create Person ¥

Q atAdd @ Address  ,J Contact Details 48 Family Group
Group by
4 people have no relationships set u
Golden 4 S > -

1 (F) Golden, Cat (710) (F) Golden, Cat (710) The screen updates

i dob: 08/09/1980
dob: 08/09/1980 # address:

address: postcode Wlth the Add neW
o/ Telephone Number: 0 .
- relationship panel

postcode:
8 Cugzanimemey

address from:

! (M) Golden, Jordan (711)
dob: 30/06/1979

address:
postcode: Add * A
address from:
as Partner v
! (F) Golden, Simone (713)
dob: 01/01/2007 of Golden, Cat (710)
address:
postcode:
address from: (] Allow any party to be selected cancel

* this list is restricted to those people not currently related to Golden, Cat

! (M) Golden, Trevor (712)
dob: 04/05/2004

address:

postcode:

address from:

02/11/2020



Creating a Relationship continued

A Click the drop down arrow alongside tAeld* field to choose the relevant party for a relationship.

lester Alleyne - Synergy_Test - Synergy Case Management - version 20.1 build 00480

CJDesktopv @ Eventv [EAdminv [BActons @ Logoff

Create Person %

a Click the drop down arrow oSt veesmen-verson 204 buaooso

Alongside theAdd* field and ~ #&ei= Bamns B~ oiagor °
golden ; choose the relevant name. [JEEEEEs

cob: 08/09/1580 In this examplelordan

e (husband) is selected.

Work Tray X

! (F) Golden, Cat (710)

A Address

at Add o/ Contact Details

4 people have no relationships set up

28 Family Group

address from: |, Cat (710) (F) Golden, Cat (710)
4 dob: 08/09/1980
! (M) Golden, Jordan (711) Add new relationsnip / “::g:r:::'e
dob: 30/06/1979 postcode: <4 Telephone Number:
address: ¢ address from: 3¢ Curren: Groves C I i k th % d d
postcode: Add * 1 Id d i i IC
! (M) Golden, Jordan (711) Add new relationship

address from:

dob: 30/06/1979
address:

postcode: Add*  Golden, Jordan doh:30/06/1979

button

! (F) Golden, Simone (713)

dob: 01/01/2007 & Golden, Jordan dob:30/06/1 ?}79 address from:
dd : f . -
@ Eesj Simone dob:0 1 (F) Golden, Simone (713) as Partner
postcode: ob:
ddrcs from: CJAller Golden, Trevor dob:04/05/2004 ob oo .

postcode:

address from: [J Allow any party to be selected or carkel

1 * this list is restricted to those people not cumrently related to Golden, Cat
(M) Golden, Trevor (712)

dob: 04/05/2004 \/

address:

* this list is restricted to those people not cumrently related to Golden,

! (M) Golden, Trevor (712)
dob: 04/05/2004

address:

postcode:

address from: postcode:

address from:

02/11/2020 31



Creating a Relationship continued

A The screen is updated with the current partner added. Continue to add siblings or any other types of relationships by
clicking thetaddbutton in the Childrenpanel.

wearch

Work Tray X Create Person X

Q &+Add @ Address o Contact De

Group by Sumame ~ - B. The screen is now updateg
Golden N 2 people have no relationships set up ) ) ) )
showing the relationship link

(F) Golden, Cat (710) , b(:;ﬂg?;::m. Cat (710) ]
. i in the Current Partner panel C. To add any

postcode: o/ Telephone Number:

—— siblings locate the
The following changes have not yet been saved. .
dob: 30/06/1970 (You can undo the most recent change.) C h I Id re n pan e | an d
. add Partner - (M} Golden, Jordan (711) dob: 30/06/1579
address: .
postcode: CIICk+add

address from: ‘ Parents

(M) Golden, Jordan (711)

No one has been selected
‘ Siblings

No one has been selected.
A' SeIeCt the ‘ Current Partner (1) =~
1 = (M) Golden, Jordan (711) dob: 30/06/1979 Change to ex-partner | | remove
Ch I |dren \ECIhildren : ﬂ\ ‘ |
panel

No one has been selected

‘ Extended Relationships ‘

No one has been selected.
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Creating a Relationship continued

A To add children from the Children panel click #raldbutton. Click the drop down arrow alongside thdd* field.
A Click theAdd button located in the far right hand corner of the screen.

& O £ https://testportal learningtrust.co.uk/Test/CaseManagement/ aQ & 3=

2
LY

lester Alleyne - Synergy_ Test - Synergy Case Management - version 20.1 build 00480

O Desktop> @ Eventv BEAdminv [BActions @ Logoff D H

Work Tray % Search %X Create Person X Golden, Cat (710) %

o+ Add @ Address  J Contact’

Sroup by 2 people have no relationships set TO add Ch I Id re n ; from the
Golden 4

P —— (F) Golden, Cat (710) Add* drop down list field
dob: 08/09/1980 dob: 08/09/1980

o locate the child to add

postcode: &/ Telephone Number
#&: Current Groups:

address from:

(M) Golden, Jordan (711)
dob: 30/06/1979

address:

Add new relationship

Add *

postcode:

