FIPS Quick Start Guide

SKills How to Search for Address Details in

Development
Scotland

This guide covers how to search for address details in FIPS. Address details in FIPS can be searched for /
input in various areas of FIPS. Individual Search, Applications, the Individual (Contact) and employer
Notify Missing screens all contain the address search lookup. This guide will cover how to use the
address lookup, using a different method to maximise results.

» Use the link icon to access the FIPS landing page on the SDS corporate website
which contains additional FIPS guides and user information.
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https://www.youtube.com/watch?v=BNUCGyOkQdg
https://www.skillsdevelopmentscotland.co.uk/learning-providers/fips-funding-information-and-processing-system/fips-self-service-help-guides-and-videos/

The address search for participants is located within the Individual Search, Application and Individual
(Contact) entities in FIPS. Participant addresses cannot be searched for or updated within an
assignment. To update the details for a participant assighment, the address search within the Individual
(Contact) record must be used.

1. The address search contains an active lookup that is linked with the Royal Mail database within Street /
Address Line 1. This will return a list of interactive address options based on what details you input to
search. All other address fields including postcode are locked and information cannot be manually
entered into these fields.

2. Address Line 1 is where the address search must be performed. When Address Line 1 is clicked into, an
option to select “Change Country” will appear. This should be left as the default setting:

Street 1 “I'ype an address ]
Street 2 a% Change Country
Street 3

City

Postcode

3. Postcode, town, house number / street name or a combination of the address details can be used in the
search. As information is input, relevant results will be generated on screen. Individual Search,
Application, Individual Contact address searches will be demonstrated in the screenshots below. Each
entity will have different address details input to demonstrate different combinations for searching.

Individual Search — example of searching using postcode only:

» If including a participant address as part of the individual search, use Street 1 to perform the search for
the address. In Street Line 1, part of the postcode (“EH125H”) has been input. The results returned
contain any addresses with that information within the address. The scroll bar and drill down arrows
can be used to locate the specific address required:

——E

l I The recommended way to search for a Participant is by entering;-
NI Number Street 1 [ EH125H 1 Nata nf Rirth Full Faranams an, A Full Qiirnams IR, initial of Fc
SCN Street 2 Osborne Terrace, EDINBURGH, EH12 21itemd |~ fvebyenter
Date of Birth Street 3 Stanhope Place, EDINBURGH, EH12 19itemd P

Devon Place, EDINBURGH, EH12 30itemd P
Surname City -

Sutherland Street, EDINBURGH, EH12 4gitemd P
Forename Postcode West Stanhope Place, EDINBURGH, EH12 gitemd P

Borthwick Place, EDINBURGH, EH12 7itemd P

Search
Pembroke Place, EDINBURGH, EH12 gitemd P
Carberrv Place, EDINBURGH, EH12 7itemd B v
N

- When an address has been selected, the address details will populate within the locked fields e.g., Street 2 /
City / Postcode.
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Application - example of searching using street name only:

> Participant address details can be added in an Application if the address was not included in the
Individual Search or updated if the address details displayed are now old details during the application
submission. In the Participant Details tab within an application, click on the Address Search / Update
button:

Training Provider Details  Training Details  Employer Details  Participant Details Participant History and Current Em...  Equality Detai

Avanaugie

First Name * Butter Telephone Number N
No
(Home) Available @
Middle Name —
Email Address A
Last Name ° Ccup
Preferred Method of  *
Contact -
Date of Birth * 03/02/2002
£ Street 1 A
Temporary NI Number
Required No
£ Street 2
NI Number R
8 Town/City A
SCN —
B8 County —
!
| Address Search / Update | 8 Post Code .

