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Bolton Information Sharing & Assessment
Bolton’s Child Index – Quick User Guide
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	Logging in

After entering your username and password, the information screen will highlight any relevant and recent news / guidance. Please read through before clicking the ACCEPT button in the bottom right corner.

How do I get access?

Complete the request form and forward to boltonisa@bolton.gov.uk and you will be contacted to arrange training prior to being given access.

Where is the Index?

The Index is web based and can be accessed using the following link: http://cen01uxcrm01.bolton.gov.uk:8003/OA_HTML/irt.jsp 

What do I do if my log in doesn’t work?

It is possible that your username and/or password is typed incorrectly. Although the log in page is NOT case sensitive, please ensure you are spelling your details correctly. If problems persist then contact boltonisa@bolton.gov.uk or via telephone on 01204 334278.
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	Performing a Search

To begin with, try using just the child or young person’s FIRST NAME and LAST NAME to conduct a search. If this fails, then try using address or date of birth information. Remember that you can use the % as a wildcard character. Once your search is complete, select the Underlined Name or the blue detail box to open the record.
What do I do if I cannot find my child/young person?

Try using different combinations of name and address information. Remember that some names can have different spellings, such as Rachael / Rachelle, Suzanne and Susanne etc. Try using the wildcard in these instances, for example Rach% and Su%. If you are unable to locate your child or young person then contact boltonisa@bolton.gov.uk or via telephone on 01204 334278.

What do I do if there are 2 or more identical records for my child or young person?

If you identify any duplicates then you need to contact boltonisa@bolton.gov.uk or via telephone on 01204 334278 as soon as possible to have the duplicate records removed.
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Please ensure that you click the refresh icon to the right hand side of the screen to get the most up to date information.
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	Review any existing involvements and gather information

The opening “dashboard” screen will tell you how many practitioners are involved, whether a CAF exists and whether any Child In Need meetings have taken place. By selecting the blue detail box to the right hand side of the screen you will be able to review the contact details of the practitioners involved. If you require further information, such as email address, then select the blue open box next to the relevant practitioner name.
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	Sensitive Information
What is sensitive information?

There are 2 types of sensitive information within the Index. Information around SENSITIVE SERVICES (services providing mental health, sexual health or substance abuse support) and information around SENSITIVE ADDRESSES (women’s refuge for example).

How do I get access to sensitive information?

The Index will advise that information of a sensitive nature exists and will display a contact telephone number to open up discussions. You can also contact via email boltonisa@bolton.gov.uk . Once we have received the request we can then approach the owner of the sensitive information on your behalf. The sensitive service will contact you directly if they see this as appropriate information to share.
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	Review addresses and contact information
The menu within the green box on the left hand side will give you options to access various information, such as addresses, aliases and contact details. The triangle located next to the CITIZEN DETAIL heading will display a drop down menu of additional information. 
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How can I update address information?

If you identify that an address is incorrect then please contact us at boltonisa@bolton.gov.uk or via telephone on 01204 334278. we will update the address information for you.
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	Registering your involvement

In the menu within the green box on the left hand side, select CREATE EVENT. In the next screen, select PRACTITIONER INVOLVEMENT from the drop down menu and click on the GO icon.

The below shows an example of how to log your details, please remember that in the SUMMARY you need to re-type YOUR NAME, YOUR SERVICE and YOUR CONTACT PHONE NUMBER
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Please complete the details below. * indicates that a field must be completed.

Cizen
Event Type:
“Practitioner Nae:
“Practitioner Sevice:
“Practitioner Contact Telephone Nurmber
Practitioner Cantact Mobile Nurmber:
“Practitioner Contact Email Address

Practitioner Cantact Ofice Address:

*Consent far Infarmation Sharing

Are you the Lead Professional?

“Surmary:

Test Child
Practitioner Involvement

[John Srmith

[Example Senice

(01204 331234

0778945812

john smith@exarmple. serv.uk

(Ofiice, Address, Street, Past Code

Given v

only complete this if you are the LP|

[Hohn Srmith, Example Senice, 01204 331234

Cancel) CApply)




Once completed, select the APPLY icon. Return to the Dashboard and select REFRESH.
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	Closing your involvement

Once you are no longer involved with a child or young person, you can close your involvement. Your details will stay on the Index, but you will move from an OPEN involvement to a CLOSED involvement.

From the dashboard screen, open the involvements using the blue detail box. Open your involvement from the displayed list, again using the blue open box . Select the EDIT EVENT option, and in the UPDATE EVENT screen, change the Status from OPEN to CLOSED. Once selected, click on the APPLY icon.
Return to the Dashboard and select REFRESH.




	Remember!
	If you have any queries, or need to update/add any information to the Index then please contact the Administration team on 01204 334278 or via email at boltonisa@bolton.gov.uk 

There are training materials and a more detailed user guide in our website at www.boltoninformationsharingassessment.org.uk . Log in as a staff member using the username ISA STAFF and password ISA and our materials and guidance can be found in the documents section.
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