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Quick Start Set-up 
 

When you open CORS for the first time you will have been provided with 

a single user login. The password will be set to ‘password’, click Login or 

press enter for the system to become active: 

 

 
 

This user will have full administrative powers and responsibilities for 

setting up the system exactly as your organisation requires. For 

increased security, please change your password when prompted. 

 

 
 

Please enter the new password and confirm in the two boxes at the 

bottom of the user option box (above). 

 

It also is useful to inhibit the security warnings through the system 

options menu straight away as this will prevent the following message 

appearing every time you launch the system: 
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Your first setup task then is to set up the demographic data you report 

on including ethnic categories (default settings provided), and age 

groupings. This is key information to establish correctly at the beginning 

as once it is attached to a service user it will not be able to be altered 

without undoing all the connections.  

 

Please click on ‘System Options’ in the main menu and then ‘Ethnicity’ 

and ‘Age Band’ buttons in order to establish your organisation’s 

parameters. 

Once you have established these initial parameters you should create 

identities for all the system users that will need to enter information or 

have access to the system. Each user will be tracked in their use of the 

system, so it is far better to set up each user individually rather than 

have generic users such as volunteers for instance. This way, users can 

be made inactive if they leave your service, but their entry records will 

remain traceable. 

To set up a new user the administrator should enter the System Options 

menu: 

 

 

Click on either 

the buttons 

OR words 
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Click on the Users button: 

 

 
 

Every user’s default password is always set to ‘password’ and therefore 

should be changed as soon as possible. If the administrator does not do 

this when the user is set up, then the user will be prompted to change 

their password when they first sign in. Users should be advised not to 

use a password that they regularly use for other services such as 

banking etc. 

Once established passwords can be changed as often as necessary but 

will not be prompted. They will need to click on the switch user button on 

the main screen. This will bring up the User Options menu: 
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If a user cannot recall their current password at any time they will need 

to contact Gravitas to reset the password on the cloud server. We will 

not be able to tell you your password as these are not stored anywhere 

that is accessible. 

 

All users need to be made active on the cloud server, to do this you 

should request activation on the server by ticking in the relevant box: 

 
This will send a request directly to Gravitas, who will create the user 

however we would also recommend you generate an e-mail to prompt 

this action. 

 

When saving or exiting the new user setup screen for the first time you 

will be asked if you want to set that user up as an associate: 
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This relates to whether or not you will want to associate staff or 

volunteers to a particular service user, for instance if they were to 

conduct a review or have key case holding responsibility for that client. 

You will not be able to add a user as an associate at this stage until you 

have established at least one role for associates, which can be done 

through the associate screen when you click yes. 

Adding an associate role: 

 

 Users can be identified as associates or removed from the associates 

list at any time, their existence is not dependent elsewhere.  

Please note: Users that have the Admin’r option box checked will have 

access to the system options menus as well as the ability to delete and 

alter records that standard users cannot. This box should only be 

checked for a limited number of users that have decision making or 

administrative responsibility for set up features. 

Next you will need to decide what membership status’ you will need. 

This will allow for reporting on specific groupings and monitor a person’s 

movement through your service. These will have to be mutually 

exclusive categories that define the status of each service user. For 

instance you may have a staged introduction to your service such as, 

referral to interview, or acceptance. 

Set up discrete categories that reflect your organisations stages: 
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This can be as simple as active/inactive, or as comprehensive as you 

wish, but importantly service users will only be able to belong to one 

category at any one time: 

 
 

It may also be helpful at this stage to set up any specific project/group 

memberships that will be useful for your organisation, such as for 

targeted or ring-fenced funding, but it is not obligatory. These are not 

mutually exclusive so a service user may well belong to more than one 

group such as being part of a  self help group, or helping out as a 

volunteer. This information can be added/changed at any time and can 

be used in ad hoc reporting at any stage. 

 

You will need to set up what activity categories you have such as 

Physical Exercise, Emotional Well Being, Employment, Education or Self 

Help for instance, before you can enter any activity data. These are not 

the activities themselves but the category they fall under. This 

information will be needed in order to set up any activities that your 

service users engages in so must be set up at this stage but can also be 

altered at a later stage. 

Whenever you 

see the pencil 

you can click 

on it to save 
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Congratulations, give yourself a really big pat on the back, you have now 

done the hardest part of using CORS, and are ready to record any 

service user information and contact details that take place.  

 

It will now be possible to set up any other parameters by using the 

system itself that has multiple entry routes for set up available on most 

user screens. It is likely that your criteria will dynamically change to fit 

your organisation’s specialism; so you can come back to the system 

options menu at any time, but everything that is happening in your 

service should now be logged.  

