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Guidance for Downloading Oracle Reports for School Workforce Census
These guidance notes are designed to assist in the downloading of Oracle data items for the
School Workforce Census. The data is available in three separate reports, listed below. The
reports can be downloaded using Oracle self service. An officer in your school needs to be
nominated to have access to this information. If an officer has not been nominated, the head
teacher needs to send the name of the officer to Andy Rigby, via e-mail. Contact details are
at the bottom of this page.

Each report can be run in a range of formats, although you may choose to leave a report as
an Excel file, which is the default format.

Absence
For this report you need to specify the start and end date parameters e.g. 1%t September 2015
— 315t August 2016

Additional Payments
This report is run by payroll month e.g. 1=April, 2=May etc...

Personal

This can be run as a full report, giving data items for all staff, or a change report, only giving
changes since the last full report was run.

I would advise that you run a full report initially. For future reports, you are strongly

advised to run a change report, before running a full report. This is to ensure that
details of leavers are captured, as they will only show on a change report.

As you will see in the guidance notes, you can view previous reports that you have run.

If you have any queries or difficulties with this process, please feel free to contact me via the
methods below.

Regards
Andy Rigby

Education Data and Analysis Team
Children Services

Contact details for Andy Rigby:

E-mail: andy.rigby@liverpool.gov.uk
Telephone: 233 0349
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Guidance for Downloading Oracle Reports for School Workforce Census

Log on to Oracle using your normal username and password. The following page will appear.

2} Oracle Applications Home Page - Microsoft Internet Explorer MEIES
File Edit View Favorites Tools Help ‘ LL
C-O- NG kels- 28

Address |@ http://devizones.liverpool.gov.uk:8007/0A_HTML/OA jsp?OAFunc=0AHOMEPAGE

ORACLE’

Logout Preferences Help

Logged In As TCUNNINGHAM

Navigator Favorites

P Personalize
You have not selected any favorites. Please use the "Personalize”
button to set up your favarites.

[ LCC Employee Self-Service V5.0 Please select a responsibility.
[ LCC Manager Self-Service V6.0
3 Lcc School Workforce Reports

Logout Preferences Help

Privacy Statement ‘Copyright (<) 2008, Oracle. Al rights reserved!

Click to access School
Workforce Reports

<]

& | bone [ [ 9B [ ocal intranet

Click on the LCC School Workforce Reports link. The page below should appear. Click on the
Submit Reports link to choose which report to run.

{Z Oracle Applications Home Page - Windows Internet Explorer N NETE|
s~ |&] http:/fiasprodebus-Ih liverpool.gov.uk: 14030/0A_HTML/OA jsp?OAFunc=0OAHOMEPAGE# = 7?\3 Live Search \{k‘

[S
-

File Edit View Favorites Tools Help

g1 g2 -| @ Login @ Oracle Applicati... x 2 Home ~ @ Print v . Page v @ Tools v @ Help ~ [ Full Screen

ORACLE E-Business Suite

B Favorites Logout Preferences Help

Logged In As RIGBYA2
Oracle Applications Home Page

[ Personalize
B B3 cc employee self service vs.0
[ 0| ¢c Schoal Workforce (Central) Reports
BB Lcc school workforce Reports
>

Click Submit Reports
to choose report

Logout Preferences Help

Privacy Statement ‘Copyright (<) 2008, Oracle. All rights reserved!

E

Inttp:/iasprodebus-lh.liverpool.gov.uk:14030/0A_HT ML/RF.jsp?function_id=407758rasp_id=508768esp_appl_id=800gsecurity_group_id=| | | | | | [&] Local itranet H100% v
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Guidance for Downloading Oracle Reports for School Workforce Census

To see options for reports type ‘lcc’ in Program Name and click on magnifying glass.

(= Schedule Request: Name - Windows Internet Explorer

] IETES)
‘= ¥ |el http://iasprodebus-Ih.liverpool.gov.uk: 14030/0A_HTML/RF jsp?function_id=407758&resp_id=50876&resp_appl_id=800i ¥ -‘{fz’x‘ Live Search |-
File Edit View Favorites Tools Help
~| & Login @& Schedule Reque... x

ORACLE"

LCC School Workforce Reports

B rovarites v Home Logout Pref

( £ ol
Name Patameters Layout Review
Schedule Request: Name
Trclicates requi-ed field Taneel [ SubmE Joep 1 of 4 [[Next ]
g Request
€ corNgeguest
Program Narfle R Q
Feequest Nary [
'zan later be used bo search for this request
| cancet || submit |step 1 0f 4 | Next
Home Logout Prefersnces  Help
Statement

Done.

Type ‘lcc’ in Program Name
and click on magnifying
glass to search

i Home v & Print v |-rPage v < Tools » @ Help v | Full Screen

Al [ [ [ N3 ocalintranet

[%100% ~

ABSENCE REPORT

To view absence details, select absence option and click on Select.

=7

¢~ Schedule Request: Name - Windows Internet Explorer

—l=x]
~ |&] http://iasprodebus-Ih.liverpool.gov. uk:14030/OA_HTML/RFJsp?fuﬂct\'on_\'rj=40775&resp_\'d=50876&resp_app\_\'d=800d | x IL\\'E Search Lr
File Edit View Favorites Tools Help
woake SSl v| £ Login | & Schedule Reque... x | |

i Home ~ & Print v =’ Page v ( Tools v @ Help ~ [= Full Screen

Frograt

Reoue:

/2 Search and Select List of Values - Windows Inte

=0l x|
Search and Select: Program Name ;
Cancel | [ Select Step 1 af 4
Search
To find your item, select a filter item in the pulldown list and enter a valu in the text field, then select the "Go button.
Search 8y [Program Name =] [icc [ &0 ]
Results Step 1 of 4

lect) Quick Select
ol

Program Name Application Name
B

LCC School Warkforce Extracts - Absence

LCC Custom
—é LCC School Workforce Extracts - Add. Payments LCC Custom
(o} B Lce school Workforce Extracts - Personal LCC Custom

= ‘@

Select Absence
option and click
on Select

N ramenes ]

8 Local intranet

*100%

Done.

