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Welcome to the IPS Grow
Reporting Tool

The IPS Grow Reporting Tool is designed to help
IPS Services manage their data and report to
different stakeholders. This is a web-based tool
which will read services' spreadsheets and create
reports at different levels (Team Level, Service
Level, Stakeholder, STP, Regional, and National).

The Tool allows services to manage their data and
report to different stakeholders. The Reporting Tool can
be used to:

Upload performance spreadsheets

View performance dashboards across your
teams or services

Share reports with your commissioner
Report to NHS England (if you are a Wave 1
or Wave 2 area)

The Tool is designed to read spreadsheets with
certain headings (more details on adopting the IPS
Grow Standard Spreadsheet or adjusting your
existing spreadsheet can be found here) and
aggregate the data to create reports for performance
monitoring.

The IPS Grow Standard Spreadsheet has been
designed in partnership with providers,
commissioners and national stakeholders to cut down
what is being collected to focus on only information
that is used for decision-making and to drive
consistency in data collection in the IPS sector.

The IPS Grow Standard Spreadsheet is the

recommended method for IPS services to record client

information for reporting purposes. Download it now from the IPS
Grow website. Or download directly here.



http://ipsgrow.org.uk/wp-content/uploads/2020/04/IPS-Grow-Standard-Spreadsheet-Guidance.pdf
http://ipsgrow.org.uk/provider-community/standard-spreadsheet/
http://ipsgrow.org.uk/wp-content/uploads/2020/04/IPS-Grow-Standard-Spreadsheet-v5.xlsx
http://79.170.40.240/ipsgrow.org.uk/wp-content/uploads/2020/04/IPS-Grow-Standard-Spreadsheet-v5.xlsx
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Account Types

There are a number of different account types for different users of the Reporting Tool:

Team Level Service Level Stakeholder Level

For Service Leads, Team
Leaders (with multiple teams)
and anyone responsible for
external reporting

For Local Funders e.g. CCGs
and Local Authorities, Contract
Managers and/or partner Trusts

For Team Leaders and Team
Members

STP Level

For anyone external to the
service involved in NHS England
Reporting at an STP or CCG

Level

Regional Level National Level
For DCOs and Regional Leads
involved in NHS England
reporting

For NHS England Central

When you have registered for the Tool and received your login details, this should correspond with one
of the above account types. If you feel you have been given access to the wrong account type, contact
support at support@ipsgrow.org.uk with an outline of your role role and duties and this will be
reassessed for you.

What does each account type allow you to see or do on the tool?

The reporting tool can be used to:

&

View dashboards Submit or view Upload spreadsheets Share information
on service NHS England to automatically with stakeholders
performance Quarterly Returns aggregate data

The next page highlights the possible actions and views for each account type.



Account

Team Level

Can See:

+ Dashboard — Information at an
Employment Specialist Level

(%)

v

Dashboard — Information at Team
Level

Dashboard - Information at Service
Level

Dashboard - NHS England
monitoring

v
(%)
v

O 0 0 <«

Submitted NHS England Quarterly
Returns

Help & Resources Section

v v

Can Do:

+/ Upload spreadsheet(s) to the
Dashboard and set targets

0 Submit and edit NHS England v 4

Quarterly Returns

STP Level

Can See:

(%)

Dashboard — Information at an
Employment Specialist Level

%)

(%)
%)

Dashboard — Information at Team
Level

Dashboard - Information at Service
Level

Dashboard - NHS England
monitoring

< 0 O

AN

Submitted NHS England Quarterly
Returns

v

Help & Resources Section

v

Can Do:

Upload spreadsheet(s) to the
Dashboard and set targets

Q Submit and edit NHS England
Quarterly Returns

Can See:

Can Do:

Q Upload spreadsheet(s) to the

Can See:

Service Level

Dashboard — Information at an
Employment Specialist Level

Dashboard — Information at Team
Level

Dashboard - Information at Service
Level

Dashboard - NHS England
monitoring

Submitted NHS England Quarterly
Returns

Help & Resources Section

Dashboard and set targets

Submit and edit NHS England
Quarterly Returns

Regional Level

Dashboard — Information at an
Employment Specialist Level

Dashboard — Information at Team
Level

Dashboard - Information at Service
Level

Dashboard - NHS England
monitoring
Submitted NHS England Quarterly

Returns

Help & Resources Section

Can Do:

Upload spreadsheet(s) to the
Dashboard and set targets

Q Submit and edit NHS England

Quarterly Returns

Type Access

Stakeholder Level

Can See:

Dashboard — Information at an
Employment Specialist Level

+ Dashboard — Information at Team
Level*

+ Dashboard - Information at Service
Level*

0 Dashboard - NHS England
monitoring

0 Submitted NHS England Quarterly
Returns

+/ Help & Resources Section

Can Do:

Upload spreadsheet(s) to the
Dashboard and set targets

Q Submit and edit NHS England
Quarterly Returns

*Providers can decide whether to set their external
stakeholders up at a team or service level

National Level

Can See:

Dashboard — Information at an
Employment Specialist Level

Dashboard — Information at Team
Level

Q Dashboard - Information at Service
Level

+ Dashboard - NHS England
monitoring

+/ Submitted NHS England Quarterly
Returns

+/ Help & Resources Section

Can Do:

Upload spreadsheet(s) to the
Dashboard and set targets

Submit and edit NHS England
Quarterly Returns



Logging In

Once you have signed up to use the reporting tool, you will receive an email with instructions on
how to login, set your password and access the tool. You should receive this email within a week of
signing up. If you have any trouble with logging in, please contact IPS.Support@bjss.com

Sign In

Username

| manon desert-leam-luke

Password

| LCCCT TR

Fargot password?

Information Governance

If you are an IPS provider logging in to the Reporting Tool :_:'Eow

for the first time, you will need to accept the Terms and
o S IPS GROW REPORTING TOOL
Conditions before your organisation can access the tool. TERMS AND CONDITIONS
The Terms and Conditions explain how the tool reads your e o Ry To i A58 Lod PRGLESSON 5
managing agent of the | ron Reporting Tool
spreadsheets and set out a data processing agreement o
) gm#muwmuuweunmwenﬂamm
with BJSS, our technology partners who host the tool. e e
| | R R e e SR
e If you have a Service Level account you will need to - o,
2.1, TS Agraement wil remain i il Torse 2 eMKCt Uil 1 Ap 2020
accept the Terms and Conditions on behalf of your 22, T CONTROLLER s il Agosmat oy gl bty (3 e o
. . P . 2.3 For the avoidance of doutt, the cbigaions of confidentiality imposed on the parbies
organisation. The Terms and Conditions will appear on 5 e S st
the screen when you first log in. 3 wwwmwwmmm
3z mhﬂmﬂﬂhm :;::ﬂm PEMOVE Of FepcE. 3 pATYE
: . B Eeteeen e faset, CONTROULER wil On T coniobt W Pvsonal 4o 200
e If you have a Team Level account you will need to wait PRCES S e o e pir e
until the Terms and Conditions have been accepted OS5 Tt i) s S 4

