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Overview

What is the Interactive Order System (10S)?

The Services for Schools Interactive Order System (10S) is a web-based electronic
ordering system for the ordering of School Services. The I0S enables Schools to
browse, select and submit requests for services within an online shopping environment.

System Requirements

e Internet Explorer 7 or

e alternative Web Browser eg., Google Chrome

Prior Assumed knowledge

This manual assumes that users will have some familiarity with the following areas:
» Basic computer skills using Windows

Using a mouse and keyboard

Using Internet Explorer or an alternative Web Browser

Using hyperlinks

YV V V VYV

Sending emails
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Glossary of terms

School Status
» LA - Local Authority maintained school

A\

Academy

» External — other educational establishments wishing to purchase
services provided by NCC

School Type

» Primary

» Secondary

» Special
I0S Interactive Order System
SP Service Provider
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GETTING STARTED

The majority of our service packages are available to purchase via the 10S online
directory of services, following the “How to buy” link or alternatively by following the
‘order online' link on Wired.

The 'order online' symbol is shown on each of the service pages where this facility is
available.

Log In

You can log in to the Services for Schools Interactive Order System by either:
WIRED portal

Trtermet Explorer provided By . . = C“ck on the
e e v o 1 e o 1o sompems o senee e reen banner
&b - dgh - Teos - and this will
i take you
directly to the
NCC digital
brochure

I Heme - Supper

Services for Schools
2014-2015

welcome to Wired

Thi= page provides acces=s to all docu and o i ion within Wired and its .

SR Lol inbrane t | Protectec Mode: OFF £« | = oizsm -

Or clicking on the link below:

https://secure.nottinghamshire.gov.uk/servicesforschoolsorderform/

Ter provided by . . .
Tools  Help

wrnr =2 ~ i | (| <¢ | < | [ED Gooote

.. %2245 -Login | Select a Provider

nattinghamshire.gov.u

©l] For Schools Services - Qut

ot | @8 Login

| Services for Schools Phase.

X~ dmh - Tools =

Log in

Use your Services For Schools account to log in

If you are logging in with an erica username and cannot remember your password, please call the
desk on 0115 977 2010.

Log in Form
User name
Password
Remember me? [
Forgotten your password? Reset password

Log in

& Internet | Protocted Mode: On €y * W 200% ~

The screen above is the initial Log in screen

If you are using the system for the first time the User Name is the school’s Dfe number
and the password is the first 5 digits of the School ERICA password. This will give you
limited functionality — it will allow the school to set up users only; however if you need to
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remind yourself of these details or your password, please contact our Schools Service

Desk on 0115 977 2010 and select option 1.

V' [ Services for schools 2015/ x el e
v

5 pApps [ Nottingham ASBM . |

<« C N [ wwwnotinghamshire.gov.uk/learning/schools/servicesforschaols/ | =
Selecta Provider [ Schslogin [Ja Outlook.com - erica.. [EJ google chrome - Go... [ Services for schaals ... » (O] Qther bookmarks
Services for Schools and Education Providers .

Services for Schools

About

Finance and Legal

HR, Payroll and Health
and Safety

ICcT

Premises, Fadilities and
Transport

Pupil Suppart

Governar Suppart

Additional and Free
School Services

Health Services

Find a Schoal

Apply for a School Place

Travel to Schools

School Holidays

School Closures

Discipline and Exclusions

Schoal Meals

School curriculum

School Governars

Special Educational Needs

Home Education

al IR}

welcome to our updated directory of services for 2015-16. Our services have been developed to provide you with efficient and responsive packages

tailored to meet your individual needs.