M/

|

‘ |@‘ ‘ ‘ | ‘ganaMntrane‘

100% v
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Guidance for Downloading Oracle Reports for School Workforce Census

You can enter an appropriate name for the report, but this is optional. Click Next.

= Schedule Request: Name - Windows Internet Explorer i
€| http://iasprodebus-Ih.liverpool.gov.uk: 14030/ OA_HTML/OA.jsp?_ri=0&_rc=FNDCPPROGRAMPAGE&scheduleRegion=H » 3?@‘ Live Search \ﬂt.

EIEY

File Edit View Favorites Tools Help

% Home ~ & Print ~ |2Page v @ Tools » @Help ~ [ Full Screen

& Schedule Reque... x

& Login

ORACLE" Lcc school Workforce Reports

i Navigator ¥ B% Favorites ¥ Home Logout Preferences Help
{ &l
Layout Review

Name Parameters

[ cancel | stap 10f4 | Hext |

Schedule Request: Name
= Indicates required field

© New Request

€ Copy Request
Program Name | g gocts - Absence

request Nam({(|Absence - September 11
ame ster be used oo

1 || submit |step 1 @

Home Logout Prefe

Privacy Statement

Enter a name for the

Sepviynt (c) 2008, Oracle. All rights reserved,

report (optional)
then click Next

El

[%100% -

[ [ | %3 Local intranet

Done.

Select Start & End dates using the calendars and then click Next

= Schedule Request: Parameters - Windows Internet Explorer

~ |&] http://iasprodebus-Ih.liverpool.gov.uk:14030/OA_HTML/OA.jsp?RequestTypeMode=N&_ri=0&_rc=FNDCPPROGRAMPAI ¥ if{i\_i' Live Search !g‘i\:

()

EEIES

e/

File Edit View Favorites Tools Help
@ Schedule Reque... x

%3 Home ~ ® Print v ' Page v & Tools v @ Help > [ Full Screen

€ Login
ORACLE LCC School Workforce Reports
T Navigator v B Favorites v
@ { ©
Narme Parameters Layout Revigw
Schedule Request: P.
[Concel |[5bmit ][ Bask | stop 2 o+ [eat |

* Indicates requred field
Program Name  LCC School Workforce Extracts - Absence

Rrequest Name  Absence - September 11
* Start Date [01-Sep-20

* End Date |30-Sep-201)
* School Name Fazaker ey High

Home Logout Prefe

[ cancel | submit | Back | step 2ff

Select Start & End [FEESaiiitiins

dates using the
calendars and
then click Next

rved

E

[%100% + /4

\E Local intranat

Dane.
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Guidance for Downloading Oracle Reports for School Workforce Census

Choose which format you would prefer, from the drop down list and then click Next.

/= Schedule Request: Layout - Windows Internet Explorer
‘4 = |&) http://iasprodebus-I

MEIE

h.liverpool.gov.uk:14030/0A_HTML/OA.jsp?_ri=0& _rc=FNDCPPARAMETERPAGER_ti=1385075098 = :;Hi‘ Live Search Iﬂ\j

File Edit View Favorites Tools Help

Request: Layout

& Login @& Schedule Reque... x i Home ~ ®hPrint v - Page ~ ) Tools v @ Help ~ =% Full Screen
ORACLE’ Lcc school Workforce Reports
f Navigatorv  ®2 Favorites ¥ Home Logout Preferences Help
@ © @ 9
Name Parameters Layout Review

Program Name LCC School Workforce Extracts - Absence

Request Name Absence - September 11
Layout Setting

“For Language “Template Name “Template Language

American English |LCC Schoo}: \@.’pr\for:e g 9 [english: Umted Kingdom

| cancel || submit || Back | step 3 of 4 | next |

deimigpit || Back | Step 3 of|

Home Logout Fefe

Privacy Statement

then click Next

Choose format and

Ziayright (c) 2008, Oradle. All rights reserved,

|

pore LT

‘Q Local intranet

[%100% ~

Check details & then click on Submit.

/2 Schedule Request: Review - Windows Internet Explorer

@] http://iasprodebus-lh.liverpool.gov.uk:14030/OA_HTML/OA jsp?page=/oracle/apps/fnd/cp/srs/webui/CPLayoutPG&_ti=_x

[¢#][>c] |Live Search [2]-]

EEIEY

File Edit View Favorites Tools Help

€ Login

ORACLE’

& Schedule Reque... x

LCC School Workforce Reports

N Navigator v  ® Favorites v
@ @ @

Hame Parameters Layout

Request: Review

"iiHome v & Print v =rPage v i Tools v @ Help v [ Full Screen

Home Logout Preferences Help

@
Review

HName

Concurrent Program Name LCC School Werkforce Extracts - Absence
Request Name Absence - September 11
Operating Unit
Language Settings
Language Territory Humeric Character
American English United Kingdom|.,

Parameters

Start Date  01-Sep-2011
End Date 30-Sep-2011
Schoal Name Fazakerley High

Layout

Layout Settings
For Language Template Hame Language Output Format
American English LCC School Workforce Extracts - Absence English: United Kingdom EXCEL

cancel || Back | Step 4 of 4|_Submit

Click on Submit

Home Logout Preference:

Privacy Statement

Cancel

Copyright (<) 2006, Oradle. Al rights reserved.

Back | Stepa

[

‘ ‘ ‘ ‘ ‘ ‘ "j Local intranet

[®100% ~
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Guidance for Downloading Oracle Reports for School Workforce Census

When you receive a Request ID, click OK.

{2 Information - Windows Internet Explorer : _ = x|
6@" &) http://iasprodebus-Ih.liverpool.gov.uk: 14030/0A_HTML/OA jsp?_ri=08_rc=FNDCPSUBSUMMARYPAGER_ti=13850750¢x | |2/ x  |Live Search 2]
File Edit View Favorites Tools Help

-| & Login & Information i Home v @ Print v |“Page v ) Tools v @ Help v [ Full Screen

ORACLE LCC School Workforce Reports

f Navigator v  B¥ Favorites v Home Logout Preferences

® Information

Your request for LCC School Werkforce Extracts - Absence has been scheduled. The
Request ID is 4605135

ClickOK bB——_ "\*! ’

Privacy Statement ‘Copyright (=) 2008, Oracle. All righis reserved.