4.1, Pufpose of 220 1hane

414, The RS Grow Reporting Tool (The Toor' is 2 web-based appicasion that

before you can access the tool. s a8 g 23 oo e P


https://forms.office.com/Pages/ResponsePage.aspx?id=DEKFnO0H50CcTEIHVW3JBvpsQFQOLBpFieBXGFQZMa1UOENFUVZTTVdXT09IQTQ4VldZNjlYS0hYWC4u

Logging In

When you log in you will be welcomed by the Homepage. Depending on your role you will see one

of the displays below:

Homepage Display: A

Team Level | Manon Dasart

Welcome to the IPS Grow
Reporting Tool, Manon
Desert

This is your Team Level account for Inspire North &
Central

The IPS Grow Reporting Tool helps IPS Sendces manage their data
and report to different stakehodders. Use the Reporting Tool 1o

s Upload performance spreadshaets
= Wiew perforrmance reports JCross your teans of sanvices
= Shand Feports With Your COMmmEssionar

= Report o MHS England id you are 2 Wave 1.or Wave 2 area)

Display A is for: Team Level and Stakeholder
Level accounts.

Here you will see two options; the Dashboard
and Help & Resources

Help & Resources

Homepage Display: B

PN e Hom ashboard  Cuarterly Rewms Service Level | Manon Desort

Welcome to the IPS Grow

Reporting Tool, Manon
Desert

This is your Service Level account for Recovery Works
T IP5 Carcrw Repoeting Tool helps IPS Services manage their data
and repon 1o différent stakeholders. Lse the Reponting Tool to!

« Upload performance spreadshests

« VIEW Perfmance epofs aCross YOur 1eams of Sevices
+ Share repons with your commissiones
« Repom to NHS England [if you are a Wave 1 or Wave 2 areal

Display B is for: Service Level, STP, Regional
and National Level accounts.

Here you will see three options; the Dashboard,
Quarterly Reports and Help & Resources

If you click on ‘Help & Resources’ you will be directed to the FAQs and /

User Guides on the IPS Grow website.

These will open in the same window taking you away from the Tool,

Help & Resources

so we’d advise you to right click on Help & Resources and click ‘open
in new window’ so you are not redirected away from the Tool.

How to sign out?

Simple hover on your name at the right hand column of the window and click ‘sign out’ button.




Team Level
User Guide



Team Level - User Guide

Tool Features at Team Level

At a Team Level you will be able to:

o upload spreadsheets completed by the Employment Specialists within your team
e view performance reports across your team and over time
 set targets for your team

When you first log in you will be welcomed by the Homepage:

z :;':¢* i Tanget Tearn Leved | Manon Desart

Welcome to the IPS Grow First, we will look at the
Reporting Tool, Manon Dashboard, so click on
Desert the 'Dashboard’' button

This is your Teamn Level account for Inspire Morth &
Central

Thi IPS Groww Reporting Tood helps [PS Sendces manage thedr data
and report 1o diffefent stakenokdens., Use the Reportng Tood 1

+ Lipload performance spreadshests

= Wiew performance re FOAS YOUP EBAMS OF Sarices

« Share feports with Your commissioner

= REport 1o NHS England 0 you are a Wave 1 or Wave 2 area)

N

% Dashboard

1N

The data and analysis on your Dashboard differs to that of any other user. The dashboard for a
Team Leader contains more information, including specific data relating to individual
Employment Specialists. For example, if you choose to share your dashboard with an external
stakeholder (e.g. a commissioner), they will not be able to see any of your employment specialist
information.

10
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Team Level - Dashboard

What to expect to view within the Dashboard:
You have the option to view the following accross your entire team, or to 'drill down' to
view data by Employment Specialist

Quarter Overview / Year to Date

Service performance statistics - presented in a table
Service quality statistics - presented in a table

Caseload

A graph showing a snapshot of the number of cases held by each
Employment Specialist

Performance Breakdown

Monthly breakdown of service performance - presented in charts
Quarterly breakdown of performance by Employment Specialist -
presented in charts

Demographics

Overview of client information - presented in charts

To view the performance for different quarters simply change the 'Reporting Period' in the dropdown
box at the top of the Dashboard (see figure 1). Selecting the Fiscal Year itself will allow you to view
the cumulative performance of all quarters to date.

To view the performance for a specific Employment Specialist in a Reporting Period change the
'Employment Specialist' in the dropdown (see figure 2). They will be listed by their initials.

Dashboard Dashboard

Reporting Period Quarter 4 (Jan [ Feb / Mar 2020) - Reporting Period Quarter 4 (Jan f Feb [ Mar 20201 ¥

Employment Specialist g .F; : Employment Speciali ¢

201 9 Fiscal Yea
Quarter 4 (Jan / Feb / Mar 2019)

Fig 1



Team Level - Quarter

Overview

The first segment of the dashboard displays service performance and service quality statistics.
These are presented in a table labelled 'Quarter Overview'. Before inputting spreadsheet data,
the table will be empty. Figure 3 below represents a Quarter Overview with sample data.

Clicking on the arrows
next to an item shows you
more information on the
metric.

The "Quarter total" column shows your team's performance data for the
quarter. When you upload a spreadsheet into the tool, the Value
column will be auto-populated with your data.

performance Quarter t Target
The "Target" column

shows your team's
The referral date is defined as the date the referral was received by the target for the quarter.

employment specialist and accepted onto their caseload Not a” |tems W|” have

targets.

¥ Number of referrals to the service

» Number of referrals where the client is already in employment - 8

» Number of clients who have started a vocational profile - 25

Only users at a team
b Number of clients supported into work - 13 level can add/edit

Service Performance
targets. Find out how

» Total number of job starts

> Number of clients still in work 13 weeks after they started a job 5 5 to dO thIS on page X
» Number of clients still in work 26 weeks after they started a job 7 3
—
Service quality Quarter total | Target
Average number of days from starting the vocational profile to face to face contact 30 days § 30 days The SerVICe Qua“ty
with an employer Targ ets are pre-set
Average number of days from referral 1o first attempred contact by an Employment - Sdays based on IPS fldellty
Specialist H
pecals metrics. Some values
Average number of days from referral 1o starting the vocational profile - 10 days are blank Where
targets are not
Average number of days from a client starting their vocational profile wo their first - -
jom start relevant.
Mumber of clients discharged from the service -f -
—

Fig 3




Team Level - Caseload

The next segment of the dashboard is a chart showing the number of clients on the caseloads held
by each Employment Specialist. The coloured blocks represent different types of case. If your data
describes cases as anything other than what is shown, they are counted as 'Other’ in this chart.

Figure 4 shows the Caseload Chart with example data entered (each Employment
Specialist is labelled with their initials).

Clicking on the case type icon will hide those types of cases from appearing in the chart.

Caseload

Please Note:

This is a snapshot of the current number of clients who have started a vocational profile and
have not been discharged from the service. It reads off the "Date Vocational Profile started"
and the "Discharge date" on your spreadsheet.