Golden, Simone dob:01/01/2007

address from:

v

1 (F) Golden, Simone (713)
dob: 01/01/2007

as Child
Mﬂ)
address:

postcode: Who are the child's parents?
address from: HEGolden, Cat and Golden, Jordan (current partner)

Click theAdd
button

1 (M) Golden, Trevor (712) (Just add Golden, Cat
dob: 04/05/2004
address:

postcode:

[] Allow any party to be selected

* this list is restricted to those people not currently related to Golden, Cat

address from:

02/11/2020



Creating a Relationship continued

A When the children have been added click 8ave relationship changdsom the menu bar. This updates all relationships
for the family.

o+ Add A Address o7 Contact Details 2% Family Grovo B Save relationship changes

e ——

(M) Golden, Trevor (712)
dob: 04/05/2004
@ address:

posicode
« Telephone Number:

sIEEEEEEEEEEEEEEE= N
l The following changes have not yet been saved 1
1 (You can undo the most recent change ) I
| + add Parent * (F) Golden, Cat (710) dob: 08/09/1980 1 .
: « add Parent - (M) Golden, Jordan (711) dob: 30/06/1979 | I n th IS exam ple the Cu rre nt

) ' ! | 1
- | D dd Child = (F) Golden, Si 713) dob: 01/01/2007

| (] saa chta 2 Gaten. simone 713 o ) partner and a child has been

Parents (2) added C“Ck th@ave ‘

\E\ 2 (F) Golden, Cat (710) dab: 08/09/1980

=] & o) Goldn,Jordan 711 dob: 200611579 Relationshipchangedutton. =

‘ Current Partner ‘

‘ Siblings

No one has been selected.

No one has been selected.
‘ Children (1) ‘

\E\ 2 (F) Golden, Simone (713} dob: 01/01/2007 remove
‘ Extended Relationships ‘

No one has been selected
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Creating a Relationship continued

A Click theSavebutton to save all changes. Once saved the relationship page is updated.

Hester Alleyne - Synergy Test - Synergy Case Management - version 20.1 build 00480

CJ Deskiop~ B Event~

Work Tray & Search X

BAdmin~ BActonsv @ Log off

Create Person X

ot Add @ Address  JJ Contact Details

& Family Group

Group by

Golden

(F) Golden, Cat (710)
dob: 08/09/1980
address:
postcode:

address from:

(M) Golden, Jordan (711)
dob: 30/06/1979
address:
postcode:

address from:

(F) Golden, Simone (713)
dob: 01/01/2007
address:
postcode:

address from:

(M) Golden, Trevor (712)
dob: 04/05/2004
address:
postcode:

address from:

02/11/2020

You have made cha
4 [Z]em

(F) Golden, €

dob: 08/09/1980

A address:
posicode:

o Telephone Number

38 Current Groups

(F) Golden, Cat (710)
dob: 03/05/1580
A address:
postcode:
o' Telephone Number:
‘&% Current Groups:

Parents

A. Click the&save
button to save all
changes

No one has been selected.

Siblings

No ong has been selected.

The following chal
{You can undo the mo:

-add

Current Partner (1)

E| 2 (M) Golden Jordan (711) dob’ 30/06/1979

Parents

No one has been
Siblings

No one has been

Current Partn

E 2 (M) Goldel

Children (2)

E| 2 (M) Golden. Trevor (712) dob: 04/05/2004
E| 2 (F) Golden, Simone (713) dob: 01/01/2007

Extended Relationships

No one has been selected.

B. Once saved The

relationship page
updates accordingly
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Creating a Relationship continuaddingAddress Contact Details & Family Group

TO add an Address

A Follow the same steps as outlined on page 27. ;

A Click theAddressbutton, then click theSearch for attendees
button, Find Address window opens. Postode

House Number/Name

Find Address

Flat Number/Organisation Name

o+ Adc @ Address  JJ Contact Details 28 Family Group

Street

(F) Golden, Cat (710) Town
dob: 08/09/1980

A address: X Clear

postcode:
! Telephone Number:

;&% Current Groups: — :
Flat Number/Organisation Name House Number/Name Street  Locality/Town County Postcode

Change address

o= e =l o= | Q Search for address

i3

From date

02/11/2020 36



Creating a Relationship continuaddingAddressContact Details & Family Group

TO add an Address

A From the Find Address
window click in the
Postcodefield and enter a
postcode.

A Click theSearchbutton.

If an address exists it will
appear in the lower part of
the window.

A Click the address to select
then clickDone

02/11/2020

Find Address

Postcode

House Number/Name

Flat Number/Organisation Name
Street

Town

Hackney Mall, Hackney Street, Hackney, E1 3AD, Hackney

N,
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Creating a Relationship continuaddingAddressContact Details & Family Group

The screen updates. In the Change address for area click the tick boxes alongside each name to select all family members.

