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Customising AdvicePro

Overview

= AdvicePro is an extremely comprehensive case management system, which
caters for the needs of agencies of different types, sizes and complexity.

= Customising AdvicePro to reflect the needs of Energy Advice provision and
support allows you to report more accurately to the needs of the service.

® You can only customise AdvicePro if you have specific permissions. Hover your mouse

over the black panel on the left-hand side of your screen and select Customise.

Different settings for different matter types, cases, teams or roles

You can modify the default agency profile, which applies your changes to the whole of
AdvicePro. Alternatively, you can create additional configuration profiles, which enable

different values and options to be available based on pre-set criteria this would be preferable

if you are wanting the Energy Advice data to be different to the rest of the data.

Let’s get started by adding the Energy Advice Matter Category
AdvicePro SIX Close Case [EENIERISEEY ‘ P

} Home gs > 61764 - Energy Advice - Open (Active) * Samantha Jones

& 22121989 (32) @ 3256

o 07595447023
& somjones@gmail.com
44 82 Raploch Road, FK8 15X

Partner John jones
) Dependants and Non-Dependant 2

7 B lal lssue
1764 Matter Type Energy Advice

conta 5
4 Dec 2017 - (1726 Days Ago) Sub Matter Dry Meter; Energy Bills; Energy Switch: 61764 - Energy Advice >
ient Cases / Enquiries (40 Ope

Fuel Debt: Fuel Grant; Low Cost Fuel,

'aula Energy (General Team) Meter Reading; Tariff Options b

pen (Active) Current Statu Open (Active)
Funding Sources:  [None Recorded]
Wark Completed None
100% Completeg  How Client Heard of [Not Specified) Diary Letters/SMS  Case Summary
2z Service —3 v

Customise v | = o ' 2

“) Recent Cases » 1se Progre Non
trategie 14

*Over on the left-hand panel select Customise

Customisation Areas

4 General Settings
General Customisation Settings
Funding Sources
Client Reference Generator
Case Reference Generator
Custom User Roles
Customisation Profiles
ko *Select Matter Categories
Page Specific Settings
4 New Case Wizard - Initial Case Details
New Case Wizard - Enquiries
4 New Case Wizard Search
Client Forename
Client Surname
Client Date of Birth
Client NI Number
Student Id
New Case Wizard - Conflict of Interest
» New Case Wizard - Referrals
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Add New Matter Category x
Customisation Areas
4 General Settings 1 Add New Matter Category Value
General Customisation Settings 1

New Vales Energy Achicd
Funding Sources [

Client Reference Generator Short Code:
Case Reference Generator
Custom User Roles
Customisation Profiles
» Pages
4 Page Specific Settings
No Page Specific Settings

Hide Value Code
Not Specified]
\cademic ACA
Anti Social Behaviour Service ASB
Benefit Check BC

V]

Client Support

V1

*Then Add New value ‘Energy Advice’/ Short Code ‘EA’/ Add Value and save changes

Once you have completed this the Matter Category for energy Advice will then be visible in
your Matter Category drop down list, when adding a case.

You cannot rename matter categories or funding sources. If you want to change the name of
either of these: Create a new Matter Category or Funding Source with the name you want,
or, hide the one you are replacing.

At this stage if all the information you are needing is the same as your other matter
categories then you can proceed with customising the pages individually. However, if there
are specific fields you require that you do not wish to have visible on the other Matters, such
as Debt and Welfare Rights, then you will need to create a Profile.