Discharged cases will continue to appear as ‘discharged’ in this chart until you have submitted
discharge dates. Once a date has been submitted it no longer appears in the caseload.

14



Team Level - Performance
Breakdown

The next section of the Dashboard provides a performance breakdown for your service.

The graphs on the left show a monthly The graphs on the right show a quarterly
breakdown of the team's performance breakdown of the team's performance by
as a whole. Employment Specialist.

This column is a visual representation of: This column is a visual representation of:
Performance Graphs
¢ The number of ? e The number of
referrals to the By Month By Employment Specialist referrals recorded
service by month Referrals Referrals per employment

specialist for the
quarter

' I I . I « The number of clients
clients starting a : _ . . = who have started a

e The number of

vocational profile Vocational profiles Vocational profiles vocational profile with
by month an Employment

Z Z Specialist in the
e The number of - - . . e The number of clients

clients supported supported into work

by each Employment

into work by month
Specialist in the
quarter (‘Job Starts’)
e The number of ' ' e The number of clients

clients who who achieved a 13
achieved a 13 week job sustainment

Job starts Job starts

Thirteen Week Sustainments Thirteen Week Sustainments

week job . in the quarter, by
sustainment by Employment
month l Specialist

e The number of e The number of
clients who Twenty 5ix Week Sustainments Twenty Six Week Sustainments clients who achieved
achieved a 26

a 26 week job
week job sustainment, by
sustainment by ' Employment
month Specialist

The pink line represents the monthly target
taken as annual target divided by 12. Fig 5 15




Team Level - Demographics

The final segment of the Dashboard relates to demographics.

Information on clients' Age, Gender, Ethnicity, Work Related Benefits are presented in graphs as
a snapshot of the current caseload. Figure 6 below demonstrates some example data:

Demographics

Age Gender

Ethnicity Work Related Benefits

Fig 6

Please Note: Even if you submit a file for previous quarters, the
demographics listed will only aggregate the current
caseload for the quarter you are reviewing.

TOp Ti p Hover the mouse over charts to view full information
"®  onthe data point




Team Level - Setting Targets

The right hand column of the Quarter Overview in the Dashboard provides the option to show
targets. Only you as the Team Leader can add/edit these targets.

Quarter Overview

Service performance

Quarter total Target

»>

»>

»>

Mumber of referrals to the service

Number of referrals where the client is already in employment

Number of clients who have started a vocational profile

Number of clients supported into work

Total number of job starts

Number of clients still in work 13 weeks after they started a job

Number of clients still in work 26 weeks after they started a job

Fig 7

To add/edit Targets, click on Targets at the top of your screen and a window appears where

you can set your annual team targets

Grow Ve

Targets

Dashboard argets

Please enter your annual targets

Number of referrals to the service

‘200

Mumber of clients who have started a vocational profile

‘ 100

Mumber of clients supported into work

[50

Mumber of 13 week sustainments

[20

Mumber of 26 week sustainments

[lD

Team Level | Manon Desert

Fig 8

These targets are for your
own use, SO you can update
and edit them as you wish.

Once you click 'save and
continue' the annual targets you
just added will update on your
dashboard as a quarterly target
(eqg if you input 100 referrals,
the quarterly target listed on the
dashboard would be 25)

17
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Team Level - Uploading Data

to the Tool

To upload data to the tool, go to your Dashboard and select the Reporting Period you want to
update from the dropdown. Then click the ‘Update Dashboard’ (see figure 9)

IPS

GRow Home Dashboard largets Team Level | Manon Desert

Dashboard

Reporting Period Quarter 4 (Jan / Feb / Mar 2020}  ~ Update Dashboard

Employment Specialist | Show all employment specialists

Fig 9

Then choose all the spreadsheet(s) you wish to upload, click ‘Open’ once they are selected, and then
click 'Update'.

Reporting Period Quarter 2 (3l f Aug / Sep 20081 ¥

Select one or more spreadsheets in C5V format

¥ How can | select muliipe spreadshests?
» How do | save my gproadshoot as 2 CSV file? E Open X
Upload spreadsheetis] 4 B ThisPC » Desktop @ w 0 Search Desktop o

Choosa Filas | Mo Sla chosen

= S Organize - MNew folder == - i | 9

! Mame Date medified i

¥ Quick access
E37] IPS data - spreadsheet Q4 2020.csv

| Documents

D 2020 Social Finance The IS Grow Ropoting Tool was dovclo] m Copy of Quarterly stats.csv
¥ Downloads E37| Copy of IPS employment speicalist data.csv
| Pictures 4 Reports
Data Sharing media
B Desktop DATA 25/03/2020 10:55 v
v < >

LY PAR

File name: | "Copy of IPS employment speicali ~ | | Microsoft Excel Cornma Separa +

Fig 10

Please Note: The Tool will only read data relevant to the reporting period you have
selected. For example, if your file includes Q1, Q2, Q3 and Q4, and you

select Q1, only Q1 data will be updated.




Team Level - Uploading Data

to the Tool

Please Note: The Tool will only accept the Spreadsheet as a .csv file. The Upload link is
designed to search for this file type only to avoid error in uploading files
(see figure 11).

w | | Microsoft Excel Comma Separa ‘

Qpen Cancel

File name:

Fig 11

If you do upload the Spreadsheet in the wrong format, you will receive the following error message:

Update Dashboard

Reporting Period | Quarter 4 (Jan / Feb / Mar 2020}

Select one or more spreadsheets in CSV format

» How can | select multiple spreadsheets?

¢ How do | save my spreadsheat as a CSV file?

Upload spreadsheet(s]
The selected file(s] must be CSV

_CHODSE FJBE.‘S_ Reporting To...eet-v4.xIsx

Delete Data

If you receive this error, simply re-save the spreadsheet and select a (*.csv) file as the file type:

Fig 12

LA Desktop > Everything
IPS Grow Standard Spreadsheet v2

_’ C5V (Comma delimited) (*.csv) - E«:‘ Save

Mare options...
Fig 13
Then re-upload the spreadsheet and click ‘Update’

See page 53 for more detailed guidance on how to save your spreadsheet as a .csv file.

Deleting Data: To delete the data in a quarterly period, simply select the Reporting Period
you want to delete from the drop-down menu. Then click 'Delete Data'. You

will then be prompted to confirm. If you are sure you want to clear the data in
this period click 'Yes, delete data for this reporting period' 20




You can upload multiple .csv files at one time and

Top Ti p- = let the Tool aggregate the data for you!

If you are a Team Reporting Period [ couesr 207 A5
Leader and uploading
your standard
spreadsheet for the
quarter, you can select
multiple spreadsheets

Select one of mone spreadsheets in C5V format

& Open

A B> ThisPC = D

Organize = New folder

(one filled out by each i ) PS dot - speadiheet G4 2020 v

ES in your team) and | TITETT Soneins 4| (o atrs e et

upload this to the Tool, b oy

rather than each ES B Deskic oaTA ?
collecting and adding e[y i e < |
their data onto one | Concel
Spreadsheet.

