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Accessing InPhase
Administrator Application

Users with a Model Administrator licence can access the InPhase Administrator Webapp, from
either the current Enterprise or Designer session.

From InPhase Enterprise

o4August2021 Q L2 @

[_21 Open in Designer
@ Open Admin

@ Print Page to PDF
@ Print Book to PDF

[D Send to ZIP (Book)

From InPhase Designer

Q My InPhase Reports Enterprise Designer | Admin

Within an InPhase installation there can be a number of models. These are displayed in the

model dropdown list. There can be different configuration settings set up in different InPhase
models.

The model initially displayed will be the model you were in before you opened the InPhase
Administrator Application.
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Navigation

Navigator Panel

The navigator panel lists out the options that can be configured. The navigator panels display
the current model that you are configuring. If you wish to configure a different model, click on
the model name drop down list.

Deleting the model will unregister the model from InPhase Administrator and will no longer be
accessible by any user are configurable in the InPhase Administrator application until it is re-
registered.

Model Options Pane
This the main area of the screen where all the details for each configurable option is
displayed.

Quick Edit Panel

This the area on the right side of the screen allows editing of configurable option.

InPhase Administrator ochugzn B 9

wodel +
VI8 Training -

Q saarch

i
§¥i§

B Audic

@ . . - .
= “Mavigator Model Options Pane . Quick Edit Panel

2 people
EE custom Types
hy Export

Adding / Registering The First Model Database
If you are using an application on a server hosted by InPhase the actions described in this
section will already have been carried out on your behalf.

Before registering a model database it must be set up as per minimum product specifications
and appropriate permissions must be granted. See the installation instructions for guidance on
how this should be done. In order to register a new model database you need to know:
e The name of the server and SQL Server instance on which the model database is located
e The name of the model database

To register the first model:
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Login to InPhase using the Default User username. Please contact support@inphase.com for
these details .

Click + In the navigator pane.

InPhase Administrator cagn B 9

o Addine X

V18 Training ~®

Activated

Audit
(@ Model

2] DataSources
&2, people
5 custom Types

) Expart

Enter the name of the server and SQL Server instance on which the model database is located
and the name of the model database that you wish to register from the list of databases. This
list includes all databases on the server - some of which are not InPhase model databases. Take
care to select the correct database from the list. If the SQL Server is installed as a named
instance, then the server name that you enter should be formatted as:

e ServerName\lnstanceName
Always specify an actual server name - DO NOT use names such as local server.

Select the name of the model database that you wish to register from the list of databases.
This list includes all databases on the server - some of which are not InPhase model databases.

Take care to select the correct database from the list.

Y} MymPhase Repons Emerprise Desig InPhase Administrator g B 2

Mode! + 2

- Add-ins

1L Trainiog -8

Activated

B Audit
(@) Model “
S— doud

5] pata Sources

2, peaple
£S5 Custom Types
£ Export

The database named “model” is not an InPhase model database - it is a SQL Server system
database. If the model database has been used in an environment where Windows Integrated
Authentication has been used, then the model that you are about to register may include
information about the Windows domain and username that was defined for each of the

employees.
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If you want to retain this information when the model database is registered, then ensure that
the Retain Windows Domain \ Username details for newly created users check box is checked.
If you do not use Windows Integrated Authentication, then you should normally uncheck this
box.

If the checkbox is selected:

e Asthe model database is registered each employee in the new database is checked to
see if it already exists as an InPhase Application user login — this will only be the case if
they exist in a database that has already been registered with InPhase Administrator

e If the employee already exists as a user login, then the details of the users Windows
domain and usernames are copied to the employee record in the database that is being
registered

e If the employee does not already exist as an InPhase Application user login then an
InPhase Application user login is created for them. The Windows domain and username
details from the newly registered model are then copied to the new user login.
However, if any other InPhase Application user login is already associated with the same
Windows domain and Username and the new employee this attempt will fail and the
model registration process will be abandoned.

If the checkbox is not selected:

e As the model database is registered each employee in the new database is checked to
see if it already exists as an InPhase Application user login — this will only be the case if
they exist in a database that has already been registered with InPhase Administrator

e If the employee already exists as a user, then the details of the users Windows domain
and usernames are copied to the employee record in the database that is being
registered

e If the employee does not already exist as an InPhase Application user then an InPhase
Application user login is created for them. The Windows domain and user name details
from the newly registered model are NOT copied to the new user login. This means that
the newly created user login will not be associated with any Windows user or domain.
They will not be able to log on using integrated Windows authentication until they are
mapped on to a Windows domain and username.

Click on OK to register the model or Cancel to close the dialogue without registering the model.

When the model is registered, InPhase Administrator imports the user (employee) names,
passwords, and permissions from the model database into the User and Model Administration
database. Check with the person that set up the model database to get details of the users,
passwords, and permissions.
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Log out of InPhase Administrator. The Default User exists only to enable you to complete the
registration of the first model databases. You should not carry out other administration tasks
whilst logged in as this user.

Adding Additional Models
If you are using an InPhase Application on a server hosted by InPhase please contact
support@inphase.com if you need to have access to additional model databases.

You can register additional models by starting up InPhase Administrator and logging in as a user
who is a member of the Model Administrator role, then follow the steps described earlier in
the section Adding / Registering The First Model Database. This user must also be a member of
the Model Administrator role in the database that is to be registered.

Initially, the users that are members of the Model Administrator role are those that were
imported from previously registered models. Check with the person that set up these models
for details of the appropriate usernames and passwords.

When new models are registered, employees from the new model are imported into the User
and Model Administration. If a username in a new model are identical to an already registered
user then the existing registered user name and password are maintained in the User and
Model Administration database. The password of the matching employee in the newly
registered database is updated to match the value that is already recorded in the InPhase User
and Model Administration database.
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Audit

Add-ins

InPhase add-ins are available for

e Risk Management
e Resources
e Gantt

When an add-in is procured from InPhase, you will be provided with an Activation Key. Select
the add-in to open the quick edit panel. Simply enter your activation key and click save.

(} MyinPhase Reporis Enterprise Designer Admin InPhase Administrator A 8 Q
Model + N Activate feature *
N Add-ins +
INPHASE Design Assure3 - §
Name Activated Selected
Risk Maragement ves
Actvation Key
B Avdn Resources o
| @ adduns Gantt No
User Licences
B Audtiog
() Model
4] Data Sources
2 people
@ Custom Types
5 Export
E# Database Configuration 5] Cancel m

User Licences

Against each model you can check the User Licenses section to see how many users you have
set up against each of the standard roles. Selecting a standard role will open the quick edit
panel and display the users who have the licence type.

