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1. Access Process: Registration

To access the CLD dashboard, the user will be required to register for access to Athena.
Athena uses OKTA to access. OKTA is a single sign on system that will allow you to access
Athena using your username and password. This will allow you to access the Client Level
Data dashboard.

2. OKTA

Athena uses OKTA to access, so if you already have an account when you register, Athena
will link your OKTA and Athena accounts together. If you do not have an OKTA account,
Athena will create one for you when you register.

Welcome to Athena

Login

Athena gives you the intelligence you need to answer questions

about your population and make better decisions about their care. e

Itis built in collaboration with partners and is aligned to the NHS Y T
triple aim vision of increasing the health and wellbeing of everyone
in the population; improving the quality of healthcare services; and —

sustainable and efficient use of NHS resources.

NHS

NHS England Applications Sign In

Username

rob.orton1@nhs.net l

Password

sesessesenee ‘

[] remember me

Need help signing in?
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If you are unsure of your OKTA credentials or are struggling to remember your password or
security question, please contact the helpdesk on Agemsart.apps@nhs.net who will be able
to assist you.

If you have not had an OKTA account before, when you register for Athena, you will receive
an automatic email from OKTA, where you will need to activate your OKTA account before

logging in.

3. Process of Registration

Please register for Athena at the following webpage:
https://athena.ardengemcsu.nhs.uk/home.

Select the Register button. This will take you to the Register User page.
m Home About Us Help Contact

Register User (*indicates a required field)

First Name* Last Name*

Email* Job Title*

Department* Line Manager*

Select Organisati That You Are Employed By*

Select the Role and Organisation You Require Data Access To*

SUBMIT CLEAR FORM

Athena Local Authority User Guide — Version 5 4
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1. You will first need to enter your First Name, Last Name, Email, Job Title, Department,
and Line Manager.

Please ensure you use an accredited email address. A list of accredited email addresses
can be found here: https://digital.nhs.uk/services/nhsmail/the-secure-email-
standard#listof-accredited-organisations.

Register User (*indicates a required field)
First Name* Last Name*
Test Test
Email* Job Title*
testemail1@nhs.net Test Title
Department™ Line Manager®
Testing Test Manager

2. You will then be required to select report Topics. From the menu select the report Topics
you require.

Please ensure that ‘Primary, Community & Social Care’ is selected for access to the
CLD dashboard.

Topics*
Primary, Community and Social Care
[ Population Health -
[ Performance
EI Contracts and Finance
[ ] urgent care

[ ] Planned care

Primary, Community and Social Care

["] Maternity and Children

Athena Local Authority User Guide — Version 5 5
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3. Next, please enter the Organisation you are employed by with either the full
organisation name or the ODS code and select from the drop-down list.

Please do not use abbreviations for organisation as the system will not have these listed.

When the organisation you are employed by displays, select the name text to add it to

the form.

Select Organisation(s) That You Are Employed By*

yorK

Local Authority

I City Of York Council 218 I

East Riding Of Yorkshire Council 214

North Yorkshire Council 218

A O T AR T I U P R A

4. After selecting the organisation you are employed by, you will need to select the role you

require and the organisation for the role.

For access to the CLD dashboard, please select the ‘Reporting’ role for your
specific local authority and the ‘National (Local Authorities)’ role.

Role and Organisation You Require Data Access To™*

Role: Reporting City Of York Council:219 Reason: Please Specify A Reason Behind This Role Request X

Role: Reporting National (Local Authorities):99999 Reason: Please Specify A Reason Behind This Role Request X

Athena Local Authority User Guide — Version 5
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In the Role box, choose Reporting. The organisation field is completed by searching for the
organisation by name or provider code. Select your local authority when it appears in the

dropdown. Once the details have been completed, please ensure the Add New Role bar is
selected.

Select the Role and Organisation You Require Data Access To"

Reporting v

York

You will need to complete the reason for access field.

Please include your reason for requesting access to the data. We require this field to be completed for our legal basis of sharing data for legitimate reason only.

ADD NEW ROLE

For the CLD dashboard, please then select the National reporting role by typing in five nines

(‘99999’) in the organisation. Then select National (Local Authorities) 99999 from the drop
down prompt.

Select the Role and Organisation You Require Data Access To™

Reporting v

‘ 99999

Local Authority

I National (Local Authorities) 99999 I

You will need to complete the reason for access field.

Please include your reason for requesting access to the data.

We require this field to be completed for our legal basis of sharing data for legitimate reasons
only. If you would like further information on this, please email Agemsart.apps@nhs.net

5. After you have completed these fields please select Submit and await approval.
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When registering, you will receive an email confirmation that the registration request has
been received. This will be sent to the email account used at registration.

