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2. General Navigation and User Preferences 
 

 

1.1. Accessing the Site 
To access InPhase please enter the custom URL you were provided with into any modern web 

browser (Chrome and Edge recommended). The URL will follow this format: 

 

https://YOURTRUSTNAME.inphase.com 

 

 

 
 

1.2. Username and Password 
 

Usernames and passwords can be granted by an administrator. 

 

The username format is: FirstName Surname 

 

 

https://yourtrustname.inphase.com/
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1.3. Navigation 
To navigate to a page, click on the relevant option on the menu at the top of the page. 

 

 
 

To return to the HOME page, to access your personal dashboard or to refresh the page you are on 

use the icons in the top left-hand corner of the screen. 

 

 
 

1.4. Changing Password 
Click on the person icon at the top right-hand corner of the screen. Select Profile from the drop-

down menu. 
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Enter your new password in the fields provided and click save. 

 

 
 

You will notice that you have other preferences that you can change on the profile pop up also. 
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1.5. View Date 
Data entered and displayed in InPhase is tracked by date. This means that if you wish to see past date 

or future time periods you can by simply changing the view date. 

 

The view date is in the top right-hand corner of the screen. Click the date to produce the calendar. 

 

 
 

3. General Functionality 
This section documents functions that are used throughout InPhase.  

 

 

3.1. Data Entry Mode 
InPhase has a number of tables where data can be entered or changed. The ability to add or change 

data is dictated by the Data Entry Mode icon. This icon will be positioned to the right-hand side of 

the table. 

 

Clicking the icon will refresh the table and allow data to be entered or changed. 

 

 
 

To exit data entry mode the select the following icon. 

 

 
 

 

 

 

 

 

 

3.2. Performance Pop Up 
If the option to see DETAILS is available, either via an icon or by right clicking on an item, then a 

performance pop up is available 
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Performance pop ups allow you to either view and edit data (if it’s an action) or view trend 

information. 

 

 

3.3. Adding an Action 
 

In each module, there are areas to add actions. These will be displayed as either page buttons or 

table icons. Adding an action regardless of the module or page you are on requires the same process.  

 

 
 

Clicking on either an Add Action button or Icon will produce the Action pop.  

 

The following fields need to be completed: 

 

• Name  
o Limited to 100 Characters. Should be clear and concise to what the action is. 

• Start 

o Calendar Selector. Date of when action will start 

• Completion (Est) 
o Calendar Selector. Data of when action is estimated (or actually) completed. When first adding a task, 

this should be set as the same as the Due Date 

• Due 
o Calendar Selector. Date of when action is due to be completed by 

• Owner 
o Defaults to the user adding the action. Can be changed if someone else will be responsible for 

completing the action 
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Once you have completed the required fields, click Create. 

 

3.4. Adding a Comment 
Wherever it appears within InPhase, the following icon means a comment or document can be 

added. 

 

 
 

Clicking on the above icon will produce a comments pop up box. Type comment in the space 

provided and click save. 

 

 
 
*TIP – You can attach documents or links to a comment using the attachments part at the bottom of the pop up 
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3.5. Page Selectors 
 

On multiple pages, you will have the ability to use a drop-down list to control the data displayed on 

the screen.  

 

Click on the drop-down list to activate it. Either scroll through the available list or start to type into 
the box provided and the list will auto filter. 

 

 
 
*TIP – Use an asterisk as a wildcard function. The system will then search for anything that contains that word 

 

 

Once you have made your selection the page will begin to refresh and show data aligned with the 

selection. 

 

4. Home Page 
 

The Home page contains a menu banner across the top of the screen, which remains in place for all 

pages across the site, further down the page are links to access the following areas: 

 

• Corporate Planning 

• Team Planning 

• Supporting Data 

 

 

5. Corporate Planning 
 

Clicking the “Corporate Planning” button will take the user to the Corporate Plan page. This page 

allows the user to create a new plan or choose an existing plan from the dropdown selection box, 
and edit any details.  
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5.1. Add Corporate Plan 
 

When “Add Corporate Plan” is selected, the user will be presented with a simple dialog box to 

complete. 

 

 
 

Once the mandatory fields have been populated, the user must press “Save” to finish creating their 
plan. 

 

5.2. Corporate Plan, Our Purpose and Values 
 

In this section, the user can add/amend the content of the Information and Governance tables. To do 

this, the user must press the data entry icon (see section 2.1). 

 

 
 

5.3. Outcomes and Supporting Objectives 
 

This section allows the user to add an outcome to their plan. To add an outcome, select “Add 
Outcome”, and input the relevant information into the fields in the dialog box (as in 4.1). 
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All created outcomes for the plan will appear below. By clicking on any individual outcome, the user 

can amend the content of the outcome, and add measures, tasks, supporting objectives, projects and 

risks. As the user creates tasks and additional items, they will appear in the relevant tables. 

