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General Navigation and User Preferences 

 
 

Accessing the Site 
To access InPhase please enter your InPhase URL into any web browser. 

 

 

 

 
 

Username and Password 
 
Usernames and passwords can be granted by an administrator. 
 
The username format is; FirstName Surname 
 

 
 
 
 



 

 

Navigation 
To navigate to a page, click on the icon in the main menu, or 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 

 

 
 

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

  



 

 

 
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. 
 
 

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. 
 

 
 



 

 

Adding an Action 
In each App there are icons or buttons to add Actions. Adding an action regardless of the App 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 an 

Action 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. 

 
 

 
 

Once you have completed the required fields click Create. 
 
 
 
 



 

 

Risk 
 

Risk Management 
 
This page acts as a landing page, and provides you with the options to  
 

• Add New Risk 

• Update Risks 

• View Risk Reports 
 

 
 
 

Add New Risk 
 
To add a Risk, click the ‘Create Risk’ button. This will direct you to the Risk Creation Form. 
 

 



 

 

Once the form has been completed, the Risk will display in the table on the ‘Add New Risk’ page. 
Click the ‘Complete’ button to finish creating the Risk. 
 

 
The form will re-open, and you can associate the Risk to a Risk Register, enter the current Risk 
scores, and add commentary to provide additional context. 
 

 
 
Scroll to the bottom of the form, and then click ‘Complete Risk Creation’. 
 

 



 

 

Risk Updates  
 
Once Risk Creation has been completed, your Risk will no longer display in the ‘Add New Risk’ table. 
 
To edit the Risk details or update the Risk scores, click on ‘Risk Updates’, and then select the relevant 
Risk Register from the dropdown selection box. 
 

 
 
Once selected, all the Risks that are associated with the selected Register will display in the table. 
From here, you can see briefly the following information. 
 

• Risk ID 

• Title 

• Owner 

• Opened date 

• Inherent Rating 

• Latest Risk Scores 
 
Click on the ‘View’ button to see the full Risk details. 
 

 
 
 
 
 
 
 
 



 

 

Risk Information 
 
The Risk Information page displays the information about the Risk. The buttons down the left hand 
side of the screen allow you to add Controls and Actions to the Risk. 
 

 
 
 
Controls 
 
To add a Control to the Risk, click the ‘Add Control’ button. 
 

 
 

You only need to complete the mandatory fields, as the other fields can be edited once the Control 
has been added. 
 
Once created, the Controls will display in the table, where you can add a ‘Control Effectiveness’ 
rating, and further commentary around the assurance. 
 



 

 

 
 
Actions 
 
To add an Action, click the ‘Add Action’ button. For more details around the different fields that 
need to be completed to create an Action, please see the ‘Action’s section under ‘General 
Navigation and User Preferences’. 
 

 
 

Risk Reports 
 
The Risk Reports main page allows you to select a Risk Register from the dropdown.  
 
The report will populate to show all Risks within that Risk Register that have performed within and 
outside of target in the current period as well as any Risks that have improved (received a lower Risk 
Rating score) or deteriorated (received a higher Risk Rating score) between the current period and 
the previously completed reporting period. 
 
A count of all Risks within the selected Risk Register is also shown. 
 

 
 
All the Risk details can be interrogated further, by right clicking on a Risk and selecting ‘Open 
Details’. 
 

Risks, Controls & Actions Report 
 
This page shows the scores and targets of all Risks within the selected Risk Register and any 
associated Tasks / Activities. Each Risk score is formatted to show the ‘zone’ the value appears in 
within the Risk Matrix. The Risks can be interactively filtered by Reference, Name,  Owner and any 
Impacts Risks within that Register might have. 



 

 

 
A count of all Amber, Green and Red Risks within the selected Risk Register is also shown. 
 

 
 

All the Risk details can be interrogated further, by right clicking on a Risk and selecting ‘Open 
Details’. 

 

Risk Register Report 
 
This report will populate to show the score, target, and the assessment (for the current period) of all 
Risks within a Risk Register. Each risk score is formatted to show the ‘zone’ the value appears in within 
the Risk Matrix. Additional information is also provided to show any impacts a Risk within the selected 
Risk Register has, and any existing controls and assurances that have been recorded. 
 
The Risks can be interactively filtered by Reference, Name,  Owner and any Impacts Risks within that 
Register might have. 
 
The slicers can be used to filter the report to show a specific Risk, all Risks by Owner or filter by the 
Impacts.  
 

 
 

 



 

 

All the Risk details can be interrogated further, by right clicking on a Risk and selecting ‘Open 
Details’. 
 

Actions Register Report 
 
This report will populate to show a tracker for all Actions associated to a Risk within that Risk Register, 
along with the percentage complete value. The Actions are grouped by the Risk they are associated 
to. The Actions can be interactively filtered by Risk Name,  Owner, Stage, Priority and Org Unit. 
 

 
 

All the Risk details can be interrogated further, by right clicking on a Risk and selecting ‘Open 
Details’. 
 

Risk Detail Report 
 
This Risk Detail report allows you to select a Risk Register and a Risk associated with that Register from 
the dropdown.  
 
Details about the Risk, and Impacted Objects (if any), along with the latest narrative. The Risk Matrix 
shows how the Risk has plotted for the current and previously completed reported period; these can 
interactively be turned on/off. The Risk trend shows the movement of the Risk Rating score for the 
last year. 
 



 

 

 
 

The Summary of Controls and Assurances free-text area is also shown so these can be viewed as well 
as the option to add/update comments to the Risks about what else could be done to provide control 
and assurance is shown. 
 
As well recording control and assurance information, you can add a Risk Mitigation Action by the 
clicking the ‘Add Activity‘ button, (see section 4.3) as well as update the Percentage Complete, Action 
Due Date, Assessment and add Comments for each Task / Activity.  
 
The report will also show a Gantt timeline for all Actions associated to the Risk, along with the 
percentage complete value. The Actions can be interactively filtered by Risk Name,  Owner, Stage, 
Priority and Org Unit. In addition, all overdue Tasks are shown in a Performance Card visualisation. 

 

 
 

All Actions details can be interrogated further, by clicking on ‘Open Details’. 



 

 

 

High Rated Risks Report 
 
This is an Exception Report showing those Risks associated with that Register where the Risk Scores 
are calculated, which then places the Risk into the 'red' zone according to the Risk Matrix. A 
Performance Card visualisation is displayed; along with information about those Risks. 
 

 
 