Hi Rob Orton!

We have received an Athena registration request for you.

The relevant admins have been notified of this and should hopefully approve your
request shortly!

When the account is approved, a further email will be sent to the email account used at
registration.

You have been Approved! Welcome to Athenal

4. Access Process: Login

Once you have registered and your access has been approved, please select the Log in
button, as seen in the screenshot below.

Welcome to Athena

Login

Athena gives you the intelligence you need to answer questions
about your population and make better decisions about their care.

Already have an account? Click here to login.

LOGIN

It is built in collaboration with partners and is aligned to the NHS e e —

triple aim vision of increasing the health and wellbeing of everyone
in the population; improving the quality of healthcare services; and “
sustainable and efficient use of NHS resources.

Athena Local Authority User Guide — Version 5
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NHS

Once you have logged on to the system, by selecting the user initial icon in the top right

corner you will be presented with a drop-down menu showing user details and links to

different options within Athena.

m Home User Management Admin About Us Help Contact
User Details 2 profile
© Username:
o Role: CSU Administrator CSU NHS Arden & GEM CSU %) Request New Role
ODE

+/ Change Default Role

5 Sign Out

5. Logging in for the First Time

If this is your first-time logging in, then please be advised that you will need to select your

role.

To do this, please select the name initial icon in the top right-hand corner. This will show a

drop-down menu, here you can set your role by selecting Change Default Role.

m Home User Management About Us Help Contact
User Details 2 profile

o Username: alice.reading@nhs.net

o Role: CSU Administrator CSU NHS Arden & GEM CSU (2] Request New Role

ODE

<

Change Default Role

(5) Sign out

This will take you to the Select Your Role page. From here, click on the Approved Roles

box.

Select Your Role

Current Role

Reporting : Leicester City Council 509

Filter Roles

Approved Roles

I Leicester City Council 509

Athena Local Authority User Guide — Version 5
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This will open a drop-down menu with a list of your approved roles.

Approved Roles

Leicester City Council 509

Reporting Roles

Leicester City Council 509

National (Local Authorities) 99999

From the list, select your desired role.
This will be the default role each time you sign in, unless changed.

Please make sure that you have the correct role selected if you wish to view reports.

6. Access Process: Requesting Further Roles

To request an additional role, select Request New Role from the drop-down menu by
selecting the name initial icon in the top right-hand corner.

m Home User Management About Us Help Contact Type your search here (@] A
User Details 2 profile
o Username: alice.reading@nhs.net
o Role: CSU Administrator CSU NHS Arden & GEM CSU (2] Request New Role
ODE

+/ Change Default Role

Sign Out

Please complete the fields indicated by an asterisk and complete the process by selecting
Add Role Request.

Request A New Role (*indicates a required field)

Role*
Organisation*

Reason*

ADD ROLE REQUEST REFRESH

Athena Local Authority User Guide — Version 5
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Your request will be sent for approval.
You will receive an email notification when the request has been reviewed.

For local authorities, please select ‘Reporting’ for ‘National (99999)’ and request
access.

7. Editing Your Profile

To edit your profile, select Profile in the drop-down menu under your name initial letter in the
top right-hand corner of the screen.

m Home User Management About Us Help Contact Type your search here Q A
User Details f—
o Username: alice.reading@nhs.net
o Role: CSU Administrator CSU NHS Arden & GEM CSU (%) Request New Role
ODE
+ Change Default Role
(5] sign Out

This will take you to a screen showing your profile details including your employing
organisation, approved roles, and roles currently awaiting approval.

At the top of this page, you will find the Edit button allowing for roles and topics to be
removed.

Actions

& EDIT & DEACTIVATE

Account Details

Athena Local Authority User Guide — Version 5 1
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NHS

Once you have selected the edit button, you will be taken to a page that will allow you to edit

your Job Title, Department, Line Manager, and Organisation.

You cannot change your Email or your Name.

To change your Email or Name details please contact Agemsart.apps@nhs.net You

can have more than one Organisation listed on your profile.

Approved Approved By

Oct 30, 2023, 9:08:20 AM

Email First Name

Last Name Job Title

Helpdesk Assista

Department Line Manager
AGEM Apps.

Employed By
Type Organisation Code Organisation Name
csu oDE NHS Arden & GEM CSU

Approved Roles

Role i Code Organisation Name
€SU Administrator ! NHS Arden & GEM CSU
€SU Internal Reporting ! NHS Arden & GEM CSU

Approved Topics

Topic

Population Health

Performance

Maternity and Children

Mental Health

Pending Role Requests.