Standard Role (licences) can be managed here by editing the roles and adding or removing users
from a particular standard role. See standard roles and licences for further information

InPhase Administrator

Model x Assign license X
= User Licenses +*
INPHASE Design Assure3  + [
ey Modsl Administrator
Descripgon Model Administrator - Standard Role
B Audic Name Description L
| ® adoins Model Adminisurator Model Administrator - Standard Role 4 Employees (4)
[ ser Licences PETOTECE T
B Auvdtiog e Ma

) Model
5| Data sources
2. people
[ Custom Types
1 Export

£2 Database Configuration 5] Gineel |
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Audit Log

The audit log provides a trends table showing, by default, today’s activity. The slicers can be
amended to show a particular date range, user or object. Additional slicers and/or fields can be

added by opening the dimension panel (right click on the table) and dragging them into the
slicer section or table

) MyinPhase Reports  Enterpri

Admir InPhase Administrator MAgan © X
Maodel t .
3 Audit
S1Araleingh - s Log Date Employee Object
7192021 to System, System Blank
Audit 14 L0g Time | Period Date | Employee | Action | Subject | Object | Measure
2 o751 Syster Update  Update Book
@ Avdic =
@ Addins Update Book
307
[ User Licences E
| B Audeiog Update Bock
5 Mdking 378
9) Model ipdate Book
& a7
%) Data Sources
) Update Book
&4, People mn
[F% custom Types pdate Book
R 3817
1) Export
07/09/2021 03:09:28 System, peaty pdate Boch
£3 Database Configuration 30170 System
077087202 stem,  Updat peate Book
38169 (ster

i il

Filters of the audit log can be saved and reopened, as well as exported to CSV.
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Model

Model Settings

Active Filter
This defines the default active date filter setting for the database. This setting is used when
users do not define a setting of their own.

Audit Settings
Ability to turn off / on audit logged activity. By default, audit activity is enabled.

Brand Colours

Allows the brand colour palate can be updated with up to 7 different colours / colour tones.
This can assist easy application of consistent customer branding for portals and visualisations
created in InPhase Designer. Simply select a colour to update in the quick edit panel. An
alternative colour from other existing palettes scan be used or setting a specific tone, HEX or
RBG code through the advanced settings.

InPhase Administrator ptAug202t B R

Miodel + . Brand Colours x
Model Settings +
PHASE Design Assure! &
&: ‘Select a colour 10 edit
B Auk Value [ L B N
| @ a :
[ User
B SAICA RBAALSF 8 78
) Au og
(9) Model
5] paa

Data Series Label

InPhase can display calculated and manually entered actual values, and up to nine plan lines
(with percentage and absolute variance) for each Object Measure pair. Every Object measure
in the Model database will include all of the configured Actual and Plan series. To update or
add the data series labels, simply update these in the quick edit panel.
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adel " Data Series Label
e ' Model Settings

Default End Date

The default end date defines the date up to which plan values will be aggregated. For objects
that continue (i.e. do not have an end date), it also defines the date up to which planning slots
for measures and competencies will be displayed. The default end date must be managed using
InPhase Administrator because it defines the date up to which one can enter plans for objects
without a defined end date, it will need to be reset each year ready for the next set of plans to
be entered. It is good practice to set a default end date at least 24 months ahead.

Default Start Date
The default start date defines the default start date for the model.

Dynamic Aggregation

These settings control the way in which Dynamic Aggregation works. Dynamic aggregation is a
process by which data value changes are automatically aggregated from the point of entry to
other object measures that are affected by the change.

Financial Start Date

The financial year start defines the day/month start date for the organisation’s financial year.
This is the date from which measure values will be accumulated in ‘To Date’ views of the data.
InPhase manages the allocation of financial year start dates for years other than the current
financial year dynamically: if you are viewing data from an earlier year, or creating plans for a
future period, the financial year start date will automatically be set to the correct date for that
year (e.g. 1 April 2020 when the view date is set to January 2021, or 1 April 2021 when the view
date is set to August 2021).

Priority Setting

These define the priority settings that can be associated with Objects and Tasks that are used
in the Model database. To update or add the priority settings, Simply update these in the quick
edit panel.
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£} MylnPhase Reports Enterprise  Desgner  Admin InPhase Administrator 04.Aug 207 2

Model + Priority Settings X

Model Settings +

INPHASE Design Assure3 = [i]

Label Value
@ Audit Value High 3
& T

Normal 2
| @ s B —

Low

User Licences
ICBDBS, 8754304 FBAAAIE BCAO3S1, 4785024
B AuditLog
(7) Model
4] Data Sources
2. people
55 Custom Types
1 Export
£2 Database Configuration

Risk Matrix Settings
These settings control the way in which the Risk Management add-in works. The settings are
not available in model databases that do not use the Risk Management add-in.

£} MyinPhase Reports Enterprise  Designer  Admin InPhase Administrator a2 B 9
Model + . Risk Matrix Settings b
Model Settings +
INPHASE Design Assured - @
Dimensions, coloars and performance schemes
Name Value Maximum  Default Number of
Audit s Value Target Colaurs Perfommnce fcheme
_ Active Fier Al
| ® addins RMO1 Risk 5 . z L Red Amber Gree
Audit Setings Aud Enabled Corsequence v I ¥ 1~ ReOimherdmes
User Licences
Brand Colours D93 #ECEDES S75A3C4 FRARLDF #CAD351 4785024 RMOZ Risk 5 W I 3 Red Amber Gree
B AuditLog Likelihood
Data Series Label
@) Model RMO3 Risk Rating 25 n 3 v BedAmberGeey
Defauk £nd Date 040 —
] DataSources [ R
pefaan e e Click on call to change value: double-click on call to change colour

2 people
= et Oynamic Aggregation
A RMOZ Risk Likelinaod RMO3 Risk Rating —

5 Custom Types

h Export s

€7 Database Configuration

4
- 2
2
1

1 2 3 4 5

RMO1 Risk Consequence —

Check Risk Object Integnt

. =]

Top Employee
Not the highest performing employee, but the name at the top of the organisational reporting
hierarchy! This is usually the Chief Executive or equivalent.

Top Objective

The Top Objective in the model defines the top of the object hierarchy. However, it is often
more appropriate to make it a generic ‘Achieve organisational goals’ object, that can be the
parent of all other organisational objects.
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Measures
The Measures menu will list all the measures that exist within the model, and shows information such
as the measure name, code, description, uses, aliases and whether the measure is universal.

