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Welcome to (CPOMS
1 Using CPOMS for the first time

When we set up your CPOMS system, we are provided with a list of all staff names and email addresses,
which is the information we need to create each user log in.

The system works on a user group basis, which allows us to ensure that each user has the correct amount
of access to certain information.

Firstly every user needs to set their own password.

To ensure that all users change their password to something that is personal and secure, we do not provide
you with a password to begin with.

To create your first password please visit your school’s CPOMS URL. This can be found at the top of your
‘Welcome to CPOMS’ email (sent to the main contact only).

Click on the ‘Forgotten your password or using CPOMS for the first time?’ option (beneath the ‘Login’
button).

'OTGOTIEN YOUT PASSWOTG Of s
CPOMS for the first time?

Login using your CPOMS SSO account

, Follow us on Twitter!

Q@

When prompted, input the email address which was supplied to us and click ‘Reset Password’. This will
then send you a unique hyperlink, to that email address, which will enable you to create your first CCOMS
password.

Please note, the reset password link expires at midnight on the day it was sent, so should be
generated on the day you are going to log in to CPOMS.

Therefore, when starting to use CPOMS, we recommend that you share your CPOMS url
(web address) with users and advise them to click on the ‘Forgotten your password or using
CPOMS for the first time?’ option themselves, to avoid the link expiring.
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If you receive the error message ‘the email address you entered does not exist’ when trying
to reset your password, then it is likely that we have a different email address assigned to your
@ account, or that your account has not yet been created.

In this case, please contact your CPOMS Administrator in school to check this, within the
CPOMS ‘Admin’ area > ‘Users’ tab.

1.1 ‘Identity’ or ‘SSO’?

Some schools will have an additional option on their CPOMS log-in page for ‘Login using your CPOMS SSO
account’. (See screenshot)

[ Login using your CPOMS SSO account ]

' Follow us on Twitter]

]

Users who have access to multiple schools, or who also use CPOMS StaffSafe, can request a ‘Single Sign On’
(SS0O) account.

A SSO account allows you to maintain one email, password and key, to gain access to multiple CPOMS sites
without having to sign out. You simply switch between schools using a drop-down menu.

On request, you can also choose to amend the alert email address for each of your SSO schools so that the
relevant CPOMS alerts go to the relevant school email address, if required.

If you have been set up with a ‘SSO’ account:-

v When resetting your password please choose the ‘Authentication Provider’ > ‘CPOMS
@ sso’

v When logging in to CPOMS for the first time, select the ‘Login using your CPOMS SSO
account’ option, before entering your email address and password. Once selected, your
internet browser should remember this setting in future.
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Users who have access to one CPOMS system will have a ‘Identity’ account:-

v" When resetting your password please choose the ‘Authentication Provider’ > ‘CPOMS

@ Identity’

X Do not select the ‘Login using your CPOMS SSO account’ option. Please remain on the
‘Identity’ sign in page which is the default.

Please note, only schools with users who have access to multiple CPOMS sites will see these options.

1.2 How do I get an SSO account?

In order to create a ‘SSO’ account for you, you must already be a user on each schools CPOMS system, with
your preferred email address. Once this is arranged, please send us a request via the ‘Contact Support’
option, within your CPOMS log-in. Please include the name and post code for all schools you require access

to.
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2 Key User - Full System Access

2.1 Loggingin

Higher level access users also require a ‘Key’, as well as entering their email address and password. This
may be a ‘Soft Key’ using the CPOMS Authenticator App, or a physical USB key (available to purchase on
request, for those who are unable to use the app only).

Each key acts as the third element of security in CPOMS.

You will only ever be granted full access to the system when using the correct email address, password and
key code.

2.2  ‘Soft Key’ using the CPOMS Authenticator App

The app (Soft Key) works in much the same way as the latest revisions of Internet Banking in that it generates
an ever changing 6-digit security code (to use alongside your email and password) to enable higher level
access to CPOMS.

The app must be downloaded to an iOS or Android tablet/ smartphone device but can be used to log in to
CPOMS on all internet enabled devices, including your laptop/ PC — the app simply provides the passcode
to input.

To log in using your Soft Key, firstly enter your email address, password and click ‘Login’.
Next, when prompted open up your CPOMS Authenticator app and press ‘Approve’. If the approve option

does not appear, or you do not have access to the internet on the app device, you can also manually type in
the 6-digit number instead.

If you have not setup a ‘Soft Key’ please click here for the instructions.
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3 Higher Level Dashboard
The Higher Level Dashboard displays a range of different search options to the left side of the screen.

€ The ‘Quick Student Search’ box will find any part of any pupil name and present you with a
corresponding list.

€ Beneath the ‘Quick Student Search’, is the ‘Monitored Students’ check box which will produce a
list of all the pupils who are currently being monitored under any of the categories that you have
access to.

e A pupil becomes monitored automatically when they have had an incident added to their profile
by a staff member, or when they have been manually monitored from within the student
overview.

€ Aswell as ‘Include Archived Students’, which will allow you CPOMS Website ~ GPOMS User Guide  Contact Suppo

Itis your responsibility to logout and protect the security of student infi

to do any of the two previous searches and include any
pupils who have now left the school, e.g. the last year 6 or
11 class.

CPOMS Primary School ~  Dashboard

Quick Student Search

Include archived students

1

[}

1

1

1

L}
L} Monitored students
[}

1

1

1

L}
-

Filter By Group b

€ You can also ‘Filter by Group’ to produce a full class

1
7 —

- ' - o ]
register, and a note will appear next to their name of any 1
categories pupils within that class are currently monitored . : 2@ !
under. : 1 1

1B 1
! 2A 1
! 28 !
: 3A !
| 38 :
1 4A 1
1 418 1
1 5B 1
1 5A \
1 6A 1
1 68 1
I 1
:_ 1
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€ Lastly, you can filter by a specific category to see who is
currently monitored under the chosen category name.

Bullying

Attainment
dance

Bullying/ Friendship Related Issues

N "
.

[l Behaviour
.

1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1|+ Child Contact 1
I !
[ |
|| - R ]
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
1 1
- -

.
S
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4 Viewing an incident

On the right-hand side of the dashboard is the ‘Alert’ section. If you have been alerted to an incident or
action these will be listed when you log in, along with any reminders you have set.

If you have been sent any alerts at all, you will also receive an email to your school email address (or the
one which we have been given) to make you aware of the fact that you have been sent an alert by a member
of staff in school.

The email will tell you who has created the alert and which category it falls under but no other information.
It will then give you a link to your CPOMS login page to view the content in full.

You have a new incident alert

Suzanne

Selene Brammah has alerted you to an incident within the following

categories:

Click here o view this incidents

Once logged into the dashboard you will see your list of alerts. It will again tell you which member of staff
has alerted you, which student the alert is about, the category(s) the incident falls under and when the
incident alert was created.

If you now click on the word ‘Incident’ you will be taken directly to view the incident, highlighted in yellow.

Contact Support  CPOMS FAQ REMIND ME HIDE NAMES BLANK SCREEN

information

~ Dashboard  Repoting  Planner  Library  Admin  Account Settings Add Incident ~ v  LOGOUT

1
1
1
1
h 1
1
) Dashboard I
I 1
1
L}
Monitored students I
Chloe Kelan a nnah Greenwood (EEELEETEN] lome |ssues 'ears ago Chioe Kelan
1 Chioe Kelan add| h G =Y Chia P 4y go by Chioe K
I Include archived students !
1 Chloe Kelan added an incident for Danielle Bradshaw 4 years ago by Chioe Kelan 1
1
1
] Wendy Abbott added an incident for Asif Hussain 4 years ago by Wendy Abbott
[l Filter By Group v &> v ety v !
1
L}
1| -RA My Assigned Added :
RB
1
| 1A You are not assigned any open cases 1
18 |
1 24 |
1 28 My History Added .
L} 3R .
[ I e e B e e e e L !

With full access you are able to see more than the singular incident to which you have been alerted.
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If you have access to every category, you will see every incident registered in the system for this particular
student.

CPOMS User Guide Contact Support  Cl Q REMIND ME HIDE NAMES BLANK SCREEN

ut and prote ity of student infor

CPOMS Primary School ~~ Dashboard  Reporting  Planner  Library  Admin  Account Settings Add Incident - A~ LOGOUT

Hannah Greenwood (1B)

Sibling - Matthew Greenwood (5B) @ @

Overview Incidents Contact Details Document Vault Attendance Student Report Audit Report Monitoring History

Incidents Toggle parent categories | Show all acr
Read by 1 & Show Alert Options & Add Linked Student [ Show Audit History £ Options ~
Chloe Kelan “  Mr Greenwood was spotted outside of the school gates at the end of th hool day. Mrs Simpson had seen him when she was
Sun 23/10/2016 15:50 coming to pick Leah up, and infor ne that sl vare of the vith the Greenwood family and that she had just
seen him on her way in. She also managed to prevent both Hannah ew from seeing their father and causing any

Status: Closed distress.
Assigned to: Laura Wild

Linked Students
Matthews Greenwood (58)

Chioe Kelan alerted you to this incident, next ale

Add Action

& Show Alert Options & Add Linked Student [ Show Audit History  £# Options ~

Jenny Doyle % Hannah was seen crying in the playground before school today and wouldn't explain why.
Sun 23/10/2016 12:32

Social Services

Status: N/A
Assigned to: Noboay

Associated Actions show actions (1)

Add Action

Once you have read the incident, you can then mark as read to acknowledge that you have seen the incident
and understand the content. Once you mark an incident as read it will remove the alert from your

dashboard alerts section.

The incident will then filter into the student’s incident log at the appropriate point e.qg. if it is the most recent,
it will be at the top. If an incident has been backdated it will filter in below any others that are more recent.
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5 Adding an Incident

There are several different ways to add a new incident to CPOMS with full access.

The new incident form can be found by selecting ‘Add
Incident’ to the top right-hand corner of your CPOMS
dashboard.

REMIND ME HIDE NAMES BLANK SCREEN

Add Incident - A~ LOGOUT

Or, if you locate the name of the student, following any of the search methods explained earlier. Once
you have the name, you will notice that next to each pupil’s name in the search screens there is a green
‘+" sign. You can click on this to add a new incident to this student.

Hannah Greenwoo@

You will also find another ‘New incident’ button within the ‘Incidents’ tab of each individual student’s

profile.

To access a students profile, click on the student’s name following a search and select the second
‘Incidents’ tab. The ‘New incident’ button is at the top right-hand side of the page.

You will then be taken to the ‘Add Incident’ form, where you can fill in all of the details about the incident.
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Add Incident Form

REMINDME  HIDENAMES  BLANK SCREEN

CPOMS Prima o yas anner Lbrary  Admin  Account Seltings Agtmcient - Mv  LOGOUT
Sibling - Matthew Greenwood (56) @@
€ Back
Incident ‘ |
Categories @ Attament & Atendance [ Benaviow [ Bulying B Bulying Frendship Retalea tssues & Cause for Concem ] Chikt Contact &1 Chil rolection
1) Communication (1 Contact with Extemal Agency (1 Home Issues (1 Megical Issues () Parenial Contact () Prevent [0 Safeguarding () SEND
0 Team hincigent 0 Verbal & Aggressive Incidents
Linked student(s)
o Ink them to this incident
Maps
Date/Time = Ved 05 January 2021 1-36AM
Status Acive
Assign t

Click ta browse or drag a fie to upioad

Alert Staff Members

st ners

Type a colleague’s name or select an alert group to alert them la this ncident. Colleagues highlighted in red would not normally be able to view tis incident

Agency Involved

Add to planner

CPOMS © 2021, CPOMS Systems Limnied. v5.18.0 W

€ Incident
Fill in the ‘Incident’ text box with all of the details about the incident which you are adding. This is
a free text box so you can add as much or as little as needed. Be careful to be accurate and specific.

Hide Names Feature

When inputting any linked student names into the incident text box, please ensure that you
spell their name identically to how it is spelt within your MIS. This ensures that if you do
need to use the ‘Hide Names’ feature when reporting in the future, their name will be
detected and blanked out.

If a student mentioned in the incident text will not be linked into the incident their name will
not automatically be picked up by the ‘Hide Names’ feature should you need to use it.

If recommended by your LA/Safeguarding Advisor or you have followed our ‘People Involved’
custom field guidance, on use of initials, you may use their initials instead as well as terms
such as mum/ dad/ brother/ sister within the incident text.

If you do choose to use initials in your incident/ action text, please click here to see our
suggestion for a ‘People Involved’ custom field where you can record their full name.
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€ Categories
Once you have filled in all of the details about the incident, you need to select at least one category
to assign it to. If there is an overlap you may select more than one.

€ Linked student(s)
You can then choose to link in other students if more than one is involved in a particular incident.
This will copy the incident to all pupils selected. You can also click to monitor the linked student
under the same category(s) if necessary and choose whether to share any documents you attach
to the incident to their profile(s) as well.

€ Maps
The ‘Maps’ feature allows you to apply numbered markers to a map image to support your incident
text. This will default to our ‘Body Map’.

click here.

€ Date/Time
Following this you can select a date and time. These will both default to the current date and time,
however if you wish to change it to when the incident actually occurred you can do so here.

€ status
You may set the ‘Status’ of the incident to ‘Active’ or ‘Closed’. This field can be reported on, so you
are able to view ‘Active’ incidents only for example.

€ Assignto
You may also assign an incident to a specific staff member (Key Holders Only) if you or they will be
dealing with it, by selecting their name in the ‘Assign to’ field. The user will then receive an email
notification to alert them to this and the incident will appear in the ‘My Assigned’ area of their
dashboard until the incident status changes to ‘Closed’. This field can be reported on, so you are
able to view incidents assigned to a specific staff member, or ‘unassigned’ incidents.

€ Files
If you would like to attach a file/ document to support the incident e.g. a social services letter,
previous school case notes, or meeting minutes etc. you can do so at this point. Simply click to
browse and find the relevant document on your machine and add or drag a file from one of your
folders into the area to upload.

€ Alert Staff Members
Next, you can choose which members of staff you wish to alert. Begin typing a name and CPOMS
will filter through all CPOMS registered staff members for you to select from. Alternatively you can
select to alert an entire alert group by choosing the relevant alert group button(s) available beneath
the individual alert option.
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€ Agency Involved

You can also add any agency names to the incident to make others aware of which agencies are
involved with this incident/ pupil.

€ Add to Planner
For any reminders, tick ‘Add to planner’ and fill in your reminder details. This is useful if you wish
to follow something up or want to have a month by month view of the incident’s progression.

Once all of the above has been done, you must select the ‘Add Incident’ button to submit. This will then
send out email alerts to all of the selected staff members telling them that they need to log in to CPOMS to
look at a newly added incident.

Agencies and Categories

‘ Your Agency and Category lists were compiled by the school during the implementation
‘E' stages.

If you would like to add any more agencies, and/ or categories you can do so within your
CPOMS ‘Admin’ area. (Admin Key Holders Only)
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6 Adding an Action

Once you have added or read an incident and dealt with it, you can then log an action. This is very similar
to the incident logging and you can choose to alert other staff in the same manner. You can then make sure
that there is a clear trail of what has been done, by whom and when. This ensures that everyone alerted
has an up-to-date knowledge of what is happening with that student/ incident.

Add Action Form

CPOMS Website CPOMS User Guide Contact Support CPOMS FAQ REMIND ME HIDE NAMES BLANK SCREEN

Itis your responsibility to logout and protect the security of student information

CPOMS Primary School ~ Dashboard  Reporing  Planner  Library ~ Admin  Account Settings AddIncidet ~ M v LOGOUT

-
1
1
1
1
1 1
1 Hannah Greenwood (1B) 1
[ B - 1
Sibling - Matthew Greenwood (58) @ ® 5 .
' 9 Overview  Incidents ~ ContactDetalls ~ DocumentVault  Attendance  StudentReport  AuditReport  Monitoring History 1
1 1
1 Incidents Toggle parent categories =~ Show all actions I
1 1
1 1
| Read by 1 & show Alert Options & Add Linked Student B Show Audit History %* Options ~ 1
1 Chloe Kelan 4 Mr Greenwood was spotted outside of the school gates at the end of the school day. Mrs Simpson had seen him when she was !
1 Sun 23/10/2016 15:50 coming to pick Leah up, and informed me that she was aware of the situation with the Greenwood family and that she had just 1
1 seen him on her way in. She also managed to prevent both Hannah and Matthew from seeing their father and causing any 1
1 Status: Closed distress, 1
I Assigned to: Laura Wild 1
1 1
Linked Students \
1 Matthew Greenwood (58) Ay el
1 1
1 Chioe Kelan alerted you to this incident. next alert > 1
1 Add Action !
1 1
1
Al
CPOMS Primary School ~~  Dashboard  Reporing ~ Planner  Library ~ Admin  Acc Add Incident ~ M~ LocouT [N
1
! 1
1 Linked Students
Matthew Greenwood (53) 1
! 1
I Action Taken 1
I 1
I 1
! 1
l 1
! 1
I pge Categories 1
I 1
I pddto planner 1
! 1
I Add action to linked students 1
! 1
I Agency Involved I
I 1
| DateiTime ™ VWed 25 November 2020 1:38PM |
: Fil !
iles
l 1
L} ' .
I Click to browse or drag a file to upload 1
1
I 1
I 1
| AdertStaff Members
1
1 < . N 1
SLT | Teachers
! 1
: 1
Add incident alert reciplents | These user(s) were alerted to the corresponding incident. 1
I 1
! 1
l 1
1 Add Action 1
L}

€ Action Taken
Firstly fill in the free text box with all of the information needed about the action taken. This could
be a referral made, telephone call or meeting arranged, for example.
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€ Add Categories
If required, you can add additional categories to the action which will be displayed against the
original incident. Handy if it was categorised incorrectly or needs to be elevated to ‘Child
Protection’, for example.

€ Add to planner
For any reminders, tick ‘Add to planner’ and fill in your reminder details. This is useful if you wish
to follow something up e.g. to review in 1 week’s time or to input the date of the next meeting for
example.

€ Add action to linked students
If you would like the action to be copied to the linked students profile, click on the tick box to 'Add
action to linked students' next and 'Share documents?' if necessary.

hide actions (1)

Tip - If you or another user forgets to tick ‘Add action to linked students’ e S
and submit the action, you are able to share the action to the linked
student’s incident in the future by clicking on ‘Options’ to the top-right | ouse

™ At users

hand corner of the action and selecting ‘Add to linked incidents’. 1 Spitas incident

X Delete

€ Agency Involved
You can also add any agency names to the action to make others aware of which agencies are
involved with this action/ pupil.

€ pate/ Time
Select the date and time you wish to record, if it is different to the current.

€ Files
If you would like to attach a file/ document to support the incident e.g. a social services letter,
email, or meeting minutes etc. you can do so at this point. Simply click to browse and find the
relevant document on your machine and add or drag a file from one of your folders into the area
to upload.

€ Alert Staff Members
Next, you can choose which members of staff you wish to alert. Begin typing a name and CPOMS
will filter through all CPOMS registered staff members for you to select from. Alternatively you can
select to alert an entire alert group by choosing the relevant alert group button(s) available beneath
the individual alert option.

Or you may click ‘Add incident alert recipients’ to alert the same staff members who were alerted
to the original incident.

Once all of the above has been done, you must select the ‘Add Action’ button to submit. This will then send
out email alerts to all of the selected staff members telling them that they need to log in to CPOMS to look
at a newly added action.
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7 Editable Incidents and Actions

Admin Key Holders can choose to edit and remove both incidents and actions within CPOMS. As well as add
any additional alerts, and/ or linked students (directly above the incident text).

The ‘Edit’ and ‘Delete’ features are available within each child’s profile > ‘Incidents’ tab, to the top right-
hand corner of each individual incident, under ‘Options’.

fistory % Options +

Read by 1 & show Alert Options &' Add Linked Studeg

CPOMS Website CPOMS User Guide Contact Support CPOMS FAQ REMIND ME HIDE NAMES BLANK SCREEN 1
Itis your responsibity to logout and protect the: security of student information. 1
1
CPOMS Primary School ~~ Dashboard  Reporting  Planner  Library  Admin  Account Settings Add Incident - A~ LOGOUT |
1
Hannah Greenwood (1B) .
1
Sibling - Matthew Greenwood (58
Shing peyee Overview Incidents Contact Details Document Vault Attendance Student Report Audit Report Monitoring History :
1
Incidents Toggle parent categories | Show all actions NSl Al |
1
1
1
1

Chloe Kelan 4 Mr Greenwood was spolted outside of the school gates at the end of the school )' Pin post
Sun 23/10/2016 15:50 coming to pick Leah up, and informed me that she was aware of the situation p
seen him on her way in. She alsa managed to prevent both Hannah and May
Status: Closed distress.
Assigned to: Laura Wild

she B Print view
esit @ Add to planner

Linked Students

Matthew Greenwood (58) @ Edit
Chloe Kelan alerted you to this Incident. ® HiStOry
Add Action D" Mel’ge
R L e e e e e e e e e e e e e e ooy tletontione. & Ao evas N, ¥ Delete 1

If you choose to edit or delete an incident, CPOMS will keep all previous versions of the incident in its change
log so that nothing is ever lost. You can view any amendments made within the incidents ‘History’ (under

‘Options’).

Only CPOMS Key Holders who are a member of a User Group with the ‘Edit incidents’ permission will be
able to access these controls.

Iy L LT T L L M P e e e e e e e e e e e e e e e -
1| Ssivling - Matthew Greenwood (58) @ ® 1
1 ) €Back !
1 Edit Incident 1
1 Edit summary 1
L} Enter a reason for this edit 1
1 1
I Update linked Check to update all linked incidents aswel 1
; incidents |
i 1
! Incidant Mr Greenwood was spotted outside of the school gates at the end of the school day. Mrs Simpson had seen him when she was coming to \
1 pick Leah up, and informed me that she was e of the situation with the Greenwood family and that she had just seen him on her way in
1 She also managed to prevent both Hannah and Matthew from seeing their father and causing any distress. I
1 1
1 1
1 1
! Categories !
1 g Attainment ) Attendance 1 Behaviour [ Bullying Bullying/ Friendship Related Issues [J Cause for Concern 1
1 Child Contact @ Child Protection () Communication () Contact with External Agency @ Home Issues () Medical Issues 1
1 Parental Contact Prevent Safeguarding SEND Team Teach Incident Verbal & Aggressive Incidents 1
ild Protection Subcategories
Child Prot Subcategori 1
1 CAF Cause for Concemn Child Protection Plan CIN Early Help 1
1 1
1 Body map v ]
1 1
1
: Date/Time B 5un 23 October 2016 3:50PM 1
1 1
I Status Glosed 1
1 . 1
1 Assign to Laura Wild 1
I e e e e e e e e e e e e e e . oo s |
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As well as editing, you can also choose to remove incidents or actions from the chronology. For all other
users, it will appear as though the incident or action never existed, but those with the ‘Edit Incident’
permission will be able to see a deleted marker in its place in the chronology, with the option to ‘View
History’ or ‘Restore’ it, as well as view the reason for deletion.