 

 

 

 

 
 

 

 
 

5.4. Plan Finance 
 

This section allows the user to add their monthly planned expenditure. The total cost is automatically 

calculated from supporting financial measures. To add the information, the user needs to click the 
data entry icon. 
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5.5. Plan Impact Map 
 

This visualisation allows the user to see the impacts of the outcomes, tasks and supporting objects 

within their plan. The user can also use the Impact Map to create new links between the various 

entities, by clicking the settings cog icon, and choosing the relationship type. The links are then 
created by clicking and dragging between the entities. 

 

 
 

 

6. Corporate Plan Details 
 

This page allows the user to select a plan from the dropdown selection box, and then in turn select 
an outcome of the chosen plan.  
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The page will then update, displaying the various measures, tasks, supporting objectives, projects 

and risks.  

 

 
 

As with the Corporate Plan page, the user can add measures, tasks, supporting objectives, projects 

and risks, all of which will be displayed in the Outcome Impact Map. 
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7. Team Plan 
 

Once the top-level plan has goals, supporting objectives and measures, cascade plans can be created. 

This page allows the user to create a cascade plan, to enable each team, and person within a team, 
to align their own goals, targets and actions to achieve the best delivery of the overall goals. The user 

can either click to create a new Plan or select an existing plan from the dropdown selection box. 

 

 
 

As with the Corporate Plan page, the user can amend the details included in the Information and 

Governance tables, by clicking on the data entry icon. 

 

 
 

If a link to another plan has been made in the Governance table, the frame below will display details 

for the linked plan. By selecting the objective or outcome from the left side of the frame, the 
information for the selected object, including measures, tasks and supporting objectives will be 

displayed alongside. 
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7.1. Outcomes and Supporting Objectives 
 

This section allows the user to add an outcome to their plan. To add an outcome, select “Add 

Outcome”, and input the relevant information into the fields in the dialog box (as in 4.1). 

 

All created outcomes for the plan will appear below. By clicking on any individual outcome, the user 

can amend the content of the outcome, and add measures, tasks, supporting objectives, projects and 

risks. As the user creates tasks and additional items, they will appear in the relevant tables. 

 

 
 

 

 
 

 

 

 

 

 

 

7.2. Operational Processes 
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Operational Processes are the regular, week to week functions that are required to sustain the 

service, such as maintain a 24hr support line, monitor regulatory compliance or maintain tight 

financial control.  

 

 
 

To add an operational process, the user must click “Add Process” and complete the relevant details in 
the dialog box. 

 

 
 

Measures can also be created for an operational process, or an existing measure cloned, and 

attributed to the operational process. To do this, the user must select “Create Process Measure” or 

“Clone Process Measure”. 

 

 
 

 

7.3. Plan Finance 
 

This section allows the user to add their monthly planned expenditure. The total cost is automatically 
calculated from supporting financial measures. To add the information, the user needs to click the 

data entry icon. 
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7.4. Plan Impact Map 
 

This visualisation allows the user to see the impacts of the outcomes, tasks and supporting objects 

within their plan. The user can also use the Impact Map to create new links between the various 

entities, by clicking the settings cog icon, and choosing the relationship type. The links are then 

created by clicking and dragging between the entities. 

 

 

 
 

 

8.  Team Plan Details 
 

This page allows the user to select a team plan from the dropdown selection box, and then in turn 
select an outcome of the chosen plan.  

 

 
 



 

  

19 | P a g e  

  

  

The page will then update, displaying the various measures, tasks, supporting objectives, projects, 

risks and operational processes.  

 

 

 
 

As with the Team Plan page, the user can add measures, tasks, supporting objectives, projects and 

risks, all of which will be displayed in the Outcome Impact Map. 

 

 
 

9. Supporting Data 
 

This page contains a causal map, displaying the data objects associated to the plans. The user can 

expand/collapse the tiles by clicking on the up/down arrows to view the different levels of the data 

hierarchy. 
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9.1. Data Structure Administration 
 

This page allows the user to create a data object, associate it to a parent data object, and either add 
existing measures, or create a new measure for the object. The relationships between the objects are 

shown in the causal map frame. 

 

 
 

The user can also amend the measure settings using the trend table. It should be noted that some 

measure properties cannot be amended via the trend table (e.g.: units) 
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The user can also view and enter data values into each measure using the trend table at the foot of 

the page. The user can toggle which series are displayed on the table by selecting the buttons. Please 

note that where the measure values are aggregating through the data hierarchy, measure data 

should be entered at the lowest level to prevent over-writing of data. 

 

 
 

 

 

9.2. Plan Data Connections 
 

This page allows the user to view in detail the data connections associated with any selected plan. 

The user must select a plan from the dropdown box at the top of the page, which will populate the 

table below, displaying the Data Sources. 