Our teams offer a wide range of services using their wealth of experience and expertise. They can alsa provide bespoke packages of support and training

ta meet the needs of individual and families of schools, academies and education providers

Costs

We understand that budgets are getting tighter each year and we’re committed to ensuring our
services offer walue for money. In fact a good number of our services are offered to you free of
charge. This year our charges are not shown in the brochure or on these webpages. Full details of our
services and costs can be found in our online interactive ordering systemn (105) where you can buy our

services,

Quick links to popular services

Bayrall
e ICT
® HR - Support and Training
*  Swimming Service
* Schoals and Families Specialist Services
® Health and Safety
* Occupational Health and Wellbeing
* School Meals

® Governor Learning and Development

® Finance and Legal
® HR, Payroll and Health and Safety
* schools Meals

* ICT Services

* Premises, Faciliies and Transport

* School Sunport

*  Pupil Support

Ua BN

How to buy

* Tosetup anew user account g
[ONLIE
for our ordering system and to w

locate costs of packages
please complete a new user
access form

* Find out more about how to

buy Services for Schools

* Read our Terms and Conditions
* 105 Schonl User Guide [POF

# Speak to our Services for
Schoals Customer Service
Advisors: 0200 500 80 80

NCC digital
brochure — here
you can view the
services on offer
electronically and

Full brochure K _
order online.

Dowinload 53 POF version of

2015/16 Services for Schoals /&< If you have a
Adobe,

brochure

query use the

Get in touch €= Getin touch

button to email
Services for
Schools

¢ add the website to your favourites (if using Internet Explorer) or bookmark

the page (if you are u

Note: If you encoufiter a problem with logging into the system this colld be due to a

number of things:

1. You have not been set up on the system as a user, if this is the case then either:

o Use the Services for Schools Contact form via the Get in Touch link,

o Email servicesforschools@nottscc.gov.uk or

o Telephone a member of the Services for Schools Team (see the Getting

Help Section at the end of the Guidance)

OR

2. Your computer PC compatibility mode is turned on - to turn it off

o Click Tools on Internet Explorer > Click Compatibility View Settings >
Uncheck the box next to “Display Intranet Sites in Compatibility View”
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@ Dashboard - Windows

File Edit Wiew Favorites Tools Help

@ Qv [@] hip/swssa-0029 nottsce.govlessas/

¢ Favorites ez [EJ chrome Browser (9] For Schools Services - Out. Google [/l Home - Suppert Service R.

| @ Home - Intranet @ NewTab ‘@ Dashboard

al

v‘ @l&,‘leoogle

[®| Services for Schools Phase

i v o= v | Tools ~

o ~|

>

This is an implementation system - this system will go live on the 17th February tg
=

@ Nottinghamshire I
-'-‘ County Council &

Abbey Gates Primary Sch

Services For Schools Dashboard Reports ~ School ~

Administration ~

Aneeta Kashyap (ak41) «

You seem to be using Internet Explorer 7 or have Internet Explorer 8 with compatibility mode enab
axperience by disabling compatibility mode, or upgrading your browser to the NCC standard Interna!

Diagnose Connection Problems.
Reopen Last Browsing Session

Pop-up Blocker
Manage Add-ons

Work Offline

ompatibility View Settings
Full Screen

Toolbars

Explorer Bars

Developer Tools
Suggested Sites

OneNote Linked Notes
Lyne add-on
Send to OneNote

Internet Options

Click Tools
on Internet
Explorer >
Click
Compatibility
View Settings

choose 'Compatibility View Settings', Untick 'Display intranet sites in Compatibility View', choose Closg

Dashboard

Ordering

Order new for 2014/15 Check the services brochure

\/

> Uncheck
the box next
to “Display
Intranet Sites
in
Compatibility
View

& Local intranet | Protected Mode: Off

09:10

13/02/2014

3. For any other error message or if any of the information is incorrect please

contact the Services for Schools Team. You will find contact information at the

back of this Guide within the Getting Help section.
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DASHBOARD SCREEN EXPLAINED