CPOMS Website CPOMS User Guide Contact Support CPOMS FAQ REMIND ME HIDE NAMES BLANK SCREEN

Itis ibility ta log ormation.

CPOMS Primary School ~ Dashboard  Reporting  Planner  Library ~ Admin  Account Settings Add Incident - &~ LOGOUT

Hannah Greenwood (1B)
Sibling - Matthew Greenwood (55) & @ Overview  Incidents  ContactDetalls  DocumentVault  Aftendance  StudentReport  AuditReport  Monitoring History

Toggle parent categories | Shaw allactians

0 show Alert Ontions & Adel | inkad Student [ Shaw Audit History £ Ontians

Under ‘Options’ you can also choose to print off a singular incident by clicking b ‘Print view’. This will
generate a PDF document of that incident only with any associated actions, which you can then choose to

print or save electronically.

You can ‘Add to planner’ here to set any further reminders relating to the incident or action.

Pin Post

Important incidents can be pinned to appear at the top of the student’s chronology (‘Incidents’
tab). Simply locate the incident and click ‘Options’ to the top right-hand corner and ‘Pin Post’.

7.1 Merging Incidents

If an incident has been added to CPOMS multiple times by different staff members, you may merge it into
one incident. If you choose to ‘merge’ an incident, it will become an ‘action’ beneath the incident you
choose to merge it with.

To do this, simply locate the incident that you would like to merge with and take note of the Incident ID
Number. This is the small number located to the right of the staff members name who logged the incident.
This incident will become the main incident once merged.

Closed
Laura Wild

Matthew Greenwood
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Next, locate the other incident that you would like to merge with. This incident will become an action
beneath the other incident. Click on ‘Options’, to the top right-hand corner of the incident and select
‘Merge’. Input the Incident ID Number, of the incident you would like to merge with, and click ‘Search’.
You will then see a preview of the incident. If you are happy to merge following this, click on ‘Merge’ again.

7.2 Split as Incident

If an action is added to an incident and you feel it should be an incident in its own right, you are able to click
on ‘Split as Incident’ which will add it to the system as an incident instead.

Simply locate the action and click on ‘Options’, to the top right-hand corner of the action, and select ‘Split as
Incident’. When prompted, select the category(s) that the incident should be assigned to, if different, and

click ‘Split’ again.

It will then appear in the student’s profile in their ‘Incidents’ tab, in date order.
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8 Student Information

Once you have submitted an incident, you will be taken back to the student’s whole incident log, and the
incident which you have just added will be highlighted in yellow.

This page is the student’s entire incident log. If you have access to all of the categories in CPOMS, you will
be able to see every record held for that particular student.

The incidents will be listed chronologically from the oldest at the bottom to the newest. You can select to
open all actions associated with each incident at once by clicking ‘Show all actions’ at the top of this page,
or alternatively select to open the actions associated with each individual incident as you read them.

By selecting the ‘Toggle parent categories’ it will show you both the parent and sub-category assigned to
each incident. The system will default to show you just the sub-category.

CPOMS Website CPOMS User Guide Contact Support CPOMS FAQ REMIND ME HIDE NAMES BLANK SCREEN
1t s your respansibillly ta logout and protect the sacurity of student infarmation,

CPOMS School ~ Dashboard  Reporing  Flanner  Lbrary  Admin  Account Settings &~  LoGoOUT

Hannah Greenwood (1B)
Sidling - Matthew Greemwood (SE) @ @ Overview Incidents Contact Details Document Vault Affendance Student Report Audit Report Maonitaring History

Incidents New incident

Viewsd by 2 0 Show Alert Options & Add Linked Student  [5) Show Audit History & Options ~
Chioe Kelan 4 Mr Greenwood was spotted outside of tha school gates at the and of the schaol day. Mrs Simpson had seen him when she was coming to
Fri 10/08/2018 16:50 pick Leah up, and informed me that she was aware of the siluation with the Greanwood family and that sha had just ssan him on her way in
[ Horme 1ssuss She also managed Io prevent both Hannah and Matthew from seeing their father and causing any distress.

Linked Students
Matmew Groenwoo (55)

Chloe Kelan alerted you to this incident. nest alert >

Add Action

At the top of the page you will see several different tabs. These all hold different information about the
student.
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8.1 Student Overview

If you click on the Overview tab, you will see all of the basic information about that child such as their D.O.B,
Gender, SEN status, Medical Conditions etc.

All of this information is imported from your MIS system, and as such any new information which is added
or updated within your MIS will be imported into CPOMS by the following day.

Combined maps will show you your CPOMS map image(s). If you click on a map you will be able to see any
placed markers, from the students various incidents, combined. Any related incidents will be listed to the
right-hand side, and when hovered over, will highlight the markers related to that incident in green.

There is also an ‘Incidents by category’ pie chart which shows a break down of all incidents logged, by
category for that pupil. As well as a timeline diagram which shows you the incidents logged over a period
of time, handy for noticing any patterns that are forming or an improvement once an intervention has been
put into place.

CPOMS Website CPOMS User Guide Contact Support  CPOMS FAQ REMIND ME HIDE NAMES BLANK SCREEN
Itis your responsibility to logout and protest the secuity of student information.

CPOMS School Dashboard ~ Reporting  Planner  Library  Admin  Account Seftings &~ LOGOUT
Sibling - Matthew Greenwoad (55) @ ® ; . il i i

Overview  Incidents  ContactDetalls  DocumentVault  Aftendance  StudentReport  AuditReport  Monitoring History

Overview 7, Edit information
Gender Female Date of Arrival 08/03/2009 Admission Date 08/03/2009 DOB (Age)
Categories [Home ssues ]
Keywords
Agencies Social Services

Special Needs

Medical Conditions

Unique Identifier 12348 Admission 007822
X Number
Date of Arrival 09/03/2009
Admission Date 08/03/2009
Mis D@ 12348
Pupil Premium Yes
In LEA Care No
Free School Meals  No
Tutor Group 18
Ethnicity White - British
Religion Ghristian
First Language Engiish
English As No
Additional SEN Status No Special Educational Need
Language
Emergency No
Gifted/Talented No Medical Consent
Blood Group NA Pregnant No
Combined Bodymap v
Incidents by Category (All Time] Timescale: Past 6 2 months  Generale | Download as Image
Home Issuos | |
Child Protection 1 ]
o Month Feb1a  Marig Aprig May 18 Jun 18 Julig Aug 18

CPOMS @ 2018, CPOMS Systems Limited. v5.11.1 | View our cookie policy |
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By clicking on the ‘Edit information’ button, to the right-hand side of this tab, you can also do the following:-

€ Alerts
At the top of this page, you can choose who you would like to receive automatic alerts about this
student, if required. Simply type in part of their name in the ‘Alert Staff Members’ field and select
it.

€ Links
Under ‘Links’ you can see any linked students for this child, i.e. siblings, as per your MIS. You may
also add links of your own manually here, which are not picked up by your MIS, for friends, cousins
or neighbours etc.

€ Monitoring Options
e Summary

The ‘Summary’ field allows you to add a summary line which will appear at the top of the
students overview on save. This could be their Social Worker’s details, or a note regarding the
student for example.

o Categories

Here you can manually monitor a student for a certain category by ticking the category name,
or likewise un-monitor a student for a certain category if it is no longer required by un-ticking
the category name.

o Keywords

You may add keywords for this student here i.e. allergy, wears glasses etc. which you can then
search by later.

e Agencies

Here you can manually flag up agency involvement by clicking on the field and selecting from
the drop-down list, or likewise remove their involvement if it is no longer required by clicking
the x'.

Once you have made any changes here, please click ‘Update Student’ to save.
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Categories Attainment ) Attendance (] Behaviour [ Bullying (1 Bu Child Protection
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8.2 Incidents

The second tab is the Incidents tab which we have already seen in detail, this is where you will find the
student’s full chronology, and the ‘New incident’ button.

8.3 Contact Details

This holds the main contact details for each pupil.

You may also add any additional contacts directly to CPOMS, i.e. the student’s assigned Social Worker, using
the ‘Add contact’ button in the top right-hand corner.

CPOMS Website 'OMS User Guide  Contact Support  CPOMS FAQ REMIND ME HIDE NAMES BLANK SCREEN
Itis your t and prot ity of student information.

CPOMS Primary School ~~ Dashboard  Reporting  Planner  Library ~ Admin  Account Settings Add Incident - A~ LOGOUT

Hannah Greenwood (1B)

Overview Incidents Contact Details Document Vault Altendance Student Report Audit Report Monitoring History

Add contact
Hannah Greenwood
Address 54 Springview Telephone

Sibling - Matthew Greenwood (5B) @ @

Email

8.4 Document Vault

The Document Vault is the fourth tab along and can hold any type of document which you may wish to
upload to CPOMS. Once a document is uploaded to CPOMS it is encrypted so it is highly secure.
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Itis your it and protect the security of student information.

CPOMS Primary School ~~ Dashboard  Reporting  Planner  Library ~ Admin  Account Settings Add Incident - A&~ LOGOUT

£ Options ~
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Hannah Greenwood (1B)

Sibling - Matthew Greenwood (5B) @ @

Overview Incidents Contact Details Document Vault Altendance Student Report Audit Report Monitoring History

Document Vault

10/04/2016 1 [Greenwood_File.docx B Helen Caspes

1
I
I
1
1
1
1
1 Date ID  File Uploaded By
I
1
1
1
1
I
1

Documents which were added to an incident/ action will also be listed here (if you have access to the
category that they were assigned to) with a link to view the original incident/ action.

If you add a document directly to this area you can also choose to alert staff to the fact that it has been
added, under ‘Options’ > ‘Alert users’.
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Please note, documents added directly to the student’s document vault can be accessed by all
key holders who have access to the student. We do not recommend that you add any sensitive
or confidential files directly to the vault.

If required, you can choose to download all documents associated with a student into a zip file here.

Simply tick the very top tick box (In between the titles ‘Date’ and ‘ID’) which will select all, or if you do not
wish to download all simply tick the documents you require one by one. A new button for ‘Actions’ will now
appear to the right-hand side of the screen. Click on this option and ‘Download selected’.

T T T e T R S T T T T T T T T e e e e e e e - - - 1

Overview Incidents Contact Details Document Vault Attendance Student Report Audit Report Monitggy

Ne w document

Actions »
Document Vault

Alert users

Date ID  File UploaQed
Download selected
10/04/2016 v 1 W Greenwood_File.docx B Helen CNg W opnons

r

This will create a zip file containing all of the selected documents. The zip file usually appears to the bottom
left of your internet browser for quick access and is usually saved in the ‘Downloads’ folder of the machine
you are on (depending on your individual machine settings).

Please note, if the student has multiple pages of documents, you will need to follow the above instructions
on each individual page.

8.5 Attendance

The fifth tab is Attendance. This holds the basic attendance data for the student and will be up-to-date as
of the previous day.

It will also show present and absent marks over time in a calendar format, handy for spotting any patterns
that are forming.
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8.6 Student Report

Tab six is the Student Report tab which allows you to report on all of the information held within the system
for this particular student. The report will include the student's basic data at the top (which you can filter
out if required, using the 'include in report' tick boxes).
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8.7 How do I run a full student report/ chronology?

To run a full student report in CPOMS, access the student’s profile via their class list, or using the ‘Quick
Student Search’ option and click on their name, into their profile.
€ Within the student’s profile, click on the ‘Student Report’ tab.

€ Under ‘Include in report’ tick to include ‘Incidents’ in addition.

€ In the additional ‘Filter Incident’ options that now appear, you may wish to tick ‘Include Linked
Incidents’ to ensure you receive any incidents the student has been linked in to also. You may also
wish to choose to Hide Student and/ or Staff Names in the report.

€ For all records, please ignore the further filter options, or you may apply specific dates or select
certain categories within the ‘Filter incidents’ options.

€ scroll down to the ‘Report format’ and amend this to ‘PDF (print view)'.
€ If required enter a ‘PDF password’ to password protect the report, and ‘Generate Report’.

€ This will then generate a PDF copy of the student’s incidents which you can then print or save
electronically.

You can run all reports within CPOMS in 'Enquiry View' to view the report on screen, or 'PDF (Print View)' to
create a printable PDF copy.

pe Adrn Moot Setiegs

E Hannah Greenwood (1B)

,,,,,

.....

ac
°

.
'

8.8 How do | download the student’s documents/ files?

Once you have run the student report, you may wish to download the student’s documents/ files as well.

CPOMS System User Guide Page 28 of 123
© CPOMS Systems Limited 2022

CPOMS-1009-v3



CPOMS

To do this, access the student’s profile via their class list, or using the ‘Quick Student Search’ option and
click on their name. Within their profile, click on the ‘Document Vault’ tab.

To download all, click on the very top tick box (In between the titles ‘Date’ and ‘ID’) which will select all, or
if you do not wish to download all simply tick the documents you require one by one. A new button for
‘Actions’ will now appear to the right-hand side of the screen. Click on this option and ‘Download selected’.

Overview Incidents Contact Details Document Vault Student Report Audit Report Monitoring History

Document Vault
Alert users

Date D File Uploaded By

Download selected
19/07/2022 36 Attendance_Letter_2022 docx Suzanne Maxfield
19/07/2022 14 Report.docx Suzanne Maxfield ﬁgplions -
19/07/2022 38 Leaming_Plan_2022 docx Suzanne Maxfield £} Options -

This will create a zip file containing all of the selected documents. The zip file usually appears to the bottom
left of your internet browser for quick access and is usually saved in the ‘Downloads’ folder of the machine
you are on (depending on your individual machine settings).

Please note, if the student has multiple pages of documents, you will need to follow the above instructions
on each individual page.

8.9 Printing a single incident

To print off a singular incident, locate the incident within the student’s profile, ‘Incidents’ tab, click on

{q

Options’, in the top right-hand corner of the individual incident, and select * B print View’. This will
generate a PDF document of that incident only and any associated actions, which you can then choose to
print or save electronically.
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8.10 Hiding Names in a Student Report

When you are running the report, in the ‘Incident Filters’ you will find the option to ‘Hide’ either Student
Names or Staff Names (or both).

When you select to hide Student Names, you can choose to hide ‘All’ names, or ‘Just Linked’ names only. If
you choose to hide ‘All’ names, the name of the student whom the report is written about will be hidden,
as well as any linked students. If you choose to hide ‘Just Linked’ names, the name of the student whom
the report is written about will not be hidden.

Please note, the system is only able to hide the first name, surname (or both) of the student for whom the
report is written and any other students who are linked into the incident, as long as it is spelt identically to
how it is registered in your MIS. It will not hide shortened/ mis-spelled versions of the names if used, or the
names of any other students who are not linked into the incident. These Student Names are hidden within
the incident/ action text.

When you select to hide Staff Names, the name of the staff member who wrote the report will be hidden
to the left-hand side of each incident, as well as the name of the staff member it is ‘Assigned to’.

We would always suggest that before you print out a report, that you first run it in the report format ‘Enquiry
View’ to check that all the required names are removed from the text. Once you are happy with it, you can
then run it as a ‘PDF (Print View)’. If you then find a name in a report that you wish to hide, you can either
link in the required student(s) or edit the text of the incident/ action to use initials instead, for any names
that cannot be linked, and re-run the report. If this is required by your in-school procedures.

If there is a particular name or initials you wish to redact from a report as a one off, you can enter this in
the 'Redact words or phrases' option before generating the report, which will redact it from the report you
are generating. Simply type in the name/ initials and select it to add, you may add more than one word/
phrase.

8.11 Audit Report

The Audit Report tab details all activity on the system for that particular student to refer to if needed.

8.12 Monitoring History

The final Monitoring History tab provides the date and time stamp of when the student became monitored,
and un-monitored for the relevant categories.

This is also available in a timeline view where you can look back at the students monitoring history
throughout their school life. This area is handy for noticing any patterns e.g. if perhaps the student has
been on and off a certain category.

A student will automatically become monitored as new incidents are added by staff, you can also choose to
monitor a student manually within their ‘Overview’ tab, by selecting the ‘Edit Information’ button (to the
right-hand corner). From here you can simply tick the relevant category name(s) and scroll down to ‘Update
Student’ to save.
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Q: How to un-monitor a student

To un-monitor a student for a certain category, access their profile, via the class list or the quick student
search, on their 'Overview' page, click on the 'Edit Information' button. Scroll down the page to the

'Monitoring Options' area and simply un-tick the category(s) you would like to un-monitor them for, and
'Update Student'.

This is important to ensure your monitored student figures are accurate and up to date.

Q: How to monitor/ un-monitor in bulk for a certain category

To monitor or un-monitor a group of students for a certain category, from the main dashboard you can either
click on your different category names (to the left-hand side, to see who is monitored for what), or you may
click into a class list (i.e. a whole tutor group or year group). Next, to the right-hand side of the screen (above
the student names) you can select to 'Update Categories'. Once selected, a tick box will appear to the left of
each student’s name, tick the relevant students that you wish to monitor/ un-monitor and 'Continue'. You
can then choose a category name and choose to either 'Add' or 'Remove’ it from the selected students, as
well as choose a start date, or if needed you may wipe all categories.
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9 Reporting

The Reporting button at the very top of your screen, between Dashboard and Planner, allows you to report

on much more information about multiple students.

9.1 Overview

The first tab of reporting presents you with an overview of your CPOMS, listing the total number of current
monitored students and the total number of incidents logged in the system and under which categories

during the current academic year.

To the right you will find your whole school attendance figures, as well as your highest and lowest attendees
at the click of a button.

1
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It s your responsibility to logout and protect the security of stude= .
CPOMS Primary School ~~  Dashbo: Reporting anner Admin  Account Settings AddIncident -~ M~ Locour I
—_— I
1
1
1 1
Attendance  Graphs  CustomReport  Saved Reports 1
I 1
I Categories Monitored Incidents Total 1
1 1
1 B Actainment ] 0 0 Attendance |
o . 0 0 Authorised Absences !
I 1
1 B 10 0 Unauthorised Absences 1
1
. 3 0 Lates !
1 1
g 0 0 + Highest Atendance |
1
' IE 0 0 + Lowest Atendance :
1 - Child Contact 0 0 1
1 1
Bl Child Protection 0
1 1
| o= 0 0 !
1 1
[ Bk 0 0 |
! o 10 0 !
1 1
1 Medical Issues 2 0 1
B o o !
1 1
I @D 0 0 1
I 1
* 0 0
1 1
| @D s 0 !
| —m= -1
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9.2 Attendance

The second tab along is the Attendance tab. This will break down your school attendance by class and show
you how each different class attendance compares to the school average.

You can also click into a particular class to see a breakdown of attendance per student, sorted highest to
lowest.

You may also choose to filter your attendance by many parameters by selecting the ‘Show Filters’ option
(above the attendance table).

CPOMS Web: CPOMS User Guide Contact Support CPOMS FAQ REMIND ME HIDE NAMES BLANK SCREEN ':
1
CPOMS Primary School ~~ Dashboard  Reporting  Planner  Libray ~ Admin  Account Settings Addincidet ~ M~ LocouT [
1
1 ] |
1 Reporting |
! 1
I  Overview Attendance Graphs Custom Report Saved Reports |
! 1
! 1
1
| TutorGroup Students Avg. attend® Avg. % attendance +I- compared to school avg. :
I Rra 5 1
. 1
RB 6
| (- 1
LT 2 !
I 1
1 18 20 1
! 2A 20 1
! 1
1 28 20 1 1
\ 3A 20 1
I 1
I 38 20 1
! 1
P 20
1
1 48 19 1
! 1
| 58 20 |
I A 20 1
! 1
1 6A 20 |
- 6 I
! 1
I 1
1 M|

Using the filters, you may look at your ‘Monitored’ students attendance only — Now, Ever, or between a
certain timeframe, or the attendance of those who are monitored for a particular category, e.g. your Child
Protection children only.

Further filters include Pupil Premium, Religion, Age Range, SEN Status, Ethnicity, Gender, Year Group and
many more.

This allows you to change certain aspects of your attendance to see how they impact upon current levels of
attendance.
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CPOMS Primary School -

Monitored

Monitored categories

Archived Students

Individuals

Gender

Gender identity

Age Range

Attendance range (%)

Agencies

Group(s)

First Language

Dashboard ~ Reporting  Planner  Library  Admin  Account Settings

Hide filters

® Any Al Exclude

Include Only

Before =

only @ Exclude

® Any Al Exclude

CAMHS Educational Psychologist Police Schoal Nurse SENCO

® Any Al Exclude

® Ay O Al O Excude

® Only Exclude

Youth Offending Team

Add Incident - - LOGOUT

9.3 Graphs

The next tab in the Reporting section is Graphs. These are several different managerial graphs which you
can look at and export to give you a more visual overview of information held in CPOMS.

The current graph capabilities are:-

€ Absences by Class

€ Incidents by Category

€ Incidents by Month

€ Monitored Students

€ SEN Status

€ Student Ethnicity

€ Student Religion

€ Unauthorised Absences

€ Absence by Class Graph

Interactive mode allows you to hover over the chart to see specific values. Image mode allows you to save
or copy the graph into another program by dragging it or right-clicking the image and ‘save image as’.
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Itis your responsibilty to logout and protect the security of student information.
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These graphs are only some of what we can do, if you can think of any more that may be useful to you
please do not hesitate to let us know.

You may also create your own Graphs and Charts within the Custom Report section next.

9.4 Custom Report
The Custom Report tab combines much of the tabs we have seen before all in the one place.

Firstly you can choose what to report on at the top, 'Students' or 'Incidents'.