Hester Alleyne - Synergy_Test - Synergy Case Management - version 20.1 build 00430

[JDeskiopv @ Eventv [EAdminv [BActonsv @ Logoff

ay X Create Person X

Change address for . Q &*Add @ Address ) Contact Details 28 Family Group
Sumame  v|
(F) Golden, Cat (710) dob: 08/09/1980 current address J [
Iden, Cat (710) e
O (M) Golden, Jordan (711) dob: 30/06/1979 current address - /12 S troe
D (F) Golden, Simone (713) dob: 01/01/2007 currant addrass - ™
Jlden, Jordan (711)
% s ev Mall, Hackney Street, Hackney v
(L) = (M) Golden, Trevor (712) dob: 04/05/2004 current address : selectaddiess ! olasiadie (e Steet fackney
From dat
(F) Golden, Simone (713) CEDEL FEEEESE Change address
dob: 01/01/2007 (F) Nyden, Cat (710
] addtresd‘ _ (M) Golde g
A. C“Ck eaCh zzz:;:gmm: (F) Golden, Simone {
. (M) Golden, Trevor (712) Q= moodenTewr( | Salact address :  [E1 3AD] Hackney Mall, Hackney Street, Hackney v
family member s oss
postcode: From date 53 I
check box to dcrees from: L

select all names

Change address for :

02/11/2020

(F) Golden, Cat (710) dob: 08/09/1980 current address
B. Selected nhame (M) Golden, Jordan (711) dob: 30/06/1979 current address
= E (F) Golden, Simone (713) dob: 01/01/2007 current address -
appear with a tick |
(M) Golden, Trevor (712) dob: 04/05/2004 current address -

alongside

Deselect all people



Creating a Relationship continuaddingAddressContact Details & Family Group

A Use theFrom datefield to add the date the from was completed. Then click@rengebutton.

C. Click in thérom datefield to add the

| Change address date the form was completed. You can
double click this field to add the date or
click on the date icon button to the right

Select address : [E1 3AD] Hackney Mall. Hackra
( =

(F) Golden, Cat (710) dob: 08/09/1980 current address - Q &rAdd A Addre stails & Family Group

From date

Work Tray 3%

Create Person %
Change address for :

(M) Golden, Jordan (711) dob: 30/06/1979 current address Group by [Surname v e —

Golden 4 olden, Cat (714
(F) Golden, Simone (713) dob 01/01/2007 current address - D Gasnise

(F) Golden, Cat (710) pos‘wdé

(M) Golden, Trevor (712) dob: 04/05/2004 current address : dob: 08/09/1980 7 Telephone Number

el T 8 Currant Groups:

Deselect all people postcode:
address from: Change address

— -~ (M) Gelden, Jordan (711)
dob: 30/06/1979

Selecl e ave = == ackney Street, Hackney
address:
postcode: ( Fromadate 16/09/2020
address from:

(F) Golden, Simone (713) Change addresSTor CI ICk the
dob: 01/01/2007 (F) Golden, Cat (710) dob: 08/09/1980 current address -
dd :
2 res: (M) Golden, Jordan {711) dob: 30/06/1979 current address C h an g d) u tto n
postcode:
address from: (F) Golden, Simone (713) dob: 01/01/2007 current address

(M) Golden, Trevor (712) dob: 04/05/2004 current address
(M) Golden, Trevor (712)

dob: 04/05/2004
address:

postcode:
address from: Q, Search for another address or cancgl

02/11/2020 39

Deselect all people




Creating a Relationship continuaddingAddress Contact Details & Family Group

The family are now connected to an address:

02/11/2020

ester Alleyne - Synergy_Test - Synergy Case Management - version 20 1 build 00480

CJDesktop~> @ Event~

Work Tray % Create Person X

BAdmin~ BActons~v @ Log off b0

Q

Group by

Golden

(F) Golden, Cat (710)
dob: 08/09/1980
address:
postcode:

address from:

(M) Golden, Jordan (711)
dob: 30/06/1979
address:
postcode:

address from:

(F) Golden, Simone (713)
dob: 01/01/2007
address:
postcode:

address from:

(M) Golden, Trevor (712)
dob: 04/05/2004
address:
postcode:

address from:

arAdd @ Address  JJ Contact Details &% Family Group

(F) Golden, Cat (710)
dob: 08/09/1980
# address:
postcode:
o Telephone Number:
& Current Groups:

Change address

Select address:  [E1 3AD] Hackney Mall, Hackney Street, Hackney v

From date 16/09/2020 &

Change address for :

(F) Golden, Cat (710) dob: 08/09/1980 current address :

(M) Golden, Jordan (711) dob: 30/06/1979 current addrass :
(F) Golden, Simone (713) dob: 01/01/2007 current address
(M) Golden, Trevor (712) dob: 04/05/2004 current address

Deselect all people

Q Search for another address or cancel
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Creating a Relationship continuadding Address;ontaciDetails & Family Group

P

P -
=+ Create New Number

Add Contact details

A Click theContact Detail$utton. The Change

Telephone Number screen appears.

A Click+CreateNew Numberbutton and type a

telephone number Landline in the New Telephone
Number field (11 digifs

Change Telephone Number

Telephone Number [ }

cancel

Click the buttoriower right Create New Number.