Uses - Indicates the number of objects a measure is associated against. By clicking on the measure to
open the quick edit panel, the ‘show associated objectives’ (under measure type) will display the name
of object the measure is associated against. As the status measure is automatically added to each object,
the number of uses of the status measure indicates the number of objectives in the system.

Aliases - When a Measure is added to an Object, it can be assigned an alias. The alias represents the
name that is used to identify the measure in that specific object. The same measure can be given
different aliases when added to different objects if you wish. This column counts how many different
aliases are in use across InPhase for a measure.

Universal - Denotes whether the measure is a universal measure or a non-universal measure.

€} MylnPhase Reports Enterprise  Designer  Admin InPhase Administrator MAug2021 B

Madel + Measure Settings x

INPHASE Design Assure3 = [

Measures +
Identification
- Inhase sample Messure 1

Name Code Description Uses  Aliases  Universal

T Audit -
B Update allinstances to use thisname ()

InPhase Sample Measure 1 @Samplel InPhase Sample Measure 1 2

%) Model
Code @samole

(5 Modsl Settings Description InPhase Sample Measure 1
| @ weasures

(&l Pranning Patterns

& units

(= Comment Subjects

¥ eyword Management Definability

[E] jobs Unit Percentage v

£ Task Notifications

Accurmulation Average v
&7 Booster App

Aggregaton Weighted Average

5] Data sources
2. People Tolerance Type

[T custom Types Type Smaler is better v
h Export
25 Tolerance Method

£ Database Configuration
Method Percent Variance v

Measure Type

Qu

Caouid15 Leve
rsal

1
1
1
1
1
1
'
'
1
1
1
1
'
'
1
1
1
1
Expected Warking 1
1
1
1
1
1

Measure Settings

Most of the settings for measures can be varied for each object, such as performance scheme, tolerance
values. The exceptions to this are the measure name and the unit; these must be consistent in all
objects. Editing these properties will apply to all instances of the measure. The default tolerance type,
tolerance method and accumulation/aggregation method can also be amended, and this will apply to
all uses of the measure in objects from this point onwards.

Measure Name - To change the measure name simply select the measure to open the quick edit panel
and name the measure name. A measure name cannot exceed 100 characters including specials and
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spaces. If you change the measure name, then the name is updated in all objects that reference the
measure by its old name.

The old measure name will be deleted from the system when you save your changes. Objects that
reference the measure using a different alias are not affected and will continue to reference the
measure by the same alias that they used before. However, ‘update all instances of the measure to use
this name’ will remove any aliases in use for that measure.

Measure code (optional - a default value will automatically be assigned if you do not specify a value
when creating a new measure). Measures with codes that begin with a # symbol have a special meaning
within InPhase Applications. You cannot update codes that begin with a # symbol nor can you create or
change a measure code in such a way that the code begins with a # symbol.

Description - This represents the default description that will be used whenever the measure is added
to an object using the Web application.

Unit — Sets the unit for the measure. Click the ellipsis button {(...) to the right of the Units drop down if
you want to define a new unit. See text based units for further information

Accumulation — Default Accumulation Method for the measure when added to objects
Aggregation — Default Aggregation Method for the measure when added to objects

Tolerance Type — Default Tolerance Type (bigger is Better, Smaller is Better, Plan is Best) for the
measure when added to objects

Tolerance Method - Default Tolerance Method (% variance from target, absolute variance from target,
absolute value) for the measure when added to objects

Measure Type (Universal) - When a measure is set up as a universal measure, InPhase maintains only a
single set of values for the measure. These same values are used in every Object to which the measure
is added.

The main characteristics of a universal measure are:

e Only a single set of measure values exist regardless of the number of the objects that the
measure has been added to

e Updating any Object Measure value for the measure will result in its value being changed for all
other objects that the measure is used in - this is true even if the different objects are not linked
in any way by part-whole or derived function relationships

e The same planning pattern, calculated series source, derived formula, accumulation method,
tolerance type, benchmark series and workflow related information are used wherever the
measure is used in an object. If you edit any of these properties for one of the measures Object
Measures it will be updated for all others.

e The universal measure can be given different alias names when used in different objects.
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e If a universal measure includes benchmark series, tolerance settings can be defined for each of
the benchmark series. You can define different tolerance settings for these benchmark series
for each usage of the universal measure in an object

e When updating a universal measure for a specific object, a user must have permissions to
update that specific object measure. When the user saves the changes the application will
update all instances of the measure in all objects, regardless of whether the user has permission
to update these other object measures.

Universal measures are useful when you need to include identical information in several objects without
the need to link the objects using part whole relationships or derived formulae and without any kind of
aggregation being necessary.

If you edit an existing measure and change it from being universal to non-universal (regular) then
separate measure values are created for the measure in all objects that the measure is used. These
values can be processed independently, and the restrictions described above for universal measures no

longer apply.

If you edit an existing non-universal measure to make it into a universal measure then if the measure is
already being used by several objects, a list of all of these is displayed. You are then prompted to select
one of the object measures that should be used as a data source for the universal measure. All instances
of the measure are then updated so that they use the same measure values, planning pattern etc as the
selected Object Measure. The restrictions associated with universal measures then apply to all uses of
the measure within all objects.

Deleting a Measure

To delete a measure from an InPhase Model, simply click on the ‘bin” icon. If a measure remains
associated to an object, InPhase will display those objects and require confirmation that you
wish to delete the measure. Deleting measures will all data stored against all instances of the
measure.

IMPORTANT: This action cannot be undone, without restoring your InPhase Model.
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o ™ s Emerprise  Desgner  Admin InPhase Administrator MAagen B 2
Model + Measure Settings x
Measures +
INPHASE Design Assured -8
Identification
[y InPhase Samphe Measure 1
- Name code Description Uses  Alisses  Universal
B hudi i in b
N n8hase Sarmpe Messure SSample1  nPhase Sample Measure 1 PR Updute 8 instrcas s wes s meme.
%) Model
= @sample2 N Code @Sample1
$53 Model secmngs ' Description InPhase Sample Measure |
| 3 messures
'
[ Planning Patterns
1
& units
1
) — i Update al instances to usa thes description ()
¥ Keyword Management | Definability
E] Jobs , unit Percertage v
£1 Task Notfications
1 Accumulation Average A
£’ Booster App N
Aggregaton Weighted Average ~

4] Data Sources
2. People

7% custom Types

Tolerance Type

Type Smaller is beter -

) Bpert

€@ Database Configuration

Tolerance Method

Method Percent varance -

Measure Type

© universa

(o) M

0000000522 2

Planning Patterns

Planning Patterns are set against Object Measures which allow data to be entered at the
frequency (and dates) in which data is collected. There are some default planning patterns, e.g.
monthly or quarterly. You can specify a default planning pattern that should be used when
users add measures to objects in InPhase.