Home Logout Preferences

[

Done [ [ [ [ [ %3 ocalintranet [%100% -

If the report takes a while to run, click refresh. The report will show as running until it is
ready.

/= Requests - Windows Internet Explorer _l=]x]

€] http://iasprodebus-lh.liverpool.gov.uk:14030/0A_HTML/OA.jsp?_rc=FNDCPREQUESTVIEWPAGE®_ri=08&_ti=1385075C ]f_ti\_ii Live Search |£|J
File Edit View Favorites Tools Help

(P
hos/

w gt 28|-| &Login & Requests x %3 Home w ® Print v rPage v < Tools v @ Help v [ Full Screen
- ool Workforce Reports =
Requests

v [LoNg hours ] | 6o | search || submit Request

Requests Sufpmary Table

Refresh
DjName [ Phase \ |status [Scheduled Date | Details | Output | Republish
4 5 Absence - September 11 (LCC School Workforce Extracts - Absence) Running Normal 25-Jul-2012 12:06:26 Q&

Click refresh if report
takes a while to run

[El
[T T T T N3 wcntrane [R100% ~
Produced by the Education Data and Analysis Team Page 7
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Guidance for Downloading Oracle Reports for School Workforce Census

When report shows as completed, click on the Output icon.

{2 Requests - Windows Internet Explorer I EES
s ~ | hitp://iasprodebus-lh.liverpool.gov.uk:14030/0A_HTML/OA.jsp?_rc=FNDCPREQUESTVIEWPAGE& ri=0& ti=1385075 :f?_i\z‘ Live Search \_&\;‘

File Edit View Favorites Tools Help

Home Logout Preferences Help

Privacy Statement

-| @Login i Home v @ Print v rPage v & Tools v @ Help v [ Full Screen
ORACLE LCC School Workforce Reports
i Navigator v B2 Favorites v Home Logout Preferences Help
Requests
View [Last 24 hours =] | 6o | search | submit Request
I_le_q_l_se_s?_s_S_ummarvTahle
Refresh
Request ID[Name P Phase N [status | Date | petails g#Outpul™Ny Republ
4605135 Absence - September 11 (LCC School Warkforce Extracts - Absence) Completed JNormal  25-Jul-2012 12:06:26 El & =

Copyright 4 2008, Oracle. All rights resenved.

Click O

report is completed

utput icon when

E

Done =

% Local intranet [R100% ~

Click Open to view the file.

|Phase
Completed

Status
Normal

What do you want to do with
LCC_School_Waorkforce_Extracts__280915.xls?

Size: 334 KB
Type: Microsoft Excel 2003
From: iaspredebus-lh.liverpool.gov.uk

Twon't be saved automatically.

VE dSs

Click Open to
view the file

Cancel

|scheduled pate
28-Sep-2015 11:41:04

(=
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Guidance for Downloading Oracle Reports for School Workforce Census

Here is an extract of a dummy absence report.

BT Microsoft Excel - FNDWRR.exe [Read-Only] =13

‘B8] Ble Edt Wew Insert Format Iools Data  Window Help

Type s questionforhelp  + . @ X

P e e P e s e e e I e
B|S @ @ Mo o | D =S 8 || = 8RS

H 4 » H[\FNDWRR

Ready

14

NEEHRSGBRITEIL BB #9083 i HDw: Bim LS =] ENONE R S
(Bt D3 ) W A | YeReply with Changes.., EndReview. . [
A1 - I3
A [ B [ ¢ [ o0 | E T F | 6 [ H T 1 T 3 T K Tt ] N[ 0 —
1 1 Page t 1ol =
2 |LCC School Workforce Extracts - Absence
3
4 |Start Date 01-Apr09
5 |End Date 08-Sep-09
B | School Mame Sea View Juniors
7
8 [Oracle Nunher [Teacher Number [First Name [Last Narne [Employee Type |First Day |LastDay | Ahsence Catezory
g 30316 Erngl [Five Employee 11/05/3000 Sickness
10 39317 Fm Employee | 18/05/2009] 12/05/2009 ] AWOL
11 9313 739856 E Two Employee | 27/04/2009] 300412009 Sickness
12
13 | sowws Bl of Report w5
|14
15
16
17
18
19
20

. mll

HUM /a

ADDITIONAL PAYMENTS

Select Add. Payments from search list and click Select

¢~ Schedule Request: Name - Windows Internet Explc

EEIE

@_: - 31http:ff\'asprodebusf\h.h'verpoo\.gov‘uk:14030/OA_HTMLfRF.jsp?fuﬂction_\'d:40775&r'esp_\'d:50876&I'esp_appl_\'d:SOOiﬂ 41| x ILive Search 2
File Edit View Favorites Tools Help
i¢ & @ Schedule Request: Name | i Home ~ @ Print ~ - Page ~ () Tools ~ @ Help + [ Full Screen
(€ LI
- ol x|
Search and Select: Program Name
Cance| Select
Search
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.
Search By | Program name [ =] [icc [ 6o |
Results
Select Quick Select Program Name Application Name
=3 LCC School Workforce Extracts - Absence LCC Custom
=3 LCC School Waorkforce Extracts - Add. Payments LCC Custom
=3 LCC School Workforce Extracts - Personal LCC Custom
cancell
Payments option
Done and click on Select [ %3 tocal inranet ®100% ~
ane. [ T [ [ [ [ ocal intraner w100% ~
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Guidance for Downloading Oracle Reports for School Workforce Census

Enter a report name, if you wish and click Next.

