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1. Introduction

This section provides an introduction to this user guide and identifies who it is designed for, its
content and where to go for further help and support.

1.1. Who is this User Guide for?

This guide is aimed at users from Local authorities, education and training providers and other
partner organisations.

1.2. What is in this User Guide?

This guide includes details on how to access the YPLA Information Management Portal, and
how to process documents which may be found there.
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2. Accessing the Information Management Portal

The YPLA Information Management Portal is a secure and efficient means by which the YPLA
and its partners can share documents and information.

The YPLA Information Management Portal can be accessed directly using the URL
https:\\gateway.imservices.org.uk.
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3. Types of Pages

The following pages will be available to users:

Log-in to the IM Portal — section 4
User specific Front Page — section 5
Document Centre — section 6
Categories — section 7

Help, Links and Contact us — section 8

User Settings — Alerts — section 9
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4. Log-in to the IM Portal

This screen is the way into the Information Management Portal. The user name and password
entered are validated and, according to the user’s security settings, the front page is then
displayed.

£ Please Sign in to the Information Management Portal - Microsoft Internet Explorer provided by Learning + Skills Council

@H ® [E hips imservices.org.uik =18 |[+][x] & |[2]-

Fle Edt View Favortes Tools Help
| drFavorites | o

: . »
(& Please Sign in to the Information Management Portal H R | | @ v Page - Safety~ Tools- (@

IEﬂ Lmks Con(a:l us ml
information
Information Management Portal > Login
Login
Lsorname Use your usual computer network username
| | and password or the details you were supplied
with.
Password
[ | Contact the helpdesk if you are having problems
with signing-in.
Em gmne
Skills | Department for Businass ou o
Terms and Conditions Copyright
® Copyright 2010 IM Services
4.1. How to Log on

Enter the user name and password allocated to you.

If you are external to the YPLA, use the short user name preceded by ‘isp\’ and your
password.

If your log-on is rejected, or you wish to change your password, or you have forgotten your
password, please contact your YPLA territorial office. They will then take the necessary
action on your behalf and come back to you with details when the action has been
completed.

If your log-on is accepted, your personal Information Management Portal front page will be
displayed.

4.2. How to Log off

Leave the Information Management Portal by selecting the Sign Out button in the top right
hand corner of the screen.
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5. User specific front page

This screen is the main screen for each user, showing options and documents which are
available on the Information Management Portal to this specific user.

These options and documents are related to the:
e organisation to which the user belongs to
e role assigned to the user

This screen has areas containing:
e Workspaces
e Announcements
e Document and reports
e Quick Help

& https://gateway.imservices.org. ukiPages/dashboard.aspx - Microsoft Internet Explorer provided by Learning + Skills Council

@!v [ s imservices.org.uk v 8 |[4|[x] [

File Edt Wiew Favorites Tools Help

Sir Favarites 5

https:fgatsway.imservices.org.ukiPagesidashboard... b8 7| o=y v Page - Safety - °

Links Contact us
information e Jf Linke J Conoctus Jf Sanout |

services —

Announcements
Provider Reports -

1 download the user quide
Information Management Portal e
Data and MI Report please
refer to the user guide. Your
report will be available week
commencing 31st October.

Your workspaces

YPLA provider guide
A guide for users interacting
Your documents and reports with the YPLA elements of this
portal.

Open Book submissions
The deadline for the
submission of Open Book
business cases is 8th July.

16-19 Allocations for
2011/13
A letter from Peter Lauener
. o and supporting information in
Accrington Academy relaon to the 16-13 funcing
allocations for 2011/12 is now
available. Find out mare...

Quick help

Documents

These are your documents.
“fou can view and download
them at any time, from any
computer. f you wantto

access ofher documents
you will need to contact your
organisation's access
manager and th il be.
able to approve your access
to additional documents.

5.1. Workspaces

This is a list of Information Management Portal workspaces (screens) which are available to
this user for further processing.

For Stage 1 of the YPLA Information Management Portal, this will not be populated for
providers.

5.2. Your documents and reports
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This lists the names of the organisations to which the user has access.
The list is sequenced in order of latest updated first.

Clicking on the provider name will result in the corresponding document centre being
opened.