Report on Students |

1

1

1

! .
1 i

1 Filter students Incidents !
1
1

Filter students by incidents 1

The 'Filter students' and 'Filter incidents' options can then be used to narrow down the results of the report

so that you can drill down into specific areas that you are interested in, e.g. by Pupil Premium, Religion, Age
Range, SEN Status, Ethnicity, Gender, Year Group and many more.

Filter students
Filter students by incidents
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Under 'Report type' you can then choose how you would like your results to be displayed:-
C  Listing - Lists the results in detail individually.

€ Summary table - Creates a numerical table displaying the number of results in each group as
specified by your selected 'Primary Grouping' and 'Secondary Grouping' option if you choose one.

€ Summary chart - Similar to the summary table, but in a chart format. You can choose the type of
chart once this option is selected, including Pie, Column and Bar.

€ Combined graph - A chart that combines two groupings on the same graph.

When 'Listing' is selected for a Students report, you can choose what you would like to include about each
student by ticking/ un-ticking the ‘Include in report’ checkboxes.

When you tick to include ‘Incidents,” here, you will receive extra options to only display particular kinds of
incident. As with all the reporting options, if you select nothing at all, everything will be returned.

The summary report types are numerical and require you to group the results by some property so that
they can be counted. If you choose two groupings, you will get multiple tables of results.

Redact words or phrases - if there is a particular word or phrase you wish to redact from the report, type it
in this field and click on it to add. You may add multiple words and phrases here.

Order - choose how to order your report, alphabetically by surname or by age of the student.

Report Format

€ “Enquiry View’ allows you to run a report and view the results on screen. Handy if you need a quick
glance at data.

C  ‘PDF (print view)’ will create a PDF copy of the report, with the option to password protect it. You
can then choose to save the report electronically or print it.

C  “Excel spreadsheet’ will create a excel spreadsheet containing the results of the report you
generated, which you can then further manipulate if needed.

Report Title - if you wish to save a report for future use, simply enter a 'Report Title' and choose ‘Save
Report’ when you are ready. This will save the report to your 'Saved Reports' area, within ‘Reporting’.

Make report recur - as well as saving reports, you can ‘Make report recur’, it will then regenerate itself
automatically within the specified timeframe - handy for reports you need to run every week/ month.
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e Recurrence basis: Select the recurrence basis i.e. Daily, Weekly, Monthly.

e Every: Enter the number of times you wish for the report to reoccur e.q. ‘Every’ 2 weeks
for example.

e Start at: Enter the date and time you wish for the report to run for the first time.

e When you are ready, click on ‘Save Report’.

Report Title Weekly Behaviour Report

Make report recur B This will disable the option to generate a one off report, as It fequires the report 1o be saved
Recurrence basis Wieekly

Every 2 Weeks

Starts at 22/07/2022 15:30 [=]

Save Report

The report will then generate on screen and appear within the ‘Reporting’ area > ‘Saved
Reports’ tab should you need to update any settings.

Going forward you will receive an email notification for ‘Scheduled Report Generated’,
including a link to view the report. A copy of each report will also be stored within ‘Reporting’
area > ‘Saved Reports’ tab.

OMS FAQ REMINDME  HIDENAMES  BLANK SCREEN ||
I
ing  Planner  Libary  Admin ™
1 1
i 1
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1| | rosoren T ) B
—-— 1
l \
1 Filter students x> 1
=
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1 -
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| ncidemrepor Naia O uPn Duw 1
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I B Gender icenty class Categories 1
1 Keywords Agencies Religion 1
| Summary Special Educational Needs Medical Condiions 1
Pupll Premium O Address [ Incidents 1
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1
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: = -
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Following feedback from our schools, this reporting tab has been designed to give you much more flexibility
to manipulate the data stored in CPOMS for various purposes. For example, you may wish to know how
many behaviour incidents each tutor group has had in a term, or look at pupil premium v attendance.
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Q: How do | add our school logo to reports?

To add your school logo to appear in the header of PDF reports, firstly upload the school logo into your
CPOMS ‘Library’ area, in your preferred size.

Next, navigate to your CPOMS ‘Admin’ area, selecting the ‘Settings’ tab. Scroll down to the ‘School Logo’,
select the relevant logo here and click ‘Update Settings’.

9.5 Saved Reports

The ‘Saved Reports’ tab will list any reports you have chosen to save previously. You can save the filters
used in a report for future use by inputting a ‘Report Title’ and selecting ‘Save Report’, when running a report
in the ‘Custom Report’ tab.

If you click on the report name, you can easily regenerate the report in either ‘Enquiry view’ or ‘PDF (print
view)’.

If you click on ‘Options’ at the end of its row, you will receive further options to choose from, please note
these options vary depending if it is a recurring report or not:-

€ Ppublicise - If you would like to share a common report with all users who can access the ‘Reporting’
section of CPOMS, click on ‘Publicise’ — it will then appear within each users own ‘Reporting’ area >
‘Saved Reports’ tab. *If a report is made public and run by another Key Holder they will only see results
for the categories/ classes that they have access to.

€ Change Expiry - If you would like the report to stop reoccurring by a certain date you may select or
edit it here.

€ Create Sharing Link - If you would like to share a report with an individual, you can create a sharing
link. Simply click on ‘Create Sharing Link’, please be aware by creating this link, any one with access
to it can view the report without a CPOMS login. Once you have created the link, click on ‘Options’
again, further options will now be available for ‘View Link’, ‘Change Link’ and ‘Remove Link’. If you
wish to share the link with someone else, click on ‘View Link’. In the pop-up, choose how you wish
the report to be displayed i.e. Enquiry View or PDF (Print View) and then copy the unique web
address, which you can then share with them.

Once you know they have accessed the report, you may wish to go back to ‘Options’ and ‘Remove
Link’ to revoke access.

€ Regenerate - If you wish to amend any of the saved report filters, e.g. update the date range, click
on ‘Regenerate’. You can then amend the filters to suit your needs and ‘Generate Report’.

€ Edit Schedule - If you wish to amend the timeframe the report runs.
€ cancel Schedule - To stop the report reoccurring.

€ Delete - This will delete the report fully from your ‘Saved Reports’ section, if it is no longer required.
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Behaviour and Bullying Weekly Report ~ 20/07/2022 10:42 Suzanne Maxfield Never 22/07/2022 10:30

& Publicise
& Change Expiry
& Create Sharing Link
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< Edit schedule
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10 Useful Reports Guide
Individual Student Reports

10.1 Full Chronology Report

To run a full student report in CPOMS, access the student’s profile via their class list, or using the ‘Quick Student
Search’ option and click on their name, into their profile.

€ Within the student’s profile, click on the ‘Student Report’ tab.

€ Under ‘Include in report’ tick to include ‘Incidents’ in addition.

In the additional ‘Filter Incident’ options that now appear, you may wish to tick ‘Include Linked Incidents’
to ensure you receive any incidents the student has been linked in to also.

For all records please ignore the further filter options, or you may apply specific dates or select certain
categories here. You may also wish to choose to ‘Hide’ Student and/ or Staff Names to redact any names
in the report.

€ scroll down to the ‘Report format’ and amend this to ‘PDF (print view)’.

€ If required enter a ‘PDF password’ to password protect the report, and ‘Generate Report’.

This will then generate a PDF copy of the student’s incidents which you can then print or save electronically.

If you would like to include any documents or files attached to any of the incidents/ actions, please go to the students
‘Document Vault’ where you can download a copy.

How do | download the student’s documents/ files?
Once you have run the student report, you may wish to download the student’s documents/ files as well.

To do this, access the student’s profile via their class list, or using the ‘Quick Student Search’ option and click on their
name. Within their profile, click on the ‘Document Vault’ tab.

To download all, click on the very top tick box (In between the titles ‘Date’ and ‘ID’) which will select all, or if you do
not wish to download all simply tick the documents you require one by one. A new button for ‘Actions’ will now
appear to the right-hand side of the screen. Click on this option and ‘Download selected’.

i

i

!

i

!

!

| Document Vault

i

i Date D File Uploaded By
i

i

190772022 /] 36 Attendance_Letter_2022.docx Suzanne Maxfield
i

!

i

!

!

i

!

i

‘ Actions ~ ‘ New document

Alert users
Download selected
2 Options ~

19/07/2022 37 Reportdocx Suzanne Maxfield & Qptions ~

1910712022 38 Leaming_Plan_2022.docx Suzanne Maxfield £ Options ~

This will create a zip file containing all of the selected documents. The zip file usually appears to the bottom left of
your internet browser for quick access and is usually saved in the ‘Downloads’ folder of the machine you are on
(depending on your individual machine settings).
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Please note, if the student has multiple pages of documents, you will need to follow the above instructions on each
individual page.

Hiding names in a report

When you are running a report, in the ‘Incident Filters’ you will find the option to ‘Hide’ either
Student Names or Staff Names (or both).

When you select to hide Student Names, you can choose to hide ‘All’ names, or ‘Just Linked’
names only. |If you choose to hide ‘All’ names, the name of the student whom the report is
written about will be hidden, as well as any linked students. If you choose to hide ‘Just Linked’
names, the name of the student whom the report is written about will not be hidden.

Please note, the system is only able to hide the first name, surname (or both) of the student
for whom the report is written and any other students who are linked into the incident, as long
as it is spelt identically to how it is registered in your MIS. It will not hide shortened/ mis-
spelled versions of the names if used, or the names of any other students who are not linked
into the incident. These Student Names are hidden within the incident/ action text.

When you select to hide Staff Names, the name of the staff member who wrote the report will
be hidden to the left-hand side of each incident, as well as the name of the staff member it is
‘Assigned to’.

We would always suggest that before you print out a report, that you first run it in the report
format ‘Enquiry View’ to check that all the required names are removed from the text. Once
you are happy with it, you can then run it as a ‘PDF (Print View)’. If you then find a name in a
report that you wish to hide, you can either link in the required student(s) or edit the text of
the incident/ action to use initials instead, for any names that cannot be linked, and re-run the
report. If this is required by your in-school procedures.

If there is a particular name or initials you wish to redact from a report as a one off, you can
enter this in the 'Redact words or phrases' option before generating the report, which will
redact it from the report you are generating. Simply type in the name/ initials and select it to
add, you may add more than one word/ phrase.
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10.2 Student Monthly or Weekly Numerical Report

Access the student’s profile via their class list, or using the ‘Quick Student Search’ option and click on their name,
into their profile.

€ Within the student’s profile, click on the ‘Student Report’ tab.

C At the top, amend ‘Report on’ to ‘Incidents’.

€ Open up the ‘Filters’ and in ‘Between dates’, choose your required timeframe, i.e. the last 7 days, or last

month for example. Leave blank for all time.

Scroll down and amend the ‘Report Type’ to ‘Summary Table’.

Next, in ‘Primary grouping’, select ‘Month and year’ for monthly figures, or ‘Days of the week’ for a
weekly view.

In ‘Report Format’ select ‘Enquiry view’ to view the results on screen, or ‘PDF (print view)’ for a printable
PDF version.

Lastly click ‘Generate Report’.

This will give you the total number of incidents logged against the student in question, during your

selected time frame.

Report Format - What's the difference?

e ‘Enquiry View’ allows you to run a report and view the results on screen. Handy if you
need a quick glance at data.

e ‘PDF (print view)’ will create a PDF copy of the report, with the option to password protect
it. You can then choose to save the report electronically or print it.

e ‘Excel spreadsheet’ will create a excel spreadsheet containing the results of the report you
generated, which you can then further manipulate if needed.
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10.3 Student Monthly or Weekly Numerical Report, per category

Access the student’s profile via their class list, or using the ‘Quick Student Search’ option and click on their name,
into their profile.

€ Within the student’s profile, click on the ‘Student Report’ tab.

€ At the top, amend ‘Report on’ to ‘Incidents’.

€ Open up the ‘Filters’ and in ‘Between dates’, choose your required timeframe, i.e. the last 7 days, or last

month for example. Leave blank for all time.

Scroll down and amend the ‘Report Type’ to ‘Summary Table’.
In ‘Primary grouping’ leave on ‘Category’

In ‘Secondary Grouping’ select ‘Month and year’ for monthly figures, or ‘Days of the week’ for a weekly
view.

In ‘Report Format’ select ‘Enquiry view’ to view the results on screen, or ‘PDF (print view)’ for a printable
PDF version.

Lastly click ‘Generate Report’.

This will give you the total number of incidents logged against the student in question per category,

during your selected time frame.

10.4 Students Incidents Pie Chart
(There is a pre-populated pie chart located at bottom of each students ‘Overview’ page)

Access the student’s profile via their class list, or using the ‘Quick Student Search’ option and click on their name,
into their profile.

€ Within the student’s profile, click on the ‘Student Report’ tab.

€ At the top, amend ‘Report on’ to ‘Incidents’.

€ Open up the ‘Filters’ and in ‘Between dates’, choose your required timeframe, i.e. this term, school year

for example. Leave blank for all time.

You may also choose to focus on specific ‘Categories’ if you wish, by ticking the relevant category names
here. Leave all cateqories un-ticked to run the report on all categories.

Scroll down and amend the ‘Report Type’ to ‘Summary Chart’.
In ‘Primary grouping’ leave on ‘Category’
In ‘Chart Type’, select ‘Pie’.

€ Lastly click ‘Generate Report’.

This will give you a breakdown of the types of incidents logged against the student in question, in a pie

chart format.
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How to print a Graph/ Chart in CPOMS Reporting

To print a graph/ chart you have created in CPOMS Reporting, simply swap the graph/ chart
from ‘interactive mode’ to ‘image mode’.

Once in ‘image mode’ you are able to right-click on the image and choose to ‘save image as’,
or you may ‘copy image’ and paste the image into another program i.e. Microsoft Word and
print it from here.

If you choose ‘save image as’, once you open the file from within your own desktop you should
now have the option to print it.

Whole School Reports

10.5 Number of incidents on the system
Navigate to the ‘Reporting’ area (at the top of the dashboard), and click on the ‘Custom Report’ tab.
€ Select to ‘Report on’ > ‘Incidents’ at the top.

Open up the ‘Filter Incidents’ options and select the date range and/ or any categories that you wish to
focus on. Leave blank for all time, and all categories.

€ You may also wish to ‘Include Linked Incidents’ if this report will include incidents linked to multiple
students or family based incidents.

Amend the ‘Report Type’ to ‘Summary Table’.

Tick ‘Show number of associated students’ for an extra column displaying the number of actual students
involved per incident category.

€ For ‘Primary Grouping’ leave on ‘Category’.

In ‘Report Format’ select ‘Enquiry view’ to view the results on screen, or ‘PDF (print view)’ for a printable
PDF version.

€ Lastly click ‘Generate Report’.

This will give you the total number of incidents logged on the system during the date range selected. If you

chose certain categories only, incidents logged against other categories will be excluded from the total.

Report Title

If you create a new report that you will need to run again, you can save the report filters by
giving your report a ‘Report Title’ and clicking ‘Save Report’ (instead of ‘Generate Report’).

Saved reports can be found and easily regenerated in the ‘Reporting’ area > ‘Saved Reports’
tab.
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Make report recur

As well as saving reports, you can ‘Make report recur’, it will then regenerate itself
automatically within the specified timeframe - handy for reports you need to run every week/
month.

To make a report reoccur, firstly enter a ‘Report Title’ and tick the ‘Make report recur’ option.
Further options will now appear for you to choose from.

e Recurrence basis:- Select the recurrence basis i.e. Daily, Weekly, Monthly.

e Every:- Enter the number of times you wish for the report to reoccur e.g. ‘Every’ 2 weeks
for example.

e Start at:- Enter the date and time you wish for the report to run for the first time.

e When you are ready, click on ‘Save Report’.

Report Title ‘ Weekly Behaviour Report

i
! i
H |
! i
1 i
: Make report recur & This will disable the option to generate a one off report, s it requires the report 1o be saved :
| |
! — i
! Recurrence basis [weeky |+ |
! i
! i
| Every ‘ 2 Weeks !
! i
1 i
! Starts at ‘ 22/07/2022 15:30 O !
! 1
|

'  save Report I
! i

______________________________________________________________________

The report will then generate on screen and appear within the ‘Reporting’ area > ‘Saved
Reports’ tab should you need to update any settings.

Going forward you will receive an email notification for ‘Scheduled Report Generated’,
including a link to view the report. A copy of each report will also be stored within
‘Reporting’ area > ‘Saved Reports’ tab.

Saved Reports tab

Once you have saved a report or created a recurring report, it will appear within your ‘Saved
Reports’ tab (Within the ‘Reporting’ section of CPOMS).

Overview  Graphs  Custom Report  Saved Repors

Name Created Creator Expires. Next Scheduled Run

Benaviour and Bullying Weekly Report ~ 2010772022 10042 Suzanne Maxneld Never 2210712022 10°30 4 Options ~

& Change Expiry

& Creale Sharing Link
< Regenerale

3 Edit schedule

¥ Cancel schedule
1 Delete

I
1
i
i
i
I
i
i
i
i ® Publicise
i
1
i
i
i
I
i
i
i

If you click on the report name, you can easily regenerate the report in either ‘Enquiry view’ or
‘PDF (print view)".

If you click on ‘Options’ at the end of its row, you will receive further options to choose from,
please note these options vary depending if it is a recurring report or not:-
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e Publicise - If you would like to share a common report with all users who can access the
‘Reporting’ section of CPOMS, click on ‘Publicise’ — it will then appear within each users
own ‘Reporting’ area > ‘Saved Reports’ tab.

e Change Expiry - If you would like the report to stop reoccurring by a certain date you may
select or edit it here.

e Create Sharing Link - If you would like to share a report with an individual, you can create
a sharing link. Simply click on ‘Create Sharing Link’, please be aware by creating this link,
any one with access to it can view the report without a CPOMS login. Once you have
created the link, click on ‘Options’ again, further options will now be available for ‘View
Link’, ‘Change Link’ and ‘Remove Link’. If you wish to share the link with someone else,
click on ‘View Link’. In the pop-up, choose how you wish the report to be displayed i.e.
Enquiry View or PDF (Print View) and then copy the unique web address, which you can
then share with them.

Once you know they have accessed the report, you may wish to go back to ‘Options’ and
‘Remove Link’ to revoke access.

e Regenerate - If you wish to amend any of the saved report filters, e.qg. update the date
range, click on ‘Regenerate’. You can then amend the filters to suit your needs and
‘Generate Report’.

e Edit Schedule - If you wish to amend the timeframe the report runs.
e Cancel Schedule - To stop the report reoccurring.

e Delete - This will delete the report fully from your ‘Saved Reports’ section, if it is no longer
required.
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10.6 Number of incidents per Student
€ Navigate to the ‘Reporting’ area (at the top of the dashboard), and click on the ‘Custom Report’ tab.
€ Select to ‘Report on’ > ‘Incidents’ at the top.

Open up the ‘Filter Incidents’ options and select the date range and/ or any categories that you wish to
focus on. Leave blank for all time, and all categories.

You may also wish to tick to ‘Include Linked Incidents’ if this report may include incidents linked to multiple
students or family based incidents.

Amend the ‘Report Type’ to ‘Summary Table’.
For ‘Primary Grouping’ choose ‘Student’.

You may choose ‘Secondary grouping’ > ‘Category’ if you would like to see the number of incidents, per
student, by category. For the total number of incidents only leave secondary grouping blank.

In ‘Report Format’ select ‘Enquiry view’ to view the results on screen, or ‘PDF (print view)’ for a printable
PDF version.

€ Lastly click ‘Generate Report’.

This will give you the total number of incidents logged against each student’s name, during the selected date

range. If you chose the secondary grouping ‘category’ the total will be broken down by the category(s) the
incident was logged under.

10.7 Number of incidents by day of the week
Navigate to the ‘Reporting’ area (at the top of the dashboard), and click on the ‘Custom Report’ tab.
€ Select to ‘Report on’ > ‘Incidents’ at the top.

Open up the ‘Filter Incidents’ options and select the date range i.e. last 7 days, and/ or any categories that
you wish to focus on. Leave blank for all time, and all cateqories.

You may also wish to tick to ‘Include Linked Incidents’ if this report may include incidents linked to multiple
students or family based incidents.

Amend the ‘Report Type’ to ‘Summary Table’.
For ‘Primary Grouping’ leave on ‘Category’.
For ‘Secondary Grouping’ choose ‘Day of the week’.

In ‘Report Format’ select ‘Enquiry view’ to view the results on screen, or ‘PDF (print view)’ for a printable
PDF version.

€ Lastly click ‘Generate Report’.

This will give you the number of incidents logged on each day of the week, during the selected date range. If

you chose certain categories only, incidents logged against other categories will be excluded from the total.
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10.8 Weekly Incident Report (Useful for DSL meetings)
€ Navigate to the ‘Reporting’ area (at the top of the dashboard), and click on the ‘Custom Report’ tab.
€ Select to ‘Report on’ > ‘Incidents’ at the top.
€ Open up the ‘Filter Incidents’ options and select the ‘last 7 days’, under ‘Between dates’.
€ Leave the ‘Report Type’ as ‘Listing’.
€ In ‘Report Format’ select ‘Enquiry view’ to view the results on screen, or ‘PDF (print view)’ for a printable
PDF version.
€ Lastly click ‘Generate Report’.

This will give you the details of all incidents logged in school, during the last 7 days.

10.9 Monitored Student Report
Navigate to the ‘Reporting’ area (at the top of the dashboard), and click on the ‘Custom Report’ tab.
Select to ‘Report on’ > ‘Students’ at the top.

Open up the ‘Filter Student’ options and select ‘Monitored Students’. You may select to report on those
who are monitored ‘Now’, those who have ‘Ever’ been monitored, or those monitored ‘Between’ certain
dates.

Next, scroll down to choose your ‘Report type’:-

e Listing — will give you each monitored student’s basic information. You can choose which fields to
display via the ‘Include in report’ tick boxes.

e  Summary Table — will give you the total number of monitored students in each category. (Leave
‘Primary Grouping’ on ‘Category’)
e Summary Chart — will give you the percentage of monitored students in your chosen chart format.
(Leave ‘Primary Grouping’ on ‘Category’)
€ In ‘Report Format’ select ‘Enquiry view’ to view the results on screen, or ‘PDF (print view)’ for a printable
PDF version.

€ Lastly click ‘Generate Report’.

What are the Report Types?

