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General Navigation and User Preferences

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

Username and Password

Usernames and passwords can be granted by an administrator.

The username format is; FirstName Surname

#InPhase

Username:

Password:
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Navigation
To navigate to a page, click on the relevant option on the menu at the top of the page.

PAM
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\ction Tracker  PAM Export

Premises Assurance Model
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Premises Assurance Model Prompts

Please note that all previous comments and items of evidence can be seen by clicking details. Only new evidence or changes to previous items of evidence should be made
below, It is expected that all evidence is reviewed annually as part of your self assessment process.

Select Data Entry mode to begin completing your self assessment.

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

Ll Crisis My InPhase Reports Portals

Changing Password

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

18 November 2020 (2, th @

Inphase Consultancy
Profile

My Dashboard
Change Maodel

Manage My Sessions

View Mobile Layout

Set Home Page

o DM e

Clear Home Page

ﬁ:—’ Log Qut
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Enter your new password in the fields provided and click save.

Login Details MNotifications
First Name Inphase
Initials
Surname Consultancy

Change Picture...

Change your password
P rd (1]}
Confirm 20000000
Preferences
Home Page Chosen start page
View Date Current date v

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 located in the top right-hand corner of the screen. Click the date to produce the
calendar.

18 November 2020

< New 2020 v | >
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1 2 3 4 5 6 7
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General Functionality

This section documents functions that are used throughout InPhase.

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.

B

To exit data entry mode the select the following icon.

R

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

@ Go to Data Entry Mode

Details

Open Notebook

Performance pop ups allow you to either view and edit data (if an action) or view trend information.

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.

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

The following fields need to be completed:

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

o Calendar Selector. Date of when action will start

e 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
e Due
o  Calendar Selector. Date of when action is due to be completed by
e Owner
o  Defaults to the user adding the action. Can be changed if someone else will be responsible for
completing the action

Create Task & X

Summary

Name *
[ |

Priarity Stage Percentage Done Start Completion (est): Working Days (esty Due

Normal ~ Mot Started ~ o] 27/04/2020 - 28/04/2020 - o 28/04/2020 -

Qwner

Inphase Cons...

Descriptior

Once you have completed the required fields click Create.

Adding a Comment
Anywhere within InPhase the following icons are seen mean a comment or document can be added.

[
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Clicking on either of the above icons will produce a comments pop up box. Type comment in the
space provided and click save.

Add Comment *
Period comment for:  E1.01 - Review Staff Mental Health Policies:Status (Period ending 31/05/2018)
Subject: €QC Action Comment v/ [JUnformatred text
File~ Edit~ | Inset~ View~ Format~ Table~ Tools~
Formats~ Font~ Size~ B J [ E E = E - - E E |f A -H -
Attachments:
Type Display Name Attachment
File: v Choose a file... o &
Attach Multiple Files...

CANCEL

*TIP — You can attached documents or links to a comment using the attachments part at the bottom of the pop up
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Premises Assurance Model

The Premises Assurance Model (PAM) module allows the user to conduct a self-assessment using
the NHS Premises Assurance Model.

Sunburst

This visualisation displays the score for the PAM domains. The score is calculated as an average of
the scores for the self-assessment questions (SAQs) that sit beneath the Domain.

The user must select a segment of the Sunburst in order to generate the SAQ table to the right of the
page.

SAQ Table

When a segment on the Sunburst is selected, the SAQ table will populate with the relevant SAQs for
the PAM Domain.

Organisation Governance

Rating Rating
With regard to ensuring the Estates and Good
Facilities governance framework has clear

61 responsibilities and that quality, performance

and risks are understood and managed, can
With regard to ensuring the Estates and
Facilities leadership and culture reflects the
vision and values, encourages openness and
transparency and promoting good quality

With regard to ensuring that the Organisations

G2

Board has access to professional advice on all
matters relating to Estates and Facilities
services can the organisation evidence the

G3

The user is not required to enter any data into this table, as the score for the SAQ is calculated as an
average of the scores from the Prompts that sit beneath each SAQ. As with the Sunburst, the user
should click on a SAQ in the table to generate the relevant prompts in the table below.
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Prompt Table

Once the user has selected both a Domain from the Sunburst, and a SAQ from the table, the
prompts will display in the table. It is here that the user can enter Data Entry Mode, and complete
their self-assessment.