 

 
 

The user can then focus on a particular measure, by clicking on the focus icon in the table. This will 
populate the “Data Aggregation Check” table, which displays the hierarchy of measures, allowing the 

user to confirm that the aggregation of data up the hierarchy is calculating as intended. 
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9.3. Plans Structure 
 

This page contains a causal map, which displays the hierarchy for all plans in the system. The user can 

expand/collapse the tiles by clicking on the up/down arrows to view the different levels of the data 

hierarchy. 

 

 
 

 

9.4. Plan Performance Administration 
 

This page allows the user to configure which plan and associated measures will be displayed in the 
Corporate Overview page, and Outcome Report pages. 

 

The user can make a selection to display a corporate plan on the corporate overview, and then select 

which outcomes of that plan to feature in the Outcome Report pages. 
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The user can then select which measures will be displayed in each of the 5 charts, for the 3 Outcome 

Reports. Multiple measures can be displayed on the same chart, however, please note that the chart 

settings may need to be amended in order to display the information in the correct format. 

 

 
 

A template of the Outcome Report pages is displayed at the foot of the page, so that the user can 

identify where each chart is located on the page itself. 
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10.  Performance 
 

This page provides the user with a high-level view of the performance of the plans and risks within 

their model. The page contains frames displaying the outcomes and supporting objectives, the 

performance of the various measures, and an overview of Risks and Projects. 

 

 
 

 

10.1. Outcome Reports 
 

These pages can be configured by users with the relevant access, to display certain measures in each 

of the 5 frames in the report. 

 

 
 

Any associated actions will also be displayed in the actions Kanban, where the status of each action 

can be set by the user, by clicking and dragging the action under the chosen status header. 
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Details of associated Risks and Projects are also displayed in the frames at the foot of the page. 

 

 
 

 

 

11.  Thematic Plans 
 

This page is driven by the dropdown box at the top of the page. Once the user has selected a 
thematic plan from the available options, the other frames on the page will update accordingly. 
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Any outcomes for the selected plan will be displayed in the Sunburst visual to the left, and 

performance cards for any measures attributed to the plan are displayed on the right side of the 

page. 

 

Beneath this, any supporting objectives, and supporting measures are displayed in the table and 

performance cards. 

 

 
 

Towards the foot of the page, any associated Risks will be shown, with a visual displaying the Risks by 
performance, and a table showing the current monthly scores for the Risk Consequence, Risk 

Likelihood and Risk Rating measures. 

 

 
 

 

11.1. Full Plan 
 

This page is again driven by the dropdown box at the top of the page. Once the user has chosen a 

plan from the options available, the other frames on the page will update accordingly. 
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The outcomes of the plan are displayed in the Sunburst visual, with any associated measures in the 

table on the right. If a measure is selected from the table, the chart below will display the data for 

the period, or year to date, depending on the selection made by the user. 

 

Beneath this, the actions/tasks associated to the outcomes are displayed in a Gantt format. 

 

 
 

The user can view further details for the tasks, and create sub tasks, by clicking the “Analysis” and 

“Sub tasks” buttons respectively. 

 

This page also displays the Risk Rating of any associated Risks. 

 

 
 

The same frame structure continues below, showing supporting objectives, associated measures, 

tasks and risks. 
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The foot of the page contains a chart displaying the Total Cost measure for the selected plan, and a 
table containing further plan information, which the user can edit by clicking on the Data Entry 

button in the top right of the frame. Additional narrative can also be added using the Executive 

Summary text box. 

 

 
 

 

 

12.  Team Plans 
 

The team plans pages follow the same structure as the Thematic Plans pages. The user selects the 

plan from the dropdown list, and the frames will update. Outcomes, performance measures, 
supporting objectives, supporting measures and associated risks are all displayed through the page. 
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13.  Outcomes 
 

The user can select a specific outcome, by first choosing a plan from the dropdown list. The Outcome 
and its associated measures are displayed in the Sunburst visual. If the user selects a measure from 

the Sunburst, the table to the right will update accordingly. Measures with data will be displayed in 
the chart below. 

 

 
 

As with the other pages in the Performance area, tasks for the outcome are displayed in the Gantt 

chart, and beneath this, the frames are repeated for the sub-objectives. 
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14.  Exceptions 
 

This page shows Outcomes, Supporting Objectives, Tasks and Performance Measures that are 
underperforming within the current period. Selecting a performance measure on the tables will focus 

the performance charts and commentary areas on that measure. 
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15.  Actions 
 

The action tracker displays details of Actions within the model. The user can filter the content of the 

table by using the slicers at the top of the frame. The user can also enter data entry mode to update 

the actions. The user can also export the current table view into excel using the excel icon in the top 

right of the frame. 

 

  

 

16.  SWOT 
 

The SWOT Analysis page is structured to separate the key aspects of a user’s plan in categories of 

Strength, Weaknesses, Opportunities and Threats. The user can review the current and previous 
performance and where needed, add improvement tasks. 

 

• Strengths are measures that are achieving or exceeding target 

• Weaknesses are measure that are not achieving target 

• Opportunities are measures that are performing close to target 

• Threats are risks associated to the plan 

 

 
 


