COVALENT

Guide for Voluntary Sector Users

Version 2: revised for 2009/10

Contents
Using the Covalent Portal Page
Logging on and using Portal 2
Entering indicator data 4
Entering QA data 5
Running reports 6
Using Covalent without the Portal
System navigation 7
Entering indicator data 8
Entering QA data 12
Printing reports 13
Logging off 14

Support arrangements 15



Logging On

Go to:
http://www.covalentcpm.com/sites/index.jsp?c=118

If you will be regularly using the Covalent system you should save this link as
one of your Favourites. Note: type this in the address bar, not the Google search
facility. This link should have been sent to you in an email with this guidance.

/2 Covalent CPM Customer Homepage - Microsoft Internet Explorer provided by City of Edinburgh Council
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EDINENRET

Govalent Web Madule

Click on the link ‘Click here to log-in to Covalent’, circled in red above.

It may take around 20 seconds for the Covalent application to start up.
You should only click the link once.

NB You need Java Runtime Environment version 6.0 or more recent to be able to
view Covalent. This can be downloaded from the Covalent log in page if not
already installed on your machine (Circled green above).

For users in last year’s pilot

You will have been provided with a username and password. If you have
forgotten your password you can click on the ‘forgotten your password’ link when
prompted for your password and it will be emailed to you. If this is unsuccessful,
contact any of the Covalent Team who are listed at the end of this document.

For new users

Enter your username and password on the homepage (your username should be
in the following format firstnamesurname with no punctuation or capitals e.qg.
johnsmith). Your password is “covalent”. When you click ‘login’ the system will
automatically prompt you to change your password before proceeding any
further.
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Successfully logging in will result in a screen that looks like this:

Covalent 10.0 - logged in as Guidance, Guidance @ Edinburgh

none red, none amber, none green, & unknown ¥ Questions Reports

Filter: [¥/] Managed [/] Assigned Filter: Owned [ Assigned [] visible Show: (8) Reports I Cwn - () &l Reports

[+#] Administered (] Portfolio Owner [#] Shaw Inherited 5] Waverley Project report [Assessment bext] Word {.dac)
@ GTP_01 Yalue of all Council grants received Far o SE 1.1 Are the organisation's delivery methods appropriate

Q GTP_02 Value of incame From all sources Far o SE 1.2 Does the organisation achieve its planned results?

@ GTP_03 Total staff hours in year For o SE 1.3 Does the organisation provide value For maney Far

@ GTP_04 Total volunteer hours in year for o SE 2.1 Does the organisation clearly define its long term p|

w GTP_O5 Mumber of targets set in funding agresments for o SE 2.2 Does the organisation review progress systematical

@ GTP_06 Murmber of targets met for Q SE 3.1 Is the overall management of the organisation appr

@ GTP_O7 Mumber of users receiving a service for & SE 3.2 Does the organisation have robust systems of finar |

@ GTP_D8 Mumber of service episades For o SE 3.3 Is the resource and information managementof the
Q SE 4.1 Does the organisation have policies and procedures
o SE 4.2 fire the struckure, levels and types of staff appropr
9 SE 5.1 Does the organisation promote and engage in inforr
. SE 6.1 How does the organisation ensure that excluded gr
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Entering Indicator Data

To enter data for an indicator, double click on the indicator you
This will open up the indicator in a new tab.

wish to update:

Refresh  Help Logouk
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P

|_'r.'a Waverley Projeck report [Assessment text] Word {.doc)

+ Covalent 10

- logged in as Guidance, Guidance @ Edi

x

[ ] Save (@W Refresh

B recaloulate Formula Dats

Data | Wl Cherts

El settings | (7] Collection Settings

Refresh Help  Logout

4] Formula

@ Triggers

Short Name Value of all Council grants received for

Description This is the amount which your organisation received in total revenue grant from the Council in the last financial year.
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Click on the tab for Data, to view the screen below, where you should enter the

data, tick the “activated” box and then the Edseve jcon at the top left of the
screen. Then close the tab headed “Edit Performance Gauge” by clicking the
cross in the green circle and repeat this process for the remaining indicators.