Managing planning pattern
Click on the + to create a new planning pattern and the quick edit panel becomes available.
Determine a name for the new planning pattern and optionally, a description.

If the planning patterns dates can be determined based on recurring pattern (i.e. every x days),
select ‘recurring every so many days’ and select the number of days between each date along
with the first reporting date.
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If the planning patterns dates cannot be determined based on recurring pattern (i.e. non-
periodic), select ‘specific dates’ and select specific dates needed in the planning pattern.
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Note: Planning patterns cannot be deleted if they are in use by an Object/Measure pair.

Units

Every measure has a unit to indicate if it’s a number, percentage, etc

Adding Units

e C(lick + to create / add a new unit

e Enter a name of Score Rating and an appropriate description in the quick edit panel
e Click Save to save the new unit
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Deleting Units
You can delete a Unit by selecting its name in the left pane and clicking the bin icon in the quick edit
panel. You cannot delete a unit that is currently associated with any measure.

Text Based Units

Text based units are units that have values that are 'textual' rather than 'numeric'. Internally,
text based units are always represented as numbers, but their values are displayed and set in
as pieces of text rather than as numbers. This allows you, for example, to set up measures that
have values that are set and displayed as 'Good', 'OK' and 'Bad’ rather than as 3, 2 and 1. The
values 'text' of text based units and their corresponding numeric values are defined and
maintained in InPhase Administrator.

For a measure to use text based measure values it should be associated with units that are
defined as text based measures. Doing this will ensure that the measure values are displayed as
their text equivalent within InPhase and that users can enter values in the Trends widget by
selecting the appropriate text value from a drop down list of the options available for the
measures units.

When a user selects a text based value, Internally the application actually stores the
corresponding numeric value. These numeric values are used during the aggregation process
and in calculating variances and status measure values etc.

If you use the Risk Management add-in then some text based measure units are automatically
created when you define or edit Risk Matrix settings, You can view these units and change the
name and/or description of the units. You cannot, however, edit the unit value details directly -
they are updated automatically when you change the Risk Matrix settings.

Creating for Use in Text Based Measures
For example, suppose we want to set up a new unit called Score Rating that uses the following
text descriptions:

e Excellent to represent a value of 1
e Good to represent the value 2

e Average to represent the value 3
e Poorto represent the value 4

To do this proceed as follows:

e Click + to create / add a new unit
e Enter a name of Score Rating and an appropriate description in the quick edit panel

o Click ... (more) to add (or edit) the associated text values with the unit
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Click the + button. In the popup enter a value of 1 and label of Excellent then +
Click the + button. In the popup enter a value of 2 and label of Good then +
Click the + button. In the popup enter a value of 3 and label of Average then +
Click the + button. In the popup enter a value of 4 and label of Poor then +

o O O O

e Click Save to save the new unit

Notice that each time you add a value and label, InPhase Administrator adds a meaning to the
value. The meaning helps you work out what text value would be displayed for the units if the
numeric value did not exactly match one of the values for the unit. In the above example, the
unit definition looks like this:

e 1 meaning <2, label Excellent

e 2 meaning >=2 &< 3, label Good

e 3 meaning >=3 & <4, label Average
e 4 meaning >=4 &< 3, label Poor

The above means, for example, that the numeric value 4.8 is represented as Poor, a value of 0 is
Excellent, a value of 3.8 is Average etc.

Editing Units for Use in Text Based Measures
To change the text values associated with units that are already defined:

e Click the name of the unit you want to edit / update
e C(lick the edit icon in the quick edit panel

o To add new values and labels click the + button
o To delete a value and/or its label, select it in the list and click the bin icon.

o To change a value and/or its associated label, simply change the value or label

e Click Save to save the new unit

When you change, add or delete unit values you will notice that the value displayed in the meaning
column is updated so that the values and their meanings remain consistent.
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Comment Subjects
When entering comments, the user can select a comments subject. New subjects can be
created using the “Comments Subjects” menu item.
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When new subjects are created, only the text for the subject is needed. When a subject is
changed, the user has the option to update all existing subjects or leave them as is. If a
comments subject is deleted, further options are given regarding how to treat existing
comments under that subject heading.
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This means it is possible to delete all comments relating to a particular subject without deleting
the comments subject or prevent the use of the subject in future but leave existing comments
in place.

Keyword Management
72?7

Jobs

A Job comprises of one or more distinct steps that should be processed in order. Each step
defines the action to take and enables particular parameters relevant to the step to be defined.
Any number of jobs can be created. Each step must perform one of the following actions:

e Aggregation - Aggregate the specified objects for the specified date range
e Direct Data Import - Import data from associated data files
e Notification - Process and send email notifications.

When you define a step for a job there are options that allow you to control which days of the
week or month the step will run on. This provides the ability, for example, to schedule a job so
that it automatically runs daily but ensure that some of the jobs steps run on some days but
not on others.

Jobs Panel

The Jobs panel enables users to view all of the current jobs defined within the model and their
current state (running, stopped, %complete etc). The panel also enables job maintenance
(creation, updating, and deletion). The details of the column information are as follows:

e Name - The name of the job

e Description - Descriptive text detailing the purpose of the job

e Status Type — The status of the job (stopped, starting, running, stopping). A coloured
indicator is also displayed (red - stopped, yellow - starting/stopping, green - running).

e Enabled - Identifies if the job is currently enabled or disabled. If a job is disabled it cannot
be run. This feature is particularly useful if you have a job that is scheduled to run a
number of times and you need to temporarily ensure that the job will not run.

e (Category - A user-defined entry, enabling “grouping” of a set of jobs under a common
term.

e %Complete (step) - If the job is currently running, this column will display the
%Complete for the step currently being processed.

Note: if you have jobs running, you can press F5 or refresh the browser session to refresh the
current progress of the jobs.
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Creating aJob

To create a new job, click on the +. Enter the name of the job (and optionally, category and
description) in the quick edit panel and then add the steps the job will perform (detailed below).

Note: For optimal results it is best to leave the logging level as ‘not set’. This reduces the
overhead of logging details of the job while it is running. With logging turned off, you will still
receive log entries in the application log on the application (web) server in the unlikely event of
a failure while running the job.