Rale Organisation Code Organisation Name

Mo Role Requests found.

Pending Topics

Organisation Type

Approved By

Organisation Type

Approved By

Athena Local Authority User Guide — Version 5
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8. Adding Topics

From the Edit Profile page, report Topics can be requested.

User Details (*indicates a required field)

Email* First Name*

Surname* Job Title*

Helpdesk Assistant

Department* Line Manager*

AGEM Apps Vicky Nelson

Request Topics*

Employed By

NHS Arden & GEM CSU Code: 0DE X

[ SAVE CHANGES

To request further topics, select the Request Topics box and select from the list of topics.

Only topics not already assigned will display. To select further topics, select from the list.

Request Topics*

|:| Population Health

The topics field will now display the topic just selected.

Request Topics*
Population Health

Population Health

Select Save Changes and await confirmation for the topic/s to be approved.

You will still have access to previously approved topics whilst waiting for new requests to be

approved.

Athena Local Authority User Guide — Version 5
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9. Viewing Reports

To access reports, firstly ensure you have a default role selected (see section ‘5. Logging in
for the First Time’ of this user guide). If you have not assigned your role before entering the
reports page, you will not see any reports listed. The below message will instead display with
a link to the Change Default Role section.

@ No Role Selected. Please select a role here in order to view reports

Once you have a default role selected, you will be able to view reports available to you from
the Home page. Please note: the reports visible to you will vary on your level of access.

Searching for a report can be done from the search bar at the top right of the reports/home
page.

Typing a few letters of the report title you wish to view and selecting the magnifying glass will
display results.

In this example, the keyword ‘diabetes’ has been used to search for ‘The Impact of Diabetes’
report.

m Home  UserMassgemant About Us Help  Contact || diabetes Q A

Athena

Collaborative intelligence to
improve health and care

..
.'
@ Arden&GEM

Topic ~ Category ~

Achievement for one and two test treatment targets % of patients with diabetes following care processes

OoCA AAU
The Impact of Diabetes Management of Diabetes in
TahlZhing (he prevalence of diabetes, Primary Care

risk factors, and the burden it places on

Understanding the extent that our current
diabetic population are following best
practice care processes could help us
identify cohorts that need further support
‘This tool enables clinicians to come up with
their own cohorts.

healthcare systems. Examine local frends
socio-economic disparities. effective
prevention approaches and healthcare
strategies.

Athena Local Authority User Guide — Version 5 14
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The home page shows a blue band with three drop-down lists: Topics, Categories, and
Sort.

Topic v Category Sort f New

* Topic — Ticking one or multiple topics will filter the reports you can access under
those topics. If you have not been approved for any given topic it will not be
selectable.

Topic Category Sort f New

(¥ Population Health (¥f Performance ( ?f Contracts and Finance

(¥ Primary, Community and Social Care

+ Category — Categories are used to further refine report searches. Report categories
do not have an approval process so regardless of your role you will be able to filter
reports by all categories. All Local authority reports fall under the National Tools
category. This is also where the option to filter by reports you have selected as a
Favourite can be found.

Topic v Category Sort L New

(O Local Reporting (O central Reporting

\_’: ) Data Explorer (;_\ Favourites

» Sort — You can sort report results by date, popularity, and alphabetically.

Topic Category Sort f New

Achievement for one and two test treatment targets Popular
One Test | Two Tests Distribution of AnE attendances aitends per person Distribution of AnE attendanc

High | High | AZ

. . . . : : ) j : | i

Athena Local Authority User Guide — Version 5 15
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10. Creating Report Favourites

The visible reports have a star icon on each report. Selecting this will add the report as a
favourite. This will make it easier to access the report if you use it often.

To remove it from your favourites, go back to the list of reports and select the star icon again.
It will then be removed from your favourites.

e | Teees | enaes

End to end Diabetes pathway Stewardship: Supporting people to ‘Age Wel Understanding avoidable AAE presentations
Diabetes Dashboard - End to end MSE Stewardship Prototype UEC Avoidable Attendances
Diabetes pathway (Ageing Well) Power BI

Power BI Power BI

> View report D > View report > View report

&/ Successfully marked the report
as favourite

To view reports that you have made a favourite, select the Favourites tick box under the
Category drop-down.

Topic Category ~ Sort ( New

1:_,1‘ News () Local Reporting (7 Cantral Rannrting

lational Tools (O Data Explorer ﬂ._:J Favourites

The list of reports on the home page will update and only show your favourite reports.