When the school logs on to the database the opening screen shows the ‘Dashboard’.
This view enables the school to navigate the various views using the grey panel at the

top.
P N W i R M A———— =T
L C M [ wsB4-0029nottsce.govuk/sds/ %l =
52 ppps [ Nottingham ASBM .. | Selecta Provider [ Schslogin [§8 Outlook.com - erica.. [ google chrome - Go.. [ Login SchDev | ProwDev [ Services for schools .. » [ Qther bookmarks
. . abbey Hill Primary School, Kirkby (change schooly
Nottinghamshire
=
County Coun
Services For Schools Dashboard Reports ~ School ~ User Guide Administration - Erica Fletcher (ef10) ~ . .
Navigation
panel
Dashboard
This 3\ Ordering Updates
button A contract has been suggest
Check the services brochure
theanup A contract has been suggested for HR. Total walue: £2524.40
the p
VerSiOn Of > A contrack has been suggested for Data and Performance, Total value: £200.10
the
Ser\nces A cantrack hac haon accantad far Daka and Nafarmanea Takal waloe £O00 10 e
for Suggested Contracts
Schools
These are contracts that have been suggested by Mottinghamshire County Council service providers based on your previous orders or anticipated
rochure
requirements, ShOW|ng
ast
Finance From: 01 Apr 2015 Toi 31 Mar 2016 £2,035.00 wiew and Decide p
history
Total £2,035.00 and |IV€
contracts
Live Current Contracts ~

Archived Contracts ~

Copyright Nottinghamshire County Council 2015 - Version 2.0.0 About

-

W2 M E G G - B mmcuccoonne o

The dashboard is the first screen a school will see when they log onto the Interactive
Ordering System. This is a quick overview for the school and it allows the school
administrator to navigate across the various options available to them.

e Dashboard — this is the area where a school undertakes the main ordering
functions:
o Order new enables the school to view all services currently being offered
o Check the services brochure redirects the school to the online brochure
o Updates gives an overview of the activity undertaken within the system

e Reports — this allows the school to export current buying activity under their
account for sharing at Governors meetings or for accounting purposes

e School - this is the area within the ordering system where the main details of
the school are held
o These are details the system uses to calculate some of the charges.
It includes the name, address and contact details of the school
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OVERVIEW OF ORDERING PROCESS STAGES

Each School has a School User or Users identified who can access the IOS. After the
initial login Schools can add new Users to access the 10S portal to order/set up
contracts for their school.

Schools will see their history or if not ordered before willsee not contracts.

Various contract statuses within the ordering stages explained:-
1. Suggested
This is the start of the renewal process.

A provider suggests a contract for the school for a future date, using previous
year’s information.

Please note: the start date of the contract must be in the future.

The Information held on a ‘Live’ or ‘Archived’ contract can be used by the
Service Provider to create or edit a ‘Suggested’ contract for each school for a
future date.

a. Schools can accept this suggestion which will change the status to ‘Live’
once the start date is met or the minimum notice period has expired

b. Schools can amend the suggestion which will change the status to
‘Pending’

c. Schools can ‘Reject’ the suggestion

2. Live
The contract is currently live and current date is before its end date.

a. Providers can use this to generate a ‘Suggested’ contract for a future
date

b. Schools can choose to either
- Accept — this will generate a ‘Live’ status

- Amend - which generate a ‘Pending’ status and will convert to
a ‘Live’ status once the contract start date has lapsed.

- Reject — this will generate an email to the Provider who will
suggest an alternative.

3. Pending

This is a contract status which is created by a school either from scratch or
edited by them from a ‘Suggested’ contract.

4. Rejected

A ‘Rejected’ status is created when the school have said no to a ‘Suggested’
contract.
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a. Provider can ‘Edit’ this to ‘Create’ a Suggested contract
b. Schools can accept, amend or reject the suggestion

5. Archived

The contract has passed its end date after which time the information held is
archived.

a. Provider may use an archived contract to create a ‘Suggested’ contract
and start the renewal process

b. Any queries or requests to change your service options after the
publication date must be addressed to the Services for Schools Team.
Please refer to the Section: Getting Help at the end of this Guide.
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ORDERING PROCESS

Clicking on the (o]« [T AAVAT I HPLo B E-YARS button will open up the screen below
and you can start the ordering process:

Please Note: By ordering you are accepting the Terms and Conditions for each
contract. Some providers have special Terms & Conditions and a note of this will be
displayed,

The first step for ordering is to decide what you wish to purchase.
To see details of the offer then there are two ways to do this either:
1. Click on the Check the services brochure button which is

available on the front page or
2. Click on Brochure

O | i

<« C M [ ws84-0029nottscc.goviuk/sds/Contracts/OneStopShopTdatefrom =01%2F04 % 2F 20158 dateto=31%2F03%2F 2016 7y =
% apps B Mottingham ASBM .. | Selecta Provider [ SchsLogin [ Services forschools... [Jg Outiook.com - erica.. [E) google chrome - Go.. [ DewSch | DevProvider » [ Other bookmarks
Abbhey Gates Primary School, Ravenshead (change school)
= =
Nottinghamshire
=
County Council
Services For Schools Dashboard Reports ~ School ~ User Guide Administration ~ Erica Fletcher (ef10) ~

Order for 01 Apr 2015 to 31 Mar 2016

Please Note
To simplify the ordering process itis assumed that you have read and accept the terms and conditions far each contract.

Click the pravider narme to see the contract or place an order. Use the budget guide to track your spending.

All Contract Total £ 0.00

Finance « Brochure (2 No Contract
Legal ~ Brochure (3 No Contract
Internal Audit + Brochure (& Neo Contract
Risk & Insurance Brochure (2 No Contract
HR ~ Brochure (8 No Contract
Staff Absence « Brochure (& Neo Contract
Payrall = Brochure (2 No Contract
Governing Learning & Development - Brachure (2 No Contract
ws84-0020.nottscc.govuk/sds/Contracts/One StopShop fdatefrom=D1%2F14%2F 2115 8dateto=3122FI3%2F 2016 -

If you want to review the service options being offered a more detailed description is
available by clicking the provider name. This will open up a screen which display the
service options available (if there is more than one).
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The school is able to view the various service options being offered and the grey button
shows how prices have been calculated.

[/ [ Orderfor 01 apr 20150 5 x e |
C M [ ws84-0029nottscc.goviuk/sds/Contracts/OneStopShopTdatefrom =01%2F04 % 2F 20158 dateto=31%2F03% 2F 2016 vy =
| SelectaProvider || Schslogin [ Services forschools... []g Outlook.com - erica | DevProvider » [ Other bookmarks

Gives a quick
breakdown of
the various
service
options
available for
this Service
Provider

2 pps [ Mottingham ASBM

—— - ———

Services For Schools  Dashboard  Reports v School -

User Guide

Order for 01 Apr 2015 to 31 Mar 2016

Please Note

To simplify the ordering process it is assumed that you have read and accept the terms and conditions for each contract.

Click the provider name to see the contract or place an order. Use the budget guide to track your spending.

Erica Fletcher (ef10) «

All Contract Total £ 0.00

Finance ~ Erochure ¢ No Contract
Legal - Brachure (8 AR

Avallable Services

Legal Advice and Assistance

v

We provide effective and efficient legal advice and

representation for maintained schools and academies via our
team of friendly and experienced solicitors and legal
practitioners

v

Payment Option Monthly Drop down
menu gives
price for this

Contract terms option
Create Contract Close
Internal Audit » Brochure (& No Contract

?l E ( W g E mﬁw" E it @_ it D 1l nwlni'lzgms i

Schools are able to check the prices being charged by using the dropdown arrow and if
the SP is offering a range of service options this will be shown here e.g. for Legal
services you are able to purchase either 5 or 10 hours of legal advice.

10 hours advice and assistance per annum £500.00

j Clicking the option then updates
the rest of the form — see example above.

The system also allows the School to choose their preferred payment option
Payment Option

| Monthly j

Contract terms_ - this is where you will find the full Terms and Conditions —
please note all T&C’s have been ticked as accepted for ease of navigation.
Some services do have additional special conditions and these will be found by
clicking this button.