The report type you select decides how your results are displayed.:-

e Listing - Lists the results in most detail individually.
e Summary Table - Creates a numerical table displaying the number of results in each group
as specified by your selected 'Primary Grouping' and 'Secondary Grouping' option.

e Summary Chart - Similar to the summary table, but in a chart format. You can choose the
type of chart once this option is selected, including Pie, Column and Bar.
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10.10 Pupil Premium vs Non Pupil Premium incidents
€ Navigate to the ‘Reporting’ area (at the top of the dashboard), and click on the ‘Custom Report’ tab.
€ Select to ‘Report on’ > ‘Students’ at the top.
€ Amend the ‘Report Type’ to ‘Summary Table’.
€ For ‘Primary Grouping’ choose ‘Pupil Premium’.
For ‘Secondary Grouping’ choose ‘Category’.
€ Tick ‘Separate table per secondary grouping’ for a clearer view of the data.

€ In ‘Report Format’ select ‘Enquiry view’ to view the results on screen, or ‘PDF (print view)’ for a printable
PDF version.

€ Lastly click ‘Generate Report’.

This gives you the total number of students monitored for each category who are Pupil Premium and Not

Pupil Premium, for comparison.

10.11 Active and Closed incidents
€ Navigate to the ‘Reporting’ area (at the top of the dashboard), and click on the ‘Custom Report’ tab.
€ Select to ‘Report on’ > ‘Incidents’ at the top.
€ Open up the ‘Filter Incidents’ options and select the date range, if applicable.
€ scroll down and locate ‘Status’, choose ‘Active’ or ‘Closed’. (In the ‘Filter Incidents’ options
Next, scroll down to choose your ‘Report type’:-

e Ljsting — will give you the full details of the ‘active’ or ‘closed’ incidents (depending which status you
selected)

e  Summary Table — will give you the total number of ‘active’ or ‘closed’ incidents against each category
(depending which status you selected). (Leave ‘Primary Grouping’ on ‘Category’)

e  Summary Chart — will give you the percentage of ‘active’ or ‘closed’ incidents (depending which status
you selected) against each category in your chosen chart format. (Leave ‘Primary Grouping’ on
‘Category’)

€ In ‘Report Format’ select ‘Enquiry view’ to view the results on screen, or ‘PDF (print view)’ for a printable
PDF version.

€ Lastly click ‘Generate Report’.
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10.12 Number of ‘Behaviour’ incidents by year
€ Navigate to the ‘Reporting’ area (at the top of the dashboard), and click on the ‘Custom Report’ tab.
€ Select to ‘Report on’ > ‘Incidents’ at the top.
Open up the ‘Filter Incidents’ options and select your ‘Behaviour’ category.
Scroll down, and amend the ‘Report Type’ to ‘Summary Table’.
For ‘Primary Grouping’ leave on ‘Category’.
€ For ‘Secondary Grouping’ choose ‘Year’.

In ‘Report Format’ select ‘Enquiry view’ to view the results on screen, or ‘PDF (print view)’ for a printable
PDF version.

€ Lastly click ‘Generate Report’.

This will give you the total number of ‘Behaviour’ incidents logged per year.

10.13 Number of students monitored for Child Protection or CIN

(@)

Navigate to the ‘Reporting’ area (at the top of the dashboard), and click on the ‘Custom Report’ tab.

(@}

Select to ‘Report on’ > ‘Students’ at the top.

(@}

Open up the ‘Filter Students’ options, under ‘Monitored Categories’ choose ‘Child Protection’. Once
chosen, you can choose to look at those who are monitored ‘Now’, who have ‘Ever’ been monitored or
those monitored ‘Between’ a certain timeframe — choose the option which best suits your report.

(@)

Under ‘Monitored Categories’ again, choose ‘CIN’ and again choose ‘Now’, ‘Ever’, or ‘Between’.

Leaving the option beneath ‘Monitored Categories’ on ‘Any’.

Scroll down, and amend the ‘Report Type’ to ‘Summary Table’.

(@)

For ‘Primary Grouping’ leave on ‘Category’.

(@)

In ‘Report Format’ select ‘Enquiry view’ to view the results on screen, or ‘PDF (print view)’ for a printable
PDF version.

Lastly click ‘Generate Report’.

This will give you the total number of students monitored under Child Protection and CIN.
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10.14 Incidents logged by a certain staff member(s)

€ Navigate to the ‘Reporting’ area (at the top of the dashboard), and click on the ‘Custom Report’ tab.

€ Select to ‘Report on’ > ‘Incidents’ at the top.

€ Open up the ‘Filter Incidents’ options and select a date range if applicable, or leave blank for all time.

€ still in ‘Filter Incidents’, scroll down a little and in the ‘Staff Member’ field, begin typing the relevant staff
members name, once their name appears, click on it. You may choose more than one staff member if
needed.
The option beneath ‘Staff Member’ should be selected on ‘Only’.

€ scroll down and leave the ‘Report Type’ on ‘Listing’.

€ In ‘Report Format’ select ‘Enquiry view’ to view the results on screen, or ‘PDF (print view)’ for a printable
PDF version.

€ Lastly click ‘Generate Report’.

This will give you the details of all incidents logged by the chosen staff member(s), during the time frame

selected (if any).

10.15 Number of incidents logged per Staff Member

€ Navigate to the ‘Reporting’ area (at the top of the dashboard), and click on the ‘Custom Report’ tab.

€ Select to ‘Report on’ > ‘Incidents’ at the top.

¢ Open up the ‘Filter Incidents’ options and select a date range if applicable or leave blank for all time.

€ scroll down and amend the ‘Report Type’ to ‘Summary Table’.

€ Tick ‘Show number of associated students’ for an extra column displaying the number of actual students
they have logged incidents against.

€ For ‘Primary Grouping’, choose ‘Created by’.

€ In ‘Report Format’ select ‘Enquiry view’ to view the results on screen, or ‘PDF (print view)’ for a printable
PDF version.

€ Lastly click ‘Generate Report’.

This will give you the total number of incidents logged by each staff member, as well as the total number

of students they have logged incidents for.
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10.16 Number of incidents logged by SEN Status
Navigate to the ‘Reporting’ area (at the top of the dashboard), and click on the ‘Custom Report’ tab.
€ Select to ‘Report on’ > ‘Students’ at the top.

Open up the ‘Filter students by incidents’ options and select a date range if applicable or leave blank for
all time.

Scroll down and amend the ‘Report Type’ to ‘Summary Table’.

For ‘Primary Grouping’ choose ‘SEN Status’.

For ‘Secondary Grouping’ choose ‘Category’.

Tick ‘Separate table per secondary grouping’ for a clearer view of the data.

In ‘Report Format’ select ‘Enquiry view’ to view the results on screen, or ‘PDF (print view)’ for a printable
PDF version.

€ Lastly click ‘Generate Report’.

This will give you the total number of incidents logged for each category, for each SEN Status.

10.17 Running a report on a single sub-category
€ Navigate to the ‘Reporting’ area (at the top of the dashboard), and click on the ‘Custom Report’ tab.
€ Select to ‘Report on’ > ‘Incidents’ at the top.
€ Open up the ‘Filter Incidents’ options and select a date range if applicable or leave blank for all time.
€ still in ‘Filter Incidents’, scroll down a little and under ‘Categories’ select the top-level category name,
once selected, you may now choose the sub-category name that you wish to report on.
Please amend the option beneath ‘Categories’ to ‘All’.
€ Scroll down and leave the ‘Report Type’ on ‘Listing’.
€ In ‘Report Format’ select ‘Enquiry view’ to view the results on screen, or ‘PDF (print view)’ for a printable
PDF version.
€ Lastly click ‘Generate Report’.

This will give you the details of all incidents logged against the sub-category, during the time frame

selected (if any).
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10.18 Searching incidents by key word
€ Navigate to the ‘Reporting’ area (at the top of the dashboard), and click on the ‘Custom Report’ tab.

€ Select to ‘Report on’ > ‘Incidents’ at the top.

€ Open up the ‘Filter Incidents’ options and in “Containing’ type in your key word and press enter. You may
input more than one word by typing in your next word and pressing enter again.
Beneath ‘Containing’, please choose ‘Any’ to search for any of the words you have entered, ‘All’ for an
exact match, or ‘Exclude’ to exclude any incidents containing this word.

€ Scroll down and leave the ‘Report Type’ on ‘Listing’.

€

In ‘Report Format’ select ‘Enquiry view’ to view the results on screen, or ‘PDF (print view)’ for a printable
PDF version.

€ Lastly click ‘Generate Report’.

This will give you the full details of incidents containing the key words you have input, or exclude them

from the report if this option was chosen.
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11 Planner

CPOMS contains a ‘Planner’ functionality, which can be accessed by those with both two-factor

authentication setup and the relevant ‘Planner’ permissions selected within their User Group.

View calendar

Add events

Add public events

A CPOMS Admin Key Holder, can check and amend your User Group permissions via ‘Admin’ > ‘Users’ tab,
by clicking on a User Group name (to the left-hand side of the page).

The ‘Planner’ area is available along the very top bar of CPOMS.

CPOMS Learning Trust ~  Dashboard Reporting  Planner  Library  Admin  Account Seftings

Add Incident

~ M~ LOGOUT

1

1

1
1 1
1 Month Day 1
1 1
L} 1
1 < Previous July 2022 Next » 1
1 1
1 Sun Mon Tue Wed Thu Fri sat 1
1 1
1 28 27 28 29 30 1 2 1
L} 1
L} 1
1 1
1 3 4 5 [ 7 TAF Meeting 8 E 1
| Reminder to ring Hannah's Mum 1
1 1
L} 1
| 1 n 12 EHCP Annual Review 13 14 Sports Day! 15 18 1
1 End of term reports due 1
1 1
1 1
1 17 18 18 20 21 22 23 1
L} 1
L} 1
1 1
1 24 25 26 27 28 23 30 1
1 1
1 1
L} 1
1 31 1 2 3 4 5 8 1
1 1
1 1
1 1
1 1
1 Public event  (SHaredevent) ~Your private event  Your shared event  Your public event Print view 1
L} 1
e M|

The ‘Planner’ displays any events or reminders set for each month, in a familiar calendar layout.

A day view is also available, which shows a timeline style display of events for the selected day. Click on the

date number to view by day.

Public, shared and private events are differentiated by colour. A key can be found to the bottom left corner

of the Planner area.
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Public event | Shared eveni © ‘“Your privaie event  Your shared event  Your public event

You may print a copy of the calendar, by selecting the ‘Print View’ button, in the bottom right corner. This
will generate a print-friendly PDF version which you can then choose to print.

11.1 New Event

To create a new event, click on the 'New event’ button, in the bottom right corner.

Complete the ‘New event’ form:-

Shared with

These people will also receive an alert for this event

1

CPOMS Learning Trust ~ Dashboard  Reporing  Planner  Library  Admin  Account Settings Addincident -~ M~  LOGOUT [

1

I 1
i New event |
1 1
I 1
1 Add student link(s) 1
1 1
| Title |
1 1
L 1
I 1
1 1
1 1
I 1
I 1
1 1
I 1
1 1
1 1
1 y 1
I 1
| Eventat 08/07/2022 15:40 O 1
1 1
1 Add reminder |
1 1
1 Make event recur a \
1 1
1 Public a |
I 1
1 1
1 1
I 1
I 1
1 1
I |
1 1

€ Add student link(s) — if the event is in relation to a student, you may add a student link.

This is useful for example if you have a case review meeting for a particular child or family. You can
then click through to their profile easily from the event to run off a comprehensive incident report
ahead of the meeting.

The event will also display at the top of the students ‘Overview’ tab, within their profile, until the
event has taken place.

€ Title — enter a title or short summary about the event, this title will display in the calendar view.

For example, TAF/ TAC Meeting (Team around the Family/ Child), PEP Meeting (Personal Education
Plan Meeting), Annual EHCP Review for student.

€ Text - enter any further text about your event, e.g. details of where it will take place, who else will
be attending, a meeting agenda etc.
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€ Event at — choose your event date and time.

€ Click ‘Add reminder’ to set a reminder for the event, you will then be able to choose your reminder
timeframe e.g. 1 week, 1 day, 1 hour before.

€ Make event recur — if the event will reoccur in the future, tick ‘Make event recur’. You can then
choose its recurrence basis, e.g. daily, weekly, monthly and the number of recurrence you require.
Choose your ‘reminder’ timeframe, if required.

€ Public - tick ‘Public’ if you would like to share this event with all key holders with access to the
Planner area. Not recommended for personal or confidential events. If this option is not ticked, the
event will automatically default to private.

€ shared with — begin to type the name of any other staff members you wish to share the event with
and click on it once it appears for selection, i.e. other attendees of a meeting. The event will then
appear within their planner area, and they will also receive any reminders that you have set for the
event.

€ When you are ready click ‘Save Event’.

11.2 ‘Edit’ or ‘Delete’ an existing event

To edit or delete an existing event, simply locate it within your ‘Planner’ and click on the event title to view
further information about it.

Beneath the event information, you will see buttons to ‘Edit’ or ‘Delete’.

CPOMS Website CPOMS User Guide Contact Support CPOMS FAQ
It is your responsibility to logout and protect the security of student information.

CPOMS Leamning Trust ~  Dashboard Reporting  Planner  Library

: 1
. Event ;
! 1
| Created by Suzanne Maxfield |
1
| Linkedto Student: Jimmy Barton 1

1
I Tite EHCP Annual Review 1
1

1
1 Text EHCP Annual Review \
! 1
. 1
1 Event at Wed 13 July 2022, 10:30AM 1
1

1

Reminders Edit [DEEG) Reminder set for Wed 13 July 2022, 10:25AM

1 Dot v y .
! Add reminder 1
! 1
I shared with Yvonne Clegg 1
! 1
! 1
! 1
—

CPOMS System User Guide Page 56 of 123
© CPOMS Systems Limited 2022

CPOMS-1009-v3



CPOMS

12 Library

The Library section of CPOMS acts as a central repository to store any school or CPOMS related files.

You can choose to upload your school’s generic policies, procedures and templates in this section, and alert
the relevant users to said files. Alerted users can in turn mark the files as ‘read and understood’. You will
then have a log of who has been alerted to a file, a date and time stamp of when they last viewed it and also

when they clicked to ‘mark as read’.

Uploaded files are displayed in a table, including the date of upload and its size.

Do not add any confidential or sensitive documentation in the Library area.

@ Sensitive documentation must always be logged as a new incident, against the relevant
student, with the relevant category(s) assigned to it. This ensures that only those with the
correct level of access can view the information.

12.1 Allowing access to the Library

To allow access to the Library area of CPOMS, you must ensure that the ‘Library’ permissions are selected in
each user group that requires access.

To check and amend this, go to 'Admin’ > 'Users' and click into a user group name (to the left-hand side of
the screen).

Scroll down to the ‘System Permissions’ and under ‘Library’:-

€ Tick ‘View files’ to allow users in this user group to access and view files
added to the Library area. o aes

€ Tick ‘Add files’ to also allow users in this user group to add their own files to @  Addfiles
this area as well. You can leave this option un-ticked if you would like users
to view files only.

Please ensure that the ‘View files’ permission is ticked in all of the user groups that you would like to be able
to access the Library area.

9 Please note, by applying this permission users in the user group will be able to view all
documents in the Library area, not just those you have alerted them to.
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12.2 Uploading a file to the Library

Click on the ‘Library’ button, along the top bar of your CPOMS Dashboard.

CPOMS Website CPOMS User Guide ~ Contact Support  CPOMS FAQ REMIND ME HIDE NAMES BLANK SCREEN
It is your responsibility o logout and protect the security of student information

CPOMS Primary School ~ Dashboard  Reporing  Planner  Library  Admin  Account Settings Add Incident - A~ LOGOUT

Quick Student Search D as h board

——— e ———

Click on ‘Upload File’, to the right-hand side of the page.

CPOMS Website CPOMS User Guide Contact Support CPOMS FAQ REMIND ME HIDE NAMES BLANK SCREEN
Itis your responsibifity to logout and protect the securily of siudent information.

CPOMS Primary School ~  Dashboard  Reporing  Planner  Library  Admin  Account Settings Add Incident  ~ A~ LOGOUT

Upload file

Library o

Uploaded

Select the file you would like to upload to CPOMS via the ‘Click to browse or drag a file to upload’ area.
Next, you may choose to alert individual staff members, or choose one or more of your alert groups.

Once you upload the file, the chosen member(s) of staff will receive an email notification to advise they have
been alerted to a file in CPOMS and this alert will also be listed on their dashboard to view on their next log-
in. (Further on in this document we explain how to create an alert group for all staff)

Once selected click ‘Upload Files’.

CPOMS Website CPOMS User Guide Contact Support  CPOMS FAQ REMIND ME HIDE NAMES BLANK SCREEN
Itis your responsibifity fo legeut and protect the securily of student information.

CPOMS Primary School ~  Dashboard  Reporing  Planner  Library  Admin  Account Settings Add Incident - A~ LOGOUT

Upload File

Files

Click to browse or drag a file to upload

Alert Staff Members

SLT | Teachers

2 colleague's pame or select an alert group to alert them to these files.

e i ———— =]
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12.3 How to create an Alert Group for All Staff

Rather than alerting staff one by one to a file in the Library area, it is useful to create an Alert Group for All
Staff so you are able to alert all members of staff to a document at the click of a button.

An Admin Key Holder can create a new Alert Group within your system by accessing the ‘Admin’ area, ‘Users’

tab, and within ‘Alert Groups’ (to the left-hand side of the page), select ‘New Alert Group’.

MS FAQ REMINDME ~ HIDENAMES  BLANK SCREEN

Plamer  Library  Admin  Account Setlings Addincident - M~  LOGOUT

Overview  Settings  Imports  Calegories  Agencies Caen:av."ar;l&'s Groups  Acd Student  Form Buikder  Audts

1
1
1
I J
N Users Deaclivated users
‘
1
1
1
1
L}

. ST «— Previous - 2 3 Next —
+ Teachers
+ SLT Nonkey Temp
« Library Only Name Job Title Group Last Login
+ Newgroup Teachers Never x
'S SLT Mon 13 Jul 2020 ®
I _ . - .
1
m Bartell Never x
1| - s
|| - eacnes Henry Benion Mev x
1 + NewAlert Group Elizabeth Best Never x
I ieren Bham s Thu 1 x
e e e e e e e e e e e e e e e e e e e e o e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e -

Firstly enter your new Alert Group ‘Name’ e.g. All Staff.
Next, use the arrow(s) to move across the members of staff that you require to be in the Alert Group to the
box on the right, titled ‘These users will be in this alert group’. To move all staff at once simply select the

double arrow.

Click ‘Save Alert Group’.

MS FAQ REMINDME  HIDENAMES  BLANK SCREEN

CPOMS Primary School  ~  Dashboad  Reporing  Plamer Ly Admin  Account Seltings Adtincigent ~ M+ LOGOUT
Overview Seings  Imports  Categories  Agencies  Calendar Users  Transfers  Groups  AddStudent  FormBuilder  Audits

New Alert Group
Group Information

Name

User Selection
These users will not be In this alert group These users will be In this alert group

Save Alerl Group
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12.4 Alerting staff to an existing Library file

To alert staff to an existing Library file, please click on the ‘Library’ section along the top bar of CPOMS.
Locate the file that you would like to alert staff to, click on ‘Options’, and ‘Alert Users’.

In the pop-up box that appears, type in the relevant staff members name(s) into the field provided or you
may click on one or more of the ‘Alert Groups’ listed. There is also an additional check box for ‘Require action’
if it is needed. When you are ready click ‘Submit’.

12.5 Printing a list of who has viewed a Library file

If you have alerted staff to a file in the Library, and it says 'Read by' (next to the document name, in small
writing) you can click on this and choose to download the information shown as an image. The image will
show you who was alerted and by whom, the date of the alert and when it was last viewed, and also whether

they have marked it as read and understood.

You can then print off the downloaded image.

12.6 Viewing and downloading Library files

To view a file in the Library area, simply click on the name of an uploaded document and it will open the file.
The file will be displayed in your internet browser, or it will download a copy to your device depending on
your device settings. Usually files such as images and PDF documents will open in-browser. If in-browser

viewing is not supported for the file in question, clicking it will save a copy of the file to your Downloads folder
or as a Temporary Internet file.

If you would like to save a file which opens in-browser by default, right-click on the file and select ‘Save link
as’ (Chrome) or ‘Save target as’ (Edge/Internet Explorer).

12.7 Deleting a Library file

To delete a file from the Library area, please click on the ‘Library’ section along the top bar of CPOMS.
Locate the file that you would like to delete, click on ‘Options’, and choose ‘Delete’.

You will then be prompted to provide a ‘Reason for deletion’ please enter your reason and click ‘Delete’ to
confirm.
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If you do not have the option to delete here, please contact your CPOMS Administrator to arrange this for
you.

Deleted files are essentially hidden so that they can be restored in the future if required. To
@ permanently delete a file, the Head Teacher or a CPOMS Admin Key Holder will need to
contact us to arrange in writing, including the document ID.

12.8 Restoring a Library file

Deleted files in the Library area can be restored at a later date if necessary. Once you delete a file from this
area, an additional button for ‘Deleted Files’ will appear to the top-ride hand side of the Library area.

To restore a file, simply click on the ‘Deleted Files’ button, locate the file that you would like to restore, click
on ‘Options’, and choose ‘Restore’. When prompted click ‘OK’ to confirm.

12.9 Supported file types
The following file types can be uploaded to the CPOMS Library area:-

PDF document (.pdf)

Microsoft Office files (e.g. .docx, .xlsx, .pptx, .pub )
Microsoft Outlook/Exchange email message ( .msg)
Any image file (e.g. .jpg, .png, .gif, .tif )

Any audio file (e.g. .wav, .mp3, .m4a, .wma )

Any video file (e.g. .mp4, .mov, .mpg, .avi )
Text/data files ( .txt, .csv, .xml, .html )
Archive/compressed files ( .zip, .rar, .7z, .zipx )

Rich text document ( .rtf)

®) (@) (@) @) (@) (@) (@) @) @) @

OpenDocument files ( .odt, .ods, .odp )

This list is not exhaustive, but an example of common file types that may be uploaded to CPOMS.
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13 Admin

The Admin area of CPOMS allows those with Full Administration rights only to manage your CPOMS system
via the various tabs.

The CPOMS Service Level Agreement is available to download from the Admin ‘Overview’ tab.