{2 Schedule Request: Name - Windows Internet Explorer

P

=
b/

, EIE
&1 http://iasprodebus-Ih.liverpool.gov.uk: 14030/OA_HTML/OA.jsp?_ri=0& rc=FNDCPPROGRAMPAGE&scheduleRegion=H ¥ ‘_{ | X | |Live Search i:ﬁ\j
File Edit View Favorites Tools Help

%¢ ¢ @ Schedule Request: Name " Home ~ @ Print v |-+ Page v < Tools = @ Help + [ Full Screen
ORACLE

LCC School Workforce Reports

1 Navigator ¥ B Favorites ¥ Home Logout Preferences Help

-, { O
Name Parameters Layout Review

Schedule Request: Name

= Indicates required field

[ Cancel || Submit step 1 of 4 [ Next
& New Request
© Copy Request
Program Name g TR

gl racts - Add. Payments | &
Request Narfff
The nzme czn ister be used 1o s=alicr this raquest
cancel || Submit |Stenypd
Enter a name for the e na
Home Lcqout P

Privacy Statement

report (Optlonal) Copyright (5 2008, Oracle. All rights reserved.
then click Next

E
Dane. [

[ [ [ [ %3 vocatintranet [%100% ~

Change the number of the month in the text field e.g. 1=April, 2=May, if necessary.

{= Schedule Request: Parameters - Windows Internet Explorer

(P
b/

EIES
€] http://iasprodebus-lh.liverpool.gov.uk:14030/0A_HTML/OA. jsp?RequestTypeMode=N&_ ri=0&_rc=FNDCPPROGRAMPAI ¥ | |

|#2]| x| |Live Search [2]-]
File Edit View Favorites Tools Help

%7 4 @ Schedule Request: Parameters

ORACLE LCC School Workforce Reports

i Home ~ & Print v |- Page v & Tools » @ Help v [ Full Screen

i Navigator v B2 Favorites v

Home Logout Preferences Help

@ g
Name Parameters Layout Review
Schedule Request: Parameters
= Indicates required field [ cancel |[ Submit ]| Back | step 2 of 4 [ Hext |
Program Name LCC School Workforce Extracts - Add. Payments
Request Name
= Payroll Perid @ Calendar Month | &
* School Nam™gga#lerley High Ja

| cancel || submit || Back | step 2 of 4 ﬁ

Home Logout Preferences Help
Prvacy Statement

2006, Oracle. Allrifnfs reserved.

Change month number in text field,
if necessary, and click Next

El
Done.

v Local intranet 100% -~
A

Produced by the Education Data and Analysis Team Page 10
Tel: 233 0349



Guidance for Downloading Oracle Reports for School Workforce Census

Choose which format you would prefer, from the drop down list and then click Next.

{2 Schedule Request: Layout - Windows Internet Explorer

ETE

‘4~ |& http://iasprodebus-h.liverpool.gov.uk: 14030/0A_HTML/OA.jsp?_ri=0& rc=FNDCPPARAMETERPAGER, ti=124735215€~ | X | |Live Search \ﬁt‘

File Edit View Favorites Tools Help

%¢ @ @ Schedule Request: Layout

" Home ~ @ Print v |-+ Page v < Tools = @ Help + [ Full Screen
ORACLE LCC School Workforce Reports
1 Navigator ¥ B Favorites ¥ Home Logout Preferences Help
@ @ 3 O
Name Parameters Layout Review
Schedule Request: Layout
Program Name LCC School Workforce Extracts - Add. Payments

[ cancel |[ submit || Back | step 3 of 4 [ Next |
Request Name

Layout Setting
“For Language “Template Name

“Template Language “Format
‘American English|LCC School Workforce Ef @, [English: United Kingdom| Wb |[EXCEL

Privacy Statement

cancel || submit || Back | Step 3

Home Logout Preferences Help

Gopyright (c) 2008, Oracie. All rights reserved.

Choose format and
then click Next

Done

[ |

[ T[T 1 w3 octintranet [%100% ~

Check details & then click on Submit.

{2 Schedule Request: Review - Windows Internet Explorer

EEIES
Gz: ~ |&] http:/iasprodebus-lh liverpool.gov.uk: 14030/OA_HTML/OA jsp?page=foracle/apps/fnd/cp/srs/webui/CPLayoutPG&_ti="v| +| x| W\E}
File Edit View Favorites Tools Help
W & @ schedule Request: Review fi'Home ¥ ® Print v - Page v & Tools v @ Help v = Full Screen
ORACLE" Lcc school Workforce Reports

7 Navigator v B Favorites v Home Logout Preferences Help
@ @ @ @
Name Parameters Layout Review
Schedule Request: Review
Name

cancel || Back | step 4 of 4|_submit

Concurrent Program Mame LCC School Workforce Extracts - Add. Payments
Request Name

Operating Unit
Language Settings

Language Territory Numeric Character
American English United Kingdom .,

Parameters

Fayroll Period 2 2012 Calendar
Month
School Name  Fazakerley High

Layout

Layout Settings
For Language Template Name

Language Output Format
American English LCC School Workforce Extracts - Add. Payments English: United Kingdom EXCEL

ot e -
NS

Copyright () 2006, Oradie. All rights resenved

, ___1 Click on Submit
Home Logout Preference:
Privacy Statement

Done

E

%J Local intranet ®100% ¥
4

Produced by the Education Data and Analysis Team

Page 11
Tel: 233 0349



Guidance for Downloading Oracle Reports for School Workforce Census

When you receive a Request ID, click OK.

{= Information - Windows Internet Explorer _ =]

‘4~ |& http://iasprodebus-h.liverpool.gov.uk: 14030/0A_HTML/OA.jsp?_ri=0& rc=FNDCPSUBSUMMARYPAGE& ti=16940606~

| X | |Live Search 12|

File Edit View Favorites Tools Help

ORACLE" Lcc schoolWorkforce Reports

N Navigator v B Favorites v

@ Information

Your request for LCC Scheol Workforce Extracts - Add. Payments has been scheduled.
The Request ID is 4605649

¢ @ @ Information i Home ~ @ Print ~ |-+ Page v & Tools = @ Help ~ [/ Full Screen

Home Logout Preferences

Home Logout Preferences
Privacy Statement

Click OK ——__‘@

Copyright (<) 2008, Oracle. All rights reserved.

|

Dane ] T [ [ [ |3 Locat intranet [%100% ~

If the report takes a while to run, click refresh. The report will show as running until it is

ready.

