Adding a new person to the database

KCAS, Out of Hours, Asylum, Admin Officers or HQ (missing children, OLAs LAC
children) can add a new name to the database.

If the ICS Person Enquiry and Advanced Person Search fail to return an
appropriate match, a person can be added to the database and the address matched
from the gazetteer using the address match facility.

A minimum of three searches must be conducted before a new person is added to
ICS — this will prevent duplicate records being created.

Name - family name and chosen name
Address — Post Code search

Date of birth
Check SWIFT if you have access

0N

If an Unborn child is added to the ICS, record the mother's surname as the Family
Name and Unborn as the Given Name. The expected date of the delivery is
recorded in the Estimated Due Date field.

ICS Person Enquiry
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The following screen is displayed:
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Click - Search
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Add details — Family Name, Given Name,
Postcode, Date of Birth but Remember — less
is more! Keep the searching simple — the
more complex the search, the less likely the
correct person will be found
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Results are displayed here — if the
<«— person is not found, add them to
the database via New
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Click New

When New is selected, the following screen is displayed:

'B_Eapita One 4.0 =13 x|
. Focus "‘i Tools % ‘window @ Help
n..m Back - Forward = % ShowfHide + | Drag and drop menu items here. .. ( | |“{‘" &
2 Ml
[ 5ave [ Mew () SstAcL W Alerts (%5 UDF Manager Cansalidated Report
E— Links

LU . Fe

ot “"j. 02, Unique Identifiers 03, Address Details 04, LanguagefMean... 05, Ethnicity and Mationality 01. Perzon's Detailz =

Child Protection

01. Person's Details

A

Chronalogy

it
Family Mame
Given Mame
Chosen Family Mame
Chosen Given hame
Given Mame 2
Gender Mot Specified -
Guessed DOB
Email Address

CYP

el

Date of Birth

Estimated Due Date

Studerit

Fostering Placemerts
Social Metwiork

1
Enter person details

=

[@ action » | Run = [[5] Data

(62. Unique Identifiers

Perzon D

Legacy System Id a

Unigue Pupil Mumber

External System | Ekternal System Name:

External Entity D |

Matches

Department for Work
and Pensionz

Mational Health Setvice
Mumber

Mational Insurance
Mumber

Searching on Person ID
will look for data in this field

= ] | 2]

ersion 4.1,3386.28108 htkpsif10,110.4,176/CCSEnterpriseApplicationService | 0 of & chars

Helpful Hint:

Use the tab key to move between fields




Adding the address
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Click on 03.Address Details |
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Click Add to add a new row

04, LanguagefMean... 05, Ethnicity and Mationality 06, Religion and Culbure 07, General Practitioner

03. Address Ditails
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Click ellipses to open the Address Enquiry
window and search for the address
The Address Enquiry screen is displayed:
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Address [UPRN | O5&PR | Easting | Northing |-
1 John Dutton Way, Kennington, &shiord, Kent, TH24 9P AP220KB3ISCETMYTGO0  BO2173 1433175
2 John Dugton Way, Kennington, &shiord, Kent, TH24 SRy APZ2OKEIECETMY TG00 BO21T3E 1439218
3 John Duftan Way, Kenningtan, &shford, Ket, TH24 SR LP220KBITCEIMYTGO0  BO2174.5 1439258
4 John Dufton Way, Kenningtaon, &shiord, Kent, TH24 9P AP220KB30CETMY TG00 BO2177.2 1439298
Primary Contact Mo 5 John Dogton Way, Kennington, Ashford, Kent, TH24 9P AP220WES CETMYTGO00  B021797 14393349
¥
£ John Duftan Way, Kenninton, &shiord, Kert, TH24 SR LPZ2OKET2CEIMYTGO0  BO2733 1439612
Wark Contact Mo 7 Johin Dufton Wy, Kennington, Ashiford, Kent, TH24 9Py AP220KE3ICETMYTGO0  B02171.3 1439723
\ o Libiam el anninabamees i TOr ], HEnt, TH24 GR AP220KBICCEMYTGO0  BO21351 143961 4
Tl 6 hiord, Kent, TH24 SRy LAPZ20KEIDCEMY TG0 BO2136.6 1439503
0% LanguageMean; shford, Kentt, TH24 9Py AP220KBIECETMYTGO0  B02135 1439396
Home Language High”ght the address  |shiord, Kent, Trz4 gpwy APZ20KBIFCETMYTGO0  BO2136.7 1439284
; shiord, Kent, TH24 SRy AP220KEZECETMY TG00 BO21136 1430527 —
Meansof and click Select shiord, Kert, TH24 SPy LP220KE39CETMYTGO0  BO2103.3 1439519
Egg‘gﬂ:‘;‘g“”"‘- igoct P T shiford, Kert, TH24 SR AP220KE3ACETMYTGO0 6020933 1439518
15 John Dutton Wary, Kennington, Ashiord, Kent, TH24 9Fwn APZ20KEIBCERMY TG0 BO2054.1 1430513
l= an interpreter 16 John Dutton Wy, Kenningtan, Askhford, Kent, TR24 9P AP220MEELCETMYTGO0  B02060.5 1439318
required? 17 John Dutton Wary, Kennington, Ashiord, Kent, TH24 9P AP220KBIMCETMYTE00  BO2061.4 1439514
18 John Dutton Way, Kennington, Ashiord, Kent, TH24 9P AP220KBINCEZMYTGO0  BO20B0.8 1439617
19 John Dutton Yary, Kennington, &shiord, Kent, TH24 IR LPZ20KEIPCETMYTGO0  BO2061.4 1435711
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20 John Dutton Vay, Kennington, Ashford, Kent, TR24 9P
21 John Dutton Way, Kennington, Ashford, Kent, TH24 9P
22 John Dutton Way, Kennington, &shford, Kent, TR24 9Py
23 John Dutton Wy, Kenningtan, Ashford, Kent, TR24 9P
24 John Dutton VWay, Kennington, Ashford, Kent, TH24 9P
245 John Dutton Wary. Kenninoton. Ashford. Kent. TH24 9P
i) 49 addresses found.
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BO2062.4 1440047
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Select Type from drop down list — choose Home Address for first address
only (for full guidance on which address type to use, please see the guide
‘Address Protocol’ published on Kent Trust Web
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Tick Correspondence check box for first address identified as
Home Address — the Correspondence address for all school
aged children is maintained by EMS — the Correspondence
address pulls through to Panel 1 of all exemplars
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Helpful Hint:

If you know the code when selecting from a drop down list, type the first few
characters of the code and press the tab key i.e. type Eng to select English

Remember - for full guidance on which address type to use, please see the guide
‘Address Protocol’ published on Kent Trust Web