CPOMS Website CPOMS User Guide Contact Support CPOMS FAQ REMIND ME HIDE NAMES BLANK SCREEN

It is your responsibility tc and protect the security of student information.

CPOMS Primary School ~~  Dashboard  Reportng  Planner  Lib Admin ant Settings Addincident ~ M v LOGOUT
Overview Settings Imports Categories Agencies Calendar Users Transfers Groups Maps Add Student Form Builder Audits Integrations
CPOMS Version v5.18.0 Licence Expiry Date
Mis MIS Integration Yes
Service Level Agreement Click to download

Main Contact Information

Main contact has not been set yet

Add main contact

You may also add and update your Main Contact Information here. It is important to keep
this accurate and up to date to ensure you do not miss important updates and communication
from us.
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14 Settings

Within the ‘Settings’ tab, you can check and amend some general settings for your CPOMS system.

These are as follows:-

€ security message: You can personalise the default security message which appears in the top left-
hand side of your CPOMS system. It defaults to ‘It is your responsibility to logout and protect the
security of student information’.

€ Idle timeout: You can also adjust the ‘Idle timeout’. This is the number of minutes until the system
reverts to ‘blank screen mode’ if the user is inactive on their machine.

€ Use legal names instead of preferred names

€ Dashboard group type: Select your preferred group to appear on the main dashboard i.e. Tutor or
Year Group

€ Main group type: Select your preferred main group type within the reporting section i.e. Tutor or
Year Group

€ school logo: Select your school logo. The logo will then appear on your CPOMS login screen and in
the header of PDF reports. The logo must firstly be added to your ‘Library’ section for you to be able
to select it here.

€ Time zone: Select your preferred time zone, if different.

€ Enforce at least one alert for all incidents?: If selected, an incident cannot be submitted without an
alert being chosen.

€ student Name Format: Select your preference on how student names appear in CPOMS i.e. First
Name Last Name, or Last Name First Name.

€ Attendance Trend Values: These values signify the number of days to take into account when
calculating a student's attendance trend.

€ Allow student search on add incident form

€ Use email address domain whitelist: Only emails which match the chosen domain will be able to be
used.

€  Disable user accounts which no longer appear in automatic extracts

€ Users - Use legal names instead of preferred names

€ Training Mode: You may also enable training mode here, please see below for more information
about Training Mode.
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15 Training Mode

Within CPOMS there is a Training Mode available, which can be enabled at any point. Training Mode allows
you to add test incidents and actions within your CPOMS system which will disappear once the mode is

disabled.

This can be used if you would like to test how incidents and actions will appear in the system, or if you would
like to train staff on how they should complete the Add Incident or Action form when a disclosure is made

or an incident has taken place.

15.1 How to enable Training Mode

To enable Training Mode, a CPOMS Admin Key Holder must navigate to the ‘Admin’ area > ‘Settings’ tab.

1
- Dashboard  Reporting  Planner  Lban  Admin  / ccount Settings Addincdent - - Locout [
VEVIEW I
I Admin Settngs 1
1 1
| Oveniew Settings imports Categories Agencies Calendar Uset ups Add Student Form Builder Audits 1
1 e 1
I Security Message 1 Is your responsibilty to logout and prd  Cajenc tinformation 1
1 idle mimeout 1
1 B 1
|  Nemkeyaccess to Library? Groups 1
Add Student
| uselegal names instead of preferred [ Form Builder 1
| mames Audits 1
L oesmeowcmmumee _ _ _ _ _| B . o e e e e e e e e e m Do - LM
Scroll to the very bottom of the page and click ‘Enable Training Mode’.
g -
1 1
| Training Mode 1
1 1
1 1
1 1
1 1
N CPOMS © 2020, CPOMS Systems Limited. v5.17.0 W I

Once Training Mode is enabled, a blue banner will appear across the top of the screen for all staff within
your school to make them aware that Training Mode is switched on.

REMINDME ~ HIDENAMES  BLANK SCREEN [R)

1

CPOMS Primary School Dashboard  Reporting  Planner  Library  Admin  Account Settings Addincident - Av  LOGOUT 1

You're currently in training m de, :

. 1

Training Mode ]

1

Training Mode s a setting applied to your CPOMS system which flags any new/changed Incidents and actions whilst this setting s enabled and allows You 1o reveryremave any changes once this setting Is disabled 1

1

There have been no incidents or actions created during raining mode. Once you create either of these, they will show up on this page. 1

1

ral e I

.

1

____________________________________________________________________ 1
You can now add fictious incidents and actions to the system to see how these will appear in your CPOMS
system. Please note, if configured alerts are setup, or you choose to alert a staff member during training

mode, the alert email will still send to the user.
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15.2 Hide Names Feature

If you are showing the system to a group of staff you may wish to choose to ‘Hide Names’. This is situated
to the top right-hand corner to anonymise your class lists, or who you are adding an incident/ action to.

e
REMIND ME HIDE NAMES BLANK SCREEN

Add Incident - A~ LOGOUT

d proect e
CPOMS Primary School ashicard  Reporing  Planner  Libray  Admin  Account Sefings Addincidert - &~  LOGOUT

Yourre currently in training mode,

Quick Student Search Dashboard

Back

0 Include archived students Viewing students in Tutor Group 1A Update categories

Name Tutor Group Categories
Filler By Group

o n Cid rotecion Y Home ss0es )

15.3 How to disable Training Mode

Once you have completed the training, to disable Training Mode a CPOMS Admin Key Holder will need to
navigate back to ‘Admin’ > ‘Settings’ and click on ‘Manage Training Mode’ at the bottom of the page.

Or, click the ‘click here for more info’ within the blue banner.

You will then be able to see a list of all incidents and actions that were submitted whilst Training Mode was
enabled to review before deletion.

If a genuine incident or action was inputted whilst training mode was enabled, please untick
the incident/ action from the list of incidents/ actions added during training mode, before
you click ‘Disable Training Mode’ otherwise it/ they will be lost.
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When you are ready to disable Training Mode please click on the ‘Disable Training Mode’ button and enter
the full name of the school when prompted to confirm.

Please note:- Training Mode only applies to incidents and actions added to the CPOMS system.

Any changes made that are not on incidents and actions will remain on your CPOMS system
e.g. any new categories added, or permissions implemented.

16 Imports

Under ‘Imports’ you can keep an eye on your import status and when the last import took place, plus check
if there are any errors occurring.
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17 Categories

Under ‘Categories’ you can Add, Edit or Delete/ Disable any existing categories and sub-categories.

CPOMS Website CPOMS User Guide Contact Support CPOMS FAQ
It is your responsibility to logout and protect the security of student information

CPOMS Primary School ~  Dashboard  Reportng  Planner

Category name

B nievenion
-

- D

B -5 rcin 3
- D
- D

B L5 Lov Dot
B Fomovod rom G

17.1 Adding a new category or sub-category to CPOMS

New categories can be added by an Admin Key Holder in school.

Overview Setiings Imports Categories Agencies Calendar

Library

Add Student

REMIND ME HIDE NAMES BLANK SCREEN

Add Incident A~ LOGOUT

Form Builder Audits

Delete/Disable

New category

Delete/Disable
Delete/Disable
Delete/Disable
Delete/Disable
Delete/Disable
Delete/Disable
Delete/Disable
Delete/Disable
Delete/Disable

Delete/Disable

Step 1 - Navigate to the ‘Admin’ area, and click on the ‘Categories’ tab. Click on the ‘New Category’ button

to the right-hand side of the page.

S FAQ

CPOMS Primary School  ~  Dastwoant  Reporing  Plamer  Lbraiy  Admin Accou
Overview Settings Imperts Categories Agencies Calendar Users Transfers
New Category
Name
Colour (< Copy category colour

Parent category

User Group Permissions

User Group

Save Category

Groups

M View Students

M View Incidents

REMINDME ~ HIDENAMES  BLANK SCREEN

Addincident -~ &~ LOGOUT

* Add Incidents

| e

a
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Step 2 - Complete the ‘New Category’ form

€ Name - enter the name of your new category.

€ Colour - select your preferred colour for the new category lozenge, or you can click ‘Copy Category
Colour’ to see what colours you have used before and copy if desired (useful when creating sub-

categories).

€ Parent Category - If this will be a sub-category, please select the category you would like the new

category to fall under here. For top-level ‘Parent Categories’ leave blank.

€ Next, choose the ‘User Group Permissions’ for the new category, these are:-

View Students

This permission allows users in the
group to view students ‘monitored’
for this category.

View Incidents

This permission allows users in the
group to view incidents assigned
to this category.

Add Incidents

This permission allows users in the
group to add new incidents to this
category.

€ Lastly, click ‘Save Category’.

When adding an incident to the system any sub-categories will be displayed for selection once a parent

category is selected.

17.2 Merging categories in CPOMS

If you need to merge categories for any reason in CPOMS, this can be done by an Admin Key Holder in school.

®)

100% sure.

Please note, the merging of categories is irreversible so should only be selected if you are

To merge two categories together, please navigate to the ‘Admin’ area, and click on the ‘Categories’ tab.
Next, click on ‘Edit’ next to the name of the category you would like to merge.

Scroll right down to the bottom of the page and click on the ‘Merge category’ button.

i oy N i
Next, choose the category name that you would like to merge with, and click on ‘Merge’.
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Admin Account Settings

Merge category

Warning: Merging categorles means copying all the recorded Information from this category record to another category record and
deleting this one
It cannot be undone, so please ensure that you know what you are doing and that you select the correct category below.

Merge with

Cancel Merge

Once merged, all incidents assigned to the category will be re-assigned to the category you have chosen to
merge with. Students currently monitored under the category will become monitored for the category you
have chosen to merge with.

17.3 Changing a category name

If you need to amend a category name for any reason in CPOMS, i.e. a spelling error, this can be done by an
Admin Key Holder in school.

To amend a category name, please navigate to the ‘Admin’ area, and click on the ‘Categories’ tab. Next, click
on ‘Edit’ next to the name of the category you would like to update. Simply over-type the current category
name, with the updated one, and scroll down to ‘Save Category’.

17.4 How to delete a category
An Admin Key Holder in school can delete/ disable categories in CPOMS. Simply navigate to the ‘Admin’

area, and click on the ‘Categories’ tab. Click on ‘Delete/Disable’ next to the name of the category you would
like to remove.

If there are no incidents assigned to the category it will be removed in full.
If the category has incidents assigned to it, the category will become disabled. This means no new incidents
can be logged against the category, but incidents logged against the category can still be included in your

reports.

You may also choose to ‘Enable’ the category again in the future if needed.
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18 Agencies

Under ‘Agencies’ you can Add, Edit or Delete/Disable any existing agencies.

CPOMS Website CPOMS User Guide Contact Support CPOMS FAQ REMIND ME HIDE NAMES BLANK SCREEN

Itis your responsibility to logout and protect the securily of student information.

CPOMS Primary School ~  Dashboard  Reporing  Planner  Library ~ Admin  Account Setlings Add Incident ~ ~ A~ LOGOUT
Overview Settings Imports Categories Agencies Calendar Users Transfers Groups Add Student Form Builder Audits

Agency name

1

I

I

I

1

1
1 1
1 |
1 |
1 I
1 I
1 I
1 1
1 1
1 1
1 |
1 |
1 I
1 I
1 CAMHS Disable I
1 .@ .. 1
: Educational Psychologist s Disable :
1 |
1 |
1 I
1 I
1 I
1 1
1 1
1 1
1 |
1 |
1 I
1 I
1 I
1 1
1 1

Police Edit Disable
School Nurse Edit Disable
SENCO Edit Disable
Social Services dit Disable

Youth Offending Team dit Disable

18.1 Adding a new agency to CPOMS
New agencies can be added to CPOMS by an Admin Key Holder in school.

Step 1 — Navigate to the ‘Admin’ area, and click on the ‘Agencies’ tab. Click on the ‘New agency’ button to
the right-hand side of the page.

AQ REMINDME ~ HIDENAMES  BLANK SCREEN

CPOMS Primary School Dastbowd  Repoding  Planner  Lbrary  Admin  Account Seftings Amdincoent -+ M+ LOGOUT
—

Ovenview  Seffings  Imporls  Cafegorie: Agencies alendar  Users  Transfes  Groups  AddSiudent  FormBuilder  Audits

Agency name

GAMHS Ean Disanie

Educational Psychologis! Edit Disable

Step 2 - Simply enter a name for the new agency and click ‘Save Agency’.

On save, the agency will appear in your ‘Agency Involved’ list for selection when adding new incidents and
actions.
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18.2 Changing an agency name

If you need to amend an agency name for any reason in CPOMS, i.e. a spelling error, this can be done by an
Admin Key Holder in school.

To amend an agency name, please navigate to the ‘Admin’ area, and click on the ‘Agencies’ tab. Next, click
on ‘Edit’ next to the name of the agency you would like to update. Simply over-type the current agency
name, with the updated one, and scroll down to ‘Save Agency’.

18.3 How to disable an agency
An Admin Key Holder in school can disable an agency in CPOMS. Simply navigate to the ‘Admin’ area, and

click on the ‘Agencies’ tab. Click on ‘Disable’ next to the name of the agency you would like to remove from
your agency involved list.

You may also choose to ‘Enable’ the agency in the future if needed.
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19 Calendar

In ‘Calendar’ you can set your schools academic year start and end date. The dates are used to generate
the number of incidents this academic year, which are displayed on your ‘Reporting’ > ‘Overview’ tab,
amongst other things.

20 Users

Under ‘Users’ you can add, edit and disable any existing users, and if required re-activate a previous CPCOMS
user account.

The Users section is all set up in the implementation stages and therefore you should not have much
requirement to access it in the first instance.

There is a small shield icon * @ ’ to the left of each users name who has a key setup currently.

CPOMS Website CPOMS User Guide Contact Support CPOMS FAQ REMIND ME HIDE NAMES BLANK SCREEN
It is your responsibility to logout and protect the security of student information_

CPOMS Primary School ~ Dashboarda  Reporing  Planner  Library  Admin  Account Settings AddIncident <~ M~ LOGOUT
Quick User Search Ad m | n
- Overview Settings Imports Categories Agencies Calendar Users Transfers Groups Add Student

Form Builder Audits

Users Deactivated users

« SLT
- Teachers

= SLT Non-key Temp + Previous - 2 3 Next —
= Library Only
= New group Name Job Title Group Last Login

Wendy Abbott Teachers Never x

20.1 How to add a new user

To add a new user to CPOMS, go to ‘Admin’, click on the ‘Users’ tab and select the ‘New User’ button, to

the right-hand side of the screen.

Simply select the name of the member of staff you would like to add from the drop down list of users
available to add. Next, input their email address and assign a user group. If you would like to send a reset
password email now please also tick ’Send password reset email’ as well. Once you have filled in all of the
fields click ‘Create User’.
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CPOMS Primary School ~ Dashboard  Reporing  Planner  Library ~ Admin  Account Setlings Add Incident - A~ LOGOUT

Admin

Overview Setiings Imports Categories Agencies Calendar Users Transfers Groups Add Student Form Builder Audits

New User
Title

Last Name
Email

User group SLT

() Send password reset email
Create user

1
1
|
1
1
1
1
1
1
1
|
1
1
1
1
1
1
1
|
1
First Name 1
1
1
1
1
1
|
1
1
1
1
1
1
1
|
1
1
1
1
1

click here.

20.2 How to % deactivate a user

To deactivate a user’s account in CPOMS, go to ‘Admin’, click on the ‘Users’ tab and simply click on the red
‘X" icon ** at the end of the users row who you would like to remove from the system.

20.3 How to v reactivate a user

Once a user is removed from CPOMS, an additional button for ‘Deactivated Users’ will appear to the right-
hand side of the Users tab (Next to the ‘New User’ button).

To reactivate a user’s account in CPOMS, go to ‘Admin’, click on the ‘Users’ tab and select the ‘Deactivated
Users’ button, to the right-hand side of the screen.
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Deactivated users I

Here you will find a list of any users who have been deactivated in the past. Simply click on the green
‘Reactivate’ button to re-add them to your system.

- Overview Settings Imporis Categories Agencies Calendar Users Transfers Groups Add Student

Form Builder Audits

User Groups
Active users

Users
- SLT
« Teachers Name Job Title Group Last Login
» SLT Non-key Temp
- Library Only Tre Walker SLT Non-key Temp Never emove login details
= New group

You will then be asked to input their email address and user group, and to save click ‘Confirm’.

20.4 How to change a user’s email address

To change a user’s email address in CPOMS, go to ‘Admin’, click on the ‘Users’ tab and select the relevant
user’s name whose email address you would like to update. In their ‘Personal Details’, simply over-type
their current email address, and click ‘Save details’.

20.5 How to create a new User Group

A user’s permissions in CPOMS are defined by the User Group they are placed in. Therefore you can create
as many groups as needed for different levels of access, i.e. you may have an SLT user group who can access
all categories of incidents, whereas you may have a Teachers user group who can only access Behaviour
incidents for example.

To create a new User Group in CPOMS, go to ‘Admin’, click on the ‘Users’ tab and select the ‘New Group’
option, to the left-hand side of the screen, underneath your list of current User Groups.

On the New User Group screen, firstly enter a name for the group.

Next, choose the Category Permissions for each of your categories and sub-categories, the permissions
are:-

View Students View Incidents Add Incidents

This permission allows users in the | This permission allows users in the | This permission allows users in the

group to view students group to view incidents assigned group to add new incidents to this
‘monitored’ for this category. to this category. category.
CPOMS System User Guide Page 74 of 123

© CPOMS Systems Limited 2022

CPOMS-1009-v3



Edit User Group

Group Information
Name

Category Permissions

L]
a
L]
L]
a
L]
L]
L]
L]
a
L]
L]
L]
L]
a
L]
L]
a
2

Set the category permissions for this group by ticking the relevant boxes against each of your category
names. If you do not want any user in this group to access any information in CPOMS, you may choose to
tick the Add Incidents column only.

Next, choose the System Permissions for this group.

If the user(s) in this group will have a key:- If the user(s) in this group will not have a key:-

> Uneler Eemesl, we reesemmend you dide- If the users in this group will not have a key, you

e View Student List — To allow the user to will only need to tick Add New Incident/Action
click into the class structure from the main under General.
dashboard

Other permissions you may wish to allow for the

e View Student Details — To allow the user to user group are:-

access a student’s profile

e Files
e Add new Incident/ Action — To allow the

user to add incidents and actions to your ® And Library
CPOMS system

Other permissions you may wish to allow for the
user group are:-

e Reporting > Run Reports
e Planner

e Files

e And Library
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Administration privileges should only ever be
given to senior members of staff.

Once you are happy with the permissions set,
please click ‘Save User Group’.

Example System Permissions for a Key Holder:-

Meritec School ~ Dashboard  Reporting  Planner ey Admin  Account Settings ©@a- Locour

System Permissions

View students list

View student dotalls.
Edit student information.

Add new incident/action
View audits

Edit incidents

® Reporting

Run reports

Share saved reports

Manage system

Edit own user settings

@ Planner

View calendar
Add events

Add public events

@ Files

View files

Add files

¥ Library

View files.

Add files

CPOMS © 2018, CPOMS Systems Limited. v5.11.1 | View our cookie policy |

20.6 How to change a users permissions/ User Group

Go to ‘Admin’ > ‘Users’ and click on the user’s name from your list of users. In their profile, click
on ‘Permissions’ to the left. Choose a different user group name from the User Group drop-down here, and
‘Save Details’.
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20.7 How to delete a User Group

It is not possible to delete a user group which is currently assigned to users in the system. In order to delete
a user group you must firstly re-assign all current users in the user group to a different one.

To re-assign a staff members user group, go to Admin > Users and click on the user’s name from your list of
users. In their profile, click on Permissions to the left. Choose a different user group name from the User
Group drop-down here and Save Details.

Once you have moved all users out of the group, go to Admin > Users and click on the User Group name to
the left-hand side. There will be an option at the top of the page which says ‘This User Group has no users,
if you wish to delete it click here’. Please follow the on-screen steps. If this option does not appear it means
there are still users within it.
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20.8 Alert Groups

Alert Groups can be created within CPOMS by an Admin Key Holder so that when any member of staff
creates an incident they can select to alert groups of staff, rather than having to alert each person in turn.
For example, were a school to have 3 Designated Safeguarding Leads, all 3 of them can be alerted to an
incident at the same time with the click of a button.

Alert Groups need to be configured by the school from within your own version of CPOMS.

- - s C You can create an Alert
TeEe ) e e e P Looour Group within your system
by accessing the ‘Admin’
area, ‘Users’ tab, and

sers == within ~ ‘Alert Groups’

e e - - e - select ‘New Alert Group’.
+ STnerserTem SLT Non-key Temp Nevar x
S——— SLT Non-key Temp Nowor x
SLT Non-keyy Temp Never x

F‘OME Webs\l.e CPOMS User Guide Contact Support  CPOMS FAQ — - REMIND ME HIDE NAMES usnnzn C Fi rSt Iy e n te r yo u r n e W
— — : Alert Group Name i.e.
SLT, DSL’s.

Meritec School  Dashboard  Reporting  Pranner  Library  Admin  Acoount Settings LogeuT

Admin

Oveniew  Seffings  Imporis  Cabegories  Agencies  Users  Transfers  Groups  Add Student @ Next' use the arrow(s) to

New Alert Group move across the

Group Informetion members of staff that you

User Selecton require to be in the Alert

. Group to the box on the
- I . - right. You can also type

Ed\\'a[d Hyar_\ \;_Tan-kavTEmD) . \.\ ’4‘ Laura Wild \lSLTl

Beapsammiosiney — Sl i s the names of User Groups

Damaris Nader (Teachers)

oo within the search bar, e.g.

Sophie Wikinsan (SLT)

ey Teachers, to move

Rebeooa Forrest(SLT) [y
Yvonne Clegg (SLT)

Vreote B multiple members of staff
e at once using the double
arrow.

€ Click ‘save Alert Group’.

When a member of staff adds an incident to CPOMS, they will now be able to select an Alert Group as per the
screen below.

Alert Staff Members

SLT Teachers DSL

Type a colleague's name or select an alert group to alert them to this incident
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20.9 Users Profile

Under Users, you can access and amend each user’s profile by clicking on their name from your list of users.
Here you can choose to amend the users email address (under ‘Personal Details’), or User Group (within

‘Permissions’ to the left).

ebsite  CPOMS User Guide Contact Support  CPOMS FAQ
iy to logout and proteet the secutty of student nformation.