/= Requests - Windows Internet Explorer

& http://iasprodebus-lh.liverpool.gov.uk:14030/0A_HTML/OA.jsp?_rc=FNDCPREQUESTVIEWPAGE®&_ri=08&_ti=17883601~ Z ii Live Search \£|j

=l=x]

File Edit View Favorites Tools Help

ORACLE" Lcc school Workforce Reports

M Navigator v B Favorites

Requests

iF & @Requests i Home ~ = Print ~ | Page v & Tools v @ Help ~ [ Full Screen

Home Logout Preferences Help

# lPhase N\ [status | Date

| search || Submit Request

| Details | output |

Pending Normal 25-Jul-2012 15:48:39
460564INCC Schaol Workforce Extracts - Add. Payments ed Normal 25-Jul-2012 15:41:54
4605581 LCN\School Workforce Extracts - Add. Payments Completed Normal 25-Jul-2012 15:19:40
4605421 LCC Completed Normal 25-Jul-2012 14:06:41

4605135 Absel Click refresh if report Completed Normal 25-Jul-2012 12:06:26
takes a Whlle to run Home Logout Preferences Help

B & =
= =) (=%

Copyright (c} 2008, Oracle. All rights reserved.

-]

%] Local intranat 100% *
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Guidance for Downloading Oracle Reports for School Workforce Census

When report shows as completed, click on the Output icon.

/= Requests - Windows Internet Explorer _ =] %]

‘-4~ |el hitp://iasprodebus-lh.liverpool.gov.uk: 14030/OA_HTML/OA.jsp?_rc=FNDCPREQUESTVIEWPAGE&_ri=08&_ti=17883601x ‘;\;ﬁ Live Search \197\;‘

File Edit View Favorites Tools Help

W% & @Requests i Home v @ Print v .rPage v & Tools v @ Help v = Full Screen
ORACLE‘ LCC School Workforce Reports

M Navigator v B Favorites v Home Logout Preferences Help
Requests
View [Last 24 hours =] | Go | search | Submit Request

Requests Summary Table

Refresh
Request ID[ame e N [status  [scheduled Date

4605652 LCC School Workforce Extracts - Add. Payments Completed Hormal  25-Jul-2012 15:48:39

4605649 LCC School Workforce Extracts - Add. Payments Normal 25-Jul-2012 15:41:54

4605581 LCC School Workforce Extracts - Add. Payments Completed Normal 25-Jul-2012 15:19:40
4605421 LCC School Workforce Extracts - Personal Completed 25-Jul-2012 14:06:41

e Click Output icon when
report is completed

4605135 Absence - September 11 (LCC School Workforce Extracts - Absence) atin

Privacy Statement

16, Oracle. Al rights reserved.

[

%) Local intranet *100% =
[T T T TT = |

Click Open to view the file.

Phase Status \Scheduled Date
Completed Mormal 28-Sep-2015 11:54:36
Completed Mormal 28-Sep-2015 11:41:04
Windows Internet Explorer ﬂ
|| What do you want to do with “

LCC_School_Workforce_Extracts__280915.xls?
Size: 33.0 KB

Type: Microsoft Excel 2003
Fram: iasprodebus-lh.liverpool.gov.uk

Ewon't be saved automatically.

<+ Fave

Click Opento [F ¢
view the file

i

Produced by the Education Data and Analysis Team
Tel: 233 0349

Page 13



Guidance for Downloading Oracle Reports for School Workforce Census

Here is an extract of a dummy additional payments report.

[ Microsoft Excel - FNDWRR.exe [Read-Only]

IBHRSEBATH 8 BB P90 8 5 43S0 Jive .10+ B I U NI
(g te i © M85 (3 By §3 | ¥ereply nith Changes... Engawew.‘.H

Al M

‘B] Bl Edt Wiew Insert Format Tools Data Window  Help Type a question for help

- [Ofx]

ro8 X
e Sre A

A [ 8 [ ¢ T 1o [T [T F T G H T T4

K]

L

1 Page :10f1
LCC School Workforce Extracts Add. Payments

1
|2
13|
|4
| 5 |Period Start Date 01 03
| 6 |Period End Date 3-Apr02
| 7 | School Name Bea View Juniors
]
]
1
i

Oracle Mumber Teacher Number | Assi; Number |First Name |Lasi Name [Employee Type | Category OF Additional Paymeni |Additional Paymeri Amount
1] 30316 39316 |Employee  |Five Employee First Aid Allowance 267

39308 4367895 39308 [Employee  |One [Employes NP & dditional Duty Allowance 250
’iix Employee Ifeal Abatement 0.42
Three [Employes |4 dditional Duty Allowance 100

12 30317 39317 |Engplo
12 313 739856 39313 [Enployee |Two Employee  |Special Needs Allowance 15033

13 39314) 39314{Emplo

| 16| ++++ End of Renort +++*
7
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Ready

Personal
Select Personal and click Select

* Schedule Request: Name - Windows Internet Expla

EEIEY

@_\'—j - Ehttp:/‘/iaspr'odebusflh.h'verpoo\‘gov.uk:14O3O/OA7HTML/RF.J‘sp?funct\'0ﬂ7id:40775&respjd:50876&r'espjpp\7\'d:SOOiﬂ RIS IU\-’e Search

Pl

File Edit View Favorites Tools Help

w 88| '| & Login | @ Schedule Reque... x | |

%' Home v ™ Print v rPage v < Tools v @ Help v [ Full Screen

C

= Search and Select List of Values - Windows Internet _olx]

Search and Select: Program Name

Cancel | | Select

search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By [Program name (=] [icc [ 6o |
Results
Select  QuickSelect  Program Name Application Name
(o] B LCC School Workforce Extracts - Absence LCC Custom
(o] B LCC School Workforce Extracts - Add. Payments LCC Custom
[ 1 LCC School Workforce Extracts - Personal LCC Custom

=]

Cancel
Select Personal
option and click
on Select [ |83 Local intranet ®100% ~
]
Done. [ A [ [ [ &3 walintrane w100% v

Produced by the Education Data and Analysis Team
Tel: 233 0349

Page 14



Guidance for Downloading Oracle Reports for School Workforce Census

Enter a report name, if you wish and click Next.