Defining the Job Steps

To create a new job step, click the Steps + button in the quick edit panel. The Create Step dialog
will now be displayed. Select the action the step will perform from the “Step Type” drop down
box.

Creating an Aggregation Step:

e Select a step type

e Enter the name for the step.

e Choose the Object or Object measure pair combination to start the aggregation from.

e Choose the range of periods that should be aggregated by selecting an appropriate date
range.

e Choose the verbosity of entries in the log file:

None - will give optimal performance

Process Level - will log entries for when the aggregation step started/completed
Objective Level - will log entries for each individual object that is aggregated.
Measure Level - will log entries for each measure that is aggregated.

O O O O

e Set Execute options if you wish to restrict the days of the week or month that the step
should execute. See the help topic Restricting Job Step Execution to Certain Days of the
Week or Month for additional details on this

e When you are satisfied, click Save (or cancel to return without creating the step).

Creating a Notification Step:

e Select a step type

e Enter the name for the step.

e Choose the date to run notifications against.
e Choose the verbosity of entries in the log file:
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None - will give optimal performance

Process Level - will log entries for when the notification step started/completed
Objective Level - will log entries for each individual object that is notified.
Measure Level - will log entries for each measure that is notified.

o O O O

e Set Execute options if you wish to restrict the days of the week or month that the step
should execute. See the help topic Restricting Job Step Execution to Certain Days of
the Week or Month for additional details on this

e When you are satisfied, click Save (or cancel to return without creating the step).

Restricting Job Step Execution to Certain Days of the Week or Month

When defining a job step you can set options that restrict or limit the execution of the step so
that it will only run on specific days of the week or month. To do this, specify Execute options
for the job step. The screenshot below illustrates these options for a Notification job step.
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Editing a Job
To edit an existing job, click on the required job to open the quick edit panel. From this point
on, Editing the job and the steps it contains is the same process as that for creating a job.

Running a Job
To run a job, click on the required job and select the ‘play’ icon in the quick edit panel. The Job
will now start.

If the job has been disabled you will not be able to run the job. If the job is already running, you
will not be able to run another instance of the job. Individual job steps will only run if the current
date matches the Execute options defined for the step. See restricting job step execution to
certain days of the week or month for further information

Stopping/Aborting a Job

To stop a running job (prior to completion), click on the required job and select the ‘stop’ icon
in the quick edit panel. The Job will now stop in an orderly fashion - this may take a few
minutes. While the job is trying to stop, the Status of the job will show a yellow indicator and
the text “stopping”.

Enabling/Disabling a Job
To enable/disable a job click on the required job and select Enabled so that becomes selected
/ unselected. Disabled jobs cannot be run (unless they are re-enabled).
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Deleting a Job
To delete a job, click on the required job and click the ‘bin’ icon in the quick edit panel.

Viewing the history for a job

To view the history for a job, click on the required job and select Job History in the quick edit
panel. The Job History dialog will be displayed showing the details of each time the job has
been run and whether it was successful or failed. If the job had logging enabled when it was
run, you can view the log file details by clicking on the required job history item.

InPhase Administrator
Mode! + Edit job
V18 Training

= e Name Full Aggregation
B Audit Name Description Status Type Enabled  Category s

7 Model Full Aggregation Stopped

5

5 Custom Types

oy Export

€3 Database Configuration - ) o tnd Durstion Result

Email Notifications of Job Execution
When a job executes it always runs as a specific employee. If this employee has a valid email
address and you have correctly configured an SMTP email server then the employee will be
sent an email notification when the job finishes.
See the topic Notifications: SMTP Server for information on configuring an SMTP server.
It is possible to configure the application in the following ways:

e No email notification is ever sent

e Notification is sent only on success or failure of a job

e Emails are sent to a specific email address rather than to the employee that executed

the job
e Emails are CC’'d to another email address

Contact support@inphase.com if you need information on how to do this.
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Locks

If the server becomes unavailable while a user is logged in to the application, the session may
not be closed down completely, leaving the user recorded as still logged into the model. This
may also happen if the database is backed up while users are logged in, and then restored or
if the network connection between a client computer and the web server fails whilst a user is
logged on to.

If a user attempts to log on to the Web applications when they are still recorded as being
logged on, a message similar to the following is displayed:

IPLogon

The user name that vwou atkempted to log on as is already logged on ko the system,
This may be because another person has logged on using this name

fFrom another computer or because you did nok log of f From an eatlier session.

Click Retry if wou wish to try bo kerminate the other logon,

Click Cancel if wou want ko try logging on with a different user name

Cancel |

If the user clicks Retry then the old logon lock is deleted and the session terminated and the
user is allowed to log on.
If they click Cancel the login lock will remain in the database.

If you wish, you can manually remove the login lock as follows:

e Click Locks

e Select the user whose locks are to be deleted from the list of users. (Remember
that all users currently logged into the selected model will have locks registered:
take care not to delete locks for users currently using the application)

e Click ‘clear all’

e Choose Cancel to close the pop up without removing the locks

e Perform the following actions for each registered model database:
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Task Notifications

Task notifications can be configured to be sent to owners of tasks who have an email address
defined in their user profile. There is array of variables for each type of task notification,
which are:

e Change notifications — When one or more of the variables for a task changes

e Reminder notifications — When a task performance update deadline is approaching
and resent following a grace period (if an update has not been provided in the grace
period)

e Status Notifications - When one or more of the variables of a task has not been set

e Completed Notifications — When a task estimated completion date is approaching and
resent following a grace period (if an update has not been provided in the grace
period)

Task notifications are a global setting across the InPhase model based on the variable is defined
and cannot be configured be set (or customised) for some tasks but not others. Task
notifications can be configured for existing tasks or just tasks created from this point on.

To set the task notifications to apply to all existing tasks, click ‘apply changes to existing tasks’
Once the required variables are set, click ‘update defaults’.

Notifications are sent automatically from the notification job step. See creating a notification
step for further information




2 |InPhase

{2} MyinPhase Reports Enterprise  Designer  Admin InPhase Administrator wag & Q
Model + . .