REMINDME  HIDENAMES  BLANKSCREEN

CPOMS School ~ Dashboard  Reporing  Planner  Library  Admin  Acoount Settings.

Admin

Overview  Seftings  Imporis  Calsgories  Agencies  Users

Personal dotails e

Permissions

First Name
Alerts

Last Name
Audits

Securty 1o Email Address

Job Title

Transters  Groups  AddStudent  Cusiom Fields

Suzanne Clegg's setings

Miss
Suzanne
Clegy

suzanne clegg@cpoms.co uk

Save delails

CPOMS © 2016, CPOMS Systems Limited. v6.11.1 | View our cookie pacy |

4~ LoGouT

Within each individuals profile, under ‘Alerts’ you can also assign user specific alerts (automatic alerts) by:-
Category, Student, or Student Group.

For example, if you want to make sure that every time a ‘Child Protection’ incident is added to the system
you are alerted automatically - this can be done here by ticking the relevant category and save.
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CPOMS FAQ

CPOMS School  Dashboard  Reporing  Planner  Library  Admin  Account Settings

Overview Setfings  Imports  Calegories  Agencies  Users  Translers  Croups  AddStudent  Cusiom Fieids
Suzanns Clegg's setings

Parsonal details

Alert Groups Suzanne will be a mamber of the following alert groups.
Parmissions
Aerts
Clear user's dashboard alerts Flomove dashboard alaris
Auciits
Suzanne will automatically get alerts for incldents added to the following calegories.
Securty log

Behaviour (| Bullying E) Child Protecion || Home Issus [ LAC [ | Medicsl lssues [ | Prsvent | | SEND

Suzanne will automatically get alerts for incidents added to the following studens.

Name Group Remove

Suzanne will automatically get alerts for incidants added 1o the students in these groups.

Save alert preferences

CPOMS © 2018, CPOMS Systems Limited. v5.11.1 | View our cookie policy |
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HIDENAMES  BLANK SCREEN

4~ LOGOUT

Under Audits you can check out every click of a button for the user in question.

Lastly in Security log you can see the number of times the user has logged in using two factor authentication

and the IP location.
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21 Transfers

21.1 The Transfer Process

If both the previous and new school use CPOMS, once the student(s) officially leave/ move school and their
UPN is added identically at both schools (within the MIS), the transfer between CPOMS will be detected
automatically. (Assuming the student has incidents logged against them)

Once detected, the new school will receive a notification to 'Request' the transfer at their side, within their
'Admin' area > 'Transfers' tab.

On request, the previous school will receive a similar notification, this time to 'Authorise' the transfer at
their side, again within the '"Admin' area > 'Transfers' tab.

REMINDME  HIDE NAMES & PHOTOS  BLANK SCREEN

3
eporting  Planner  Librry  Admin  Account Setlings & Addincident  ~ @~  LOGOUT

T help schools meet their local authorities’ guidelines for transfer of data to new settings, we have introduced enhanced functionality in this area. Using the ‘Manage Preferences’ button below you can control which categories of information are transferred.

1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
1
For any incident to ba transferred o the next setting, at 1east one of the categories assigned to it will need to designated as transferable in your settings. Transfers happen according to the settings af the time the transfer is authorised, 30 It's Important you review these 1
Settings before authorising any transfers. |

1

Transfers Manage Praterences !
1

I5t5' Incoming | Outgoing | Actonable |
1

1

1

1

1

1

1

1

1

1

1

1

1

1

Statuses: All| Pending | Rejected | Dismissed | Requested | Transferred | Obsolete

Name (Name at other estab.) School Matching fisid Matching valus Status Direction

Once the previous school clicks to authorise, the new school will receive the student’s incident history, and
any attached documentation/ files within their document vault.

21.2 Transfer Preferences

1

| Tonelp scnools meet their local authorities' guidelines for transfer of Gata to New Settings, we have Introduced enhanced functionality In this area. Using the 'Manage Preferences’ bUtton Below you €an Control which categories of information are '
I For any incident to be transferred to the next setting, at least one of the categories assigned to it will need to designated as transferable in your settings. Transfers happen according to the settings at the time the transfer is authorised, so it's i

1 settings before autherising any transfers.

! Manage Preferences

: Transfers

L it e i s ki e o
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Each school must apply their own preferences so that only certain categories are transferred. This can be
set by a CPOMS Admin Key Holder within the schools ‘Admin’ area > ‘Transfers’ tab, by clicking on the
‘Manage Preferences’ button (to the right-hand side of the screen). Simply tick the categories that you
would like to transfer, and choose to ‘Update Preferences’. Please be aware, when you add new
categories to the system you will need to check and update your transfer ‘Manage Preferences’ to
include the new category(s) in future transfers should you wish to.

21.3 What information is transferred via CPOMS?

Once a transfer has been requested by the student’s new school and authorised by their previous school,
the student’s incident history, plus any files/ documentation within their document vault will be sent across
to the new school CPOMS. This will be the incidents assigned to the schools chosen categories in their own
‘Manage Preferences’.

Any linked student names, to the left of the incident text, will be hidden.

The name of the staff member who logged the incident, to the left of the incident text, will change to the
previous schools name (who authorised the transfer).

The incident text will send on (transfer) exactly as it is written.

Before authorising a transfer, we would always suggest that you double check the students ‘Incidents’ tab
and document vault to ensure that all required names are removed from the text. If you do then find a
name that you need to alter you can choose to ‘Edit’ the text of the incident to use initials for any names,
or use a different term such as mum/ dad/ brother/ sister, for example. If this is required by your in school
procedures.

Once you are happy with the incident text and documentation you may click to authorise the transfer.

21.4 How to access the transfer information

Once the transfer status changes to ‘Transferred’, the new school will receive the student’s transfer
information.

The schools/ student’s previous incident categories are brought across to CPOMS also, under a main
category of 'Legacy', with sub-categories of the previous school’s category names.

The Legacy categories are automatically deactivated, and the permissions are set to blank, to ensure that
no new incidents can be logged against them and that only the correct level of staff at the new school can
access the transferred information.
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Therefore in order to gain access to the transferred information, a CPOMS Admin Key Holder needs to set
the permissions for each Legacy category, and any sub-categories within the 'Admin' area > 'Users' tab, by
clicking into the top level User Group name, i.e. SLT, to the left-hand side of this page.

CPOMS Website CPOMS User Guide Contact Support  CPOMS FAQ REMIND ME HIDENAMES  BLANK SCREEN
1t Is your responsibilty to logout and protect the security of student information

CPOMS School Dashboard Reporting Planner Library Admin Account Settings [s ¥ B4 LOGOUT

Quick User Search Ad min

Overview  Seftings  Impors  Categories  Agencies Transters  Groups  Add Student  Custom Fields

1
1

1

1

1

1

User Groups 1
Name - Job Title Group Last Login ;

. 8T 1

« Teachers Wendy Abbott Teachers Never X }

« Support Staff !

Tim Bartol Support Stalt Never x 1

« Now group I
Henry Benton Support Staff Never x 1

1

| Elizabeth Best Support Staft Never X 1

Within the User Group ‘Category Permissions’ please tick 'View Students' and 'View Incidents' against each
Legacy category, and any sub-categories, ensuring you ‘Save Group’ once ticked.

Please leave the 'Add Incidents' column un-ticked so no new incidents can be logged against them. (See
below screenshot)

CPOMS Website CPOMS Ussr Guide  Contact Support  CPOMS FAQ REMINDME  HIDENAMES  BLANK SCREEN

115 your responsibiny 10 k6oLt and protsct the securty of student information

CPOMS School ~ Dashboard  Reporting  Planner  Library  Admin  Account Setings Oa- Locour

I 9
1 Admin :
: Overiew  Setngs  Impors  Categories  Agencies  Users  Translers  Groups  Add Stdent  Custom Fields I
1
: Edit User Group :
1 Group Information 1
| Name sui 1
: ‘Category Permissions 1 :
1 Category B View Students @ View Incidents B Add Incidents. 1
[ - e — 1
I Low Level Disruption 1
: — Removed From Class :
I —Repont 1
I sulying 1
: Accusation a !
1 Cybor :
1 Homophobic 1
B |~ orysicar I
: — Racial :
1 Verbal 1
1 cnie Protection a 1
: CAF :
1 Cause for Concem 1
[} Chid Protsction Plan 1
: CIN !
| | —EayHep :
I Home lssues 1
N, z z o 1
: Legacy :
1 Child Protection 1
1 Home lssues 1
: Medical !
1 - & & & :
1 ~ Asthma ] 1
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within the students profile > ‘Incidents’ tab in date order, and any files within their ‘Document

@ Once the category permissions have been switched on, the transferred information will appear
Vault’ tab.

21.5 A transfer is not showing for me to request/ authorise?

For a transfer to be detected in CPOMS:-

e The student(s) in question must be marked as left/ archived in the previous schools MIS/
CPOMS System

e The start date set in the new schools MIS must be reached (not a future date)
@ e Both schools must have matching UPNs input in both MISs

e Temporary UPNs can not be used (Temporary UPNs usually end in a letter)

e The MIS imports at both schools must also be up to date, and running successfully

e The previous establishment must have incidents and/or documents related to the student
in their CPOMS.

Please note, the new school must firstly request the transfer to start the process.

21.6 Transfer Status

When a transfer appears within the Admin > Transfers section, it will have a ‘Status’ so you can easily see
which stage it is at in the transfer process:-

Status Definition

The transfer has been detected on both schools CPOMS systems.
Ready for ‘New’ (‘Incoming’) school to click ‘Request’.

Awaiting ‘Previous’ (‘Outgoing’) school to click ‘Authorise’.

The transfer has been requested and authorised by both schools, and the information has
Transferred been transferred to the ‘New’ schools CPOMS system.

Please see ‘How to access the transfer information’ if you are unsure how to view it.

‘New’ school does not want to receive the transfer information. This may be because the

Dismissed child did not eventually go to that school.
The student is archived on both ‘Previous’ and ‘New’ schools CPOMS system. No action
Obsolete .
available.
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21.7 Transfer Direction

Each transfer will also have a ‘Direction’:-

Direction Definition

The school with the direction ‘Incoming’ will receive the transfer information. They are

Incomin .
g the child’s ‘New’ school.

The school with the direction ‘Outgoing’ will transfer their CPOMS information, for that

Outgoin . .
utgoing student, to the ‘New’ school. They are the child’s ‘Previous’ school.

21.8 The new school does not use CPOMS?

If a student’s new school does not use CPOMS, you can run a full student report in CPOMS, and either print
a hard copy, or send on electronically.

Please see below instructions to run a full student report:-
€ Access the student’s profile via their class list, or using the ‘Quick Student Search’ option and click

on their name, into their profile.
€ Within the student’s profile, click on the ‘Student Report’ tab.
€ Under ‘Include in report’ tick to include ‘Incidents’ in addition.

€ In the additional ‘Filter Incident’ options that now appear, you may wish to tick ‘Include Linked
Incidents’ to ensure you receive any incidents the student has been linked in to also. You may also
wish to choose to Hide Student and/ or Staff Names in the report.

For all records please ignore the further filter options, or you may apply specific dates or select
certain categories within the ‘Filter incidents’ options.

€ Scroll down to the ‘Report format’ and amend this to ‘PDF (print view)’.

€ If required enter a ‘PDF password’ to password protect the report, and ‘Generate Report’.

This will then generate a PDF copy of the student’s incidents which you can then print or save electronically.

How do | download the student’s documents/ files?
Once you have run the student report, you may wish to download the student’s documents/ files as well.

To do this, access the student’s profile via their class list, or using the ‘Quick Student Search’ option and
click on their name. Within their profile, click on the ‘Document Vault’ tab.

To download all, click on the very top tick box (In between the titles ‘Date’ and ‘ID’) which will select all, or
if you do not wish to download all simply tick the documents you require one by one. A new button for
‘Actions’ will now appear to the right-hand side of the screen. Click on this option and ‘Download selected’.
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Overview Incidents Contact Details Document Vault StudentReport  Audit Report Monitoring History

Document Vault

Alert users
Date D File Uploaded By

Download selected
19/07/2022 36 Attendance_Letter_2022 docx Suzanne Maxfield
19/07/2022 37 Report.docx Suzanne Maxfield ﬁgplions -
19/07/2022 38 Learning_Plan_2022 docx Suzanne Maxfield £} Options -

This will create a zip file containing all of the selected documents. The zip file usually appears to the bottom
left of your internet browser for quick access and is usually saved in the ‘Downloads’ folder of the machine
you are on (depending on your individual machine settings).

Please note, if the student has multiple pages of documents, you will need to follow the above instructions
on each individual page.

Hiding Names in a Student Report

When you are running the report, in the ‘Incident Filters’ you will find the option to ‘Hide’ either Student
Names or Staff Names (or both).

When you select to hide Student Names, you can choose to hide ‘All' names, or ‘Just Linked’ names only. If
you choose to hide ‘All’ names, the name of the student whom the report is written about will be hidden,
as well as any linked students. If you choose to hide ‘Just Linked’ names, the name of the student whom
the report is written about will not be hidden.

Please note, the system is only able to hide the first name, surname (or both) of the student for whom the
report is written and any other students who are linked into the incident, as long as it is spelt identically to
how it is registered in your MIS. It will not hide shortened/ mis-spelled versions of the names if used, or the
names of any other students who are not linked into the incident. These Student Names are hidden within
the incident/ action text.

When you select to hide Staff Names, the name of the staff member who wrote the report will be hidden
to the left-hand side of each incident, as well as the name of the staff member it is ‘Assigned to’.

We would always suggest that before you print out a report, that you first run it in the report format ‘Enquiry
View’ to check that all the required names are removed from the text. Once you are happy with it, you can
then run it as a ‘PDF (Print View)’. If you then find a name in a report that you wish to hide, you can either
link in the required student(s) or edit the text of the incident/ action to use initials instead, for any names
that cannot be linked, and re-run the report. If this is required by your in-school procedures.

If there is a particular name or initials you wish to redact from a report as a one off, you can enter this in
the 'Redact words or phrases' option before generating the report, which will redact it from the report you
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are generating. Simply type in the name/ initials and select it to add, you may add more than one word/
phrase.

22 Groups

Within the Groups section, you can manage and update your key users class restrictions, if required.

This is handy to allow a class teacher to see their class only, or perhaps a Head of Year to access their year
group information. You can also choose to restrict the categories these staff can access by the user group

that they are placed in.

If you wish to restrict access by a group, simply tick the check box to ‘Restrict Access’ by either Tutor Groups
or Year Groups (the group options will vary depending on the class structure in your MIS).

N.B If class permissions are not setup, every key holder in school will have access to all classes.

Ty -
| crousw e Contact Support CPOMS FAQ REMNDME ~ HIDENAMES  BLANKSGREEN |
| 1115 your responsibilty to logout and protect the security of studant information. 1
| CPOMS School Dashboard Raporting Planner Library Admin Account Settings F B LOGOUT ||
[ 1
1 I
1 I
| Owwiew Sefings Imporis  Categories  Agencies  Users  Transers  Groups  AddStudent  Cuslom Fields !
1 I
! [ v cro [
| Groups I
I Tutor Groups | Subject Groups I
I srict mccess? !
1 I
I Name Type New MIS ID Edit Remove I
1 RA Tutor Group No 12345 I
1 I
i A8 Tutor Group No 12348 Edit I
1 1A Tutor Group No 17704 Edit 1
I
| 18 Tutor Group No 17708 Edit I
I
I 2A Tutor Group No 17702 Edit I
| 28 Tutar Group Mo 17701 Edit I
1 I
i A Tutor Group No 17899 Edit 1
1 38 Tutor Group No 17700 Edit I
I aA Tutor Group No 17887 Edit :
I
| 4B Tutor Group No 17698 Edit ]
[ sa Tutor Group No 17696 Edit I
I
: 58 Tuter Group No 17708 Edit I
1 BA Tutor Group No 17723 Edit 1
I 68 Tutor Group No 17785 Edit :
I

Once the class restriction setting has been switched on, you will then see an additional option to ‘Edit’ next
to each of your group names. Simply click ‘Edit’ next to each of the classes and select the staff members,
or user groups, that you would like to be able to access that class.

You can do this in a variety of ways using our dual list boxes. In the boxes on the left hand side you will see
a list of all staff members registered on CPOMS.

If you are happy for all staff to access that particular class select the double arrow button straight away,
which will move the staff names to the right-hand box entitled ‘These users will be able to see students in
this class’.
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If you only wish for particular members of staff to access the class you can select specific names from the
list and click the single arrow to move them to the right-hand side.

You can also filter the list down by name, or user group, by simply typing in the ‘Filter by name or user
group’ field and then moving the relevant staff names across.

CPOMS Website CPOMS User Guide Contact Support CPOMS FAQ REMIND ME HIDE NAMES BLANK SCREEN
Itis your responsibility to logout and protect the security of student information.

CPOMS School ~ Dashboard  Reporting  Planner  Library  Admin  Account Settings A~  LOGOUT

Admin

Overview Settings Imports Categories Agencies Users Transfers Groups Add Student Custom Fields

1A (Tutor Group)
Users These users will not be able to see students in this class. These users will be able to see students in this class.
Snhowing all 22 Showing all 6

’ \

/ 3
| == | = - -

Wandy Abbott (Yeachers)” S Suzanne Clegg (SLT)

Henry Benton (SLTNon-key Temp) et Yvonne Cleag (SLT)

Elizabeth Best (SLT Non-key Temp) John Wild (SLT)

Selene Brammah (SLT) Laura Wild (SLT)

Mike Campbell (SLT) Tony Wild (SLT)

Helen Casper (SLT Non-key Temp) Sophie Wilkinson (SLT)

Vanessa Craven (SLT)

Chioe Kelan (Teachers)
Bernie Kuvalis (Teachers)
Zelda Lees (Teachers)

Damaris Nader (Teachers)

Once you have made your choices select ‘Save Group’ and repeat the process for all other classes. If these
permissions change at any point you can always re-edit them.

N.B If you do have class permissions set up within CPOMS, any admin user will see a notice at the top of
their dashboard whenever a new class has appeared in the import. The Summer MIS class promotion will
likely affect key users if class permissions are turned on. In order to access pupil information, you will need
to re-assign correct access levels to any new classes at the start of term.

If preferred, you can also amend class permissions within each individual users profile, within the ‘Admin’
area, ‘Users’ tab by clicking on the users name and selecting the ‘Permissions’ section to the left-hand side.
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23 Maps

Within CPOMS you can add additional ‘Maps’ of your own, which you can then place markers on when
completing the ‘Add Incident’ form.

If you would prefer to use a different body map to our default one, you can add your own here.
You may wish to add additional maps which focus on a particular part of the body e.g. face, hand, foot to
allow you to apply more accurate marker points to the image or a map of the school building to show where

abouts an incident took place for example.

A CPOMS Admin Key Holder can add additional maps via ‘Admin’ > ‘Maps’ by clicking on the ‘New Map’
button.

REMINDME  HIDENAMES  BLANK SCREEN

0 Pamer Lbmy Admn  AccountSefings Adtincident - Mv  LOGOUT

Admin — Custom maps

mpons  Calegonies  Agencies  Calendar  Users  Transfers  Groups  Maps  Acd Sudenl  FormBulder  Audis ntegrations

Custom Maps

Use this area to add custom maps 1o tag on Incients. m

Next, click on ‘Choose File’ and locate the map image on your machine. Please note, only jpeg. or png. file
types will be accepted. Once chosen, enter a ‘Title’ for the map (The title will appear on the Add Incident
form alongside the map image).

When you are ready click ‘Upload Map’.

ntact Support  CPOMS FAQ REMINDME  HIDEMAMES  BLANK SCREEN ||
tudent mibrmation

Add Incident  ~

Admin — Upload Map

Face
Upioad Map

|
I
|
I
1
1
| Oveview  Selings Imporls  Calegories  Agencies  Calendar sers  Transfe Groups  Maps  AddSludent  FormBuider  Audils  Inlegrations
I
I
1
1
1
1

Once uploaded the map will appear for use by all staff, within the ‘Add Incident’ form.
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24 Form Builder

Custom Fields can be added to CPOMS by a CPOMS Admin Key Holder to your:- Incident, Action and Student
forms.

This may be an additional drop-down list for the ‘Location’ of an incident i.e. Playground, Classroom, Toilets,
Out of School, or a free text box to add a ‘Summary’ of an incident or action taken.

Using the Form Builder, you can also adjust the order of the form itself, and add additional ‘Advice
Messages’ for staff i.e. ‘Please include as much information as possible’ for example.

24.1 Amend a form

Step 1: To amend the order of a form, or create a new custom field please navigate to the ‘Admin’ area >
‘Form Builder’ tab and click ‘Edit’ next to the name of the form you would like to amend/ add to.

IMS Web: CPOMS User Guide  Contact Support S REMIND ME HIDE NAMES BLANK SCREEN 1

1

1

CPOMS Primary School Dashboard Planner  Library  Admin  Account Settings Add Incident - A~ Locout W

' :

I Admin 1

! 1

1 QOverview Settings Imports Categories Agencies Calendar Users Transfers Groups Add Student Form Bullder Audits 1
1

1 1

1 Form name Description Updated at 1

1 Incident form Incident Gustom form builder 2020-09-29 09:51 :
L}

1 Action form Action custom form builder 2019-05-31 01:50 Edit 1

1

1 Student form Student custom form builder 2019-05-31 01:50 Edit 1
1

e o o o o o - 1

Here you can now drag and drop the form fields into your preferred order.

If you click on the pencil icon beneath any field you can add an additional ‘Advice Message’ for staff, i.e.

o e Please use initials for any students not linked into this incident.
e Please always alert the ‘SLT’ team for Safeguarding incidents.
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REMIND ME HIDE NAMES BLANK SCREEN

Wt information.