Adding a Profile

=
>

AdvicePro SIX Close osc [RNESRUSCR - =0 I

o)
(=]
nes > 61764 - Encrgy Advice - Open (Active) G a

W 221219090377 M 3256

o 07555447823
8 samgonesbgmod com
£ 52 Roploch Rood, FKB 15X

john jones

ntoct 7 1 social |
Matter Type Energy Advice
2017 - (1726 Doys Ago) Matters Dry Meter; Energy Biis: Energy Switch; 61764 - Energy Advice >
Fuel Debt: Fuel Gront: Low Cost Fuel
Generol Team) Meter Reoding: Toeit Options v
Dpen (Active) ent Stotur Open (Active)
Funding Sources [None Recorded]
gt None
tod ent Heard of  [Not Specified] Diory Lottery / SMS  Case Sunnary
R A
o - = o ' 2
Recent Cases > Nooe
14
None
,,,,,,, None

*Qver on the left-hand panel select Customise

2 Version 1



Customisation Profiles

*Select Customisation Profiles/ Create New Profile

*Create your Profile Name ‘Energy Advice’ and make sure the ‘Is Enabled’ box is ticked.

@)

*Make sure the Matter Category you want the changes to apply to is selected ‘Energy Advice’
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®) Cases / Enquiries of Any Matter Type

Cases [ Enquiries of Specific Matter Type(s)

®) Cases / Enquiries for Any Funder

Cases [ Enquiries for Specific Funder(s)

®) Cases /Enquiries Owned by Any Team

Cases [ Enquiries Owned by Specific Team(s)

®) Userisin Any Role

User is in Specific Roles

Cases / Enquiries Opened From & Cases / Enquiried Opened To &5

*If you want the changes to be specific to a funder/Team or User Role then these can be selected
here too. Again means the information will only appear on the selections you have made here. You
can also apply the changes from a specific date.

Once happy, save changes and you are ready to start customising you Energy Advice Matter
Category.

Customising Energy Advice

So, this is just like customising any of your other matters that you have done, with the
exception that you have put Energy Advice into a separate Profile, so changes made here
should not affect any of your other Matter Categories.

FrxrikkxkikkxkBefore you start Customising it is very Important that you make sure your
Profile at the top is ENERGY ADVICE . *ak

Changes you make to matter categories and funding sources are applied across your
agency. Before adding any matter categories, check the existing list of categories and sub
matter categories to make sure you are not duplicating something that already exists. You
will receive a warning advising that an item already exists.

Validation Information

Issue Section Field Message

Invalid Add New Value Item Already Exists An item named Employment already exists in the list

Once you are sure the top says Energy Advice then the same rules apply, if you have loaded
a page within AdvicePro, the Page Specific Settings section reflects the contents of that

page.

In the example below, the Case Details page was selected before clicking Customisation.
The scroll bar indicates that there are more configuration options available.
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Customisation Areas

.
General Customisation Settings
Matter Categories
Funding Sources
Client Reference Generator
Case Reference Generator
Custom User Roles
Customisation Profiles

» Pages
4 Page Specific Settings
4 Case Details
Enquiries
Upgrade Enquiry to Case Button

Initial Contact
Client at Risk of Homlessness
®
Reason for Debt
How Client Heard of Service
Details if Other
Previous Visit
Case Type
Delivery Channel
®
®
Destroy After
» Close Case / Change Status Dialog
» ®

*This allows you to see what you can customise on each of the pages available.

Profile Selector

Select Customisation Profile:

Energy Advice Service v [I'

Customising AdvicePro

How to Customise AdvicePro

Step 1:
Step 2:
Step 3:
Step 4:
Step 5:

Step 6:

Navigate to the page you wish to customise

Click the % icon to bring up this dialog

If appropriate, select the correct Customisation Profile from above
Use the menu on the left to pick the item to be customised

Make any required changes

Save the changes, then select to the next item you want to customise

A Please Save or Discard any Changes before closing the Dialog

& Print Customisation Settings

*If you try to leave a page without saving your changes, the following message is displayed.

Here are a few examples of Customisations you might want to consider when creating
your own Energy Advice Matter Category

Go To Page Vv

‘Custom Fields

Electric Arrears:

Electric Arrears Amount:
Electricity Meter Number:
Electricity Supplier:
Electricity Tariff:

Energy Presenting Issue:
Gas Arrears:

Gas Arrears Amount:
Gas Meter Number:

Gas Supplier:

Gas Tarriff:

Notes:

Reason for Debt:

[Not Specified]
£ 0.00

0

[Not Specified]
£ 0.00

0

*A few Custom fields that may be of interest like Electric/Gas meter number, reading, Supplier, Tariff

and any arrears.