Fig 14

Before you click ‘Update’ you'll be able to see how many files the Tool is reading:

In figure 15, the Tool is reading
spreadsheets from 3 Employment
Specialists within the team — and the tool
e shows all 3 file names that have been
;Ps::mI-; heet 4 2020.csv.csv selected.

Copy of Quarterly stats.csv

Copy of IPS employment speicalist data.csv

m Delete Data

Reporting Period

Fig 15
Select one or more spreadsheets in CSV format
Alternatively, in figure 16 you can see what happens [RSE e nIErem e
if the Employment Specialists are all using and o do | sawve rmy spreadiche
updating a single spreadsheet. You should see the ki
file name of this one spreadsheet (it may appear Choose Flles | IPS data - 5... Q4 2020.csv
trunkated as shown). S

Fig 16

PI N You need to submit all files together in the one upload
ease Ote- = (as per figure 15). If you submit multiple times, you will

overwrite what you previously submitted.

21



Team Level - Uploading Data

to the Tool

Once you click the ‘Update’ button, the tool will process your data and you will be taken back to the
dashboard view of the quarter that you were editing with the following screen:

Dashboard

Reporting Period Quarter 4 (Jan / Feb / Mar 2020) Update Dashboard

Your dashboard has been updated successfully

Employment Specialist | Show all employment specialists v

Quarter Overview

Fig 17

Did you receive an error message?
See page 55

That's it!

@ The Reporting Period that you selected has been updated.

SR

You can now view performance reports across your team
and share reports with others.




More Top Tips..

ﬁ

You can submit a spreadsheet part way through the current quarter. The Tool will
populate the data with as much information as currently available, and you can
update the file with additional data whenever you want.

If you've made a mistake or uploaded the wrong spreadsheet, you can edit

data at any point. Simply upload a spreadsheet for any reporting period and the
tool will overwrite previous data that was stored there.

You cannot download your dashboard, however you can take a screenshot of
the content which may be useful for performance reviews.

Only users within your organisation with Service Level accounts will automatically
be able to see your team's dashboard, and performance by employment specialist.
No other users will be able to view your individual team's data. However you might
want to set up your commissioner or Mental Health Trust with a stakeholder
account so they can see a summary of your dashboard.

23
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Service Level - User Guide

Tool Features at Service Level

With a Service Level account you will be able to:

« view performance dashboards across multiple teams and at an individual team level
« submit quarterly returns to NHS England (see page 32 on how to do this)

« grant team leaders in your organisation access to the Reporting Tool by accepting the Terms and
Conditions (see page 7)

When you first log in you will be welcomed by the Homepage:

A1Esw Home yashboard  Quarterly Returns

Welcome to the IPS Grow First, we will look at the

R . Tool Dashboard, so click on
eporting Too , ,
the 'Dashboard’ button
The IPS Grow Reporting Tool helps IPS Services manage their data
and report to different stakeholders, Lise the Reporting Tool i
» Upload performance spreadsheets
+ View perfonmance reports across your Leams or senvices
= Share repors with your commissioner

» Report to NHS England (if youw are a Wave 1 or Wave 2 area)

A
==

Dashboard m Help & Resources Dashboard

(1N

The data and analysis on your Dashboard differs to that of any other user. The Dashboard for a
Service Lead contains the same level of information as Team Leader, but also the option to view
the data collectively for your service, or drill down to view data for individual teams.

25



Service Level - Dashboard

What to expect to view within the Dashboard:

You have the option to view the following accross your entire service,
or to 'drill down' to view data for individual teams.

Quarter Overview

Service performance statistics - presented in a table
Service quality statistics - presented in a table

Performance Breakdown

Monthly breakdown of service performance - presented in charts
Quarterly breakdown of performance by Employment Specialist -
presented in charts

Demographics

Overview of client information - presented in charts



Dashboard - Quarter

Overview

The first segment of the dashboard displays service performance and service quality statistics. These
are presented in a table labelled 'Quarter Overview'.

At a Service Level, you have the option to view information across the service as a whole, or to view
each team within your service individually. You can do this by adjusting the 'Team drill down' box,
highlighted in yellow:

Clicking on
the arrows
next to an
item shows
you more
information
on the
metric.

Teamn drill dowwn

Pleaze select an opticn T

Auarter Overview

Service performance Quarter total  Target

¥ Mumber of referrals to the service 177y 154

* MNumber of referrals where the client is already in employment -l 23

& Number of clients who have started a vocational profile 120Q4] 98

* Number of clients supported into work 37 56

b Total numbser of job starts 281 -

» Number of clients still in work 13 weeks after they started a job 37| 48
mber of clients still in work 26 weeks after they started a job 15| 46

Service quality Quarter total  Target

Average number of days from starting the vocational profile to face to face contact 30 days | 30 day]

with an employer

Average number of days from referral to first attempted contact by an Ernployment Sdays |5 days

Specialist

BAyverage number of days from referral to starting the wocational profile 13 days | 10 day

Average number of days from a client starting their vocational profile to their first 32 days |-

job start

Number of clients discharged from the service 21 |-

Fig 18

The 'Quarter total’
column shows
service performance
for the quarter so far.

When a spreadsheet
is uploaded onto the
Tool, this column will
be auto populated
with the new data.

Service Performance
targets are set at a
Team Level and
aggregated up to a
service level. Not all
items will have
targets.

Service Quality
targets are pre-set
based on fidelity
metrics. Not all
items have
targets.

27



Performance Breakdown

The next section of the Dashboard provides a performance breakdown for the service.

The graphs on the left show a monthly The graphs on the right show a quarterly

breakdown of the service's performance breakdown of performance across the different
as a whole. teams within your service.

This column is a visual representation of: This column is a visual representation of:

Performance Graphs

By Month By Team

e The number of Referrals Referrals e The number of

referrals to the ' referrals per team
service that month

for the quarter
e The number of e The number of
clients starting a Vocational profiles Vocational profiles clients who have

vocational profile @ : started a
by month : , vocational profile
: . per team for the
quarter

e The number of Job starts Job starts e The number of
clients supported clients supported

into work by ' into work per team
month

in that quarter
(‘Job Starts’)
Thirteen Week Sustainments Thirteen Week Sustainments The number Of

e The number of
clients who

i - clients who
achieved a 13 : achieved a 13
week job ; . . f week job
sustainment in that [ ' sustainment in that

month guarter per team
Twenty Six Week Sustainments Twenty Six Week Sustainments
. The number of j —_— e The number of
cllehts who clients who
gchleved.a 26 week achieved a 26 week
job sustainment by o - - job sustainment per
month e oy ' B team
The pink line represents the monthly target taken Fig 19

as annual target divided by 12. 28



Team Performance Breakdown

Team drill down

The graphs on the left show a monthly
breakdown of the team's performance

If you decide to 'drill down' to view performance for an individual team, the
Please selectan option v graphs will change to reflect the selected team's performance.

The graphs on the right show a quarterly
breakdown of the team's performance by

as a whole. Employment Specialist.