CPOMS Primary School Dashboard Reporting  Planner  Library  Admin  Account Settings Add Incident - A~ LOGOUT

Qverview Settings Imparts Categories Agencies Calendar Users Transfers  Groups Add Student Form Bullder | Audits
Name

Incident form

Description Incident Gustom form builder

Custom Fields

Incident
Please use full first names as displayed in @

Categories (] Home Issues [ ] Behaviour Medical Issues (] SEND [ Bullying () Child Protection [ Prevent [ Safeguarding () Child Contact Parental Contact
() Contact with External Agency ) Communication (| Cause for Concem (] Team Teach Incident [ Verbal & Aggressive Incidents [ Attalnment () Attendance

[ Bullying/ Friendship Related |ssues

R R e

To add an additional Custom Field to the form, scroll down to the bottom of the page and click ‘New custom
field’ (to the right-hand side).

&= New custom field

Step 2: Complete the ‘New Custom Field’ form

Planner Libra Admin Account Settings

Custom Field Form

Categories

Kind

Dropdown

) Enforce an option is chosen?
[J Allow multiple options to be selected?

Advice message
Options

< Add another option

Close Save custom field

e  Firstly enter the ‘Name’ of your new custom field

e  Under ‘Categories’ you can choose which types of incidents you would like this field to appear for, i.e.
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Medical, Behaviour only. The field will then appear once this category(s) is chosen on the new
incident/ action form. Please leave this field blank if you would like the custom field to appear for all
incident types.

e Next choose the ‘Kind’ of custom field from the available options, which are:-

o

Dropdown — to create a dropdown list of pre-set options to choose from
Example, dropdown list of Location of an incident/ action

Text —to add an additional line for free text
Example, to enter a Social Worker name on a student’s overview

Multiline text —to add an additional text box for more free text
Example, free text box for a summary of incident/ action

Date —to add an additional date field
Example, to enter the date of the next review meeting

Date/Time — to add an additional date and time field
Example, to input the date and time the incident/ action took place

e If you choose Dropdown you will have the following additional check boxes:-

o

o

Enforce an option is chosen?

Allow multiple options to be selected?

e  For Dropdown only enter your ‘Options’ next — these will be the items you would like to display in

your dropdown list.

o

You can add further options by clicking ‘+ Add another option’.

e  For all new custom fields, you can also add an ‘Advice message’ for staff to read. This helps to ensure
the field is completed correctly. The advice message will appear directly below the field on the chosen
form.

e Once you have completed the form click ‘Save Custom Field’.

Step 3: Once you choose to ‘Update Custom form’ the custom field is created and it will appear within the
chosen form for staff to see/ select.

field)

summary of incident (custom

Location (custom field)

Update Custom form

Example custom field

Sports Hall
Classroom
Toilets

Out of school
CP

)

I

1

I

{)

N I
I

|
{)

I

I

{)

)

I

I

I

1

If added to the Student Form, the field will be available to use within each students profile > ‘Overview’ tab,
by clicking the ‘Edit Information' button.
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v
'
@ incigents Contact Details Document Vault Aftendance Student Report Audit Report
'
'
'
L —
'
Overview |
'
; b
'
' Gender Female Date of Arrival 09/03/2009 Admission Date

Father cannot collect
Alerts

Selected staff members will receive an alert every time an incident is added about this student

Custom Fields
Legal note (custom field)

Alert Staff Members

Type a colleague’s name 1o add them to the alert list

CPOMS Websile  CPOMS User Guide  Cantact Support  CPOMS FAQ
s yous tespocmilty o logoul and protectthe secastly of sdent inarmation.

CPOMS School Dashboard  Reporing  Planner  Library  Admm  Account Setings
_ Hannah Greenwood (1B)
=D
o

| Legal note (custom

{ fieid)
L

Manitoring History

09/03/2009

You may also report on Custom fields, they will appear for selection within the Filter by Student/ Incident
options, or ‘Include in report’ checkboxes - depending on where the custom field was added to.

24.2 Managing your Custom Fields

You can view and edit your existing custom fields within the ‘Admin’ area > ‘Form Builder’ tab, by clicking

‘Edit’ next to the relevant form name.

If you hover your mouse over a particular custom field the follow icons will appear (to the right-hand side

=

of the field) to allow you to amend , or delete

the custom field.
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25 Custom Field for ‘People Involved’ when using initials in incident
text

If your LA/ Safeguarding Advisor recommends the use of initials in incident/ action text, it can be useful to
add a ‘Custom Field’ for ‘People Involved’ to use as a key.

ie. SC = Sue Clegg
LW = Laura Wild
Or

Pupil A = Sue Clegg
Pupil B = Laura Wild

If you then need to refer back to the incident in the future, you can cross check the initials against the key.

As the ‘People Involved’ is a custom field you can choose to not include it when running reports, i.e. for a
Subject Access Request.

To create a ‘People Involved’ custom field, please go to ‘Admin’ and select the ‘Form Builder’ tab.

CPOMS Website CPOMS User Guide ~ Contact Support  CPOMS FAQ REMIND ME HIDE NAMES & PHOTOS BLANK
Itis your responsibiliy to logout and protect the security of student information
1
CPOMS Test School ~ Dashboard  Reporing  Planner  Library ~ Admin  Account Settings & Addincident -~ M
I 1
. Admin !
1
1
| Overview  Setings mports  Categories Agencies Calendar Users Transfers Groups Maps  Add Studentl  Form Buider | Data Destruction Policies  Audits Integrations 1
1
L}
1 Form name Description Updated at 1
1
1 ncident form ncident 2021-01-20 10.0: 1
1
1 Action form Action Custom Form Builder 2021-01-19 13:21 =1 !
1
1 Student form Student Custom Form Builder 2021-01-19 13:23 Edit 1
L}
I 1
I 1
1

Click ‘Edit’ next to the ‘Incident form’.

Scroll down to the bottom of the page and click on the ‘+ New custom field’ button.

!
g
L
o
&
3
g
3
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€ Next, complete the ‘Custom Field Form’:-

€ Name - enter a name for the custom field,
i.e. People Involved.

Custom Field Form

€ Categories — leave blank, unless you want

Name

this field to appear for certain categories People Invalved
only. Categories
€ Kind - choose ‘Multiline Text’. Kind

Multiline Text

Advice message

€ Advice message - enter an advice message
of your choice to guide staff when
completing this field i.e. Please enter all
initials used (in the incident text) and the o
students full name here, i.e. SC = Sue Clegg.

Please enter all initials used (in the incident text) and the students full name here, i.e. SC

€ And click ‘Save custom field’.

If you would prefer for the field to appear elsewhere on the incident form i.e. directly beneath the incident
text box, you can drag and drop the field elsewhere.

You may also wish to add an additional ‘Advice message’ beneath the ‘Incident’ field for something along
the lines of:- Please use initials for all students, and input their full name in the 'People Involved' field.

Click on the small pencil icon beneath the ‘Incident’ field to add one.

Incident

Please use initials for all students, and input their full name in the 'Peaple Involved' field. #

Once you have updated the form, scroll down to the bottom of the page again and click ‘Update Custom
form’ to save your changes.

Update Custom form
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The field and your advice notes will now appear on the ‘Add Incident’ form for all staff.

Incident

People Involved

Please enter all initials used (in the incident text) and the students full name here, i.e. SC = Sue Clegg

1
1
1
1
L}
L}
1
1 Please use initials for all students, and input their full name in the 'People Involved' field
1
1
L}
L}
1
[

When running reports on Incidents, you can then tick to include, or un-tick to not include, the ‘People
Involved’ field/ key depending on the type of report you are running.

: Include in report @ Student Name @ Text @ Categories :
| @ Agencies @ Date Time @ Created By 1
I @ Edited by @ Linked Student Names @ Student Class 1
I @ Incident Status @ Assigned to aps 1
I @ Documents Incident Summary Line (Custom Field) @ Pple Involved ; 1
I.. __________ LA LSO e - - - Ll S el e - - - - - bt edicationandinse Ao when Oter = | _I
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26 Integrations

eSafe, Senso.cloud, Smoothwall and Trackit Lights integrations are possible within CPOMS for the purpose
of delivering information from 3rd Party Integrators, into CPOMS.

Integrations can be requested from directly within your CPOMS ‘Admin’ area and once submitted, the
integration will be established automatically against the parameters you have created. 3rd party integrators
can at no time see any information that you have stored in CPOMS and will only have the ability to send
relevant information from their side into the relevant student chronology within CPOMS.
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27 CPOMS Authenticator App — Setup and FAQs

27.1 How to setup a ‘Soft Key’
Step 1 - Download the CPOMS Authenticator App

The new soft key user must firstly download the ‘CPOMS Authenticator’ app to their chosen device, i.e. their
smart phone, tablet or iPad.

You can find the CPOMS Authenticator app by simply searching for the name in your app store, or by using
one of the below hyperlinks:-

Apple App Store https://apps.apple.com/gb/app/cpoms-authenticator/id1093080934

& Google P|ay https://play.google.com/store/apps/details?id=uk.co.meritec.coomsauthenticator&hl=en GB

Step 2 - Log in to your CPOMS Account

Once you have downloaded the app, please log in to your CPOMS account, on a separate device to the one
you have downloaded the app to. If you already have an existing key, please log in with it.

If you are using CPOMS for the first time, you will need to request an initial password to log-in firstly, by
clicking on the ‘Forgotten your password or using CPOMS for the first time?’ option, at your schools CPOMS
login page, and following the simple steps.

Once you have logged in to CPOMS, click on the ‘Account Settings’ section, along the top bar, and then click
on the ‘Security Keys’ tab, to the left-hand side of the screen. Please see below screenshot.

pport  CPOMS FAQ REMINDME  HIDENAMES  BLANK SCREEN

CPOMS School  ~ D 2eporting er  Lbary  Admin W Addincdest -~ &~  LOGOUT

1 Account Settings

| sccount

prove

CPOMS Authenticator

the CROMS Authe

generate One

Under the sub-heading for CPCOMS Authenticator, please click on ‘Add new device’.

This will then create a QR code for you to scan within your CPCOMS Authenticator App.
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To scan the QR code, simply open up the app and tap the ‘Scan QR Code’ message. Now point your device
camera towards this image. Once the app has scanned the QR code, it will begin generating random
numbers. For security purposes, the numbers will change every 30 seconds as the circle goes round.
*Please continue with the below points to ensure your app is setup correctly and saves to your account.
Next, beneath the QR code image on screen, enter a ‘Name’ for your device i.e. iPad/ My Phone.

In ‘Code’ type in the current 6-digit code which is appearing in your app.

Lastly click ‘Save this device’.

REMINDME  HIDENAMES  BLANK SCREEN

0
Reporing  Planner  Library  Admin  Account Seltings ad  Addincident - B>  LOGOUT

encourages all USers 10 Use 2 form o
are the owner of the account. T

factor authentication
hods

F aUthentication IMproves account security by fequiring you to present something extra on top of your usual email address and password while logging in, to
Security keys Delow

Securily log Name Registered Lastused

CPOMS Authenticator
CPOMS Authenticalor apg on your

Phone 7 0109, 2020 at 09:44

Sean the mage beiow using the GPOMS AUthenticator 30p on yaur mob!

Once saved, your new Soft Key will appear listed in the CPOMS Authenticator section.

will appear next to its name until you use the app to login, this is nothing to worry about.

added new method.

Name Registered Last used

iPhone 7 Oct 20, 2020 NA B

Step 3 - Elevate your Access

To elevate your access, please click on ‘Dashboard’ to the top left-hand corner of the screen in CPOMS, to
refresh your page. To the top right-hand corner of your CPOMS screen, you should now have a ‘Elevate
Your Access’ option to click on. Once selected, enter the 6-digit number appearing on your app currently,
and click ‘Authenticate’. If you are already logged in with a different key, the ‘Elevate Your Access’ option
will not appear.
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______

CPOMS

Two Factor Authentication

CPOMS Authenticator Code

If you are in a higher level user group, your access will now change to reflect your user group permissions.

When you log in to CPOMS in the future, your app will give you the option to ‘approve’ or ‘deny’ a log in,
rather than typing in the code manually each time. Alongside this option, it will display the approximate
location of where the login took place (based on the IP address), so you can easily differentiate whether it
was you who initiated the login before you choose to click ‘approve’.

Permissions
Access permissions in CPOMS are set by the User Group the user has been placed in.
A CPOMS Admin Key Holder can check and update permissions via the CPOMS ‘Admin’ area > ‘Users’ tab.
Your current user groups will be listed to the left-hand side of this tab under the title ‘User Groups’. To
check, or edit, a user group, simply click on the relevant user group name here - or you may create a new
one if required under the ‘New Group’ option.
To change an existing users User Group - Go to ‘Admin’ > ‘Users’ and click on the user’s name from your list
of users. In their profile, click on ‘Permissions’ to the left, amend their user group from the drop-down

options available and ‘Save details’.

If you would like to restrict your key users by class or year group under ‘Admin’ > ‘Groups’. Full instructions
for this process can be sent on request.
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CPOMS ‘Soft Key’ - FAQs

| have got a new phone?

If you have got a new phone and no longer have access to your previous Soft Key/ App, to set up your new phone
you must firstly remove your previous key.

A CPOMS Admin Key Holder in school can remove the key for you, within the ‘Admin’ section, ‘Users’ tab by
clicking into your/ the user’s name (into your/ the user’s profile) and to the left ‘Security Keys’.

Tick ‘I confirm that | have read and understand this notice’, and the ‘Remove this user’s 2FA devices’ button to
remove the key from the user’s profile.

s

i
{ Remove this user's 27 devices ]
— —

Once the previous key has been removed, you may setup a new Soft Key following the original CPOMS ‘Soft Key’
Setup instructions (click here). Please log out and back in before you begin this process.

My app is asking me to ‘Scan QR Code’?

If your app reverts to the ‘Scan QR Code’ message, it means your app needs to be reconfigured. To do this, you
must firstly remove your previous key.

A CPOMS Admin Key Holder in school can remove the key for you, within the ‘Admin’ section, ‘Users’ tab by
clicking into your/ the user’s name (into your/ the user’s profile) and to the left ‘Security Keys’.

Tick ‘1 confirm that | have read and understand this notice’, and the ‘Remove this user’s 2FA devices’ button to
remove the key from the user’s profile.

: Security keys |
e — R T
¢

==
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Once the previous key has been removed, you may setup a new Soft Key following the original CPOMS ‘Soft Key’
Setup instructions (click here). Please log out and back in before you begin this process.

| cannot access ‘Security Keys’?

If you cannot click on the ‘Security Keys’ tab (within ‘Account Settings’) to set up a Soft Key, it may be that the
system thinks you have a key already. This can occur if perhaps you started the process previously or have got a
new phone, or that you have logged in without using your current key.

If you still have access to the previous key please click ‘Elevate your access’ to the top right.

If you do not have access to the previous key, you must remove the previous key to start the process again.

A CPOMS Admin Key Holder in school can remove the key for you, within the ‘Admin’ section, ‘Users’ tab by
clicking into your/ the user’s name (into your/ the user’s profile) and to the left ‘Security Keys’.

Tick ‘I confirm that | have read and understand this notice’, and the ‘Remove this user’s 2FA devices’ button to
remove the key from the user’s profile.

Once the previous key has been removed, you may setup a new Soft Key following the original CPOMS ‘Soft Key’
Setup instructions (click here). Please log out and back in before you begin this process.

My location on the app is not accurate?

The location shown on the app is actually taken from the location of your I.P address, so it can sometimes appear
to be further afield.

To put your mind at rest you can check the location of your I.P address before choosing to ‘approve’.
Simply search ‘What’s my IP’ in a search engine (i.e. Google) on your app device and click on
https://whatismyipaddress.com, which is usually the first result. This will then confirm the location of your I.P

address, which you can check matches against the location shown in your app.

Or if you would prefer, you can choose to type in the numbers manually into CPOMS, rather than clicking on the
approve option.
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Error message ‘Incorrect or out of date code’?

If you receive an error message which says 'Incorrect or out of date code', when logging in to CPOMS with your
key, it means the date and time on the device of your app is out of sync with our servers (it may be slightly fast
or slow).

Usually the way to fix this is to amend the date and time setting on the device of your app to 'set automatically'.
This ensures the date and time is set identically to our servers.

Error message ‘No usable date’ when trying to scan the QR code?

This sometimes occurs if you are trying to scan the QR code via the normal camera on your device, rather then
through the CPOMS Authenticator App. To scan the QR code, please ensure you have firstly opened the CPOMS
Authenticator App, and tapped ‘Scan QR Code’. Please then point the camera toward the QR code image when
prompted.

SSO Users
If you have an SSO account (Single Sign On) then we have a self service portal where you can manage your SSO

account. Here you can change your email address and manage your 2FA device. This can be accessed via:-
https://auth.meritec.co.uk/.

CPOMS

Welcome to CPOMS SSO

Manage your account
Manage your two factor devices

You are signed in as yvonne.clegg@cpoms.co.uk. If this is

not you please sign out.
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28 U2F Key setup

If you have been given a U2F key, for two factor authentication use, it must firstly be linked to your CPOMS
account.

Before you begin, please ensure that you are using an up-to-date version of Google Chrome or Firefox. U2F
technology is not currently supported by Internet Explorer or Safari.

Please note, that each new U2F key holder must set up their own key.

Step 1 - Log in to your CPOMS Account

Please log in to your CPOMS account, if you already have an existing key, i.e. a Soft Key or another USB key,
please log in with it.

If you are using CPOMS for the first time, you will need to request an initial password to log-in firstly, by
clicking on the ‘Forgotten your password or using CPOMS for the first time?’ option, at your schools CPOMS
login page, and following the simple steps.

Step 2 — Go to ‘Account Settings’ > ‘Security Keys’

Once you have logged in to CPOMS, click on the ‘Account Settings’ section, along the top bar, and then click
on the ‘Security Keys’ tab, to the left-hand side of the screen.

Under the sub-heading for U2F Keys, please click on ‘Register a new U2F key’.
A pop-up will then appear where you will be asked to choose a 'Device Name' for the key, i.e. U2F Key, and
'Start Registration'. You will then be prompted to insert the U2F key into your PC or laptop, and press the

gold disc to link this key to your account.

If Windows Security asks you to create a PIN, enter one and click OK (this option does not appear in all versions
of Windows). Your PIN is stored locally on your security key.

Once complete, the pop-up will say 'Successfully added new U2F key. You can now close this window'.

Step 3 - Elevate your Access

To elevate your access, please click on ‘Dashboard’ to the top left-hand corner of the screen in CPOMS, to
refresh your page. To the top right-hand corner of your CPOMS screen, you should now have a ‘Elevate Your
Access’ option to click on. Select this and follow the on-screen instructions. If you are already logged in with

a different key, the ‘Elevate Your Access’ option will not appear.

If you are in a higher level user group, your access will now change to reflect your user group permissions.
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29 Extra Features

A few final features on CPOMS are the Remind Me, Hide Names and the Blank Screen mode, as well as the
Contact Support function. You will find these at the top left and right of each page throughout the system.

REMIND ME

BLANK SCREEN

CPOMS Website CPOMS User Guide HIDE NAMES

It & your responsibiiity 1o logout and pratect he sscurity of sident information.

Contact Support  CPOMS FAQ

LOGOUT

Dashboard Planner  Library  Admin  Account Settings

CPOMS School

Dashboard

Monitored students

Reporting

Personal Reminder
Title

Chlos Kelan added an incident for Hannah Greenwood (SR ermmy CTD

Chioe Kelan added an incident for Daniele Bradshaw ([ ey

Wandy Abboft added an incident for Asif Hussain (EEXS)
Filter By Group : B

You have not lagged any incidents or actions in the last 7 days.

nciude archived swudents

Reminder

™ Sat 18 August 2018

2:04PM orin| 1day

Save Event

29.1 Remind Me

The Remind Me function is linked to the Planner area, it quickly enables you to add any personal or CPCOMS
reminders. This can be useful when dealing with an incident that you need to follow up on at a later date.
By adding a reminder you will receive a prompt on your dashboard and also a notification via email at a time
of your choosing.

REMIND ME HIDE NAMES BLANK SCREEN

Personal Reminder
Title

Reminder

™ Sat 18 August 2018

2:04PM orin| 1day

29.2 Hide Names

The Hide Names mode, available in the top right-hand corner of your screen, will star out the names of all
students within the system — therefore if you produce a class list you will only see the first letter of each
first name and surname. This follows suit throughout every page until you turn it off by re-clicking the
button, which would now be called Show Names.

29.3 Blank Screen

The Blank Screen mode, available in the top right-hand corner of your screen, will quickly provide you with
a cover to hide your screen; for example, if you are perhaps interrupted by someone who you do not want
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to see your screen when adding an incident or running a report, without having to lose where you are in
the system.

The blank screen mode will automatically activate after fifteen minutes of inactivity. If you would like to
adjust this time, you can do so in the ‘Admin’ area > ‘System Settings’ tab > ‘Idle Timeout’ section.

N.B

29.4 Contact Support

Lastly we have the Contact Support function, to the left-hand side of your screen. You can choose to
contact our Customer Support Team from within the system saving you precious time. Simply click on the
‘Contact Support’ button, enter your subject, phone number, message and submit. This will then be sent
directly to our CPOMS helpdesk where someone will carry out your request as soon as possible and notify
you once it has been completed.

Contact Support is for any and all queries, however, if your request is URGENT please contact us by
telephone on 01756 797766.

N.B

pbsite CPOMS User Guide | Contact Support = CPOMS FAQ
onsibility fo logout and protect the secunly of siudent information.

29.5 Import Health

There is also an ‘Import health’ traffic light indicator on the dashboard which displays green, amber or
red depending on when we last received an import. If you notice that there has been a change in
health, it may require a reboot of the MIS imports. If your MIS import is not running successfully, your
class and staff lists, as well as attendance figures will not be accurate.

Please feel free to contact us via the ‘Contact Support’ function if this occurs and we can provide you
with the necessary instructions to restart the imports.
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30 Non Key User - Restricted System Access

30.1 Using CPOMS for the first time
Firstly every user needs to set their own password.

To ensure that all users change their password to something that is personal and secure, we do not provide
you with a password to begin with.

To create your first password please visit your school’s CCOMS URL.

Click on the ‘Forgotten your password or using CPOMS for the first time?’ option (beneath the ‘Login’
button).

Single Sign-On

Login using your CPOMS Identity account

When prompted, input the email address which was supplied to us and click ‘Reset Password’. This will
then send you a unique hyperlink, to that email address, which will enable you to create your first CCOMS
password.

Once you have created your first password, go back to your CPOMS log in page and enter your email
address, password and click the ‘Login’ button.