Assign the landline number tbe family byclicking

Current Telephone Number :

New Telephone Number : 020882000000 ~

(F) Golden, Cat (710} dob: 08/09/1980 Telephone Number *

(M) Golden, Jordan (711) dob: 30/06/1979 Telephone Number :
(F) Golden, Simone (713) dob: 01/01/2007 Telephone Number
qf& (M) Golden, Trevor (712) dob: 04/05/2004 Telephone Number -

(R ———

(,EN 98 or  cancel

Selected family names
02/11/2020

1

arAdd @ Ac o/ Contact Details | 8% “amily Group

(F) Golden, Cat (710)
dob: 08/09/1980
A address: Hackney Mall, Hackney Street, Hackney
postcode: E1 3AD
o) Telephone Number:
& Current Groups:

Change Telephone Number

Current Telephone Number :

New Telephone Number :

(@113 or  cancel

hange telephone number for :
7 ~
(F} Golden, Cat (710) dob: 08/09/1980 Telephone Number -
O (M) Golden, Jordan (711) dob: 30/06/1979 Telephone Number :
O (F} Golden, Simone (713) dob: 01/01/2007 Telephone Number :
O (M) Golden, Trevor (712) dob: 04/05/2004 Telephone Number :

=+ Create New Number or cancel
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Creating a Relationship continuadding Address;ontaciDetails & Family Group

Add Contact details
A Click theChangebutton, the following

ge Telephone Number

screen appears:

02/11/2020

Hester Alleyne - Synergy_Test - Synergy Case Management - version 20.1 build 00480

CJ Desktop »

B Event v

B Admin ~

BActionsv @ Log off

Current Telephone Number :

New Telephone Number : 020882000000

Change telephone number for :

(F) Golden, Cat (710) dob: 08/09/1980 Telephone Number :

Work Tray x Create Person x (M) Golden, Jordan (711) dob: 30/06/1979 Telephone Number :
(F) Golden, Simone (713) dob: 01/01/2007 Telephone Number
(M) Golden, Trevor (712) dob: 04/05/2004 Telephone Number :
S 8:Add @ Address @
oo
— . (F) Golden, Cat (71. eate New Number Change [N
dob: 08/09/1980 - ~—~—
4 address: Hackney Mall, Hackney Street, Hackney
(F) Golden, Cat (710) postcode: E1 3AD
dob: 08/09/1980 o/ Telephone Number: 02088200000
29
address: Hackney Mall, Hackney Street, Hac o e
postcode: E1 3AD ‘ Parents ‘
address from: 16/09/2020
No one has been selected.
(M) Golden, Jordan (711) ‘ Siblings ‘
dob: 30/06/1979 No one has been selected
address: Hackney Mall, Hackney Street, Hac ‘ Current Partner (1) ‘
postcode: E1 3AD -
M) Golden, Jordan (711) dob: 30/06/1979 Ch to ex-part
address from: 16/09/2020 E - M ' (rn e | | remove |

(F) Golden, Simeone (713)
dob: 01/01/2007
address: Hackney Mall, Hackney Street, Hac
postcode: E1 3AD
address from: 16/09/2020

(M) Golden, Trevor (712)
dob: 04/05/2004
address: Hackney Mall, Hackney Street, Hac
postcode: E1 3AD
address from: 16/09/2020

‘ Children (2)

E 2 (M) Golden, Trevor (712) dob: 04/05/2004
E 2 (F) Golden, Simone (713) dob: 01/01/2007

remove
remove

‘ Extended Relationships

No one has been selected.
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Creating a Relationship continuadding Address;ontaciDetails & Family Group

Add Contact details Mobile Number
A ClickContactDetailsthen select the+rCreate New Numbebutton.

a*Add @ Adcdress | o/ Contact Details | #&* }amily Group

e ——

(F) Golden, Cat (710)
dob: 08/09/1980
@ address: Hackney Mall, Hackney Street, Hackney
postcode: E1 3AD
o Telephone Number: 02088200000
8% Current Groups:

Change Telephone Number

Current Telephone Number : 02088200000

New Telephone Number : 02088200000

People with this telephone number :
(F) Golden, Cat (710) dob: 08/09/1980
(M) Golden, Jordan (711) dob: 30/06/1979
(F) Golden, Simone (713) dob: 01/01/2007
(M) Golden, Trevor (712) dob: 04/05/2004

/
=

\

W

cancel

02/11/2020

—— NOTEIf your screen times
—— out to get back to the screen
— . )4
— shown, use the Actiots
Create Person feature
outlined on page 27.