This column is a visual representation of:
Performance Graphs

e The number of

referrals to the

Service by month Referrals Referrals

By Month By Employment Specialist

[ | ||
e The number of . . . I I . I

clients starting a
vocational profile
by month

Vocational profiles Vocational profiles

e The number of
clients supported

into work by month I I
-

e The number of
clients who
achieved a 13
week job

Job starts Job starts

Thirteen Week Sustainments Thirteen Week Sustainments

5 The number Of Twenty Six Week Sustainments Twenty Six Week Sustainments
clients who
achieved a 26
week job I
sustainment by - EE B
month

The pink line represents the monthly target taken
as annual target divided by 12.

2 — e — .

sustainment by | - . - I I I
month -

Fig 20

This column is a visual representation of:

The number of
referrals recorded
per Employment
Specialist for the
quarter

The number of clients
who have started a
vocational profile with
an Employment
Specialist in the
quarter

The number of clients
supported into work
by each Employment
Specialist in the
quarter (‘Job Starts’)

The number of clients
who achieved a 13
week job sustainment
in the quarter, by
Employment
Specialist

The number of
clients who
achieved a 26 week
job sustainment, by
Employment
Specialist

29



Demographics

The final section of the dashboard presents information on the employment specialists'
client demographics.

Information on clients' Age, Gender, Ethnicity, Work Related Benefits are presented in graphs as a
snapshot of the current caseload. Figure 21 below shows some example data:

Work Related Benefits

Demographics

. = o

- - - 3 L i, AT S el e 1 L ol P
o X = e " i T el - L b o]
w " - rt - . i = A 2 gl o, LAY ¥
'\..\. -
-
- e
"

Please Note:

Even if you are looking at previous quarters, the demographics
charts only show infomation for the current caseload.

30
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Quarterly Returns

Submitting your NHS England Quarterly Returns using the Standard Spreadsheet is easy.

When you log in at Service Level, you will Bt Home

see an icon at the bottom of the screen o

labelled 'Quarterly Returns' (see fig 22). Welcome to the IPS Grow
Click on this and a new window will open Reporting Tool

(fig 23).

The IPS Groww Reponting Tool helps IPS Services manage their data
and report to diferent staleeholders. Use the Reporting Tool fo

o Upload perfonmancs spreadshsets

o Vi pErfOmmance Mpoms HCR0% your lEmme o $enices

« Share repons with your Commisiiones

+ Regpon o NHS England (if you ane 3 Wave 1 or Wave 2 arca)

1N
=X
N’i

Dashboard Guarterly Returns

Saow Home  Dashboard  Quarterly Returns Service Level | Manon Desert Fig 22

Quarterly Returns

2019 - 2020
Quarter 4 (Jan / Feb / Mar 2020)

View
Last updated - 24/2/2020
Quarter 3 (Oct [ Nov [/ Dec 2019)

View
Last updated - 17/12/2019

Quarter 2 (Jul / Aug / Sep 2019) Find the quarter you would

like to update and click 'Edit'.

View
Last updated - &/272020
Quarter 1 (Apr / May / Jun 2019)

View
Last updated - 12/11/2019

2018 - 2019

Quarter 4 (Jan / Feb / Mar 2019)

View

Fig 23

Please Note: There are 5 steps to the Quarterly Returns. You will now be taken through

these steps.




Quarterly Returns

Step 1: Option 1

To Upload A Spreadsheet for Step 1

Click 'Upload Spreadsheet' (see fig 24) and a new window will appear

(fig 25) where you will have the option to upload one or more spreadsheet(s)
of data as long as they are in the standard format (download

Standard Spreadsheet) and saved as a .csv file.

W

Fig 24 NHS Quarterly Returns

Quarter 4 (Jan / Feb / Mar 2020)

¢ Mumber of referrals to the service

[]

e

Upload Spreadsheet See pages 19 - 21 for further

guidance on uploading
Reporting Period |Oua‘terlb!p{.l’May.l’.]unZDlQ‘] v spreadsheet(s).

Select one or more spreadsheets in CSV format

F  How can | select multiple spreadshests?

Quarter 2 (Jul / Aug / Sep 2019)

F How do | save my spreadsheet as a TS5V file?

» Mumber of refemals to the sendce

Upload spreadsheatis)

Choose Files| Mo file chosan

g

> Humber of clients who have starved a vocational profile

.

0

» Mumber of clients supported into work

i

» Total number of pob stans

This will auto populate the first part of
the Quarterly Return (see fig 26). > Number of client st in work 13 weeks afterthcy staned 3job

1
* Furmber
12

i

Clicking on the arrows next to an
item shows you more information
On the metrlc. Awerage number of hours worked per week for all cliems in pakd work

{optionall

of clients stil inwork 26 wiseks after they stamed a job

i

If the values don't look right to you,
you can edit them by entering the

J!\.V\.‘I'.'l;f" number ol’d.]:,'i*.rm'.'\ initial assessment toy firss FaCe-to-face
employer contact loptional)

Correct Values |nt0 the bOXeS_ .E".'l".c;_ ient or the ermployment specialist on the client's behalf
Average employment specialist caseload size (optional)

Once you are happy, press 'Next' to fill

1135
out the rest of the return. e
Sestecb s
Fig 26 _
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http://ipsgrow.org.uk/wp-content/uploads/2020/04/IPS-Grow-Standard-Spreadsheet-v5.xlsx

Quarterly Returns

Step 1: Option 2

To Manually Enter Data for Step 1 Here you can see how far
through the Quarterly Returns
Enter the performance from the quarter into the text boxes. you are. As you progress through

the windows, the dot will move.

Clicking on the

arrows next to an NHS Quarterly Returns o
item shows you

more information

. Quarter 2 (Jul / Aug / Sep 2019)
on the metric. =S

» Mumber of referrals to the service

The main re porting » Number of clients who have started a vocational profile
metrics relate to
boxes 1-6 b Number of clients supported into work

]

(referrals,
vocational profiles, » Total number of job starts
clients supported
into work, job
starts, 13 and 26
week
sustainments).

N

» Number of clients still in work 13 weeks after they started a job

I

v
=
E
3
=3
&
=
&
=
in
&
5
8
=
=
P
]
é
i
]
=
]
=
o~
2
W
B
-
(]
o
o
[=]
o

i

Average number of hours worked per week for all clients in paid work

(optional) Other fields on this page are
optional for providers who have

i

Average number of days from initial assessment to first face-to-face the mformatlon to hand-
employer contact (optional
By the client or the employment specialist on the client's behalf

L
=
I
pe

Average employment specialist caseload size (optional)

o=
2]
o

Clients carried over

Mumber of Clients carmied over on the caseload from the previous financial year,
Please note: only enter this information when submitting your quarterly return for GL

i

To be able to calculate the number of clients supported in a year (a key performance metric for NHS
England) you will need to enter the number of clients “carried over” from the previous financial year.

These are clients who are engaged with the service and still receiving support, but were referred before
the current financial year. This is essentially the existing caseload at 31 March.

This information only needs to be submitted once, for the July submission.



Quarterly Returns

The next section of the quarterly returns allows you to record narrative information about progress
and challenges encountered in the quarter.