Add Action

Add Gaps in Assurance Evidence

Add Comment

Gaod = = B B
@ ar nd understan = = =
Loz ) r sbot thei System System ]
= = =
Working artangements wth partners and third party v
G 1) |Working arracpements wah paieer Systom System &
The govermance framework and manageme = = = I
Gro M systems are regularly reviewed and imprs wd'f System System 3
| Toare = ol undertanion ofpefemance, which =
GLos (T) integrates the we with zafety, quality,  System System ® = = =]
activity and ﬁnlnu.!\ micnmum'i
rehensve =
6106 () | v riommancs mansires wbich ar reparted Svatem System = = = B
nd. i, and action taken to improve
Thrs e lfecive srangemes in slce o evire = = =
(T} that the s nbormaion used to monitar, e System =Y
e (inchuding regi natiansl data mllzd:nﬂs! nd et
. There is & systematic proaramme of internal audt, 5] & @ Y
G108 (i) which is used to mmrw'nuahty and sysems o Systom System
identiy where actin should be take
There e ot sramgements o kg =
G108 () | ecoeeing and managing sk, izsscs and migating | Syster System = = = =)
actions?
() T hmmens by the s ik and = = =
Gl T | Thee b the recorce System System 2
If the organisstion/site has sny insdecuste o = -
G111 Costed Action Plans (1) requires (moderate or mae) mproverment anm System System e = = kS
in this SAQ, risk sssessed costed act

As well as entering their rating for the prompt, the user can also add commentary, attributing it to
the correct comment subject by selecting from the icons in the table. Actions can also be added by
selecting the icon in the table.

Actions
Any actions that are added for the Domain will be displayed in the table at the foot of the page. The

user can enter Data Entry Mode to update their Actions, and the table can be exported to Excel if
needed by selecting the Excel icon in the title bar.

Actions = @
Rating Percentage Complete Start Date Due Data ‘Complation Date (est) Late by Working Days Comments
Test PAM 0% 010372021 02/03f2021 02/08/2021 o =2
LN . =
£ Yt pamred A o aos/2021 a2/oaf2021 o2i08/2021 a [S]

pp— x o, o202 oz/vsz021 ozosz21 o =
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Action Tracker

This page allows the user to view all Actions added against the PAM Domains.

PAM Action Tracker

Porfarmance

Owner Ong Uit Theme Actien Percentage Complete  Stage
Inphase Consultancy System Effoctiveness A3 selacted . Hot Started

WE

Due Late by Working Days

% Complete Start Date ¢
o av/09/2021 ozivaizozs

atin
Test PAM mber task ] l L
Effectiver test red task D 1 'y o 01/08/2021 02/08/2021 02/08/2021 o E
S— ) testpam
Test PAM Task o L a o% o1/08/2021 02/09/2021 D2/00/2021 0 =

The Bar Chart displays the number of Actions with a Green/Amber/Red performance rating.

Action Table

The Action Table contains details for all of the Actions. The information can be filtered using the

slicers at the top of the page.

Theme Actien
A3 selected -

Owner Org Urit

Inphase Cansultancy System

Effectiveness

Start Date
% oy/psra021

N
(5] Test PAM A task ] ' L4
[ (s omos/nn [ 0
Erfectvaness test pam red task ] & - =
o oo caros/a02 ovosizna 0
Tect A Tack a 1 . o ' o =
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PAM Export

This page compiles all of the information across the PAM Domains, SAQs and Prompts. The ratings
and commentary are also displayed within the table. The user can filter the information on the table
using the slicers at the top. By selecting the Excel icon in the top right of the table, the user can
export the current table view (with any filters applied) to a csv file to open in Excel.

&

Thema Rating

Al 7 seincted All 4 salectes

Acwal Comments Gaps In Assurance Evidence

CFectiveness | > Effectivencss ‘Requires Miniml mpeocement
Efcency Effency [T r——
Safety Safety Thes measure comprises of two sub themes Inadequate.
Soft P safety This measure comprises of two ub themes Inadequate
Combined 36 |, safety This measure comprizes of tws sub themes Tnaequate
Patient Experience Cutstanding
‘With regards to ensuring engagement and invalvement on sstates an fadlities mﬁm people. Outstanding
o 1o use the servioes, publc and Staff can you organvsation evidence the folloving
FLOL: Viewes nmpendz views and experiences gathered and scted on to shape and improve the services and Cutstanding
Experiences X
PLO2: uum:ﬁ‘ ind their and
Engagement imycived in decizon m

PLO3: Staff mmmmwmﬂedmlhl&!rmwslmrdﬂ:ed the planning and delivery of
Engagement,_ servoesand m shagng th aulure

PLOS: Value

PLOG: Costed I amy ratings in improvement
Action Plans. nﬁmm&damum nmlnmmmﬂw nﬂuunlﬂ!mwaﬂwan

s vy an iy o the skt s ssttochry cn pout orfomaatn,svonce e obowent?

o With regard Lo ensunng ensure that patients, ctaff snd nsiors perceve desaliness of the sstate snd
facilties to be satisfactary can your organisation cvidence the follaving”
o e ensure that NHS Catening Services provde sdequate rutrion and
ydration theough the choice of foad and drink for peaple ta meet their drver
. woth regad to ensunng that scosss and car parking arrangements mest the reasansble nesds of
P ‘pour org " e Fallomn
Organisation Organisation Good
Governance Gavernance

Once exported, this information can then be input into the NHSi PAM Portal.