TV
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Creating a Relationship continuadding Address;ontaciDetails & Family Group

Add Contact details, Mobile Number

o+ Add @ Address JJ Contact Details 28 Family Group

A In the Telephone Number field type the mobile
number. CliclCreate New Numbebutton bottom (F) Golden, Cat (710) _
right_ ﬂ'édd‘res::.li;:gn‘:;hﬂa\l, Hackney Street, Hackney Type a moblle number
o Telephone Number: 02088200000 1
A From the Change telephone number for: panel be | crencows then click the Create

New Number button

sure to assign the number to the relevant family T e
member. In this example the mobile number

belongs toJordan Golden. iepnone Numr@ma
| e

A Click theChangebutton.
-
Click to select the perso

Wh 0oseée num ber th e Current Telephone Number : 02088200000
mOb”e belongs t@; then New Telephone Number : 07841234556
ClICkChange Change telephone number for :

" dob: 08/09/1980 Telephone Number - 02085200000
(M) Golden, Jordan (711)Ylob 30/06/1979 Telephone Number - 02088200000
] (F) Golden, Sj 3) dob: 01/01/2007 Telephone Number : 02088200000

O (M) Golden, Trevor (712) dob: 04/05/2004 Telephone Number - 02088200000

=+ Create New Number or cancpl

TTThEe—
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Creating a Relationship continuadding Address;ontaciDetails & Family Group

Add Contact details, Mobile Number

The screen updates with the new
mobile number. The number has

been assigned to just one family &tAdd @ Address  JJ Contact Details & Family Group
member.

Continue to follow the steps outlined & (F) Golden, Gat (710)

|f you need to add addltlonal moblle @® address:ll-lackney Mall, Hackney Street, Hackney

numbers to other members in the 2 Teephone Numbar: 12066200000

fam | Iy & Current Groups:

Parents

No one has been selected.

Siblings

No one has been selected.
Current Partner (1)

E| 2 (M) Golden, Jordan (711) dob: 30/06/1979 Change to ex-partner \ \ remove \
Children (2)

E| 2 (M) Golden, Trevor (712) dob: 04/05/2004

[ =] & (F) Golden, Simone (713) dob: 01/01/2007

Extended Relationships
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Creating a Relationship continueekating &amily Group

Add Family Group —
) ) - 4 Address  ,J Contact Details 2: Family Grou
A Click theFamily Groupbutton check the Group Name for e Contact Dtale % Famiy Group |
the family group is entered. (F) Golden, Gat (710)

dob: 08/09/1980
4 address: Hackney Mall, Hackney Strest, Hackney

A Click theCreateGroupbutton, the screen updates listing all | s 130

o Telephone Number: 02088200000

names in the family group. In this example, (helden i Current Groups:

N

A Click the check boxes alongside each family name to sele-
all members, then clickdd to groupbutton. Group N

Family Group

}roup Type
o>+ Add # Address o/ Contact Details 2% Family Group \ /
= Create Group or caycel
(F) Golden, Cat (710)

dob: 08/09/1980

e Click check boxes —

postcode: E1 3AD

S e to select all
members

Add Family G

Add to this group : A The family are now added to a family
group. To check click tHeamilyGroup
button and click the drop own arrow
alongside theAdd to Groupfield.

(F) Golden, Simone (713) dob: 01/01/2007 (M) Golden, Trevor (712) dob: 04/05/2004 A A list appears IISted beneat.h a panel
(M) Golden, Trevor (712) dob: 04/05/2004 People Currently In the famlly group
with all the family members in the

Add to group Sl =L g rou p .

02/11/2020 46

Current Group(s) :

Addto Group: | Golden (Family Group) v | (F) Golden, Cat (710} dob: 08/09/1980

Add to this group : (M) Golden, Jordan (711) dob: 30/06/1979

(F) Golden, Cat (710) dob: Q809850 (F) Golden, Simone (713) dob: 01/01/2007

(M) Golden, Jordan (711) dob: 30/06/1979

R <




5. Registering a Famil

| RR / KAfRNBYQa [/ SYUuUNB wSIAAUNIGAZ2Y C2
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wSIAAU0SNARY3

| KAt RNBY Q&

To add a family onto the Learning Trust
Registration follow the steps outlined.

A SelectDesktopl Home.

A From the menu bar clidkventi Add Form.

02/11/2020

I CFYATf e

/| SYGNBE wSIAAUNI A2y C2NY

0

/| KAf RNJ

Hester Alleyne - Synergy Test - Synergy Case Management - version 20.1 build 00480

CJ De sktop +

WO
—

Group by

Golden

B Event~

© Add For
<)

& Attach Files
B Case Note
& Email

B4 Letter
(F) Golden, C3

dob: 08/09/1980
address: Hackney
postcode: E1 3AD
address from: 16/0f

9 Meeting Record
+/ Phone Call
Task

[ Text Message
[ Visit

[El Contact Record

(M) Golden, ¢
dob: 30/06/1979
address: Hackney
postcode: E1 3AD
address from: 16/08

(F) Golden, Simone (713)
dob: 01/01/2007
address: Hackney Mall, Hackney Street, Hac
postcode: E1 3AD
address from: 16/09/2020

(M) Golden, Trevor (712)
dob: 04/05/2004
address: Hackney Mall, Hackney Street, Hac
postcode: E1 3AD
address from: 16/09/2020

B Acvin >

(¥ Children's Centre Session Event

/¥ Manager's Decision

BActionsv @ Log off

idress o/ Contact Details

28} Family Group

EEmn -

t(710)
Il, Hackney Street, Hackney

2088200000
Golden (Family Group) (729)

ordan (711) dob: 30/06/1979

Change to ex-partner | ‘ remove |

& (M) Golden, Trevor (712) dob: 04/05/2004
E\ 2 (F) Golden, Simone (713) dob 01/01/2007

hiIdren (2)
=

remove

‘ Extended Relationships

No one has been selected.
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WSIAAUGSNAY3I | CF Y Acordginuédl |
/| KAf RNBYQa / SYUNB wSIAAGNY A2y C2NYXY O2yGAYydzsSSR

A From the Select Template dialogue box clickghes symbolalongside the stagories
Assessmentsgption to expand the entry. et

A ClickFamily Centre Registratioand the adjacent entry forrcCRE@en the
Next button.