Fig 27 NHS Quarterly Returns © o

Please enter supporting information about the quarter.

Progress in quarter
Please provide short summary of key achievernents and deliverables

Sending data to the database

Challenges in quarter

Please provide short summary of any issues or risks that have arisen. Describe action taken and changes made
to delivery plans

Sending more data to the databse

Good news stories
Please provide short summary of achieverments in this period. This could include case studies

Sending some good news to the database
This section

contains text
boxes for good p
news stories
and additional
comments

Additional comments

Sending some random characters to the database IAAESHAEY)

Once you are happy,
press 'Next' to fill out the
rest of the return. 35




Quarterly Returns

The third section of the quarterly returns refers to workforce and recruitment. This section asks for the
number of team leads, employment specialists, other staff and vacanices you have at the end of the
quarter.

Fig 28 NHS Quarterly Returns e o O

Please describe your current workforce using the fields below

Number of Employment Specialists (Full Time Equivalent)

i3

Total Transformation Funded Employment Specialists (FTE)

Mumber of Team Leads (FTE)

29

Total Transformation Funded Team Leads (FTE)

10

Number of Other Posts (FTE)

Transformation Funded Cther posts (FTE)

42

Number of Vacancies (FTE)

i8

Transformation Funded Vacancies (FTE)

7

This text box  Recruitment update
allows you to Please provide details of recruitment plans for any vacant posts
provide a Sending even more data to the databse
recruitment
update, if
needed. 4

Once you are happy,
‘ Back ‘ press 'Next' to fill out the ﬂ

rest of the return.
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Quarterly Returns

The fourth section of the quarterly returns asks you for information on your latest and upcoming
fidelity reviews.

NHS Quarterly Returns e o o O
Fig 29
Please give information about fidelity.

Date of latest fidelity review

Day Month  Year
7] la | [z ]

Score of latest fidelity review

27

Date next fidelity review scheduled (month/year)

Month  Year

|? | ‘21}19 |

Date of latest fidelity self-assessment

Day Month  Year

2 “ 2019

Score of latest fidelity self-assessment

Once you are happy,
‘ Back ‘ press 'Next' to go to the m

final step.

Top Tip..

A fidelity review on the Reporting Tool is defined as a formal,
external fidelity review conducted by a trained organisation such as
the Centre for Mental Health or IPS Grow.

A fidelity self-assessment refers to an internal review, or a peer
review (for example, this may be by a Team Leader or another IPS
Provider).

37




Quarterly Returns

The fifth and final section of the quarterly return allows you to review and edit your information

Fig 30

NHS Quarterly Returns o © e ° O
Quarterly Return - Quarter 2 (Jul / Aug / Sep 2018)
Quantitative Information eai
Service Performance Quarter

Total

Number of referrals to the service 10
Number of clients who have started a vocational profile 35
Mumber of clients supported into work 14
Total number of job starts =
Number of clients still in work 13 weeks after they started a job 19
Number of clients still in work 26 weeks after they started a job 12
Average number of hours worked for all clients in paid work 29

Average number of days from starting the vocational profile to first face to face contact with an
employer

n

At the bottom of this summary section, you will be asked to confirm that you have followed the IPS
Grow Guidance before you can submit the quarterly return. This document is the user guide. The full
guidance document for the IPS Grow Standard Spreadsheet (which includes detailed datapoint

definitions) can be found here.

| confirm that the information that | have provided conforms to the
definitions and standards provided in the IPS Grow Guidance.

‘ Back ‘

Fig 31




Quarterly Returns

That's it!

gl?ow Home Dashboard Quarterly Retumns

)

Success!

Thanks for submitting your Quarterly Return
The figures are now available for review

Back to Quarterly Returns

Once submitted, your quarterly return will be viewable at an STP, Regional and National level to
users who are logged on in your area.

TO p TI p You can return to edit a quarterly return at any time, even after it has

been submitted.



http://ipsgrow.org.uk/uploads/pdf/IPS-Grow-Standard-Spreadsheet-Guidance.pdf
http://ipsgrow.org.uk/uploads/pdf/IPS-Grow-Standard-Spreadsheet-Guidance.pdf

Quarter 1 (2019/20) |By 19th July 2013
Quarter 2 (2019/20) |By 18th October 2019 |By 1st November 2019
Quarter 3 (2019/20) |By 24th January 2020  |By 7th February 2020
Quarter 4 (2019/20) |By 17th April 2020

More Top Tips..

ﬁ

Stick to the timelines for submission of your quarterly reports. Other users
at STP, Regional and National level will also be following these timelines:

IPS Reporting Timeframes

Wave 1 services to

submit quarterly return|send to NHS England

for review by STP lead |regional lead

By 1st May 2020

STP lead review and

By Znd August 2019

MHS England regional lead to MHS England Performance

review and send to NH5 England |team to produce quarterly

Policy & Performance teams report

By 9th August 2019 - 23rd August 2018
By 8th Movember 2019
By 14th February 2020
By 8th May 2020

By 22nd November 2019
r 28th Felbruary 2020

By 22nd May 2020

Fig 31

aa

You cannot download your quarterly returns, however you can take a screenshot
of the summary page if you need to share it outside the reporting tool.

Y

You cannot save your quarterly returns as you go so either keep a record offline
or submit and return to edit it when you have more information.

2

Set up your commissioner, Mental Health Trust or other partners with a stakeholder
account so they can see a summary of your dashboard. You can choose whether
they see summary information of an individual team, or of your entire service.

40
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Stakeholder Level - Dashboard

When you log in, the homepage will appear as Homepage Display A (see page 8).

As a Stakeholder you are simply viewing the Dashboard, there is no
option to add, edit or comment on the data.

What to expect to view within the Dashboard:

Quarter Overview

Service performance statistics - presented in a table
Service quality statistics - presented in a table

Performance Breakdown

Monthly breakdown of service performance - presented in charts

Caseload

An graph showing a snapshot of the number of cases held by each
Employment Specialist

Demographics

Overview of client information - presented in charts

You can view performance for different quarters by changing the 'Reporting Period' in the
dropdown box at the top of the Dashboard (see figure 32).

Clicking on the Fiscal Year will show you the cummulative values for the year to date.

Dashboard

Reporting Period Quarter 4 (Jan / Feb / Mar 2020) v
2019 - 2020 Fiscal Year

AQuarter 4 (Jan / Feb / Mar 2020)g |

Quarter Overview Quan. = 2 0ct [ Now £ Dao T 09)
Quuarter 2 (Jul [ Aug [ Sep 2019)



Stakeholder Level - Quarter

Overview

The first segment of the dashboard displays service performance and service quality statistics.
These are presented in a table labelled 'Quarter Overview'. Before inputting spreadsheet data,
the table will be empty. Figure 33 below represents a Quarter Overview with sample data.

The "Quarter total" column shows your team's
performance data for the quarter. When you
upload a spreadsheet into the tool, the Value
column will be auto-populated with your data.