% Covalent 10.0 - logged in as Guidance, Guidance @ Edinburgh J
¥ =2 @ B
S el \;_(/ Refresh Help  Logout

ﬂ Charts @] Settings m Collection Settings @ Forrmula @ Triggers

Show From| 2005 & | []Pre-audited ] Long Trend B Benchmarks.., ()
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Show problems

B s @ pefresh | B Recalculate Formuls Daks

o ey

7y Forecasting... (0}
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append [l Remove B Add After gl Add Befors
Time Period = 1] vslue | Activated | mote | short Tr... [Long Trend [ Status

= zoosfos £25,000.00
B 2no09f10 O

Entering QA data

To answer a question in the QA Assessment, double click on a question from the
Portal:

Covalent 10.0 - logged in as Guidance, Guidance @ Edinburgh

&
Refresh  Help  Logout

reen, & unl

Questions Zred, 1 amber, 10 green, nons unk [

Filter: Managed [Z] Assigned Filter: Owned [ Assigned [Z] visible | | Show: (@) Reporks I own () All Reports

Administered PortFalio Owner Show Inherited— 53] wwaverley Project report [Assessment text] word (. doc)

SE 1.1 Are the organisation's delvery methods appropris)
™ GTP_02 value of income from all sources Far < the organisation achieve its play 57
£ GTP_03 Tatal staff hours in year For @ SE 1.3 Does the organisation provide value For money Far :
£ GTP_0D4 Tatal volunbeer hours in year Far @ SE 2.1 Does the organisation dearly defin its long kerm pu
B GTP_0S5 Mumber of bargets set in Funding agreements For @ SE 2.2 Does the organisation revisw progress systematical

™ GTP_06 Mumber of targets met for @) SE 3.1 Is the averall management of the organisation sppr

E® GTP_07 Mumber of users receiving a service For £ SE 3.2 Does the organisation have robust systems of Finar
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This will open the question as shown below. All information and scores entered
last year will be copied to the assessment for 2009/10. This information should
be edited to reflect any changes or service developments.

% Covalent 10.0 - logged in as Guidance, Guidance @ Edinburgh

FEIED View/Assessment Question = ]
SRR AT h e T anisation St VE Ll et ot SiE PR LoR! El e gan U E S pons] x Refresh Help Logouot
N @ Refresh
Code SE 1.1 []

Title Are the organisation's delivery methods appropriste and responsive to the needs of service users?

Description This section Focuses on the effectiveness of wour service delivery. These prompt's may assist you in responding to the questions in this section.
Q Howe do we know iF our service(s) meet the needs and aspirations of priority groups and communities?

Q How well do we develop our programmes in response ko these needs and aspirations?

o

How do we ensure that groups and communities know about, and can access, programmes?
Q How well do we evaluate the outcomes of programmes?

Score 4
Data type Score 1-6
Guidance Documents http:ff
@

"% Information & Guidance

Lo

_—/Supporting Evidence E
Background Information
Key Strengths + Programmes For existing groups are negotiated with participants
Delivery methads are designed to meet: the needs of the participants
Lacal surveysfquestionnaires are used to identify needs and aspirations
Taster sessions are often held to gauge interest
Leaflets and posters are displayed and distributed locally
Programmes and events are publidised through local area networks
wwebsite has been updated

Areas for Development . Meed ko develop a more consistent monitoring and evaluation procedure For all groups
 Mead to improve publicity b includs better quality leaflets, to publicise groups mare
widely and ta improve signage of the centre
Mew website nesds ta be created snd maintained
Mare reqular articles/adverts in local newspaper
Meed ko encourage mare men to access the Facilities of the centre

Outcomes t The adult programme has been expanded in response to needs and aspirations
‘Walking Group & Over 505 keep fit has been established in order ko meet one of the aims of
the Development Flan
The Youth & Children’s groups hawe taken part in outdoor education, sporting opportunitiss, |z]
Portal Home Assessments Reports My Profile

In order to expand the ‘Support Evidence’ section, click on the yellow note
(circled in green above).

Clicking on the grey squares with three dots will open a box where you can enter
or edit your evidence to the question set:

o Howe well do we evaluate the oukcomes of programmes?
Score

2 Supporting Evidence

Cockaround Qx@cne DY B+D 02 4w

Key Strengths )

When you have completed your answer, click the Q@ ox icon and then the

5
o s icon. NB It is not possible to edit the section scores form the portal, if
you wish to revise this information you should follow the instructions in the
“Navigation” section of the guide.