5.3. Announcements

This area will be populated by IM Services with information on forthcoming events which will
impact on the Information Management Portal and is visible on every page.

5.4. Quick Help

This area will be populated by IM Services with help text relating to the Information
Management Portal screens and processes and is visible on every page.
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6. Document Centre

This screen shows the documents available for a particular organisation.

The central part of the screen lists the latest 10 documents lodged on this site.

A full list of all documents can be accessed via the 5 categories on the left of the screen

” home - Microsoft Internet Explorer, provided by | earning + Skills Council

i
Qo ] htrps mssrvices.arg.uk

I8 x &

File Edt View Favortes Tools  Help
< Favarites o

Ehome

b~ 8

| p= v Page v Safsty - T

information

services —

Academies = Accrington Academy

Accrington Academy

Navigation

Your latest 10 documents...

3 B3 B X

Home

Funding and
Performance

Strategic Analysis
Finance

LLDD, Young
Offenders and ESF

Educational
Improvement

6.1. Your Latest 10 Documents
This area will show the latest ten documents added to this site only.

The list is sequenced in order of latest added first.

388-acoringtonacademy-oct2011-v4
Published: 01 November 2011

Qualification Success Rate
Published: 12 May 2011

Open Book Sixth Form Success Rate
Published: 12 May 2011

Open Book Sixth Form Allocation
Published: 12 May 2011

My Submissions

Clicking on the file name will result in the document being opened.

Announcements

Provider Reports -
download the user guide
Before viewing your Provider
Data and MI Report please
refer to the user guide. Your
report will be available week
commencing 31st October.

¥PLA provider guide

& quide for users interacting
with the YPLA elements of this
portal.

Open Book submissions
The deadiine for the
submission of Open Book
business cases is 8th July.

How do | get access to
other documents?

additional documents

Who to speak to?

Simply contact us if you have

The documents can be downloaded by clicking on the ‘Download File’ next to the document.

6.2. Navigation

This area shows the name of the organisation whose document centre this is, together with
a selection of document categories, under which all documents will be held.

Users can select a category, which will result in a list of documents in that category being

displayed.

See section 7 for processing available when this is selected.

6.3. My submissions
This area is not populated for this phase of the Information Portal.
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7. Categories

By selecting a specific category, users will be able to see all the documents stored in that

category.

2 Funding and Performance - Documents - Microsoft Internet Explorer, provided by Learning + Skills Council

@ v [E] hees imservices.org.uk

o[ & [[4)[x] [8

File Edit View Favorites Tools  Help
i g Favortes (9

(€ Funding and Performance - Documents

- B =) - Page~ Safety - Tc

Library Tools

Site Actions ~ Documents  Library

information
‘s‘e;\n‘iz‘e&l L T

Accrington Academy > Funding and Performance

O Type Name Date Published

d Year: 2011 (4)

information in ene place

= Month :
Home = 3
Paomance
Strategic Analysis = h
Finance
LLDD, Young . “

Offenders and ESF

Educational e
Improvement

a

|~

7.1. Available options

Approved By

Isc\glenniep

Isc\glenniep

l=c\glenniep

Isc\straughj

3 B

Created Created By Region / Division  Source Organisation

011 08:46 Isc\glenniep nw ypla

12/05/2011 10:23  Isc\glenniep NW ypla
12/05/2011 14:36 Isc\glenniep nw ypla
Isc\straughj nw ypla

Skills | Department for Business
Funding | Innovation & Sks
Agency

Young People’s

Learning Agency

Documents will be displayed by year and month. User should select the ‘+’ against each

item to expand the selection.

A document can be saved locally by clicking the document and selecting ‘Save’.
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8. Help Links and Contact us

On every screen there will be 3 buttons displayed in the top right corner:
e Help
e Links

e Contact us

8.1. Help

When this button is selected a generic help screen will be displayed explaining Documents,
Workspaces and who to contact

More detailed help information, relevant to the screen being displayed, is in a panel on the
right hand side of the particular screen.