B Participant Local
Authority Area

> This button will reveal the address search fields. All fields except Address Line 1 will be locked. Using
Address Line 1, enter part of the address to begin the search. In this example, part of the street name
has been entered:

Training Provider Details  Training Details  Employer Details  Participant Details  Part

Temporary NI Number

Required No

NI Number -

SCN —

| Hide Address Search / Update |

[shandwick pldl |

Shandwick Place, EDINBURGH, EH2 59 items P a
Shandwick Place, Inverkip, GREENOCK, 6 items p
PA16

Shandwick Place Hostel, 24 Shandwick Place,
EDINBURGH, EH2

Shandwick Place Limited, 142A Ferry Road, EDINBURGH,
EH6

Shandwick Place Specsavers Limited, Forum 6, The
Forum, Parkway, Whiteley, FAREHAM, Hampshire, PO15

Shandwick Place Visionplus Limited, Forum 6, The Forum,
Parkway, Whiteley, FAREHAM, Hampshire, PO15 v
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The results returned all contain “Shandwick Pla”, as per the search input. Review the results and select the
relevant address. Once selected, the locked fields will be populated with the address details. Click on the
Update Address button to attach the address to the application:

Training Provider Details  Training Details

SCN —

[ Hide Address Search / Update ]

4 Shandwick Place

|
l Inverkip ]
| GREENOCK |
|
1

I Renfrewshire
|PA16 0GD

E Update Address J

If the results disappear from the list when searching, click on backspace within address line 1 to refresh the list of
results then select the address required to populate the locked address fields.

Individual Contact — example of updating a participant address when there is an active assignment:

> If a participant has an active assignment e.g., Confirmed/ Unconfirmed assignment, Manual Approval
Required, Leaver Active etc. home address details must be updated in the Individual Contact record.
Individual Contact records are listed within the Individuals entity on FIPS:

g;:'aslwml SDS FIPS 2 Search -

= 2 [y Save @ Save & Close New gk Openorgchart [ Deactivate S Connect | = Add to Marke
H

b Home Butter CUP - Unsaved

© Recent ~ Individual - Contact -

7 Pinned 4 Summary Details Regional Details  Files Related -

My Work oo e AnUWE

e Assignments - Archived

#  Dashboards £ Street 1 83/2 Haymarket Terrace

i Statu... T~  Preferre.. ¥  Assign..
& street 2

FIPS
& Town/City EDINBURGH

E] Individual Search
& Post Code

L Individuals EH12 5HD

Qrganisations el County . ——

0-00f0

Ee=ifREa et | Address Search / Update

4P User Requests

Extensions

Y Additional Sunnor.

» Individual records can also be accessed within an Assignment, at the top right of the record or under
the Participant Details tab. The individual’s name is a hyperlink which will open the individual contact
record.

» Ensure the form view is set to “Individual: Contact”. Under the Summary tab, scroll down to access
the Address Search / Update button. Use Address Line 1 only to input part of the address required.
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> In this example, house number and street name has been entered:

. — = - e, N A mm e ez

Butter Cup - unsaved
Individual - Contact

Summary Details Regional Details  Files Related -

| Hide Address Search / Update |

[105 glasgow road |

105 Glasgow Road, 8items p a
CLYDEBANK, Dunbartonshire,

G81

105 Glasgow Road, Barrhead, GLASGOW,

G78

105 Glasgow Road, BATHGATE, West
Lothian, EH48

105 Glasgow Road, KILMARNOCK, Ayrshire,
KA3

105 Glasgow Road, PAISLEY, Renfrewshire,
PA1 i

Results returned contain the search criteria entered. Select the relevant address from the results. The search
can be refined further by inputting more information, for example, inputting part of the town name. Select the
result then click on “Update Address” to attach the address details to the participant:

[105 Glasgow Road
[Line 2
|[KILMARNOCK

| Ayrshire

|Ka3 1uw

Update Address

The new address will now be displayed on the related assignment, under the Participant Details tab:

Assignment - Information

Actions  Actions (Canvas App)  Training Provider Details  Participant Details  Update Equalities Information

& First Name *  Butter

& Middle Name

&8 Last Name © Cup

8 Gender Female

& Date of Birth 03/04/2005 ]
=] Integration ID

& Post Code KA3 1UW

& street 1 105 Glasgow Road
& street 2

B city KILMARNOCK

=] County Ayrshire
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