{2 Schedule Request: Name - Windows Internet Explorer

(>
i/

€| http://iasprodebus-Ih.liverpool.gov.uk: 14030/OA_HTML/OA.jsp?_ri=0& rc=FNDCPPROGRAMPAGE&scheduleRegion=H * f_? Ei Live Search \:ﬁ_b

==X

File Edit View Favorites Tools Help

@ Login @& Schedule Reque... x

ORACI_€~ LCC School Workforce Reports

" Home ~ ®Print v |-+ Page v < Tools + @ Help + [ Full Screen

i Navigator v B2 Favorites v Home Logout Preferences Help

O

Name Parametars Layout

Schedule Request: Name

Review

@ News Request

Program Na CC Schaol Workfarce Extracts - Person J &

Request Na

aroe can later be used to saarch for this oo

Enter a name for the
report (optional) then
click Next

= Indicates required field | cancel || Submit |step 1 of 4 | Hext

cancel || Submit |step 1 &4 [ Hext
[ w 2% o

|

Dane. ] T [ [ [ |3 Locat intranet

[%100% -

To choose mode, click on magnifying glass.

= Schedule Request: Parameters - Windows Internet Explorer

=4 v |&l hitp:/fiasprodebus-lh.liverpool.gov.uk: 14030/OA_HTML/OA.jsp?RequestTypeMode=N& ri=0& rc=FNDCPPROGRAMPAI ™

[42[x]|Live Search 2]

BERY

File Edit View Favorites Tools Help

@ Login & Schedule Reque... x

ORACL€~ LCC School Workforce Reports

 Home = & Print v |=*Page v {* Tools » @ Help ~ & Full Screen

f Navigator v B Favorites v Home Logout Preferences

@ { €
Name Parameters Layout

Review

Help

Schedule Request: Parameters

Program Name LCC School Workforce Extracts - Personal

Request Hame
* Mode L
= School Name |[Fazakerley HW ) &

Home Logout Preferences Help

Privacy Statement

Click on
magnifying glass
to choose mode

* Tndicates required field [ cancel |[ submit ][ Back | step 2 of 4 | Hext

[ cancel || submit || Back | step 2 of 4 | Next

Copyright (c) 2008, Oradle. All rights resenved.

E

Done. [0 [ [ T [ [W3Local intranet

%100% v
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Guidance for Downloading Oracle Reports for School Workforce Census
To get mode options, click Go.

(- Schedule Request: Parameters - Windows Internet Explorer
GO -

NEIE]
File Edit View Favorites Tools Help

& http://iasprodebus-Ih.liverpool.gov.uk: 14030/0A_HTML/OA jsp?RequestTypeMode=N&_ri=08_rc=FNDCPPROGRAMPA ¥ | |42 | x| [Live Search
v & 99| -| @ Login

@ Schedule Reque... x

i Home ~ @ Print ~ |- Page ~ () Tools v @ Help ~ [ Full Screen
e e R ==
ORACLE LCC School Workforce Reports

B2 Favarites v

Home Logout Preferences
Name

Parameters Layout Review
Schedule Request: Parameters
* Indicates required fizld

earch and Select List of Values - Windows Internet Explorer = |Efx]eck | step2ore | Next
Program Name  LOC Schy
Request Mame Search and Select: Mode
Cancel | [ Select
[ r— 1
To find your item, select a filter item in the pulldovn [y®nd enMa value in the text field, then select the "Go" button. jack | step 2 0f 4 | Next
Search By | Mode =] Go
|Besulls
select Quick Select Mode Description
No search conducted.
Click on Go to get
mode options
Done [T [ %3 ocal intranet [®100% ~ .

Done.

[]

[§7 Local intranet [%100% ~

Choose mode preference and click Select. You are advised to run a change report before a
full report.

(" Schedule Request: Parameters - Windows Internet Explorer
G-

_ =] x|
& http://iasprodebus-lh.liverpool.gov.uk: 14030/0A_HTML/OA.jsp?RequestTypeMode=N&_ri=08&_rc=FNDCPPROGRAMPAI ¥
File Edit View Favorites Tools Help

E] Live Search
& Login

@ Schedule Reque... x

P Home = & Print ~ > Page v © Tools ~ ® Help ~ [ Full Screen
ORACLG LCC School Workforce Reports

o -

B Favorites v

Home Logout Preferences Help
Narne

Parameters Layout Review
Schedule Request: Parameters
* Indicates required field

Program Name  LCC
Request Name

/= Search and Select List of Values - Windows Internet Explorer
Search and Select: Mode

_ Di‘ Back | Step 2 of 4 | Next
 Search

cancel | | Select
|
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" buttan. Back | Step2of4 | Next
Search gy [Mode = S0
| Results |
Quick Select Mode Description
=B Change Change
B Full

Full

Select mode and
click Select

' ' ) ' ) ’— Local intranet

[%100% ~

Done.

[
‘ |m ‘ | ‘ ‘ r@ Local intranet

[*100% ~
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Guidance for Downloading Oracle Reports for School Workforce Census

Click Next

/2 Schedule Request: Parameters - Windows Internet Explorer _|=]x]
"5‘_.

€| http://iasprodebus-Ih.liverpool.gov.uk:14030/OA_HTML/OA.jsp?RequestTypeMode=N&_ri=0&_rc=FNDCPPROGRAMPA! i;;lzi Live Search

(=9
b

File Edit View Favorites Tools Help

®
Name

& Login & Schedule Reque... x

C)IQAcl_G~ LCC School Workforce Reports

i Home ~ @ Print + - Page ~ () Tools ~ @ Help ~ [ Full Screen

B2 Favorites v Home Logout Preferences Help

Parameters

Layout Review

Schedule Request: Parameters
* Indicates required field

Reguest Hame

Program Narne  LCC School workforce Extracts - Personal

*Made (Change @
Change )
* School Mame  Fazakerley High S

[ Gancel [ St ] Back | st 2of 4 |

[ cancel || submit || Back | step2d
Click Next

Home

[<|

Done.

[ ¢/ Local intranet “100% ~
% A

Choose which format you would prefer, from the drop down list and then click Next.