30.2 Restricted Access Dashboard

Once you are logged in to CPOMS, you will see an ‘Alert’ and ‘My History’ section.

If you have been alerted to anything at all within CPOMS it will display within your ‘Alert’ section to view.

The ‘My History’ section will list any incidents or actions that you have added in the last 7 days, for your
information.
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31 Viewing an Incident

If you have been sent any alerts at all, you will also receive an email to your school email address (or the
one which we have been given) to make you aware of the fact that you have been sent an alert by a member
of staff in school.

The email will tell you who has created the alert and which category it falls under but no other information.
It will then give you a link to your CPOMS log in page to view the content in full.

New Incident Alert

© Rapy | € Repyas | > Fomars
CPOMS | CPOMS School <notifications@cpoms net

You have a new incident alert

Dear Suzanne

Selene Brammah has alerted you to an incident within the following
categories:
‘Cause for Concem
Click here lo view this incidents

Once logged into the dashboard you will see your list of alerts. It will again tell you which member of staff
has alerted you, which student the alert is about, the category(s) the incident falls under and when the
incident alert was created.

If you now click on the word ‘Incident’ you will be taken directly to view the incident.

CPOMS Website CPOMS User Guide ~Contact Support CPOMS FAQ ELEVATE YOUR ACCESS HIDE NAMES BLANK SCREEN
Itis you lity to logout and protect the security of student information

CPOMS Primary School ~~  Dashboard  Library  Account Settings Addincident ~ M v  LOGOUT

Recently Viewed Dashboard

Incident for Danielle Bradshaw @

about 2 hours ago

Student: Hannah Greenwood @ @ @ Chioe Kelan aa§@n incident folanietie Bradshaw (EETEEED 2h

about 3 hours ago

Wendy Abbott added an Incident for Asif Hussain @ 4 hours ago by V

annah Greenwood @ @

My Assigned Added

seemore v
You are not assigned any open cases

My History Added

You have not logged any incidents or actions in the last 7 days.

Fmm—m—m—m————————— =

Once you have read and dealt with the incident, you can choose to ‘Add Action’ below the content, to add
in the detail of any action you have taken, or what you would now like a colleague to follow up.
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Once you have added your action you may mark the incident as read to acknowledge that you have seen

the incident and understand the content.

N.B Please note as you do not have key access, once you have marked the incident as read,

.Q the alert will disappear from your alerts dashboard and you will not be able to read it again.

Therefore if you are required to add any further actions make sure to do this before you select
the ‘mark as read’.
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32 Adding an Action

Once you have read an alert, you can then log an action. This is very similar to incident logging and you can
choose to alert other staff in the same manner. You can then make sure that there is a clear trail of what
has been done, by whom and when. This ensures that everyone alerted has an up-to-date knowledge of
what is happening with that student/ incident.

CPOMS User Guide Contact Support  CPOMS FAQ ELEVATE YOUR ACCESS HIDE NAMES BLANK SCREEN
y to logout and protect the security of student information.

CPOMS Primary School ~  Dashboard Library  Account Settings Add Incident - A~ LOGOUT

Viewing Incident - Danielle Bradshaw (4B)

L}

L}

[}

! Chioe Kelan 49 Danielle’s next review is scheduled 1o be next week. Mum is going to come in after school and before hand | would like to arrange an in-school meeting to discuss recent
I Mon 2411012016 16:58 progress and results

I

1 Status: NA

| Assigned to: Nobody

[}
1
1
1
L}

Chioe Kelan alerted you to this incident. next alert »

e e e e E e e e e e ==

CPOMS Primary School ~ Dashboard Library Account Settn Add Incident - A~ LOGOUT

Status: N/A
Assigned to: Nobody

Action Taken

Add Categories
Agency Involved

Date/Time B Wed 06 January 2021 442PM

Files

Click to browse or drag a file to upload

Alert Staff Members

SLT | Teachers

Add Incident alert recipients | These user(s) were alerted to the corresponding incident
Add Action

GPOMS @ 2021, CPOMS Systems Limited, y5.18.0 W M

e I A e S ) Ut St e

€ Action Taken
Firstly fill in the free text box with all of the information needed about the action taken. This could
be a referral made, telephone call or meeting arranged, for example.

€ Add Categories
If required, you can add additional categories to the action which will be displayed against the
original incident.
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€ Add action to linked students
If you would like the action to be copied to the linked students profile, click on the tick box to 'Add
action to linked students' next and 'Share documents?' if necessary.

€ Agency Involved
You can also add any agency names to the action to make others aware of which agencies are
involved with this action/ pupil.

€ Date/ Time
Select the date and time you wish to record, if it is different to the current.

€ Files
If you would like to attach a file/ document to support the incident e.g. a social services letter,
email, or meeting minutes etc. you can do so at this point. Simply click to browse and find the
relevant document on your machine and add or drag a file from one of your folders into the area
to upload.

€ Alert Staff Members
Next, you can choose which members of staff you wish to alert. Begin typing a name and CPOMS
will filter through all CPOMS registered staff members for you to select from. Alternatively you can
select to alert an entire alert group by choosing the relevant alert group button(s) available beneath
the individual alert option.

Or you may click ‘Add incident alert recipients’ to alert the same staff members who were alerted
to the original incident.

Once all of the above has been done, you must select the ‘Add Action’ button to submit. This will then send
out email alerts to all of the selected staff members telling them that they need to log in to CPOMS to look
at a newly added action.
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33 Adding an Incident

To add a new incident to the system click on the ‘Add Incident’ button, available to the top right of your
dashboard.

CPOMS Website CPOI User Guide Contact Support CPOMS FAQ ELEVATE YOUR ACCESS HIDE NAMES BLANK SCREEN

Itis e y rotect the security of student information

CPOMS Primary School ~~  Dashboard  Library  Account Settings Add Incident A~ LoGouT
———
Recently Viewed Dashboard
Incident for Danielle Bradshaw @
about 2 hours ago Alert
et Chioe Kelan added an incident for Danielle Bradshaw (NSNS
about 3 hours ago
Student: Danielle Bradshaw @ Wendy Abbott added an incident for Asif Hussain @ 4 hours ago by
about 1 month ago

Incident for Hannah Greenwood @ @

about 1 month age

My Assigned Added

see more v
You are not assigned any open cases.

My History Added

You have not logged any incidents or actions in the last 7 days

P[mm—m—m—m————————— =

You will then be taken to the ‘Add Incident’ form, where you can fill in all of the details about the incident.
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Add Incident Form

CPOMS Website CPOMS User Guide Contact Support CPOMS FAQ

Itis your responsibility to logout and protect the security of student information

CPOMS Primary School ~  Dashboard Library  Account Settings

€ Student

Cause for Concemn

Safeguarding

I Student
I Incident
Categories Altginment () Altendance () Behaviour () Bullying () Bullying/ Friendship Related Issues
I Home Issues () Medical Issues ) Parental Contact [ Prevent
Linked student(s)
-
I DatelTime = \Wed 06 January 2021 4:19PM
I Status Active
I Assign to
I Files
I Click to browse or drag a file to upload
I Alert Staff Members
SLT | Teachers
I Type a colleague’s name or select an alert group to alert them to this incident es highlighted ir
I Agency Involved
I Submit Incident
I CPOMS © 2021, CPOMS Systems Limited. v5.18.0 W

ELEVATE YOUR ACCESS HIDE NAMES BLANK SCREEN

Add Incident - A~ LoOGOUT

 Back

Child Contact Child Protection Communication

SEND

Team Teach Incident

|~ o S o o o o]

Begin to type in part of the name of the student that you would like to add an incident about. This
will begin to filter through all of the student names held within the system. Once their name
appears for selection, please click on it. If you select the wrong name click on the %’ delete button

to choose an alternative student.

€ Incident

Fill in the ‘Incident’ text box with all of the details about the incident which you are adding. This is
a free text box so you can add as much or as little as needed. Be careful to be accurate and specific.
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€ Categories
Once you have filled in all of the details about the incident, you need to select at least one category
to assign it to. If there is an overlap you may select more than one.

€ Linked student(s)
You can then choose to link in other students if more than one is involved in a particular incident.
This will copy the incident to all pupils selected. You can also click to monitor the linked student
under the same category(s) if necessary and choose whether to share any documents you attach
to the incident to their profile(s) as well.

€ Maps
The ‘Maps’ feature allows you to apply numbered markers to a map image to support your incident
text. This will default to our ‘Body Map’.

€ Date/Time
Following this you can select a date and time. These will both default to the current date and time,
however if you wish to change it to when the incident actually occurred you can do so here.

€ status
You may set the ‘Status’ of the incident to ‘Active’ or ‘Closed’.

€ Assignto
You may also assign an incident to a specific staff member (Key Holders Only) if they will be dealing
with it, by selecting their name in the ‘Assign to’ field. The chosen user will then receive an email
notification to alert them to this and the incident will appear in the ‘My Assigned’ area of their
dashboard until the incident status changes to ‘Closed’

€ Files
If you would like to attach a file/ document to support the incident e.g. a social services letter,
previous school case notes, or meeting minutes etc. you can do so at this point. Simply click to
browse and find the relevant document on your machine and add or drag a file from one of your
folders into the area to upload.

€ Alert Staff Members
Next, you can choose which members of staff you wish to alert. Begin typing a name and CPOMS
will filter through all CPOMS registered staff members for you to select from. Alternatively you can
select to alert an entire alert group by choosing the relevant alert group button(s) available beneath
the individual alert option.
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€ Agency Involved
You can also add any agency names to the incident to make others aware of which agencies are

involved with this incident/ pupil.

Once all of the above has been done, you must select the ‘Add Incident’ button to submit. This will then
send out email alerts to all of the selected staff members telling them that they need to log in to CPOMS to

look at a newly added incident.
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34 Extra Features

A few final features on CPOMS are the Hide Names and the Blank Screen mode, as well as the Contact
Support function. You will find these at the top left and right of each page throughout the system.

34.1 Hide Names
The Hide Names mode, available in the top right-hand corner of your screen, will star out the names of all

students within the system. This follows suit throughout every page until you turn it off by re-clicking the
button, which would now be called Show Names.

34.2 Blank Screen
The Blank Screen mode, available in the top right-hand corner of your screen, will quickly provide you with
a cover to hide your screen; for example, if you are perhaps interrupted by someone who you do not want

to see your screen when adding a new incident, without having to lose where you are in the system.

The blank screen mode will automatically activate after fifteen minutes of inactivity.

N.B

34.3 Contact Support

Lastly we have the Contact Support function, to the left-hand side of your screen. You can choose to contact
our Customer Support Team from within the system saving you precious time. Simply click on the ‘Contact
Support’ button, enter your message and submit it. This will then be sent directly to our CPOMS helpdesk
where someone will carry out your request as soon as possible and notify you once it has been completed.

N.B

bbsite CPOMS User Guide = Contact Support = CPOMS FAQ

onsibility 1o logout and protect the seCuglit of student information

Message
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35 Frequently Asked Questions
How do | reset my, or another users, CPOMS password?

Please select the ‘Forgotten your password or using CPOMS for the first time?’ option, beneath the ‘Login’
button at your usual CPOMS log-in page.

Simply input the email address which was supplied to us (this can be your own, or another users) and click ‘Reset
Password’.

This will then send you/ the user a unique link to the email address provided, where you/ they can create a new
CPOMS password.

When I try to reset my password | receive the error 'The email address you entered does not exist'?

Please firstly check that you are on the correct URL (web address) for your schools CPOMS log-in page, and that
the email address you are inputting does not contain any spelling mistakes or typos.

This error can occur if you have not been added to CPOMS. Please contact your CPOMS Administrator to check
and arrange this, via the CPOMS ‘Admin’ area > ‘Users’ tab by clicking on your name, into your profile page.

This error can occur if we have a different email address assigned to your account, or if there is a spelling error
in it. Please contact your CPOMS Administrator to check and amend this, again via the CPOMS ‘Admin’ area >
‘Users’ tab.

Also, if your school has a mixture of 'ldentity' and 'SSO' (Single Sign On) users, please ensure you are selecting
the correct ‘Authentication Provider’ for your account type when trying to reset your password:-

€ If you have access to one school/ CPOMS system please choose ‘CPOMS Identity’.

€ If you have access to more than one CPOMS system (including CPOMS StaffSafe) please choose
‘CPOMS SSQ’ - if SSO has been setup for your account.

What’s the difference between the Soft Key and the Physical U2F USB key?

The CPOMS Authenticator app (Soft Key) works in much the same way as the latest revisions of Internet Banking
in that it generates an ever changing 6-digit security code (to use alongside your email and password) to enable
higher level access in CPOMS. The app must be downloaded to an iOS or Android tablet / smartphone device but
can be used to log in to CPOMS on all devices, including your laptop/ PC, by inputting the number displayed on
the app when prompted.

The USB key works in much the same way as the soft key, but as a physical USB device - so rather than inputting
the 6-digit code provided in the app, you would plug the USB key into your PC and press the button on the key
itself which will generate a unique code.

How can | set up the CPOMS Authenticator app (Soft Key)?

Please click here for instructions.

CPOMS System User Guide Page 117 of 123
© CPOMS Systems Limited 2022

CPOMS-1009-v3



CPOMS

How can | set up my USB/ U2F Key?

Please click here for instructions.

Soft Key Error - 'Incorrect or out of date code'

If you receive an error message which says 'Incorrect or out of date code’, when logging in to CPOMS with your
key, it means the date and time on the device of your app is out of sync with our servers (it may be slightly fast
or slow).

Usually the way to fix this is to amend the date and time setting on the device of your app to 'set automatically'.

Please ensure the time zone is set to ‘London GMT’, which ensures the date and time is set identically to our
servers.

USB Key Error - 'Unable to verify your U2F key'

This error usually occurs for one of the following reasons:-

€ You are using the incorrect U2F key — keys are assigned to an individual user, please ensure that you
have the correct key

€ You are on the incorrect CPOMS url — each CPOMS url is unique to the individual school, please ensure
that you are on the correct url for your school

€ You do not have a key assigned, as keys are assigned to a specific user, they must be re-programmed to
work for a new user

€ Please also ensure the CAPS Lock option is switched off.

How do | monitor a student in CPOMS?

A student will automatically become monitored as new incidents are added by staff. You can also choose to
monitor a student manually within their ‘Overview’ tab, by selecting the ‘Edit Information’ button (to the right-
hand corner). From here you can simply tick the relevant category name(s) and scroll down to ‘Update Student’
to save.

How do | un-monitor a student
To un-monitor a student for a certain category, access their profile, via the class list or the quick student search,

on their 'Overview' page, click on the 'Edit Information' button. Scroll down the page to the 'Monitoring
Options' area and simply un-tick the category(s) you would like to un-monitor them for, and 'Update Student'.
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How do | monitor/ un-monitor in bulk for a certain category

To monitor or un-monitor a group of students for a certain category, from the main dashboard you can either
click on your different category names (to the left-hand side, to see who is monitored for what), or you may click
into a class list (i.e. a whole tutor group or year group). Next, to the right-hand side of the screen (above the
student names) you can select to 'Update Categories'. Once selected, a tick box will appear to the left of each
student’s name, tick the relevant students that you wish to monitor/ un-monitor and 'Continue'. You can then
choose a category name and choose to either 'Add' or 'Remove' it from the selected students, as well as choose a
start date, or if needed you may wipe all categories.

This is important to ensure your monitored student figures are accurate and up to date.

How do | run a full student report/ chronology?

To run a full student report in CPOMS, access the student’s profile via their class list, or using the ‘Quick Student
Search’ option and click on their name, into their profile.

€ Within the student’s profile, click on the ‘Student Report’ tab.

€ Under ‘Include in report’ tick to include ‘Incidents’ in addition.
In the additional ‘Filter Incident’ options that now appear, you may wish to tick ‘Include Linked Incidents’
to ensure you receive any incidents the student has been linked in to also. You may also wish to choose
to Hide Student and/ or Staff Names in the report.

€ For all records please ignore the further filter options, or you may apply specific dates or select certain
categories here.

€ scroll down to the ‘Report format’ and amend this to ‘PDF (print view)'.

€ If required enter a ‘PDF password’ to password protect the report, and ‘Generate Report’.

c

This will then generate a PDF copy of the student’s incidents which you can then print or save
electronically.

You can run all reports within CPOMS in 'Enquiry View' to view the report on screen, or 'PDF (Print View)' to
create a printable PDF copy.
Useful Reports Guide

Please click here to view the useful reports section.

How do I add our school logo to reports?
To add your school logo to appear in the header of PDF reports, firstly upload the school logo into your CPOMS
‘Library’ area, in your preferred size.

Next, navigate to your CPOMS ‘Admin’ area, selecting the ‘Settings’ tab. Scroll down to ‘School Logo’, select the
relevant logo here and click ‘Update Settings’.
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How do | access an archived student’s profile/ incidents?

Once a student is marked as archived in your MIS, they will automatically become archived in CPOMS on the next
import.

You can still always access and add to the students profile as normal. You just need to tick the ‘Include archived
students’ check box, beneath the ‘Quick Student Search’ box, when searching.

If you are unable to view archived students, you will also need to make sure you have access to un-grouped
students. You can check this within the 'Admin' area > 'Users' tab, click into your name and to the left
'Permissions'. Within permissions, simply select the tick box here:- 'Can view students who don't have a group
(typically archived)' and 'Save'.

Can | edit/ remove an incident or action?

Admin key holders can choose to edit and remove both incidents and actions within CPCOMS.

The ‘Edit’ and ‘Delete’ functions are available within each child’s profile > ‘Incidents’ tab, in the top right-hand
corner of each individual incident/ action, under ‘Options’.

For more information about this click here.

How do | remove a document/ file?

Admin key holders can remove incorrect or unwanted files within CPOMS; via the students document vault, or if
added to an incident or action simply locate the incident within the child’s incidents tab, and in the right-hand
corner of the specific incident/ action under ‘Options’ click ‘Edit’ — you can then remove the attached file(s), and
save.

Can we re-use/ re-program U2F/ USB keys?

If the small key code on the back of the key begins with 55 or higher, or starts with a 7, it can be reprogrammed
in school, please see the below instructions. Older keys which do not start with these numbers can no longer be
reprogrammed I'm afraid, as the technology used is no longer supported.

To reprogram a U2F/ USB key in school, you must firstly remove the U2F/ USB key from its previous owner.

A CPOMS Admin Key Holder in school can remove the key, within the 'Admin' area > 'Users' tab, by clicking on
the previous key holder’s name and within their profile, to the left 'Security Keys'.

Once the key has been removed, it must be linked to the new key holder’s account by following the U2F Key
Setup Instructions in their own CPOMS login.
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How do | order a new U2F/ USB key?

To order a new U2F/ USB Key please download the below order form from our website and return via email to

ps@cpoms.co.uk.

New Key Order Form (U2F/ USB)

Additional USB keys are currently £27.50 + VAT, per key (13/06/2022).

We are missing a student/class?

If you notice that you are missing students, or your classes do not appear to be up to date this is often a sign that
your import is no longer running successfully.

You can check the status of your import via the ‘import health’ traffic light indicator on your schools dashboard,
or within the ‘Admin’ area > ‘Imports’ tab.

Please feel free to contact us via ‘Contact Support’ if this occurs and we can provide you with the necessary
instructions to restart your imports.

My import status is 'failing'?

If your ‘import health’ traffic light indicator changes to ‘failing’ this means your import link has been broken.
Please feel free to contact us via ‘Contact Support’ if this occurs and we can provide you with the necessary
instructions to restart your imports.

I cannot see a students transfer information?

Once the transfer status changes to ‘Transferred’, the new school will receive the student’s full transfer
information.

The schools/ students’ previous incident categories are brought across to CPOMS also, under a main category of
'Legacy', with sub-categories of the previous school’s category names.

The Legacy categories are automatically deactivated, and the permissions are set to blank, to ensure that no new
incidents can be logged against them and that only the correct level of staff at the new school can access the
transferred information.

Therefore in order to gain access to the transferred information, an Admin key user needs to set the permissions
for each Legacy category, and any sub-categories within the 'Admin' area > 'Users' tab, by clicking into the top
level User Group name, i.e. SLT, to the right-hand side of this page.

Within the User Group ‘Category Permissions’ please tick 'View Students' and 'View Incidents' against each
Legacy category, and any sub-categories, ensuring you ‘Save Group’ once ticked.

Please leave the 'Add Incidents' column un-ticked, and all of the Legacy categories de-activated so that no new
incidents can be logged against them.
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Once the category permissions have been switched on, the transferred information will appear within the
students profile > ‘Incidents’ tab in date order, and any files within their ‘Document Vault’ tab.

For full information regarding CPOMS transfers, please click here.

Member of staff not appearing in 'Add user' drop down list?

To appear in the ‘New User’ drop down list, staff must be added to your MIS, as a permanent staff member, with
a current start date and full-time employment. Your imports must also be up and running successfully to be kept
up to date.

If you have de-activated this user at some point, an Admin key user can re-activate them within the ‘Admin’ area
> ‘Users’ tab, by selecting the ‘Deactivated User’ button in the right-hand corner.

Or, if you would like to add a member of staff who is not in your MIS system for any reason, choose the ‘Add
Non-MIS User’.

Clear Dashboard Alerts

A CPOMS Admin Key Holder can clear dashboard alerts in full by navigating to 'Admin' > 'Users' and clicking on
the relevant user’s name from the list of users. In the user’s profile, click on 'Alerts' to the left. Next to 'Clear
user's dashboard alerts' enter the dates you would like to remove the alerts between and click the 'Remove
dashboard alerts' button.

Please note, this will remove all of the user’s dashboard alerts within the input timeframe so should only be
selected if you are happy that they have been dealt with.
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36 CPOMS Support

Should you require any support at all for CPOMS our contact details are as follows:-

CPOMS Systems Limited
Unit 7

Acorn Business Park
Skipton

North Yorkshire

BD23 2UE

Telephone:- 01756 797766

e-Mail:- support@cpoms.co.uk

o Twitter ‘ o Facebook ‘ Instagram ‘ @ Linkedin

There is also a built in ‘Contact Support’ function within CPOMS (located in the top-left corner when you
are logged in to CPOMS) which links directly to our helpdesk.

@ The office is open Monday to Thursday 8:30am to 5:30pm, and Friday 8:30am to 5pm.

If your request is URGENT please always contact us by telephone.
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