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Viewpoint Administration 

Note: When using Viewpoint Management or Analysis you must use Windows Internet 

Explorer 

Creating Logins 

 

 

 

 

First login to Viewpoint with 

your Viewpoint Administrator 

Credentials  

Organisation is INTANDEM2 

and select User Management 

Next select Create User 
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Select Create Create Specific User 

(Use agency code from list below and a number) 

Enter First name and Surname 

Select the 2  questionnaires 

Select individual report, individual formatted 

report, user social circles report and web report. 

Edit user Objectives is automatically allocated 

 

 

Then NEXT 

Aberlour                      abl 

Action for Children       afc 

Barnardo’s                    bar 

Befriend a Child            bac 

Children 1st                  chi 

COVEY                        cov 

Kirkcaldy YMCA           kym 

Edinburgh YMCA          eym 

Move On                      mov 

Quarriers                     qua 

Volunteer Glasgow        vgl 

Ypeople                        ype 

Y sort it                        ysi 
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Next complete the fields in the profile.  

Young person name is the name that will 

appear in the questionnaire 

The phonetic version is how you want the 

name spoken. For example Siobhan would be 

written as ‘she vorn’ in the phonetic version  

(Not specified can be selected if information 

not known) 

THEN select CREATE 

 

You will then see confirmation of the 

login information for the young person 

When a mentee login is created for the first 

time the final 3 fields should be recorded as 

‘not applicable’. 

 

These field are used when there is a change of 

mentor.  

The ‘Amend Profile’ function is used to make 

these changes (see below) 
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Amending Profile 

 

 

 

 

 

 

You can use Amend Profile in Viewpoint Management to make 

changes. 

Select Amend Profile, Select the young person and then make 

changes to the profile and update 
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Individual Reports 

Individual reports, including reports showing scales and web displays, and comparisons over 

time are available in Viewpoint Analysis 

 

 

 

 

 

 

 

 

 

Select Analysis and under Reports scroll 

down to Individual 

After an individual report has been 

selected, this display appears 

Select the young person, select the 

questionnaire, Young Person 

Evaluationv3 select one of the report 

formats and create the report 

 



 
 

                                                              www.vpthub.com           6 

          

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The report shows the score for the question and either the text 

response 

The total and percentage is for all the questions in a section – for 

example confidence or self esteem 
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Web Report 

Under reports scroll down and select web report, select user and the dates (up to 4 can be 

selected) and create report. (To hide the profile details select ‘do not display profile in 

report settings) 

 

 

 

A web report will appear and beneath the web the responses for each dimension and the 

associated text and scores 
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The report shows the score for each 

dimension and a total score for the 

social isolation domain 
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If the questionnaire has been 

completed more than once then 

additional dates can be selected to 

produce multiple plots 
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Social Circles Individual Report 

An individual Social Circles report is available showing change in relationships over time for 

an individual.  

Select   from the menu on the left of the screen 

Then select the mentee and the dates you want to display. (you can select some or all dates) 

THEN CREATE REPORT 

 

Then the report will display.  
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• The report shows the people in each circle by date  

• The Chart shows the Circle Score (the number of people in each circle, and 

multiplying the number by 4 for “people who care about me”, 3 for “people I can talk 

about anything with”, 2 for “people I really like being with” and  1 for “people I talk 

to and play games with”.) 

o Individual scores by date are displayed and a comparison with average scores 

for all young people 

• The Movement Score is based on the value of each Circle (inner circle 4, next circle 3, 

then next 2 and the outer circle 1) the number of people in each circle and the 

difference in the value associated with each person. Example John moved from circle 

3 to circle 1 ( current value 4 previous value 2 so movement value is 2) Amy was in 

circle 2 (value 3) and is now in Circle 3 (value 2) so negative movement -1. 
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Social Circles summary report 

This report provides an aggregated data report for an agency, or for other items in the 

profile. Administrators will be able to see data limited by their permissions 

In Viewpoint Management select  from the Reports menu in 

Analysis 

Select the users and a profile item 

 

 

Then CREATE REPORT 
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The chart provides aggregated data information by the item selected 

• The number of people in circles is recorded 

• The total circle score for the item and the average per circle 

• The overall circle average provides a comparison figure in relation to all young 

people 
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User Objectives 

In Viewpoint Management under Users there are three functions related to user objectives 

 

To view objectives and progress for individuals select Edit User Objectives and select a user. 

The display also summarises the status of objectives 

 

 

Then SELECT NEXT 

Details of each objective and progress are displayed. Use the scroll bar to see more 

objectives 

 

 