When a school is ready to go ahead with the contract clicking on the

Create Contract

button forms the service level agreement on the
school side.

However if the school decides they are not ready to proceed yet, clicking the Cancel
button navigates the user back to the list of providers.
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## Dashboard - Windows Internat Explorer provided by . . I I e - = - s |
File Edit View Faworites Tools Help
& &3~ [ nup//wssa-0029.nottsce.gov.ul/sas/ ~[ Ea] 4+ [ < | [IBA Googte 2 -
¢ Favorl tes [ (8] For Schools Services - Sut.. [ Google Home - Support Service R.. @8] 845 - Lag in | Select a Provider @] Services for Schools Phase.. -
- | &2 Home - Intranet & Dashboard x Fin ~ e v Tools =

This Is an Implementation system - this system will go live on the 17th February

Nottinghamshire
County Council

Services For Schools Dashboard Reports ~ School ~ Administration - Aneeta Kashyap (alk41) -

Dashboard

Ordering

Updates
Order new for 2014715 Check the services brochure . [
los &g

A contract has been amendead. Total value £7048.00 10 months aoo

act has been amended, Total value £170.00 11 months oo

Live Current Contracts «

@ Copyright Mottinghamshire County Councll 2014 - Version 2.0.0 About

€& Local intranet | Protected Mods: Off Fla = W 125% -

a. Updates

This is a log of the various amendments made by the school, details of these will
also be emailed to the central email address provided or individual email
addresses for representatives of the service.

If the SP has ‘Suggested ‘a contract this will appear here; Updates provide the
school with a summary of the activity that has taken place.

b. Live Current Contracts

This section will have the various contract statuses available for the school to
view the stage of their contract. For example if the contract has been suggested
then there will be an additional bar above the ‘Live Current Contracts’ bar
labelled ‘Suggested Current Contracts’. By clicking on the dropdown arrow this
will reveal a list of the contracts in that status.

This allows the school to decide if they will wish to accept the suggestion or
amend; these actions will move this contract from ‘Suggested’ to ‘Live’ if
accepted or to a new bar labelled Amended Current Contracts.
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REPORTS

Schools can generate reports to provide management information on their current buy
back of services. Reports are available in ‘Summary by Budget Code’ format

@ Summary by Budget Code for 05 February 2014 - Windows Internet Explorer provided by .. .. m

File Edit Wiew Favorites Tools Help

QUv "é http://ws84-0029.nottsec.goviuk/sds/Contracts/SummaryByBudgetCode '| @ ‘ + ‘ A |@ Google pe) -

»
L[ Favorites = |©]| For Schools Services - Out. E Google Home - Support Service R.. QJ $4S-Llogin |  SelectaProvider @ Services for Schools Phase..,

25 v | @ Home - Intranet E summary by Bud... X ’:f v = v Toolsv
Budget Code for 05 February 2014
Export to Excel
CFR i
Ref Provider Service Option Description Budget Code Cost
Catering School Catering Service  School Catering Service - £6,808.00
- Primary Schools Primary Schools
Cleaning Sickness absence - after  Caretaker cover £4,464.00
1st day of absence
Sub Total £11,272.00
E09 Governing Learning &  Full Package Governor support full package 12030 £1,040.00
Development
Sub Total 12030 £1,040.00
E10 Staff Absence Teachers Standard 3 -195days 12080 £8,786.44
Protection
Sub Teotal 12080 £8,786.44
Done € Local intranet | Protected Mode: Off o v ®I125% -

i 11:43
A 1t o

05/02/2014

e This report has been designed to enable the School to export to their local
system.

e The report can be printed either directly from the screen or by exporting to Excel
thereby enabling the School to print to a preferred presentation.
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SCHOOL TAB

By clicking on the School tab it creates a dropdown menu allowing you to review :
e School Users

e School Details

# School Users - Windows Internet EXpIOTe provided by - 1 e e v = . e S|

File Ecit View Faverites Tools Help
&~

il Favorites 4 [0]| For Schools Services - Out.. [l Gooale Home - Support Service R.. @545 - Login | Selecta Provider ®| Services for Schools Phase..,