Task Notifications
V18 Training -

Change Notifications @

[ Audi > Kotify upon change of:

(%) Model @ surtDae @ 'ndude Homepage link
o ' © Duesae © recondhisony

(5} Madel Settings
(¥) Mezsures

B8 Planning Patierns Reminder Notifications @
& unis

=) Comment subjects

@ (=51 Compleson Date

send reminder when:

FJessin

@ Inciude Hamepage link

Ki M Record Histor)
¥ Keyword Management oo ot s sgan for [T e * '
Jots
& Lodks Status Notifications @

| @ TaskNosfications
Nattywhen:
Booster A
& o @ Includs Homepasz lnk
5] Dara Sources. @ FRecord History

2, Feople

[ custom Types

© Notcompleted

ch Export
(D) eramEt et Completed Notifications @

Include Homepags link
o

@ Fecord History.
Da et send again for[15_]days

o —

Booster App

InPhase develop many pre-developed modules that will integrate with your InPhase Model.
The Booster App will then be used by your InPhase Consultant to integrate modules into your
InPhase Model. Please contact your InPhase Account Manager for further information.
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Data Sources

Live Connect
InPhase reports can also display live data which is held in external stores including data
warehouses, record level applications databases, and spreadsheets.

For further information, please see the InPhase Help Centre.

Scheduled Import
This enables InPhase to connect to external data sources to import frameworks and data into
Object Measures.

Measures of pre-aggregated data that are stored in InPhase can also be indexed to a live
connection for drill through to the record level data in an application database, or a data
warehouse. This enables the pre-calculated aggregated time series data to be instantly
available (from within the InPhase database without querying the source system) and yet
enable the detailed drill-through to the source system to see exactly which records make up a
specific total value.

For further information, please see the InPhase Help Centre.

Master Data Management

The data management screen shows all live connections and scheduled imports. These can be
deleted using the red cross icon to the right of each row. As with the audit log, additional fields
can be accessed through the dimension panel to be used as columns within the report or as
slicers.
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People

Org Chart (Organigram)
The organigram is a hierarchical organisational structure, showing the different departments

within an organisation and where they sit. It also states the manager of each department
along with its team members

InPhase Administrator
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€7 Database Configuration

The organigram is an absolutely vital component of InPhase (v17 onwards) and needs to be
kept up to date and as accurate as possible to be able to view a clear structure of the
organisation with managers and members.

The more important reason is that when creating new objectives, the ‘ORG Unit’ has become
a mandatory field. If the ‘ORG Unit’ is inaccurate it will lead to storing objectives within wrong
ORG Unit. When creating new objectives, by default, InPhase will adopt the same approach as
a default ORG unit however, this can be changed on the notebook

How to Create/Update the ORG Structure?

When viewing the organigram, you can create a new department by right-clicking anywhere
in the grey area (not on a department) and select ‘Create New’.
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Users can be dragged and dropped to become part of the appropriate ‘ORG Unit’ or can be
updated via the user’s profile.

Employees

Creating User Records

Users must be created separately in each model they require access under the “Employees”
option. To create a new user click the + and complete the details required for the login to be
created.
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System
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Information contained within the Details and Notifications tab can be updated by the user
themselves through their profile. InPhase recommends not completing any fields on the user
record that you do not need specifically within InPhase, e.g. telephone number, because it will
create a maintenance overhead.
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Standard Roles / Licences

To access InPhase, the user account must also be assigned a licence. Once the user account is
created, simply select the user to you want to assign a standard role (or change a user’s
standard role) to activate the quick edit user panel. Use the scroll icon to select the roles option

Use the scroll icon the in the quick edit panel to select Roles. An InPhase licence can be assigned
by clicking on the dropdown list a selecting the appropriate licence type.

v" Model Administrator
The Model Administrator manages the infrastructure data for the model, grants users
access permissions, manages custom security roles and groups, and always has full
authoring and editing permissions on all locally defined entities.

v Performance Modeller
Performance Modellers can create objects, measures, and reports. By default they
have full authoring permissions on all locally defined entities.

v" Performance Managers
Performance Managers can create objects, measures, and reports. By default they
have authoring permissions on those entities that they create.

v Reporters
Performance Reporters can make full interactive use of all the reports created by
Performance Modellers and Managers and can build these into Portals.

v’ Briefing Book Viewer / Enterprise User
Briefing Book Viewers can browse all Portals for which they have permission, and can
create tasks and enter data and comments for objects, measures, and tasks which
they own, or for which they have Value Entry permissions

Groups (Custom Roles)

Groups mean you can group together users with any of the above licence types and apply
permissions to an entity. Adding these permissions at the top level (Author, Edit, Value Entry
and View) will mean that the users in the group will be able to perform the processes that their
licence allows. For example, an Enterprise user will only have permissions to add data and
amend object properties... they won’t suddenly be able to delete the objective!

Custom Security Roles enable the Model Administrator to manage access to Reports, Objects
and Measures for specific groups of users. The Model Administrator can create groups of users
with similar requirements, or who need similar permissions on objects, measures and reports.
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These Custom Roles can be granted Permissions on Entities in just the same way as Standard
roles or individual employees. (Note: A user cannot be given a higher level of access through a
Custom Role than is permitted in their Standard Role).

Example:

An organisation is made up of an overall parent structure, and several autonomous business
units. By defining Custom Roles to fit each business unit, the Model Administrator can manage
who can access which areas of information. Each unit will be able to see their own
performance, but not the performance of the objects and measures owned by the other
business units.

Groups of users or ‘Custom Roles’ (the bold entries in the list) can be added via InPhase
Administrator and mean that you can manage access to the system far more easily than adding
individual users to the permission levels. This will also help your ongoing development as when
licence holders get added to the system or move on, all you need to do is add them to the
relevant Custom Role(s).

Managing Groups

Click the + to create a group. Enter a name (and optional description) for the group and use
the edit icon to add licences InPhase users to the group. To edit groups, simply click on the
group and click the edit icon to make the required changes.

Model 4 New group x
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Bulk Employee

This functionality is available to support Model Administrators to create / update employees in
bulk. We recommend that you export the existing Employee details first, open in Excel, make
changes and additions, and reimport.

Take a database backup in case of need. If your model is hosted in the InPhase Cloud, please
contact support@inphase.com to request this to be undertaken before re-importing.
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Bulk Organisation

This functionality is available to support Model Administrators to create / update the
organigram in bulk. We recommend that you export the existing departments details first, open
in Excel, make changes and additions, and reimport.