Running reports

From the Portal page double click the report you wish to run:



% Covalent 10.0 - logged in as Guidance, Guidance @ Edinburgh

&
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99©

Report exists
[ Do you want ko open the existing published version of this Report,
. or use the latest Covalent data to generate a new one?

I Open existing report ] IGenerate new report] Il Cancel |

You should then receive the dialogue box below. Click "Open”, and the report can
then be printed or saved.

File directly in your Web brawser, or save it ta disk First,

i}ag This Repart is now ready for callection. You can open this

H% Open] [ H Save l [ a Cancel ]

System Navigation

NB The rest of this guide describes how to use Covalent if you prefer not to use
the Portal. It is included for existing users or those who prefer not to access
questions, indicators and reports through the Portal.



% Covalent 10.0 - logged in as Guidance, Guidance @ Edinburgh

@ Home L 9 ©
= Refresh Help  Logout
5 Expand &l = Collapse 8l | i) Show Summary | B ,
Notices : 0 notices O T =
2 My Actions : all filtered out >
My Pls PIs - 1 edited since 22/02/10 10:01

Filker: g] [~} @ || Managed (] Assigred (] Administered
[+#] Portfolin Cwner

B8 GTP_01 ¥alue of all Council grants received for

B4 GTP_02Z value of income from all sources for

B8 GTP_03 Tatal staff hours in year for

B8 GTP_04 Total volunteer hours in year for

:)5 GTP_05 Mumber of targets set in funding agreements For

’{ﬂ GTP_D6 Murber of targets met For

B4 GTP_O7 Number of users receiving a service far

Zﬂ GTP_D8 Murber of service episodes for

&2 My Risks : all filtered out
My Published Reports : 1 reports

& My Documents : 0 documents
£ My Snapshots : 0 snapshots
& My URLs: 1 URLs

@0 6 0O

Portal Home Assessments Reports My Prol

The five buttons at the bottom of the screen (circled in red) entitled Portal,
Home, Assessments, Reports and My Profile allow you to enter performance
indicator data, complete your Quality Assurance assessment and print a report
with the data you've entered. Clicking on the assessment or report buttons opens
up a tab where data can be entered and a report run respectively. The home tab
is opened automatically when you log in. You can move between tabs by clicking
on them. The My Profile button allows you to change your password, by clicking
on the key icon towards the top left of the screen. As described above, the Portal
button allows you to access a page which contains the performance indicators,
qualitative assessment section and the reports section.

Entering indicator data

Eight measures that were formerly part of the SMAR return have been retained.
This document shows how the data should be collected in the Covalent system.

Once logged on to Covalent, your Homepage should be displayed (if this does
not automatically appear, click on the Home button (circled in red) along the
panel at the bottom of the screen). On the left hand panel of the screen, you
should see all of the items that you have been assigned to.

Any PIs that you are assigned to on the system should appear in the My PIs
section. Ensure that My PIs has been expanded (to expand the details click on

the & button next to My PIs, circled in green below). Also ensure that all of
the filters have been selected in the red circle below. Do this by clicking on
the red, amber, green symbols and the question mark icon which should have a
grey background as shown below, and ticking the Managed, Assigned and
Administered boxes shown.

-8-



ovalent 10.0 - logged in as Guidance, Guidance @ Edinburgh

Refresh Help Logout

% Expand Al = Collapse Al | &) Show Summary - Save W Refresh

& My Actions : all filtered out >
= My PIs PIs - 1 edited since 22/02,/10 10:01

AdminiskE
/| Portfolio

—" alue of all Council grants received for
ﬁ GTP_02 Yalue of income From all sources For
@ GTP_03 Total skaff hours in year Far

E GTP_04 Total valunteer hours in year for

ﬁ GTP_05 Murber of targets set in funding agreements For

E GTP_06 Murmber of targets met For

E GTP_O7 Murmber of users receiving a service for

E GTP_08 Mumber of service episodes for

My Risks : all filtered out

My Published Reports : 1 reports 4
2 My Documents : 0 documents -
My Snapshots : 0 snapshots -

My URLs : 1 URLs

To Update a PI

If you select a PI from the list on the left the full details will be displayed on the
right.