These would need to be addd to the case details page rather than client details page, so they are only
visible to the Energy cases where appropriate.
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Adding Custom Fields To A Page

AdvicePro enables you to define your own custom fields and add them to the Client or Case Details

page. Custom fields can be added to a panel in the client or case details pages.

To add a custom field:

Open the page you want to add the custom fields to and click Customise from the left-hand side

panel.

The Customisation Options window open and the Page Specific Settings section is populated with the

sections on that page.

In the Customisation Areas, select Custom Fields.

General Customisation Settings
Matter Categories
Funding Source
Client Reference Generator
Case Reference Generator
Custom User Roles
Customisation Profiles
» Pages
4 Page Specific Settings
4 Case Details
Enquiries
Agency Case Reference
Initial Contact
Reason for Debt
How Client Heard of Service
Details if Other
Case Type
Delivery Channel
Opt out of Communications
External Audit Consent
Destroy After
» Close Case / Change Status Dialog
» Advice Categories
» Submatters
» Funding Sources
» Qutreach Locations
» MAS Fields
General Case Notes

*In the panel on the right-hand side, use the up and down arrows to re-arrange the order of the items

to suit, then Save Changes

Sub Matters

Edit Sub Matters:

Add All

Dry Meter
Energy Bills
Energy Switch
Fuel Debt
Fuel Grant
Low Cost Fuel
Meter Reading
Tariff Options

Remove All

|I Printable List of Sub Matters I

*You may to add submatters to break down the Energy Advice Matter. Here are some examples you

could consider.
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Managing Sub Matters

Sub Matters are set on the case pages and can be associated with customisation profiles.

Customisation Areas Profile Selector

Case Reference Generator
e ——— Select Customisation Profils:  Default Agency Profile ~
Customisation Profiles
* Pages
4 Page Specific Settings
4 Case Details

Submatter Settings

Visibility: ] Hide

Enquiries
Upgrade Enquiry to Cese Butten

L Label: Submatter Qverride
Initial Contact

=®

FoY Required Level: At Create Before Close Preferred
Reason for Debt
How Client Heard of Service List Values:
Details if Other
Previous Visit For Matter Type: Energy Advice ~
Case Type
Delivery Channel Hide  Value Code

Opt out of Communications
Extemal Audit Consent
Destroy After
» Close Case / Change Status Dialog
? Advice Categories
» Custom Fields
4 Submatters

» Funding
» Outn a
> MAS Fields -

*Open a case and click Customise from the left-hand side panel.

In Customisation Areas:

Select Sub Matters to show or hide the panel and to change the panel lable
Select Sub Matter (the sub-entry) to make changes to the individual sub matters.

@® Sub Matter categories are associated with the matter type of the case you opened. You
can change this matter type by selecting another from the drop-down list.

Outcomes

Adding outcomes in the say way as above, and here are some examples of some financial
outcomes you could add;

Add New Financial Case Outcomes x

Date Added: 06/09/2022 &

Associated with Sub Matter: [None] v
*Applies to each outcome selected below

Select Qutcomes to Add:

Add Al Remove Al
Not Specified]
Charitable Grant
DD Reduced
Fuel Debt Cleared
Fuel Grant
Tariff Reduced

+ o+ o+ o+ o+

Add Selected Outcome(s) | fRESRE

Given the current climate, you could also consider adding: Winter Fuel Payment, Energy
Savings Grant, Energy Payment, Cost of Living Payment, Disability Cost of Living Payment,
Pensioner Cost of Living Payment...

For non-financial outcomes, you could consider adding: Tarriff Switching, Meter Changing,
Home insulation, Cavity Wall Insulation, Boiler Cover, Boiler Replacement ....
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