&2 hitp//wsB4-0029 nottsce gov.uk/sds /SchoolUsers/Andex v‘ =] ‘ o | < | B} Googte =

| &2 Home - Intranet @* School Users x i - 1 - Tools =

This Is an Implementation system - this system will go live on the 17th February

Abbey Gates Primary School, Ravenshead (changs school)

Nottinghamshire
County Council

Services For Schools Dashboard Reports -~ School -

School Users
Username Full Name Roles
2788 Master School Erica Account [Erica]
[Rep]

[Rep]

@ Copyright Mottinghamshire County Councll 2014 - Version 2.0.0 Abou

€ Local intranet | Protected Mode: OFF flg v WM 125%  w

The school users screen will list all the current users listed for the School.

The Master School ERICA Account cannot be amended as this is the account which is
centrally controlled at Nottinghamshire County Council. In the event that you have
forgotten your password it enables the Nottinghamshire County Council Helpdesk to
allow access. (0115 977 2010)

The School can nominate as many Users (Rep) as they wish to but beware that access
via this allows the User to enter into/amend or delete (cancel) contracts.

The School Details tab (see print screen on page 15) allows the school to view the
current data being held for the school. This data is used by the Providers to offer
various service options and, it is important that schools keep this information up to date
or prices may be calculated incorrectly.

For example

e aprice may rely on the School Status — some services are not currently
available to a school if it converts to an Academy - this is true of the Risk and
Insurance offer

e aprice may be determined by the size of a school and the criteria used to
configure the school as Small/Medium/Large is dependent on the numbers on
roll

¢ HR absence is calculated by taking the headcount figures so the current
numbers under Staff need to be correct

e Education Library Service (ELS) calculates its charges by the number of books
on site
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If any of the current information held is incorrect please let the System Support Admin
know by email so this can be verified and amended.

Note: Schools are able to update the following themselves:
e Number of vehicles

e Number of books

%# School Details - Windows Interi r provided by .. ..

File Edit WView Favorites Tools Help

& ()~ [@] hupy/wsaa-0029.nonsce.govuk/sas/Schools/Myschool ~[ B[ 4 [ % | [IEH Googte o -
Jir Faverites i 0] Fer Schools Services - Out.. [ Google [} Home - Support Service R, )54 - Log in | Select a Provider (@] Services for Schools Phase.. ”
55 | @ Home - Intranet &2 school Details i~ - Tools v
Services FoOTr SCroors Dasnooara REpOTts ~ SCNoOT = AOMIMISTIATON - ANEET Kasnyap (aRFL) - i

School Details

Edit school details
My School's Details

Official Name
Name

Address

Post code
E-mail address
Dfes number
School Status
School Type

Catering Status

Claim Rating No claim rate -
Done €& Local infranet | Protected Mode: OFff fa 0w WM125% 0~

% School Details - Windows Internet Explorer provided by . « R
File Edit Wiew Favorites Tools Help
&5 = [ @] nitp/wss4-0028nottsce gov.uk/sds/Schools/MySchaol [ ]+ | < |[EA Googte o |
i Favorites Jp 0] For Schools Services - Out., Bl Gooale [1] Home - Support Service R.. @2 845 - Login | Select a Provider @] Services for Schools Phase..,
HE - | @B Home - Intranet &2 School Datails x i - @ -~ Tools~

ACTUe T

School information

Pupil Numbers
Nursery Numbers
Governors

Staff

Acreage

Gross Floor Area

Number of vehicles

Number of vehicles school use
Number of vehicles for shared use
Number of vehicles for community use