Athena Local Authority User Guide — Version 5 16
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11. Report Filtering

Some reports will include an option to filter by organisation, when you click to view the report,
it will present you with a list of organisations to filter the report by based on what
organisations you have the Reporting role for in Athena.

Click the Select icon next to organisation/s you wish to filter by (please note some reports
only allow single organisation filtering whereas others allow multiple) and click the View
Report icon to view the report with the selected filters.

Adult Social Care Client Level Data dashboard for Local Authorities *

ome / Adult Social Care Client Level Data dashboard for Lo =

Search
| | o |
GANISATIONS FILTERING
Code Name Organisation Type
104 Northumberland County Council Local Authority o

106 Gateshead Metropolitan Borough Council Local Authority m
You may also be int
107 Newcastle City Council Local Authority m
Bred patients over tine for Workforce
108 North Tyneside Council Local Authority m
109 South Tyneside Council Local Authority
Adult Social Care CI
Data Dashboard
110 Sunderland City Council Local Authority m
[T——
11 Hartlepoal Borough Council Local Authority m
|
12 Middlesbrough Borough Council Local Authority m
EXTERNAL LINK
. 13 Redear And Cleveland Borough Council Local Authori - .
Adult Social Care Cl 8 2 SELECT nhanced Services
dashboard — Metho« 14 Stockton-On-Tees Borough Council Local Authority ance in PCN Directed
Document indicators
This document outlinest 116 Durham County Council Local Authority m
(logic and data processin
the data and metrics cont ;7 Darlington Boraugh Council Local Authority m
Adult Social Care Client
dashboard for local authc
125 Basildon Borough Council Local Authority e %
i Ciza
D 2 Viaw renort. 2 View renort.
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When viewing a report, you will be able change the current report organisation filtering using
the Change Organisation Filtering button to the top left of the page.

Home / CLD LA dashboard

Adult Social Care Client Level Data Dashboard

Dashboard Overview

Introduction

12. Filtering Reports

When you have a report with filters on, it is possible to set the filters and then save the report
with the changed filters or share the report with the changed filters. Each time the report
opens it will then display data with these changed filters.

Below is an example of how to filter a Power Bl report.

With a report open that includes filters, filter the report via the dropdowns available (these
may be located at the top or left-hand-side of the report).

In the example below, the filters are located to the left.

(D | %} Department of Health & Social Care

Showing data for: National

Data Quality

Reporting Period: Apr23 - Sep 23 Data validation test results

Data Validation: Breakdown of data Total
meeting/not meeting expectad data
type or defined list values, or provided
blank. The applicable filter below can be
used to only include those rows where
the data field is applicable in the row in
which it occurs (e.g. the validity of
service_type is only assessed for service
event rows). Only data which falls within
the mandatory reporting period is
included, to align with the rest of the
dashboard.

LA or National

England ~
Applicable
Al .

% of Records Submitted

Mandatory data?

. I Data Field Invalid values | count
7 Py L L

Module of specification

All ~
Data field
All
Dashboard Overview Requests Assessments Service users and carers Service casts Reviews Data Quality Methodology

Athena Local Authority User Guide — Version 5 18
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13. Bookmarking Filtered Reports

With the required filters changed, filters can be saved as a bookmark allowing the report to
open on future logins with no need to manually change filters.

Note: for Power Bl reports with multiple tabs, saved bookmarks will only be applied to one
tab. To save bookmarks on more than one tab, please save a new bookmark for each tab.

To save the bookmark, go to the top right of the screen and select the bookmark icon.

(R

The Bookmarks sidebar bar will be visible. Please see below the list of features:

Nir

SHOW ALL BOOKMARK S

4 filter(s) selected and will be
saved 1

Report

The Impact of High Frequency /

Name

Test Bookmark 1 2

Description

Tesy

EShare 4
s
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1: This shows how many filters have been set.
The following areas need to be completed:

2: A name for the bookmark will need to be added.
3: A description can be filled in.

4: If you wish this saved filter bookmark to be viewed by other Athena users, tick this box.
Leave blank if only being viewed by yourself.

5: Select Save Bookmark.
A green saved notification will show in the bottom right corner.

To view the saved bookmark, reload the page and select the bookmark icon again in the top

right corner of the screen.

Select Show All Bookmarks to open the All Bookmarks sidebar.

SHOW ALL BOOKMARKS

This will display any bookmarks previously created by yourself or shared with you by others.

All Bookmarks X
Search

Q
[] ©nly show my favourite boakmarks
Aegros PCN o @
Demo Rob 1 =

]
MSE Dept. #1 - &
Aegros e &
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Each entry will show the bookmark name to the left side. On the right are 3 icons:

1: Eye icon. Selecting this will open the report and apply the saved filters.
2: Selecting this will make the bookmark a favourite.
3: Delete the bookmark. If the bookmark is no longer needed, select this.