/= Schedule Request: Layout - Windows Internet Explorer
£ http://iasprodebus-lh liverpool.gov.uk:14030/0A_HTML/OA jsp?_ri=0& rc=FNDCPPARAMETERPAGER_ti=1074560625¥ | *1. Zi Live Search |E|;\

(0
)

EIEY

File Edit View Favorites Tools Help

& Schedule Reque... x

LCC School Workforce Reports

@

Parameters

"iiHome ~ @ Print v =Page v & Tools v @ Help v [ Full Screen

f Navigator v B Favorites v Home Logout Preferences Help

9
Layout Review

Schedule Request: Layout

Request Hame
Layout Setting
“For Language “Template Name

Privacy Statement

Program Name LCC School Workforce Extracts - Personal

“Template Language

American Enghshl‘CC-é-Chnn\ Workforce E} Q Eng\‘\s‘h“L‘lnit‘é‘d‘ngﬁ‘um

[ cancel || submit | Back | step 3 of 4 [ Hlext

| cancel || submit || Back | step 3 o

~-—~ght (c) 2006, Orar’e. Al rights reserved.

Home Logout Proferences Help

Choose format and
then click Next

-]

Done

[&3 Local intranet [%100% ~
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Guidance for Downloading Oracle Reports for School Workforce Census
Check details & then click on Submit.

{2 Schedule Request: Review - Windows Internet Explorer

_ =] %]

& http:/fiasprodebus-Ih.liverpool.gov.uk: 14030/0A_HTML/OA.jsp?page=/oraclefapps/fnd/cp/srsfwebul/CPLayoutPG&_ti=1v | [ | x| [Live Search [2]-]
File Edit View Favorites Tools Help
¢ & 29|-| @Login @& Schedule Reque... x fiHome ~ ™ Print ~ - Page v () Tools v @ Help ~ [ Full Screen
ORACLG’ LCC School Workforce Reports

M Navigator v B Favorites v Home Logout Preferences Help
@ @ @ @
Hame Parameters Layout Review

Schedule Reguest: Review

Cancel || Back | Step 4 of 4| Submit
Hame

Concurrent Program Name LCC School Workforce Extracts - Personal
Request Name

Operating Unit
Language Settings

Language Territory Numeric Character
American English United Kingdam .,

Parameters

Mode Change
Change
School Name  Fazakerley High
Layout
Layout Settings

For Language Template Name Language Qutput Format
American English LCC Schoal Workforce Extracts - Personal English: United Kingdom EXCEL

Cancel | Back | Step 4| Submit

Click on Submit

Done

H

%/ Local intranet %100% -
A

When you receive a Request ID, click OK

/= Information - Windows Internet Explorer

_ =] x|
€] htp://iasprodebus-lh liverpool.gov.uk:14030/0A_HTML/OA.jsp?_ri=0&_rc=FNDCPSUBSUMMARYPAGER_ti=10745606.¥ | |*+| X | |Live Search i:ﬂ\j
File Edit View Favorites Tools Help
w g 23|-| @Login & Information " Home » ® Print v =Page v & Tools v @ Help v = Full Screen
ORACLE" Lcc school Workforce Reports

M Navigator v B Favorites v Home Logout Preferences
@ Information

‘Your request for LCC School Workforce Extracts - Personal has been scheduled. The
Request ID is 4605421

Home Logout Preferel
Privacy Statement

Done

[ -]

[ [ [ [ [ [ [ uwoclintranet [%100% ~
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Guidance for Downloading Oracle Reports for School Workforce Census

When the report has run, click on the output icon

/2 Requests - Windows Internet Explorer ) _ =]
&y ¥ |e] http://iasprodebus-Ih.liverpool.gov.uk:14030/0A_HTML/OA jsp?_rc=FNDCPREQUESTVIEWPAGER, ri=08 ti=1074560¢ ¥ ‘?{HZ' Live Search \{J_t'
File Edit View Favorites Tools Help

& Login

ORACLE

& Requests fi'Home v ®Print v ' Page v & Tools v @ Help v [ Full Screen

LCC School Waorkforce Reports

N Navigator v B2 Favorites + Home Logout Preferences Help

Requests

View [Last 24 hours =] | Go [ search | Submit Request
Requests Summary Table

[ Refresh

Request ID|Name Phase |status |scheduled Date | Details | Qui Republish
4605421 |LCC Schaol Workforce Extracts - Personal Completed ) Normal  25-Jul-2012 14:06:41 BE Q&) =
4605135 Absence - September 11 (LCC School Workforce Extracts - Absence) gmpleted Normal  25-Jul-2012 12:06:26 E kg (=]

E & =3

Home Logout Preferences Help

Privacy Statement Cosyright (c) 2006. Orace. All rights reserved.

Click on
Output icon

-]
pane [T T [ T [ [%3iocl intranet [®100% -~
Click Open to view file.
Phase Status |scheduled Date
Completed Normal 28-Sep-2015 12:04:43
Completed MNormal 28-Sep-2015 11:54:36
.
Windows Internet Explorer 3 Jo-sep-2015 11:41:04
I What do you want to do with
- LCC_School_Workforce_Extracts__280915.xls?

Size: 204 KB
Type: Microsoft Excel 2003
From: iasprodebus-lh.liverpool.gov.uk

r e won't be saved automatically.

<+ [Save

£ as

Click Open to

view the file
T
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Guidance for Downloading Oracle Reports for School Workforce Census

To run a full Personal report, repeat this last process, selecting Full rather than Change.

¢~ Schedule Request: Parameters - Windows =l=[x]

&~ [ ntip:/iasprodebus-In.liverpool.gov.uk:14030/0A_HTML/OA jsp?RequestTypeMode=Ng,_ri=08_rc=FNDCPPROGRAMPA(x | » x| [Live Search ol

File Edit View Favorites Tools Help

w g 88' 'l & Login | @& Schedule Reque... x | | fi'Home v @ Print v :Page v  Tools v @ Help v [ Full Screen

E|

{= Search and Select List of Values - Windows Interne _ ol x|

Search and Select: Mode

Cancel Select

Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By |Mode = S0
Results
t Quick Select Mode Description
fo) : Change Change
& 5 Full Full

cancelll

Select mode and /

click Select

Done [ [ | | [ wclntranet w100% ~ 4
|
Done. [T [ T ] % Local intranet [%100% ~
Here is an extract of a dummy full personal report.