1. CI|Ck the plus Select Template

sign which now Q  seern

ShOWS a mlnus to All Categories

expand the entry B Assessments e o Canis 200

Review . ]
Registration Form/1

Family Centre Registration . ) )
Hackney Children’s Centres Registration Form

3. Click to select

the form entry.

2. Click the option Click Next

Family Centre
Registration

Number of forms: 1
= 1)

02/11/2020

/| KAf RN.
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WSIAAUGSNAY 3T | CI YAcordinugdd I/ KAf RN

/| KAf RNBYQa / SYUNB wSIAAGNY A2y C2NYXY O2yGAYydzsSSR
ACNRY (KS 1 F01ySe |/ KAt RNBYyQa |/ S¢aichhittonidiahd thelShldciiPargeg wiRigwNlY & A

Hackney Children’s Centres Registration Form

Concerning

Assign to me, in team

Click theSearch
or Select Team * button

then Select Caseworker *

Select Children's Centre *

Select the Start Date *

FEE

Form must be completed by
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WSIAAUGSNAY 3T | CI YAcordinugdd I/ KAf RN

| KAf RNByQa / Sy : ’ ’

Form Continued Select Parties...

A Your screen should resemble
the following, if not already
selected, click th&eople

My Cases Sys Ref First Name

=D

. . Middle N

option from the list on the e

Ieft Professionals

_ _ DOB

A In the Family name field type Organisations =

the name of your family. In Family Members

this exampleGoldenis |

Family Group
entered. >
Related Professionals Sys Ref First Name Family Name DOB Address Statu

A Click theSearchbutton.

Related Caseworkers

Related Significant Others

Search using lists
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WSIAAUGSNAY 3T | CI YAcordinugdd I/ KAf RN

/| KAf RNBYQa / SYUNB wSIAAGNY A2y C2NYXY O2yGAYydzsSSR

A A list of all the family members entered in the Surname field appears.

Select Parties...

My Cases Sys Ref First Name
Peaople
Middle Name Family Name
Carers
Golden i
rofessionals . oo Family members
ostcode .
Organisations - IISt appears
=]
Family Members
Familv G o e e Em Em o =
amily Group , \
Related Professionals { Sys Ref First Name Family Name DOB Address Status Flags |
Related Caseworkers I + 710 Cat Golden 08/09/1980 Hackney Mall, Hackney Street, E1 3AD I
I
Related Significant Others I + 711 Jordan  Golden 30/06/1979 Hackney Mall, Hackney Street, E1 3AD 1
I
I + 712 Trevor Golden 04/05/2004 Hackney Mall, Hackney Street, E1 3AD I
|
I + 713 Simone Golden 01/01/2007 Hackney Mall, Hackney Street, E1 3AD ’I
\
N o e e e o o o o Em Em o Em Ee Em E E Em Em E Em Em Em Em — /

Search using lists
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WSIAAUGSNAY 3T | CI YAcordinugdd I/ KAf RN

/| KAf RNBYQa / SYUNB wSIAAGNY A2y C2NYXY O2yGAYydzsSSR
A Click a name from either the First Name or Family Name field, do this to add each family member.
A Click theDonebutton bottom right to complete.

Sys Ref First Name Family Name DOB Address Status Flags
<+ 710 Golden 08/09/1980 Hackney Mall, Hackney Street, E1 3AD
<+ 711 Jordan Golden 30/06/1979 Hackney Mall, Hackney Street, E1 3AD
<+ 712 Trevor Golden 04/05/2004 Hackney Mall, Hackney Street, E1 3AD
<+ 713 Simoqﬁ Golden 01/01/2007 Hackney Mall, Hackney Street, E1 3AQ

With each name

Golden, Cat (710) X | Golden, Jordan (711) X | Golden, Trevor (712) X clicked the names

Golden, Simone (713) X

appear in the list
below
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WSIAAUGSNAY 3T | CI YAcordinugdd I/ KAf RN

/| KAt RNBYQa / SYUNB wSIAAGNI GA2Y C2NY
continued

The Concerning field is now populated

with all the family members. Hackney Children’s Centres Registration Form

A Click the drop down arrow alongside  concerning
the Assign to mein teamfield and
selectData Monitoring Officerghis
pre populates.