Covalent 10 Edinburgh

) @ @
Refresh Help  Logout

G Expand Al = Collapse &l | L) Show Summary | B Save @ Refresh | [ Recaloulate FormieTars

@ Notices : 0 notices e - g
GTP_01 Data Charts Settings Callection Settings | 4] Formula Triggers
@ My Actions : all iltered out i B [ oat ts | [ s @< ) &) e

‘2 My PIs Code GTP_I
Managed

Assigned Administered Short Name Yalue of all Council grants received for
Portfolio Cwner Description This is the amount which your organisation received in total revenue grant from the Council in the last financial
year.

B cTP_02 Value of income from all sources for Erpected Outcome | {No selection}
B cTP_03 Total skaff hours in year For
B cTP_04 Total volunteer hours in year for

B GTP_O5 mumber of targets set in funding agreements For \
B GTP_06 mumber of targets met for
—

¥ GTP_07 Mumber of users receiving a service for
¥ GTP_08 Mumber of service episodes for

@My Risks : all filteredout ———————————
My Published Reports : 1 reports . Show problems
& My Documents : 0 documents “ @ Settings

My Snapshots : 0 snapshots -
™My URLS: 1 URLsS

> Notes & History ¥

[D Documents ¥
@ Guidance ¥

& ownership ¥




To update a PI you need to go to the Data tab (Circled in red above). This will
present a table which you will use to record your data.

There should be a data row ready to record the figure for 2009/10. If you need
to add a new row click on Append.

% Covalent 10.0 - logged in as Guidance, Guidance @ Edinburgh

& : : : < @ @
| RCTEID{ R alleT) x Refresh Help Logout

G Expand Al = Collapse All | '3} Show Summary Refrash | [ Recalnuate Formuls Data
€2 Notices : 0 notices <
>

ﬁ GTP_01 Data iﬂ Charts Settings E Collection Settings | ¥ Formula G Triggers
£ My Actions : all filtered out J = i i | 7 = | ' 1

i i Show from| 2005 5| | | [[]Pre-audted [/] Long Trend B Senchmarks... (D)

Fiter: [@][18] & (B Managed (] Assigned [+#] Administered =
aa k] 201t S Status shart Trend

Partfolic O - ) Forecasting... (@)
. _ — . — Show problems

7 GTP_D1 Value of all Counicil grants received for

4 GTP_02 value of income from all sources For Data Only Time Periods Columns Extra Data

ﬁ GTP_03 Total skaff hours in year For = =

E™ GTP_04 Total volunteer hours in year far [ append I Remove W Add After @l Add Befors

24 GTP_05 Nurnber of targets set in funding agreements for Time Period (1 value b (ctivated [ Hyte [Shart Tr... [Long Trend [ Status

ﬂ GTP_D6 Mumber of targets mek For [ 2008/09

gﬂ GTP_O7 Mumber of users receiving a service For = 2009/10 D

ﬂ GTP_08 MNumber of service episodes for

& My Risks : all filtered out

& My Published Reports : 1 reports
£ My Documents : 0 documents
My Snapshots : 0 snapshots

& My URLs: 1 URLs

SOSI00

Portal  Home Assessments Reports My Profile.

To add data simply click on the cell below the column headed “value” and type in
the data. You do not need to use the £ sign as it will be entered for you. When
the data has been entered tick the box below the column headed “Activated”.
Both the value and activated columns are circled in red in the chart above.

You must then save your data by clicking on Edseve jcon which is on the toolbar
at the top of the screen and circled in green. Repeat these steps for the
remaining seven indicators shown under the section "My PIs”

-10-



Entering QA Data

First, click on the Assessment button circled in red below:

logged in as Guidance, Guidance @ Edinburgh

? ASSessments g

& @ @
w x‘ Refresh Help  Logout

o Expand Al = Collapse all | i) Show summary | B Save oBY Refresh | [ Recalulare Formula Data

Notices : 0 notices e B g | = . = 7
GTP_01 Data | g Charts Settings Collection Settings | ¥F| Formula Triggers
My Actions : all filtered out E E =k a = @ = m = "'] = @ -
2 My PIs Show from| 2005 5| | | [ Pre-audited Long Trend R Benchmarks... (0}

Filter:

Ool

Portfolio Owner

Managed Assigned Administered \ =1 |
LY Sae until| 2011 S | Status Short: Trend

- e (O
Show problems 3 Forecasting... (00

4 GTP_02 value of income fram all sources for Data Only

Columns _I |_Extra Data
E GTP_03 Total staff hours in year for .
B4 GTP_04 Total volunteer hours in year For & append [ Remove W Add after @l Add Before
= : : |
'_ﬂ GIR-M5 Numbee:oF bargete sebin funding. agreements for Ilime Period o 1] Value [ Activated [Note [short Tr... [Long Trend [ Status
ﬁ GTP_06 Mumber of targets met For 2008/09
E GTP_07 Mumber of users receiving a service for 2009/10 O

ﬂ GTP_08 Mumber of service episodes for

&2 My Risks : all filtered out
£ My Published Reports : 1 reports
My Documents : 0 documents B

My Snapshots : 0 snapshots
My URLs: 1 URLs

which will open up a new tab that looks like this:

% Covalent 10.0 - logged in as Guidance, Guidance @ Edinburgh
=3 -

& coplore from here @ Delete [l save o Refresh B copy [ Paste

= Third Sector Self-evaluation (example) <

; @
Refresh Help Logouk

‘ P01 el o ) ool s s X

SE 1 Service Delivery >
& SE 2 Planning For Quality

& Q SE 3 Effective Management

& @ 5E 4 Human Resources

B @ SE 5 Metwaorking and Partnership

& @ 5E & Equalities

Fomem

The assessments tab shows a completed assessment entitled “Third Sector Self-
evaluation (example)”. The other assessment is the one that you will complete.

-11 -



Click the white crosses in the blue boxes once to open up a section and then the
questions of the model. Clicking on the crosses for the Service delivery section
and then the first question SE1.1, then the cross next to supporting evidence
should result in a view like this:

% Covalent 10.0 - logged in as Guidance, Guidance @ Edinburgh

Home < 9 M
ST A1 vtz ol | et s ey % el Al e e el el Refresh Help Logout
2, Explora from here W Delere B Save (@Y Refresh [0 C
Code SE 1.1 = |

& (g Third Sector Self-evaluation (example)
-1 ﬂ SE 1 Service T
% SEL.1 Aretheor neth

i @ 5E 1.2 Does the organisation achieve its planned results? Description This section Focuses on the effectiveness of your service delivery, These prompt's may assist you in

responding to the questions in this section,

Title Are the organisation's delivery methods appropriate and responsive to the needs of service users?

i @ SE 1,3 Does the organisation provide value for money for se

@ @ SE 2 Planring for Qualicy o How do we know if our serviceds) meet the needs and aspirations of priority groups and

& @ SE 3 Effective Management communitiss?
-1 @ SE 4 Human Resources o How well do we develop our programmes in response to these needs and aspirations?
@ @ 5E 5 Networking and Partnership o Howe do we ensure that groups and communities know about, and can access, programmes?
7
a 0 SE & Equalities o Hows well do we evaluate the outcomes of programmes?
Score 4

Data type Score 1-6
Guidance Documents http:|f

> Information & Guidance
upporting Evidence

Background Information

£

»

Key Strengths % Programmes For existing groups are negotiated with participants
Delivery methods are designed to meet the needs of the participants

Local surveysiquestionnaires are used ko identify needs and aspirations
Taster sessions are often held ko gauge interest

Leaflets and posters are displayed and distributed locally

Programmes and events are publicised through local area networks
‘Website has been updated

Areas for Development . MNeed to develop a more consistent monitaring and evaluation procedure For all groups
o MNeed to improve publicity to include better quality leaflets, to publicise groups more
widely and to improve signage of the centre
Nevs website needs to be created and maintained
More regular articles/adwverts in local newspaper
Meed to encourage more men to access the Facilities of the centre

II‘ Outcomes 0 The adult prograrme has been expanded in response to needs and aspirations
Walking Group & Owver 50s keep fit has been established in order to meet one of the aims E

Kl

1 of 10 items selected

@O 6 0O

Portal Home Assessments Reports My Profile

In order to expand the ‘Support Evidence’ section, click on the yellow note
(circled in green above).

The screen is split vertically and can be adjusted either by dragging and dropping
the partition or clicking the small arrowheads (circled in red above). Clicking on
the grey squares with three dots will open a box where you can enter your
evidence to the question set:

o Howe well do we evaluate the oukcomes of programmes?

