CLIENT ACTIVITY AND OUTCOME ALERTS II.IHII.II
HELIX

To set up your alerts in Helix:
e Navigate to Alerts by clicking on the alarm bell icon in the top right of the screen:

e Make sure your name is entered under Caseload filter:

Caseload filter

Gordon Kilgour - Acme Training

Lo Alert Preferences .
e Check your Alert Preferences are correct, by clicking on _ and ensuring that

Client activities and outcomes . .
is ticked.

NB unless you're familiar with the system, the suggested action is to turn on all Client Alerts - you can
turn these off again at any time. Save your preference settings.
Now when you receive an alert the alert icon will show a number m

e Once turned on the alerts will show in the Clients tab:

Messages (0) Clients (63)

You will then see several different alert areas, the top two of which will be:

Client Activities Incomplete

This area shows client activities that are overdue, where the Activity Status has been set to either Pending
or Awaiting Verification or Incomplete:

Client Activities Incomplete

10 v entries per page

Activity Date v Client Ref Client Activity Name Vacancy Status Caseload

14/07/2025 Bob170883 Sideshow Bob One to one meeting Pending Gordon Kilgour - Acme
Training

01/07/2025 Fla119146 Ned Flanders Progression: Education Part-Time Pending Gordon Kilgour - Acme
Training

30/06/2025 Bob170883 Sideshow Bob One to one meeting Pending Gordon Kilgour - Acme
Training

09/05/2025 Mac145043 Sherri Mackleberry 26 Weeks Sustainment Awaiting Verification Gordon Kilgour - Acme
Training

07/04/2025 Fla119146 Ned Flanders One to one meeting Pending Gordon Kilgour - Acme
Training

03/04/2025 Mac145044 Terri Mackleberry Job Start - PT Awaiting Verification Gordon Kilgour - Acme
Training

03/04/2025 Mac145044 Terri Mackleberry Progression: Education Part-Time Awaiting Verification Gordon Kilgour - Acme
Training
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By default, these activities will not be included in core reports such as No One Left Behind or UK Shared
Prosperity Fund as these are set to only look for activities with the status “Successful” or “Verified”.

The aim is that there should be no activities showing against your caseload in this table.

See the last section below for how to action these alerts.

Client Activities Upcoming
This area shows client activities where you have set a reminder, and the reminder date is upcoming. You
can set reminders in any activity, but it is particularly useful when setting a sustainment cycle for a job:

Client: Ned Flanders (Fla119146)

Employment Sustainment-4,13, 26 and 52 weeks

Uncheck all

4 Weeks Sustainment - (16/09/2025)

%13 Weeks Sustainment - (18/11/2025)

826 Weeks Sustainment - (17/02/2026)

52 Weeks Sustainment - (18/08/2026)

This is a follow on activity template from One to one meeting - (19/08/2025 00:00:00)

--- Select ---

00:00

0.00
0.00
0.00
Pending

Limit By Site:

ESet Reminder Alert
[5 ] days before activity date.

Under the Alerts, scroll down on the Clients tab and the second table is:

Client Activities Upcoming

10 v  entries per page

Activity Date v Client Ref Client Activity Name Vacancy Status Caseload
19/10/2025 Fla119146 Ned Flanders 26 Weeks Sustainment Pending Gordon Kilgour - Acme

Training

When the date of the activity passes, the activity will no longer appear in this table, but will move to show
in Client Activities Incomplete above it.
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Actioning these Alerts

If you have items showing in your list, please action these, one by one, by:
e Clicking on the Activity Date
This will take you to the relevant Activity

e Scroll down and click on m
e Update the Activity Status to the relevant one of these:
o Successful - if the activity/outcome went ahead as planned
o Unsuccessful - if the activity/outcome did not go ahead
o Verified - if the activity/outcome has been verified
NB If your organisation doesn’t verify outcomes, or your profile doesn’t give you access to
this status, please use Successful
NB please make sure you have first uploaded any relevant documentation.
e Save your changes

If you have more than one Caseload set up, please repeat this process for your other Caseload(s).
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