Golden, Cat (710) X | | Golden, Jordan (711) %X Q
Golden, Trevor (712) X
Golden, Simone (713) %X

Assign to me, in team

1

: i

I 1

I 1

I 1

I 1

I 1

I 1

_ . | Data Monitoring Officers v :

A SelectOr Select Tearfield it pre I I
populates withData Monitoring or Select Team ] Data Monitoring Officers v

: I I
OfflcerS. then Select Caseworker* : Alleyne, Hester o :

A Thethen Select Caseworkegropulates : |
. . Select Children's Centre * . . 1

with your details as the Select | AnnTaylerChidren's Centre(F) iy

1

Caseworker. Select the Start Date * i 25/09/2020 00-00 = :

A Selectthd KA f RNBy Qa [/ S - :
Form must be completed by L 30/09/2020 I

A Click and choose the Select tB&art

Date field. = @

A ClickAcceptand wait for the form to
be added.
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| KAt RNBYQa / SYiNB wSIAAUGNI GA2Y C2N¥Y O2yU0AYydsSSR
A The messag&he form has been successfaltided appears, clidRk

Form successfully added

The form has been successfully added

02/11/2020




WSIAAUGSNAY 3T | CI YAcordinugdd I/ KAf RN

| KAt RNBYQa / SYiNB wSIAAUGNI GA2Y C2N¥Y O2yU0AYydsSSR
A The Loading screen appears followed by the completion screen.

Haster Alloyne - Symory_Test - Synorgy Case Management - version 20,1 buld 00480

O Desktop> MEvent BAdminv BActonsv  ® Logoff

Work Tray X New Form X

by

£ Loading...

Work Tray X New Form X

H Ha *n ey Hackney Children’s Centres Registration Form

Doc. Ref.: Hackney Children’s Centres Registration Form/1
Start Date 25/08/2020 Assigned To Alleyne, Hester (21) (Data Monitoring Officers)
. | Completed By
Completed Date
Concerning °
Sys Ref First Name Family Name Gender DOB Ethnicity Address
710 Cat Golden Female 08/09/1980 Hackney Mall, Hackney Street, E1 3AD
711 Jordan Golden Male 30/06/1979 Hackney Mall, Hackney Street, E1 3AD
72 Trevor Golden Male 04/05/2004 Hackney Mall, Hackney Street, E1 3AD
713 Simone Golden Female 01/01/2007 Hackney Mall, Hackney Street, E1 3AD
Data Protection Information °

Data Protection Information for parent or carer: Hackney Learning Trust and the Lendon Borough of Hackney (“the Council”) in collaboration with Homerton University Hospital collect this information to enable us [Hl
to provide Early Years support services and integrated healthcare services at children’s centres managed or commissioned by Hackney council. The Council complies with the principles and legal obligations set out
within the General Data Protection Regulation 2016 (the “GDPR”) and the Data Protection Act 2018 (“DPA”). The Council will only use your personal information for the purposes stated above unless additional
processing is required by law or in circumstances where the relevant conditions within the GDPR and DPA are satisfied. Your personal information, including special category information (as defined by the General
Data Protection Regulation), may be shared between internal departments or with external agencies involved in delivering statutory and other services for which it is responsible under relevant legislation relating to
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Registration Form and workbook information needed for the Registration Form Process

Bookl +% @ & SavedtoDrive

File Edit View Insert Format Data Tools Add-ons Help Lasiediiwas secondsago

Hackney Children’s Centres Registration Form

[ Children’s Centre Staff and Pariners should complete this form during face-to-face contact with the family. |
Information for parent or carer: The Learning Trust and the London Borough of Hackney in collaboration with the City and
Hackney Primary Care Trust collects the following information for monitoring, analysis and data collection purposes. Your
information may be disclosed to other government agencies responsible for legislation relating to children. Personal information
collected in this form will only be used for the purposes it has been provided. By signing this registration form it is deemed that you
understand and consent to the purposes which the information may be used for.

Parent or Carer Mother/Father/Carer 1 Mother/Father/Carer 2

Parent/carer title Mr / Mrs | Miss / Ms | Dr / Other. Mr / Mrs / Miss / Ms / Dr / Other,
(Please circle):

~ o~ P 100% - £ % .0 .00 123~  Default(Ca.. v 11 ~- B T

Parent/carer first name:

Parent/carer last name:
Address:

If temporary tick here 10 200
Postcode:

Firstnam
e Surname DoB Gender PostCode Children's centre GPPractice

Telephone (home/mobile):

Email address:

Relationship to child:

Parent/carer’s date of birth
(DDMMAYYY):
Employment Status: Employed / Employed less than 16 hours /[ Employed / Employed less than |6 hours / Self-

(Please circle) Self-Employed / Unemployed / Full-time | Employed / Unemployed / Full-time Parent/Carer

Parent/Cacg i
Retired

me Education / Retired
1 / 2

(=D R = TS R S S R N

Religion:

Registration Form Information for Health Visiting Service

— NOTEPLEASE ENSURE YOU COMPLETE AS MANY PANEL AS POSSIBLE FROM THE
— LbChwa'! ¢Lhb 59®%9DL95whhIRWD C&Wa&®! ¢Lhb Chw | 9! |
TS e e
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Add Family Groug; When working with panels it is always best practice to complete panels individually for each member and s:

data for each panel

Personal details

5 Addresses 17 New FamilyCentre Registration

6 ContactDetails and Responsibilities Next Steps APPROVE REGISTRATION

7 Contact

9 Personalnformation

8 Employment Status

10 Benefits

- Priority or Exclude@roups There are various panels and not a

12 Disabilities need to be completed.

12 = a— However, the Next Steps Approve
Registrationrmust be completed for

Pregnancy Details this form.