Clicking on the arrows
next to an item shows you
more information on the

metric.
rvice parformance Quarter tgial  Target
The "Target" column
v N\-nbaormrmalswthemce 50 shows your team's

e referral date is defined as the date the referral was received by the target for the quarter.
employment specialist and accepted onto their caseload. .
There is not normally

a target for total
number of job starts
so this is blank.

» Number of clients supported into work - 13 Only users at a team
level can add/edit
Service Performance

» Number of referrals where the client is already in employment - 8

» Number of clients who have started a vocational profile - 25

» Total number of job starts

> Number of clients still in work 13 weeks after they started a job 5 5 targets Flnd out hOW
» Number of clients still in work 26 weeks after they started a job 7 3 to do this on page X.
—
Service quality Quarter total | Target
Average number of days from staring the vocational profile to face to face contact 30 days § 30 days The Service Qual |ty
With an emplojer Targets are pre-set
Average number of days from referral 1o first attempred contact by an Employment -} 5days based on IPS flde"ty
i metrics. Some values
Average number of days from referral 1o starting the vocational profile - 10 days are blank Where
targets are not
Average number of days from a client starting their vocational profile wo their first - -
job start relevant.
Mumber of clients discharged from the service -f -
.

Fig 33




Stakeholder Level - Charts

The next section of the Dashboard contains a more detailed series of charts about the service.

The graphs on the left show a monthly breakdown of The graphs on the right show a snapshot of
the service's performance. demographics for clients currently engaged with
The pink line demonstrates the monthly target (annual the service.

target divided by 12).

Performance Graphs

Demographics

e The number of

referrals to the By Month Age « Clients'
service by month Referrals 3 Age
 The number of . . Gender
clients who have Vocational profiles § ¢ Clients'
started a - S S I . Gender
vocational profile .
b . l . . :
« The number of . . theweit
clients Job starts e Clients'
supported into —_— T : Ethnicity
work by month ' e liumus ~yry
Th b ¢ - - . Work Related Benefits
e The number o ' ' - _ :
clients who Thirteen Week Sustainments I I I e Clients
: _— : Work
achieved a 13 I I
week job . . l . ;o g Related
sustainment by . - P - Benefits
L = =

e The number of
clients who
achieved a 26
week job
sustainment by
month

Twenty Six Week Sustainments

Fig 34

Figss 44
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STP Level - Overview

When you log in, the homepage will appear as Homepage Display 2 (see page 8).
At STP Level, you can only view data in the Reporting Tool - you cannot edit or comment.

Feature 1: The Dashboard

Your Dashboard in its current form is very simple. You can view two metrics for the service (see

figure 36) which correspond to the core NHS England performance targets:

+ Number of service users receiving support. This is the total number of service users
supported by providers in your STP area in the financial year.

+ Number of clients supported into work. This is the total number of service users who were

supported into work in your STP area.

Year to date Fig 36
Number of service users Number of clients supported into work
118 28
Feature 2: Quarterly Returns
Quarterly Returns
When you click on
Quarterly Returns, you can 2019 - 2020
VieW any quarterly returns Quarter 4 (Jan / Feb / Mar 2020)
oy arery
submitted by prowders Last updated - 24/2/2020
within your STP. Quarter 3 (Oct / Nov / Dec 2019)
View
Last updated - 17/12/2019
You can view previous Quarter 2 (Jul / Aug / Sep 2019)
View
guarters here too, and ot vt - 61212020
when they were last Quarter 1 (Apr / May / Jun 2019)
updated. You cannot View
. Last updated - 12/11/2019
comment on or edit any
data. 2018 - 2019
Quarter 4 (Jan / Feb / Mar 2019)
View
Flg 37 Last updated - 3/2/2020
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STP Level - Quarterly Returns

Feature 2: Quarterly Returns

To access the Quarterly Returns, simply click on the quarter you'd like to view:

Quarterly Returns Fig 38

2019 - 2020

Quarter 4 (Jan / Feb / Mar 2020) m

Last updated - 24/3/2020
Quarter 3 (Oct / Nov / Dec 2019)

Last updated - 17/12/2019

A summary of your STP's performance and workforce metrics for the quarter will appear.
Fig 39
Quarterly Return - Quarter 3 (Oct / Nov / Dec 2019)

Diata drill down Senice Provider

I Please selact an apicn b4

Quarter Overview

Service Performance Cuarter
Total

Here you can 'drill
down' to view MNumiber of referrals to the service

individual providers' NumBer of Clients Who have started 3 ¥OCaON3L profil
quarterly returns.
This allows you to
view narrative and
fidelity information for
each provider, as well
as performance and Average number of hours worked for ll clients in paid work

workforce metrics Average number of days frofm Starting the vocationsl profie 1o irst face 10 £3ce CONact with
specific to them. e

Number of cliants supported into work
Total number of job stars
These metrics

are aggregated
at an STP level

Number of clients still in work 13 weelks after they stamed a job

Number of Clients still in work 26 weaks after they staned a job 1

Average employmeant specialist case load 1125

Clients Cammed Over

47
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Regional Level - Overview

When you log in, the homepage will appear as Homepage Display 2 (see page 8).
At Regional Level you can only view data in the Reporting Tool - you cannot edit or comment.

Feature 1: The Dashboard

Your Dashboard in its current form is very simple. You can view two metrics for the service (see
fig 40) which correspond to the core NHS England performance targets:
* Number of service users receiving support. This is the total number of service users
supported by providers in your Region in the financial year.
* Number of clients supported into work. This is the total number of service users who were
supported into work in your Region.
Fig 40

Year to date

Number of service users Number of clients supported into work

118 28
[

Quarterly Returns

Feature 2: Quarterly Returns

When you click on

Quarterly Returns, you can 2019 - 2020
VieW any quarterly returns Quarter 4 (Jan / Feb / Mar 2020)
View
submitted by providers Last updated - 24/3/2020
within your STP. Quarter 3 (Oct / Nov / Dec 2019)
View
Last updated - 17/12/2019
You can view previous Quarter 2 (Jul / Aug / Sep 2019)

View

guarters here too, and
when they were last Quarter 1 (Apr / May / Jun 2019)
updated. You cannot View

. Last updated - 12/11/2019
comment on or edit any
data. 2018 - 2019

Last updated - 6/2/2020

Quarter 4 (Jan / Feb / Mar 2019)
View

Last updated - 3/2/2020

Fig 41 49



Regional Level -
Quarterly Returns

Feature 2: Quarterly Returns

To access the Quarterly Returns, simply click on the quarter you'd like to view:

Quarterly Returns Fig 42
2019 - 2020
Quarter 4 (Jan / Feb / Mar 2020)
View
Last updated - 24/3/2020
Quarter 3 (Oct / Nov / Dec 2019)
View

Last updated - 17/12/2019

A summary of your STP's performance and workforce metrics for the quarter will appear.