Test Bookmark 1

You can edit your own bookmarks.

After opening the bookmarked report and amending the filters, select the Bookmark icon.

W

From the Bookmarks sidebar, select Update Bookmark.

Name

Test Bookmark

Description

Test

UPDATE BOOKMARK

Athena Local Authority User Guide — Version 5
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This will update the current bookmark with the new filters, name, or description.

The Save New Bookmark button will take the current bookmark filters and create a copy of
it with the same name, description, and filters which can then be edited.

Toward the top of the All Bookmarks sidebar is a check box for Only Show My Favourite
Bookmarks. If this is selected, followed by the magnifying glass icon, only bookmarks set as
a favourite will show in the All Bookmarks sidebar.

All Boockmarks X

Search

In Cnly show my favourite bookmarks I

Demo Rob 1

Rob test 2

Test Bookmark 1

Selecting the Eye icon will open the report and apply the saved filters.

Selecting the Filtering Data menu again from the top left of the screen will display the filters
that have loaded.

Athena Local Authority User Guide — Version 5 22
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X8

Filtering data
2 2

Note: Only individuals with Reporting roles will be able to see shared bookmarks for their

organisations.

Summary data Distribution of attend anchs High attenders over time ezt

n the last 12 months Byselec
TE O Sassamnin. "

7.9% of sl visits z
£2,710,943 in expenditure

Exploring characteristics of high frequency attenders

y attendars of ARE within age group (.2.3g8 groups with darker cells are over representad in the high frequency user group)

45-43 5054 55-35 €0-54 S5-63 TO-T4 7575 80-34 85-39 30-3 5555 100+

The tap 10 chief complaints of high users in All age groups
Total 15,074, Chief complaint = Not known: 1,031

14. Give Report Feedback

Athena enables you to provide direct feedback on reports.

With a report open, in the top right corner of the report there is a speech icon.

Re-Identification Test Demo Report

A & E Attendance High Usage Provider
Y06810: Whitehouse Health Centre 2] .
Period from Period 1o Number of Patient Attendances
F cwnm Febmiary 2022 > January 203 < i
Paeudo MHS  Deceased Fist  AE Atendance YrAn  YOAEA
Humises g~ T Dugooss  Dispossl = e Rl N =R o
Not Rscorded | Decharged £188

500000005283 Mo RDA Miton Keynes

Hor

ap FT

Nt fiscorded | Discharged

Athena Local Authority User Guide — Version 5
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Selecting the speech icon will open a pop-up box where you can submit your feedback.

Give Report Feedback - Re-ldentification Test Demo Report x

Name *

Omar
| Emall
@nhs.net

| Subject*

Message (Max 2000 Characters) *

The Name and Email fields will automatically fill with your Athena account details.

You will need to enter a Subject for your feedback.

Enter your feedback in the Message field — this field has a maximum of 2000 characters.
After completing all fields, the Submit button will become available.

Select Submit to send your feedback.

15. Help

The help page can be accessed by selecting the Help tab at the top of the screen.

Home User Management Admin About Us Contact

This page with contain user guides, video guides, and FAQ’s to aid users in navigating the
platform. The help page will be accessible to users before they log in to help with the
registration process.

Additional support and learning resources for Athena can be found on the FutureNHS Athena
and Data Services Workspace.

There you can find neurodiverse accessible versions of user guides as well as short ‘How To’
guides in written and video formats.
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» Athena and Data Services » Athena » End User

End User

Welcome to the End User Workspace

Here we have included information and links to Athena training. Using the buttons you can navigate to different resources.

You can also access training material on the Athena platform

"‘a" Training
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16. Contact Information

For technical help and queries please contact the AGEM Apps Helpdesk:
Email: Agemsart.apps@nhs.net
Phone: 0333 038 4238

For any clinical queries please contact your clinical team.

Feedback for Athena can also be sent directly through Athena, whilst you are logged in, by
selecting the blue speech icon located in the bottom right corner of the page.

o)

This will send you to the Feedback page.

Feedback

Name *

o Useful links
Email * > AboutUs
> FaQs

> Eua

» contactus
> Feedback

i@nhs.net

Subject *

Message (Max 2000 Characters) *

The Name and Email fields will automatically fill with your Athena account details.

You will need to enter a Subject for your feedback.

Enter your feedback in the Message field — this field has a maximum of 2000 characters.
After completing all fields, the Submit button will become available.

Select Submit to send your feedback.
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