Additional Needs

16 Professional Involvement
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As you scroll down screens they will appears similar to the one below:

All panels are numbered

information by Hackney Learning Trust you can contact the Data Protection Officer at dataprotection@hackney.gov.uk. For further information about the Homerton -
University Hospital p

Title
Middle Name
Date of Birth (dd/mm/yyyy) 08/09/1980

First Name Cat

Family Name * Golden
Preferred First Name Expected Date of Birth
Preferred Family Name

Known As Use theEditbutton to

Sexual Orientation Brital Status

Person > Personal Details 3 - Jordan Golden & Edit ed It I nfO m a.tl O n | n a.

Aoproximate Date of Birth

Female

Sys Ref 711 an el

First Name Jordan p ddle Name

Family Name * Golden Date of Birth (dd/mm/yyyy) 30/08/1979
Preferred First Name Expected Date of Birth

Preferred Family Name Approximate Date of Birth

Known As Gender Male
Sexual Orientaticn Marital Status

Person > Personal Details 3 - Trevor Golden #* Edit °
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Add Family Group PANEL 3 Personal Details

A Click theEditbutton to edit specific members. The following fields have been ed8edual Orientation,
Titleand Marital Status.

Person > Personal Details 3 - Cat G )lden &* Efﬂl
Sys Ref 71—
First Name Cat

Golden

Hester Alleyne - Synergy_Test - Synergy Case Management - version 201 build 00480

Family Name *

Preferred First Name

Preferred Family Name

CDeskiop~ @ Eventv [EAdmin~

B Actions «

N

# Log off

Known As Work Tray % New Form X
Sexual Orientation l VWV VLTI I LD LD UR A J N
Person > Personal Det=ils 3 Cat Golden Save %) Cincel
. Title o
You must click the
First Name Middle Name
S aveb u tto n to Family Name * Golden Date of Birth 08/09/1980 2%
(dd/mm/yyyy)
save any changes |
Preferred First Name Expected Date of &
Birth
Preferred Family Approximate Date of i
Name Birth
Known As Gender —— o
— NOTECI |Ck| ng thesave Sexual Orientation o Marital Status ( Varried ) v“
—_—  button saves any edits. _ ~ ‘
; i Person > Personal Details 3 - Jordan Golden #* Edit
e ClickCanceif you do not Sys Ref 711 Title
— = . i
WlSh to Sa.ve any First Name Jordan Middle Name
Family Name * Golden Date of Birth 30/06/1979
Changes . (dd/mmiyyyy)
Preferred First Name Expected Date of
Birth
02/11/2020
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Add Family Groug’ANEL 5 Address

Use the Edit screen if you need to edit information for each family member, i.e. if a family member has a different address o
perhaps mobile number use panels 5.

A[SGiQa areée | yS¢ | RRNBaa 2N | panzicShegditbimos NI Yy SSRa G2 6S |
s To Unknown Correspondence Children's Centre Home  Accommodation .

Full Address Excl Postcode PostcOseallard — Current From Date Date Address Address Catchment LA Type Suitable Planned Notes

Hackney Mall, Hackney Street, E13AD Main ” 16/09/2020 Morningside Children's Hackney

Hackney Centre(F)

[ Full Address Excl Postcode Postcode Ward Address Current From Date E Unknown Correspondence Children's Centre Homs: | Accommodation Suitable Planned Notes
1 Type E}ate Address Address Catchment LA Type

1 : f f )

| Hackney Mall, Hackney Street, E1 3AD Main v 16/09/2020 ! Morningside Children's Hackney

I Hackney | Centre(F)

AN

SelectMain Address if you want to use _—  NOTEPanels represent
—— each individual members.

this address as the default for all —

) _ —— If any member changes
correspondences being submitted. Dd el e

this for allemailsalso. managed here.
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Add Family GrougPANEL 6 Contact Details and Responsibilities
A In the example belowanel 6has been selected falordan Golden.

A W2 NRohofi€riumber has been selected as the main telephone number by tickingaheTelephone Numbecheck
box.

A W2 NRemgil@ddress has also been added, by clicking the drop down arrow alongsideriteet typefield, choose
Email then type an email address in ti@ontact detaildield. Click the check bd®ain Email Address

A Click theSavebutton to save all changes fdprdan.

All correspondences

will use this Phone
Person > Contact Details and Responsibilities 6 - Jordan Golden [8) Save ) Cancel 4 Add Row number as it has been

Select if you want i?:?act Contact details Contact type in Te selected as the main,
: the same applies for
to make_thls person 02088200000 Phone Emall
the main contact. :
You would need to O 07841234556 Phone
select this to delete I,jordan.golden@jgjg.con Email

a row also, the bar !
updates with the
relevantDelete
Rowoption

O EEE EEE O R EEE EEE RN REE EEE SN RSN RSN BEE SN MEE RSN GEE S REE e e e e o w®
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