B Microsoft Excel - FNDWRR.exe [Read-Dnly] N [=] 3
Ed] Fle  Edt  Yiew Insert Format Jools Dasta  Window Help Type aquestionforhelp = o 8 X
DEHRSGBAFE | 4B, 908 = -5 5] MG ooe - [ cibi ru -[Blz o === 0 (5 A- B
R REER < | [ By g | ¥ Reply with Changes. .. End Review... H

Al - # LCC School Workforce Extracts Personal Information
AT B [ c o [ " E [ F [ 6 [ HTJ [0 Tl ] M [
1_[LCC Schiool Workforce Extracts Personal Information m
| 2 |School Name: Sea View Juniors
3

4|
5 [Employ | il [Teache [Surna |[Forename Previous IMNumber [Gend Iﬂhniciw Disability Pay Epine Per Ealar\r \§

[B | 39308 39308|4567893[One  |Empl AA122356A [E TPC 22 100| 60017 |A

[ 7| 39313 39313| 789856 Two Empl: AADSBB89A M Prefer Not To Say _|Prefer Not |[TPC 2 100 22259A

[B8 | 39314 39314 Three Employee YY777899B F White Irish TPC 1 50| 32660 A

[ 9| 39315| 39315 Four |Empl AA441122A F White British No NJC 15 80| 15895|A

[10] 39316 39316 Five |Empl YY990011A F Prefer Not To Say  [Prefer Not [NJC k| 60 14587 |A

{11 39317 39317 Six Empl. YY889900A M NJC 5 16.65 12334 |A
12

KE]

i

|15

|16

|17 |

|18

19

{20

El

|22

[ 23]

[ 24

|25

E3

{27

E2

[29

Ed

131

132

(=3

|34

E2

|

Ed |

|38

139
40 -
H 4 » »[\FNDWRR 141 | LUJ
Ready UM |
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Guidance for Downloading Oracle Reports for School Workforce Census

Viewing Reports

To view a list of reports that have been run for your school, click on View Requests.

(= Oracle Applications Home Page - Windows Internet Explorer

=y ™ |& hitp://iasprodebus-h.liverpool.gov.uk: 14030/OA_HTML/OA.jsp?OAFunc=0AHOMEPAGE&oas=Tqlmv7LNLegmLgXjeY( ¥

! =]
Live Search o

x|

File Edit View Favorites Tools Help

& Login @& Orade Applicati... x

ORACLE’

E-Business Suite
B Favorites ¥

" Home ~ ®Print v |-+ Page v < Tools + @ Help + [ Full Screen

Logout Preferences Help

Legged In As RIGBYA2

Oracle Applications Home Page

Main Menu

" Personalize
8 B3 .cc Emplovee Seff-Service ¥5.0
B3 e¢ school workiorce (Central) Reports
5 B cc School Workforce Reports
= submit Reports
Liest

o

Click on View
Requests

Logout Preferences Help

Privacy Statement

Copyright (c) 2008, Oracie: Al rights reserved.

]

http/fiasprodebus-lhliverpaol.gov.uk: 14030/0A_HTML/RF.jsp?function_id=116768resp_id=508768resp_appl_id=800&security_group_id:| |

100% -

|83 Local intranet

Choose which view you would like and click Go

/= Requests - Windows Internet Explorer

el
oo/

2] http://iasprodebus-lh.liverpool.gov.uk: 14030/OA_HTML/RF.jsp?function_id=11676&resp_id=50876&resp_appl_id=800i » 7{ X ||Live Search \ﬁt

=l=]x]

File Edit View Favorites Tools Help

@ Login & Requests

ORACLE’

LCC School Workforce Reports

t Navigator v B2 Favorites v

i Home ~ ®Print ~ |- Page v & Tools ~ @ Help = & Full Screen

Home Logout Preferences Help

Requests

[ search || Submit Request

Select view
and click Go

me Logout Preferences Help

Privacy Statement

0\ |Phase |status  |Scheduled Date | Details | output | Republish
hool ¥ orce Ext?sf Personal Completed Normal  25-Jul-2012 14:06:41 = & =%
4605135 Absence - LCC Completed MNormal 25-Jul-2012 12:06:26 =] [;3 \;Z

Gopyright (c) 2006, Oracle. All rights reserved.

<]

[®100% ~

[%J Local intranet
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Guidance for Downloading Oracle Reports for School Workforce Census

Click on the report that you wish to view.

{2 Requests - Windows Internet Explorer i _ =] x|
‘4 = | hitp://iasprodebus-Ih.liverpool.gov.uk:14030/0OA_HTML/RF jsp?function_id=11676&resp_id=50876&resp_appl_id=800:~ | |+ jii Live Search \:gtw

File Edit View Favorites Tools Help
& Login & Requests i Home v ®Print v > Page v < Tools v @ Help + [ Full Screen

ORACLE" Lcc school Workforce Reports

M Navigator v B Favorites Home Logout Preferences Help

Requests

View |Last 24 hours (¥ E | search || Submit Request
Requests Summary Table

| Refresh

Request ID|Name |Phase |status  |Scheduled Date | Details | g Republish
4605421 LCC School Workforce Extracts - Personal Completed  Normal  25-Jul-2012 14:06:41 B @ B
4605135 Absence - September 11 (LCC School Workforce Extracts - Absence) Completed Normal  25-Jul-2012 12:06:26 = o =

Home Logout Preferences Help

Privacy Statement

Copyright () 2008, Oracle. All rights reserved.

Click on output that
you wish to view

) El
[ [ T [ T | [%clintranet [%100% ~
Click Open to view file.
|Phase Status |Scheduled Date
Completed Mormal 28-Sep-2015 12:04:43
Completed Normal 28-Sep-2015 11:54:36
’
Windows Internet Explorer s Jo-sep-2015 11:41:04
What do you want to do with
_I LCC_School_Workforce_Extracts_ 280915.xls7?

Size: 204 KB
Type: Microsoft Excel 2003
From: iasprodebus-lh liverpool.gov.uk

on't be saved automatically.

Click Opento [
view the file
|
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