Number of books

Number of books for loan collection standard 0
service

Daone €& Local intranet | Protected Mode: OFf o v
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3 Setect s Sehool - Windoes Interet Expiorer provided By T T T |- | ]
File Ecit View Favorites Tools Help
o ()= [ @) nut i /waBa-00 2000 T8 Ce oM UK/ 55/ 51116 /5 6N Gl S 61 8 CTOIT T TN~ 21 54 59 21 ~ | 5] 4 [ < | [IEH Googte 2 -
i Favorites #ip 8] For Schools Services - OUL.. Goagle I Home - Suppart Service R.. 3] 545 - Log in | Select a Provider @] Services far Schools Phase., -
|- | @2 Home - Intranet | @ selectaschoor x| i - o - Teels -

This is an implementation system - this system will go live on the 17th February

Nottinghamshire
County Council

Services For Schools Dashboard Reports - School -~ Administration -

Aneeta Kashyap (ak41) -

My Details

Select a School Change Password

R Log out
Choice

School Abbey Gates Primary School, Ravenshead |~

@ Copyright Nottinghamshire County Council 2014 - Version 2.0.0 About

€& Local intranet | Protacted Mode: OFf £ R -

You are now logged out of the system and returned to the original log in screen.

NOTE: YOU WILL NOT LOSE ANY OF YOUR SCHOOL’S CURRENT
SUBMISSIONS WHEN YOU LOG OUT OF THE SYSTEM.

MAINTAIN AND ADD USERS
ADD A NEW USER

To add a new use a School needs to login using the schools ERICA userid and
password.

Please Note: When you use the schools ERICA login this has limited functionality and
schools will have to enter users to activate full functionality.

%® Erica User Administiatio

Flle  Ecit Wiew Faverites Tools Help
'@( J= [@] b awsBa-0029 nottsce goviuk/ad s/School Users/EricaPreturnUr =% 2F 54 5% 2F MEIEIE

s o ~|
P Faverites iix Bl chrome Browser (8] For Sche, Home - Support Service R., |[@]] Services for Schools Phase.
5E |- | @2 Heme - Intranet @B New Tab Mt - R - Tools =

This is an implamentation system - this system will go live on the 17th February

- - Abbey Gates Primar
Nottinghamshire
County Council

Services For Schools Master School Erica Account (2788) -

You are logged in as the arica usaer. This has limited functionality

Erica User Administration
You are logged in using the Erica username.

You nead to create a New user account, using the form below, for each member of staff who neads access to the Service for
School system.

You can then use the newly created users to login and order services securely.

Current Users for Abbey Gates Primary School, Ravenshead

Username Full Name Roles Actions
27e8 Master School Erica Account [Erica]
kate kate cumberpatch IRep] Details | Resend Email Verification
| Done SR Local intranet | Protected Mode: OFF Fa v | W 125% -
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%* Erica User Administratio

File Edit View Favorites Tools Help

@Uv |@ http:/fwsB4-0029 nottscc.goviuk/sds/SchaolUsers/Erica?returnln =% 2Fsds % 2F - ‘ @ | sy ‘ X HE Google el -
»
. Favorites IF g Chrome Browser g] For Schools Services - Out... E Google [} Home - Support Service R.. @] Services for Schools Phase.
22|~ @ Home - Intranet @ New Tab @ Erica User Admi.. X (IR gé: v Tools ¥
TSI I Al TTorT - - TRep] TETans | ReEsel T EITTam T Tea oot i

Create a new user account.

Registration Form

UserName

e.q. Your Active Directory/Sums username

Password

Confirm password

First Name
Last Name

Email

mn

This should be & personal work ermail address

Telephone

Job Title

Is the user a resentitive of the school? They will receive
notifications of activity by email

When you click 'Create User' an email will be sent to the address you entered above.

A Done & Local intranet | Protected Mode: Off aow o H100% v

- 09:33
lil;l I'K JJ

13/02/2014

GETTING HELP

For any queries relating to the Interactive Order System please contact by:

v either email [}

servicesforschools@nottscc.gov.uk

v or Services for Schools Team on 0115 97 72338

SYSTEM SUPPORT ADMIN

Erica Fletcher
0115 97 72338
erica.fletcher@nottscc.gov.uk
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