 

Experience has taught us that being clear about your outcomes evolves 

with time. If you are a new organisation, or if this is the first time you 

have recorded such information, it may feel confusing at the start. Don’t 

worry, the most important step is to start recording what you are doing, 

with the reporting features over time, you will start to see how you may 

need to categorise or report on things differently, but the raw data will 

always be there. 
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Setting up Service Users 

When you first click on the Service Users button an empty screen will 

appear: 

 

Complete as much information as possible across all tabs, all red 

asterisked boxes must be completed before a save can take place: 
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Setting up Activities 
 

Please Note: You must have set up the activity category through the 

system options screen before entering any particular activity. You will 

also need to set up your organisation’s outcome objectives in order to 

assign them to any activity however this is not mandatory prior to 

entering an activity and objectives can be assigned and removed at any 

time. 

 

Activities should first be entered through the Activity Detail Screen: 

 

* Regular 
activities can 

be set up more 
quickly here 

 The calendar 
option allows 

users to see what 
is happening at 

any time 
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Dependencies can be created between activities, for instance you may 

wish to record that if someone attends a specified activity such as a 

group work session that this automatically fills in that they have attended 

your centre. This not only cuts down on entry time, but also ensures 

accurate recording through double checking procedures. 

Attendance at activities is entered through the Event Detail screen: 

 

 

 

 

 

  

Comments can be added to 

specific events by individual 

or overall activity 
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Setting Outcomes 

Outcomes can be as fixed or flexible as you like, however they should 

reflect your service aims and will be monitored over time so will need 

some kind of measuring tool, and therefore should be specific.  

An outcome is the improvement that a service is intending to achieve. It 

is a good idea for this to be a reliable and valid measure that is widely 

used and tested, but can also be ad hoc self developed measures that 

suit specific and bespoke situations.  

Outcome Categories reflect overall service aims: 

 

 

 

Through engaging in appropriate activities with related outcome 

objectives a service can target effective interventions for the specified 

outcome being worked towards. In this way, an overall outcome 

categories may be achieved through working towards many more 

specific outcome objectives.  
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For instance, to improve mental well-being, a number of objectives could 

include expanding social networks, increase relaxation, improve coping 

strategies etc.  

 

 

 

You will need to be clear about how this will be measured: 
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And questions will help you to include your service user’s opinions in 

relation to any score values you set: 

 

These are really useful as a method of coproduction that allows service 

users to complete their own questionnaires, either in their own time, or 

with staff / carer assistance (see remote services, page 18) 
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Conducting Reviews 

Reviews allow the changes or outcomes for service users to be scored 

and monitored over time. It is also where targets can be set and 

progress monitored. 

You can change what the main view box is called through the 

customisation menu in system options, as well as the length of time you 

consider an improvement to become a sustained outcome. 
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There are all sorts of helpful tools built into the review screen that help 

you to make a well informed assessment. This includes which activities 

the service user has attended between the last review and this one that 

have their specific identified outcomes associated, and the answers to 

their review questionnaires completed remotely (see remote features 

page 18). 

  

View the 

history of 

service 

user scores 

here 

Scores can be 

entered for 

each objective 
Comprehensive 

definition reports 

assist staff with 

reasoning  
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Reporting Features 

All sorts of reporting facilities are available depending on your reporting 

needs: 

 

Please see the PDF document file your presenter gave you that shows a 

variety of reporting examples for your information. These will assist you 

with completion of funding application forms, and can be customised 

according to your own needs. 

All reports can be filtered for date ranges or other appropriate criteria: 
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Remote Features 

There are two dynamic remote services that assist you in CORS: 

 

First is the remote contact note adder that allows staff to input contact 

notes using their mobile, ipad or any remote device with internet. Staff 

must be notified of their unique system id: 

 

 

 

 

The next is a remote questionnaire that allows service users access 

objective specific questionnaires to participate by providing their views 

every time a review is required This is a helpful model of co-production 

By clicking on the yellow 

outlook button an e-mail is 

constructed with full 

instructions 



19 

© 2013 Gravitas Outcome Services CIC 

 

that can be viewed in action here: 
http://www.youtube.com/watch?feature=player_embedded&v=6gx541DyjrA 

In order to invite service users to participate in a review questionnaire, 

again you will need to advise them of their unique id. To do this you will 

need to go to the review tab on the service user main screen, making 

sure that you have the correct service user selected. By clicking on the 

yellow outlook button you will instigate an e-mail with the instructions 

required: 

 

If you are a premium customer you will also want to make use of the 

refreshable Excel workbook that allows you to compare all your data in a 

vastly flexible manner. It would probably be better to have this 

constructed to better fit your needs a little while after you have started 

using CORS, this will allow you to be sure that you get the data in the 

format you require. For extra training in this area and all other areas of 

outcome reporting please contact Gravitas Outcome Services 

(info@cors.org.uk) to ask about the various training days available. 

 

 Happy Outcome Reporting, don’t forget to smile  

 

 

http://www.youtube.com/watch?feature=player_embedded&v=6gx541DyjrA
file:///C:/CORSSQL/Documents%20for%20CORS/info@cors.org.uk