The following screen shot shows an example of the generic help screen

2 Help - Microsoft Internet Explorer provided by Learning + Skills Council
@ Jw 8] heps imservices,org,uk, ~[ 8|+ x| & o

Fle Edt “iew Favortes Tools Help

¢ <y Favorices )

Eteb D Ep v B T @ v Page- safety- Took- @+
, , = e
information
manage
Help
Documents
These are your documents. You can view and download them at any time. from any computer. If you want to access other documents you will need to contact your

organisation’s access manager and they will be able to approve your access to additional documents

Workspaces

These are areas within the portal which are dedicated to specific tasks and functions. They will be added ta your Home page as the need arises
Contact?

If you have any questions, or need any help using your Home page or the Portal. Contact us

@ Back

Skills | Department for Business

Y People’s
Funding | Innovason & Sdes Loaming Agency
Agency

Terms and Condiions  Copyright

® Copyright 2010 IM Services

8.2. Links

When this button is selected a screen will be displayed with Links to external sites that may
be of interest to the user. When a site is selected from the list, it will open in a new window.

The following screen shot shows an example:
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£ Links to sites of interest - Microsoft Internet Explorer provided by Learning + Skills Council

imservices.org.uk,

@,\j{/ = [& hips

S8 %|(x [

File Edt Wiew Favorites Tools Help
¢ <l Favorices 5

(& Lirks to sites of interest

| @ v Page - Safety - Tooks~ @~

(hB-8

information
e |

Links to sites of interest

Corporate Sites

Skills Funding Agency
Young Peoples Leaming Agancy

IM Services provider sites
The Data Senice

Leamning Records Senice

The Information Autharity

Other sites of interest

The YPLA DLS Portal

© Back.
for Business

Skills | Department
Funding | Innovation & Sidts
Agency

Terms and Conditions  Copyright

© Copyright 2010 IM Services

8.3. Contact us

£3 3 B £

Young People’s
Looming Agoncy

When this button is selected contact details for the YPLA will be displayed, including a link

to the ‘contact us’ page on the YPLA website.
The following screen shot shows an example:

(= Contact us - Microsoft Internet Explorer provided by Learning + Skills Council

86 - e

imservices,org,uk/

s[8]i%) x| [&

Fle Edt “iew Favortes Tools Help

¢ <y Favorices )

(& Contact us

= g - Pager safety - Tools- @+

i EB-8

information

Contact us

Contact details can be found on the Young People’s Leaming Agency website: http /s

© Back.

Terms and Condtions  Copyright

® Copyright 2010 IM Services

vpla gov.uk/abautus/contactus

Skills | Dapartment for Business
Funding | Innavation & Sidts
ncy

£33 B £

Young People’s
Loaming Ageney
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9. User Settings — Alerts

If you wish to be notified of the arrival of documents or changes to a specific document you can
set up an alert. This will send an email to notify you, depending on the alert settings you have

selected.

9.1. Setting up Alerts

To set up alerts on a library or document you select the site and folder (for e.g. Funding and

Performance).

At the top of the screen you will see the options for Library Tools.

e Funding and Performance - Documents - Microsoft Internet Explorer provided by Learning + Skills Council
=

@\:_; * |E hps imservices.org.uk

Fie Edit View Favorites Tools Help

¢ Favarites =

(€ Funding and Perfarmance - Documents

| g v Page- Safety~ To

Home

Funding and
Performance

Strategic Analysis
Finance

LLDD. Young
Offenders and ESF

Educational
Improvement

O Type

Name Date Published

HXYear:2011(4)

® Month : May (3)

@ Month : Nevember (1)

oo J e B

If you wish to be notified of documents within this category select Library. You will see the
following toolbar options:

= Funding and Performance - Documents - Microsoft Internet Explorer provided by Learning + Skills Council

@.\7 g+ |k ntips imservices.org.uk

File Edit WView Favortes Tools  Help

5lip Favorites 3

(& Funding and Perfarmance - Documents

Library Tools

R Vi

i
Datachest  [ew Create
View Row View

ormat Datasheet

Create Column | Documents

3 Navigate Up

&

~ Page - Safety~ 1

> Modify View - Current View:

Manage Views

ync to sharePoint Canpect to
Current Page Workspace Office +

Sha i set alert on this library

isp\liz.ng

B Library

5 Worlfic

Settings

information
‘s‘e zsl N

LS

Acerington Academy = Funding and Performance

ata
rmation in one place

Home

Funding and
Performance

Strategic Analysis
Finance

LLDD. Young
Offenders and ESF

Educational
Improvement

[ Fionit

& Montk

O Type Name

= Year: 2011 (4)

: May (3)

h t November (1)

£ = E
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Select ‘Alert me’ and then choose ‘Set alert on this library’. The following screen will be
displayed:

Funding and Performance - New Alert

Alert Title

Enter the title for this alert.
This is included in the subject of
the notification sent for this
alert.