Take a database backup in case of need. If your model is hosted in the InPhase Cloud, please
contact support@inphase.com to request this to be undertaken before re-importing.
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Custom Types

Type

You can create new object types in InPhase and edit the shape and colours of object types
. The main advantages of creating separate object types are:

e Object types can be used to specify criteria for widgets
e Forms can be built that reference fields that are relevant to particular object types
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Details

Count
The number of objects in the InPhase model of a particular object type

Code
The code must begin with a hash symbol (#) followed by 2 letters. Do not use the codes #RM,

H#RC, #PR or #PG unless you are working with the InPhase supplied Risk or Project Add-ins. The
full list of reserved object code prefixes (to avoid using) is:

e H#AS e HCS e H#CH e H#DY e HEX o #GC
e HGD o HGE o HGP e HGR e #HR e HIN
e HMO e HOU e HOC e HOH e HRE e HRS

e HRT e HRC e H#RM o HST e #SO e HTO
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Name
The name should be typed in its singular form (e.g. Incident, Complaint, Survey).

Description

The description allows an expanded name for the object to be included (e.g. This is an Incident
Object). The description will appear as the default object description for all objects created of
that type in the InPhase Model.

Icon
An icon can be displayed in the top right corner of the object when displayed in a model map.
These should be uploaded onto the InPhase Server as Scalable Vector Graphic (SVG) format

Model Map Colour / Shape

The colour and shape of the object can be useful when displayed in a model map amongst lots
of other types of objects. This can enable a quick, visual way to distinguish between different
object types.

Measures

Default measures can be added to an object type. This will ensure that measures added to the
object type will be added to objects created of that particular type. Measures can be created
and added in the usual way. See measures section for further information

Tasks

Default tasks can be added to an object type. This will ensure that tasks added to the object
type will be added to objects created of that particular type. Tasks can be created and added
in the usual way.

Form Builder

All object types have some default fields available such as name, description, start date, etc.
The fields available are customisable and you can add as many new fields to this list as you
need. If you create different object type, you can separately customise the fields available for
each type of object. To change the object type to which the form relates, click the object type
dropdown list to change it.
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You can edit the form for any object, and this will apply to all other objects of that type. The
‘Available Fields” on the left allow you to add an existing field to this form. Note: the fields
beginning ‘Public’ are for the implementation of citizen portal and are not to be used within
standard objectives.

To add new fields to the form builder, select the ‘Create New Fields’ heading from the left.

This lists the different types of field you can create.
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A single line area that allows the user to input either a text or
numeric value. Setting the Field Type property will ensure that the

] | Text Box text entered is validated against the specified type. Set to Text for
text input, Float for decimal numbers or Integer for whole
numbers.

A text box which spans several lines allowing for larger amounts of

Dj Text Area toxt P 8 8

This field presents a single option which can be “checked” to
represent an on state or “un-checked” to represent an off

) | Checkbox state. Best used for single options with a “yes/no” or “on/off”
answer.
This field presents a list of options to the user, who can select any,
S: Checkbox List all or none of the options. Best used when there are multiple

“correct” answers

This field presents a list of options to the user, however it limits
%: Radio Button List | the choice to a single option. Best used for multiple choice style
fields where there is only one “correct” answer.

This field presents a list of options where only one may be
selected. Similar to a Checkbox list, it takes up less space by
Dropdown containing the options within a single box that is only visible when
the field is clicked on. Best used when there are an abundance of
options with only one “correct” answer.

This field presents a list of options where multiple choices may be
selected. Similar to a Checkbox List it takes up less space by
showing the list of options in a popup window where users can
move the either individual or groups of options between separate
“Unselected” and “Selected” lists. Best used when there an
abundance of options with multiple “correct” answers.

This field presents a calendar widget where users can select a
specific date.

We're going to create a custom object field to record whether the
objective is strategic or operational.

[ | Multi-Select List

Date

Note that the order of fields on the form can be changed and existing fields can be moved by
dragging the name of the field to elsewhere on the form.

Editing Fields
Fields and lists can be edited by selecting the to open it in the quick edit panel

Name — Name of the custom field
Type — Type of field




2 |InPhase

Items List — Field list options (if required)
Default Value — Default field list option (if required)
Maintain History — Main the history of field value changes
Enabled — Enable / disable the field
Required — Make the field mandatory
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Custom Measure Fields

In a similar way, custom fields can also be added to measures. For example, you might want to
flag measures which require data entry for target so that they can easily be presented in a
trends. Or flag KPlI measures which need to be reviewed by the performance board. Unlike
fields in the form builder, a custom measure field will be available for all measures, regardless
of which object types they are used in.

Once added, the custom field can be populated through the ‘more fields’ section in the
measure properties, via the object notebook.
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Create New Measure

Your Key Result

Name *

Description

More Details ~

Measure Owner | (none)
Type of measure

Public - Measure Name
Public - Measure Description

Public - Measure Units

Public - Measure Display Order

They can also be viewed from the summary of measures within the object notebook, under

the > More Fields list.

Ensure patient safety

Summary  Measures  Relationships

7 W 7 Number of falls
0000000485

Permissions

> More Fields (8):

> Coordinates (1):

Keywords

Unit:
Agg:
Acc:
Source:
Start:
End:

Format:

Values:
% Var:

Abs Var:

R @ @B = 06 September2021 X

Documents  Tasks  Notifications

Number

Weighted Sum

Sum

Part Objectives: Same Measure
As Objective (01/04/2015)

As Objective (none)

1,235
1,234.99
1,234.99

Pattern: Monthly
Weight: 1
Tolerance: % Variance
Scheme: Red Amber Green
AsSmaller Is Better
oX—=
[¢]

5%
4
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Task Custom Fields

Custom fields can also be added to tasks. For example, you might want to flag tasks based on
the type of task (e.g. audit task, risk task, business planning task etc.).

Once added, the custom field can be populated through the ‘details section in the task
properties, via the object notebook.

BxXxeEE X

Summary
Sally to meet with Adult Specialist Rehab
Normal v | Completed v 100 O ozonzom 31/03/2021 63 30/04/2021
Sally Jones
%
Details ~
ma—) O 0
B < e o [\
A 00O
31/03/2021 Sally Jones Sally Jones v Division A v Fortnightly Red Amber Greer -~ 1
Extended v Key Action - (none) . (none) v
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Export

Export Data

InPhase can import and export actual and target values between models, for datasets created
in the criteria builder. The facility does not export/import other data series (e.g. benchmarks);
0:M settings; reports or views.

Export Citizen Portal

Data is exported from the InPhase enterprise application using the Citizen Portal Export utility.
Please see the Citizen Portal Export utility help in InPhase for instructions on how to use the
utility and prepare your Objects for export.
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Database Configuration

(These settings should not be amended if InPhase Cloud Hosted)
Caution:

The configuration settings affect ALL users of the application. Setting the Database Name or
Server Name to incorrect values will prevent the application from connecting to the user
database. This will prevent people (including yourself) from using InPhase Administrator and
the Web Application. Fixing this problem involves editing the registry or pplus.config file on
the Web Server and should only be attempted by qualified technical support personnel.