Fig 43
Quarterly Return - Quarter 3 (Oct / Nov / Dec 2019)

Diata drill down Sendce Provider

I Please selact an option -

Quarter Overview

Service Performance Quarter
Here you can 'drill -
down' to view Number of refermals to the senvice
individual providers' Mumber of clients who have started a vocational profile

quarterly returns.
This allows you to
view narrative and
fidelity information for
each provider, as well
as performance and Average number of hours worked for ail cients in paid work

Number of clients supported into work

Total number of job starts

MNurniber of clients still in work 13 weeks after they starned a job Th ese metrlcs
are aggregated
atan STP level

Number of Clients still in work 26 weeks after they started a job 1

workforce metrics Average number of days from staning the vocational profile to first face to face comtact with
e an employer
specific to them.
Average employment specialist case load 1125

Clients Carried Over

Workforce 50
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What If things go wrong?

I can't get my spreadsheet to upload?

Is your file in CSV format? For guidance on how to convert your excel document into a CSV, please
see page 53. If there are errors in your excel spreadsheet, these will appear in an error box, please
see page 55. If you still cannot get your spreadsheet to upload, please contact
support@ipsgrow.org.uk

I think the Reporting Tool is broken?

If you think the Tool has stopped working, please contact BJSS. They can be reached at
IPS.Support@bjss.com.

The Reporting Tool will automatically detect some technical faults and generate an error message. If
this happens, follow the prompts in the tool, which will instruct you on how to send an error report to
BJSS.

I've lost my password

Go to the IPS Grow Tool login page and click on "Forgot your password?" You will receive an
email with instructions to set up a new password.

I've uploaded my spreadsheet, but it hasn't populated my dashboard?

The Tool will only read the columns headings it recognises, which means they must match the wording
in the IPS Grow Standard Spreadsheet. If you are using your own spreadsheet or if you have changed
the column headings to a different wording, or removed them, the tool will not read this data.

You might also want to check that you selected the right quarter when uploading the spreadsheet.
Remember that the Reporting Tool counts in calendar years, not financial years, so Q1 refers to the
months of January to March.

I don't understand how to adopt my spreadsheet to use with the Reporting Tool?

If you need support adapting your existing spreadsheets to use with the Reporting Tool, please
contact the IPS Grow Lead for your region._Click here for contact details.

52
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How to save a file to CSV

Comma-separated values (CSV) is the format the spreadsheet needs to be to use with the Reporting
Tool

To import your Excel spreadsheet to the Reporting Tool, you will need to convert it to a .csv file first.

To do this, click on the File tab in your Excel spreadsheet, and then click Save As.

In the 'Save As' type box, choose to save your Excel file as CSV (Comma delimited) (see figure 44)

Save As

= v » ThisPC » Documents » Data v Search Data

Organise = Mew folder

(N Date modified
7 Quick access

Desktop Mo items match your search.

* Downloads

Documents
[&] Pictures

w

File name: | IPS Spreadsheet - Q2 2019 Figures

Save as type: | C5V (Comma delirited)

Tags: Add atag

~ Hide Folders Tools - Cancel

In addition to CSV (Comma delimited), you'll notice a number of csv formats available:
e CSV (MS-DOS) (*.csv)

e CSV UTF-8 (Comma delimited) (*.csv)

¢ CSV (Macintosh) (*.csv)

¢ CSV (MS-DOS) (*.csv)

You can save your spreadsheet in any of these formats to upload to the Tool.

Before converting your Excel file to CSV ensure you have saved a copy

TO p TI p .n of your Excel file. You will need to continue using the Excel Spreadsheet,

and it is not possible to convert a CSV file back to an Excel file.
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How to save a file to CSV

Comma-separated values (CSV) is the format the spreadsheet needs to be to use with the
Reporting Tool

Choose the destination folder where you want to save your CSV file, and then click 'Save'.

After you click 'Save’, Excel will display two dialogs. Don't worry, these are not error messages and
everything is going right.

The first dialog is to remind you that only the active Excel tab will be saved in the CSV file format.
This means that if you have more than one tab in the excel file (e.g. the cover sheet in the Standard
Spreadsheet), they will not be converted to CSV. Click OK.

Microsoft Excel

The selected file type does not support workbooks that contain multiple sheets.

« To save only the active sheet, click OK.
« To save all sheets, save them individually using a different file name for each, or choose a file type that supports multiple sheets,

Cancel

Fig 45

Clicking 'OK' in the first dialog will display a second message informing you that your worksheet
may contain features unsupported by the CSV format.

0 POSSIBLE DATA LOSS  Some features might be lost if you save this workbook in the comma-delimited (.csv) farmat

This is fine, simply click Yes.

@ That's It! You've now converted your Excel to CSV.

SR




Spreadsheet Errors

If there is unreadable data in your spreadsheet, the Reporting Tool will show an error message
which will point out where the error lies.

For example, the error message below highlights various errors in the spreadsheet and gives
details so you can make the necessary amendments.

An error message will appear if
there is a symbol or text in a
column that should contain a date

Ic'::ow Home Dashboard Quarterly Returmns or number.

Submit spreadsheet

There is a problem

There are errors in your submission

IPS Grow Standard Spreadsheet - CSV -8 coy The error message
Error in row 25, column "Date of birthJThe value of 7" is not a valid date. I will pinpoint the

| Error in row 35, |4+Fﬁﬁ _— exact row where
not face to face Is not a valid date. the error is
Error in row 55, column ‘Date of birth” The value of "2 is not a valid date.

Error in row 63 column "Hours per week §- The value of ‘8 hours, looking to move to 16" is not a valid

numeoer. i
The message will also

tell you what column
the error is in.

Please use this form to upload your standard spreadsheet.

Reporting period

Q1-2018

Upload spreadsheet

No file chosen When you have fixed the errors, you

Fig 46

can re-upload your spreadsheet.
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Spreadsheet Errors

The Reporting Tool cannot read CSV files that do not include the correct headings. The headings
should match those in the IPS Grow Standard Spreadsheet. If the headings do not match, you
will receive this error message:

Fig 47

IPS
GROW Home Dashboard Quarterly Retums

Submit spreadsheet

There is a problem
There are errors in your submission

csv first UTF.csv
The spreadsheet’s header row could not be found.

Cross-check your headings against the IPS Grow Standard Spreadsheet and re-upload your CSV.

Top Tip..

If you are using the IPS Grow Reporting Tool, you may upload any spreadsheet providing that:

1) The headings you want the Tool to read match the IPS Grow Standard Spreadsheet, and
are situated in the first 10 rows of your spreadsheet.

2) The information is contained within 1 tab.

3) There is only one line per client.
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Further Resources

Access our other resources to assist with your IPS data and reporting here:

- Reporting_Tool

- IPS Grow Website

- Standard Spreadsheet Guidance

- IPS Grow Leads Offering_and Contact Details

IPS
GROW



http://ipsgrow.org.uk/provider-community/reporting-tool-2/
http://ipsgrow.org.uk/
http://ipsgrow.org.uk/wp-content/uploads/2020/04/IPS-Grow-Standard-Spreadsheet-Guidance.pdf
http://ipsgrow.org.uk/wp-content/uploads/2020/04/Copy-of-Copy-of-IPS-Grow.pdf