Delivery Method

Specify how you want the
alerts delivered.

Change Type

Specify the type of changes
that you want to be alerted to.

Send Alerts for These
Changes

Specify whether to filter alerts
based on specific criteria. You
may also restrict your alerts to
only include items that show in
a particular view.

When to Send Alerts

Specify how frequently you
want to be alerted. {mobile
alertis only available for
immediately send)

[ OK ] [ Cancel

Funding and Performance

Send me alerts by:

@& E-mail Lizn@tesl.com

Send URL in text message (SMS)

Only =end me alerts when:
@ all changes
() Mew items are added
(O Existing items are modified
O Items are deleted

Send me an alert when:
& Anything changes
() Somecne else changes a document

() Somecne else changes a document created by me

() Somecne else changes a document last medified by

(® Send notification immediately
O send a daily summary
O send a weekly summary

Time:

me

[ OK ] [ Cancel

Alert Title - You can specify a title for the alert; this is included in the subject of the
email notification received for this alert. It will default to the document name or folder
name but you can alter this to your own specified wording.

Delivery Method - Currently the only alert mechanism functionality available is by email.

Change Type - Can be selected the types of changes that would trigger an alert

Send Alerts for these changes — Can specify whether to filter types of alerts.

When to send alerts - The frequency of the alert.

Select OK to save the changes.

9.2.

Managing Alerts

Alerts can be changed or deleted at any time by selecting Mange My Alerts from within the
Library Tools option. The following screen will be displayed:
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[& My Alerts on this Site - Microsoft Internet Explorer provided by Learning + Skills Council

@ R ] hitps imservices.org.ul v & |[%)[x] [&
File Edit Yiew Favorites Tools Help

< Favorites ¢ o

(& My Blerts an this Ste Sy v B LY mh v Pagev Safety- T

Site Actions ~

Contact us
information & ESmE

¥ Delete Selected Alerts

Alert Title

Frequency: Immediate Delivery Method(s)
Home

Funding and Performance E-mail

Funding and o
Performance

Strategic Analysis
Finance

LLDD, Young
Offenders and ESF

Educational
Improvement

A list of all alerts for the site will be displayed.

Delete alerts — select the alert(s) by ticking the box next to each alert and then select ‘Delete
selected alerts’.

Amend an alert — click on the name of the alert. The following screen will be displayed:

§ Funding and Performance - Edit Alert S v B) [ d#h - Page- Safety - Tools

Adtions

Acerington Academy = Funding and Performance

Delete ] [ oK ] ( Cancel

i
p u Alert Title

a3

= Funding and Performance |
information in one place

Enter the tile for this alert. This is induded in the subject of the notification sent for this alert.

Home

Delivery Method
v Send me alerts by:
Funding and Specify how you want the alerts delivered. ®E-mail Lizn@tesl.com
Performance o
Strategic Analysis
Send URL in text message (SMS)

Finance
LLDD. Young Change Type
Offenders and ESF ) Only send me alerts when:

Specify the type of changes that you want to be slerted to, N

@ All changes

Educational .
Improvement O New items are added

O Existing items are medified
O 1tems are deleted

Send Alerts for These Changes
Send me an alert when:
Spedify whether to fiter alerts based on specific ariteria, You may alse restrict your alerts to only ® Anything changes
indude items that show in a particular view. AT 2=
Someone else changes a document
O somecne else changes a document created by me

Somecne else changes a document last medified by me

When to Send Alerts
Specify haw frequently you want ta be alerted. (mobie dlert s only avaiable far immediately send) SStcliobca RS ney
Send a daily summary
(35t = sy

Time:

The options for the alert can be changed and when complete, select OK.
The alert can also be deleted from this page.
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