The options are described below.

General

Web Site URL
The URL to the virtual directory that has been created on the web server for accessing the
application. This value will be the same as the one used in the login screen.

This setting cannot be changed using the User / Model Database Configuration dialog.

Publish Path

The default path to folder where jobs that publish Briefing Books output the published data.
When you create jobs that publish Briefing Books you can specify a different location than the
default if you wish.

The Publish Path can be defines as a UNC name to a shared folder or as a local path. UNC names
are usually formatted as:

e \\ServerName\ShareName\PathName
Where PathName is a path to a folder within the share

Local path names are generally formatted as:
e Driveletter:\PathName

If you specify a local path name then it must refer to a path on the Web Server.

When an InPhase Application is installed on the Web Server a user name and password will
have been specified by the person that installed the software. The user that was specified must
have permission to create and delete folders and files within the folder identified by the Publish
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Path. If Publish Path is not defined then job steps that publish Briefing Books must define a path
other than the default.

Disable HTML 'Mailto:' Links

If you set this option, then when people use the Web application all email links are disabled.
This means that when email addresses are displayed clicking on the address will not attempt to
automatically start up your email client software. This option is useful if people use an email
client that does not fully support the 'MAILTO' protocol.

Database: Server Name

The name of the server and, if appropriate, the instance name on which the user and model
administration database is located. The application must know the location of a valid model
and user database in order to function. The value is set during the initial installation and setup
of the application. Consult the Installation manual for details.

Setting this option to an invalid value will make it impossible to use the web application or
InPhase Administrator. This option should not need to be changed after initial installation.

Database Name

The name of the user and model administration database that is being used by the installation
that is referenced by the Web Site URL. The application must have a valid model and user
database in order to function. Their values is set when and the database is created during the
initial installation and setup. Consult the Installation manual for details.

Setting this option to an invalid value will make it impossible to use the web application or
InPhase Administrator. This option should not need to be changed after the application has
been installed.

Notifications: SMTP Server

The name of the SMTP Server that the application uses in order to send email notifications. The
server must be configured to run an SMTP Server that allows email relaying from the Web
Server. Please consult your SMTP Server documentation for details on how to achieve this. For
details of the SMTP Server included with the Windows Operating System look in the Windows
help system.

Change this setting if you want email notification to work with a different SMTP Server.

Notifications: Email Address

The email address to be used by the Email Notification system. When the email notification
system generates email messages, it uses this email address in its From: entry. Some SMTP
email servers insist that this must be defined as a valid email address on the server whereas
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others will allow you to specify a fictional address. Check with your email server administrators
if you need additional information. If you use a real email address here, consider that users who
receive email alert notifications may send replies, in which case the inbox will need examining
and tidying from time to time.

Reporting: Report Manager URL
The URL specifying the location of the SQL Server 2005 reporting services web site. Check with
your SQL Server 2005 administrator if you need to know the correct value to use.

Authentication

Use InPhase™ Authentication Only
If this option is set, then whenever a user attempts to connect to the web application they will
be prompted to enter a valid InPhase application username and password.

Use Windows Integrated Authentication Only

If this option is set, then whenever a user attempts to connect to the web application an
attempt is made to connect them using their currently logged on Windows use name
credentials.

In order for this to work, their Windows username and domain name must have been mapped
on to their InPhase application username and the user must be logged on to the Windows
network via one of the domain names entered in the Domains text box.

If the windows user is not logged on to one of the domains listed in the Domains text box, or if
their logged on Windows domain and username does not exactly match one that has been
mapped on to an InPhase Application user, then the user will not be permitted to log on.

This option should only be used if:
e All users log on to one of the domains listed in the Domains text box
e You intend to map all users to appropriate Windows domain and user names
e Internet Explorer on each users machine is configured in such a way that user
credentials are passed to the Web server. Typically this will only be the case if users
access the Web application within an local Intranet

Use Windows Integrated Authentication with InPhase™ Authentication as a Fallback
If this option is set, then whenever a user attempts to connect to the web application an
attempt is made to connect them using their currently logged on Windows use name
credentials.
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In order for this to work, the Windows domain and user name must be mapped on to an InPhase
Application ® user name and the user must be logged on to the Windows network . If the
windows user is not logged on Windows domain and user name is not mapped on to an InPhase
Application user, then the user will be prompted to supply a valid InPhase Application user
name and password.

Passwords
The password related settings allow you to control how passwords are managed within the
application.

Screenshot
e Force new users to change password at first login

This only affects users that are created when the option is enabled. These users will

need to know their initially assigned password before they are permitted to change it.
e New users default password

This defines the default password that should be used whenever you create a new

user on the system.

If you have never specified this then the default password is: password

The following settings allow you to define complexity or strength rules that should be applied
whenever users change their passwords. The rules do not apply to existing passwords nor do
they affect the Default password that you can specify for new users.

Since all users must have a password, a value of 0 actually
means that the minimum password length is 1 character
The minimum number of alphabetic characters that must
be included in a password. Alphabetic means:

e AthroughZ

e athroughz
The minimum number of lower case alphabetic characters
that must be included in a password. Lowercase alphabetic
means:

e athroughz
The minimum number of uppercase alphabetic characters
that must be included in a password. Uppercase alphabetic
means:

e Athroughz

Minimum length

Minimum alphabetic

Minimum lowercase

Minimum uppercase
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Minimum numeric

Minimum non-alphanumeric

Minimum non-alphabetic

The minimum number of numeric characters that must be
included in a password. Numeric means:

e Othrough9
The minimum number of non-alphanumeric characters that
must be included in a password. Non alphanumeric means:

e notAthroughz

e and not a through z

e and not 0 through 9
The minimum number of non-alphabetic characters that
must be included in a password. Non alphabetic means:

e notAthroughz

e and not athroughz

The following settings allow you to manage password aging within the application:

Minimum password age

Maximum password age

Days before reuse

This is the minimum age, in days, that a password must be
before a user is allowed to change it. A value of zero
disables this option.

The maximum age, in days, that a password is allowed to be
after which the user is forced to change it before it can be
reused. A value of zero disables this option.

The minimum number of days that must elapse before a
user is allowed to use reuse the same value for a password.
A value of zero disables this option.