2 Supporting Evidence

packogpund Q@ Qcne DDLU D+B D3| 2w

Key Strengths )

& ok

When you have completed your answer, click the icon and then the

o s icon. Repeat this for the other questions in this section and then the
other questions in section SE2 to SE6. Note that the section entitled Background
is optional, however, replies are expected for Key Strengths, Areas for
development and Outcomes for all questions.

Printing Reports
-12 -



First, click on the Reports button and choose the top option of Report central

& Report Central

— &F B s —
l“’ Report Dossiers

E“'\ —_—

= E e [ El 2 microsa...

This will take you to a screen that looks like this:

% Covalent 10.0 - logged in as Guidance, Guidance @ Edinburgh

—
@ [Eome} B B Report Central = @ H
=] T E &2 S Refresh  Heln  Logout
) new... W Explore from bere Wl Colete [l S5ve o Refresh [ Copy B Paste
Now Showing... 4, Search & Change <
>

qj All Reports arranged in folders

@ ) Third sectar

Click on the cross next to Third sector and then click on your report to see a
screen like this:

% Covalent 10.0 - logged in as Guidance, Guidance @ Edinburgh |;||E|E|
’ &

Refresh Help Lugut

ort Central}
e O TEE O

=y

S0 sl o ) ol s s il <

) Hew... W Explore from here o Delste [l Save WY Refresh [ Copy [ Paste
Now Showing... 2, Search @) Change < o Details | =3 Madel Assessment \ . Publish
Iy

qj All Reports arranged in folders Title |Wavar|ey Froject report

=2 q;l Third sectar Description E]

Report Type 'Ea Model Assessments Report
Parent Folder |q_j Third sector B|
a Ownership

Owned By E] 82 Third Sector; a Bryson, Sarah; a Sutherland, Ros
also Yisible TOD {Mone)

»»
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Now select the Publish tab (red circled above) and then click on the layout called
Assessment text.

% Covalent 10.0 - logged in as Guidance, Guidance @ Edinburgh |;”E|[g|
oms 3 | ReportCantral
(ES_N) wisilage ot ) Emusgal desis i) iy X NI s sl e 2~ Refresh Help  Logout

B new... W Explore from here o Delete [l Save @V Refresh Z]) Copy [l Past=

MNow Showing... 4, Search & Change < of Detals | =@ Model Assessment | & Publish

P!
u All Reports arranged in folders E& add D DretsRESenar SN
Format Layouk Document: Mext Run Date Home Page
= Ii: | Assessment bext 18 Jan 2010 17127
= 281 kB
wyord . doc)
1 Schedule ] [ 2, Open P Generate ] [ D remove ]

L of 2 items selected

0 0©I00

Next click on the = #* Generate  jcon |ocated towards the right of the screen.

The following message should appear:

Report Ready

}‘J? This Report is now ready for collection, You can open this

file directly in your Web brawser, ar save it ta disk first.

IEN Openu | = save I | & Cancel I

Take the option to open the Report and then save it. You may have to enter your
network password, depending on the security arrangements in place in your
organisation.

Note: Generating a report retrieves the latest data from the system, while

opening a report produces a copy of the last generated report, which will not
include any data entered into the system following generation.

Logging off

When you're finished, click the white cross in the red box at the very top and

right of the screen and confirm that you wish to log off in the dialogue box.
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Support Arrangements

If you experience difficulty in accessing or using the system, please contact the
officer in the service with which your organisation works most closely. These are:

City Development Alison Coburn 529 3149
Health and Social Care Kate McVie 553 8314
Services for Communities Graeme Fairbrother 469 3503
Children and Families David Hoy 469 3457
Culture and Sport Tracy Scodellaro 529 6720
Corporate Services Sarah Bryson 469 3887

If these people are unavailable or cannot resolve your issue please contact any of
the Covalent Team:

Mairi Cruickshank 469 3863 mairi.cruickshank@edinburgh.gov.uk
Colin Hay 469 3975 colin.hay@edinburgh.gov.uk
Katie O'Donnell 469 3605 katie.o’donnell@edinburgh.gov.uk
Heather Rolls 469 3902 heather.rolls@edinburgh.gov.uk
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