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General Navigation and User Preferences 

 
 

Accessing the Site 
To access InPhase please enter your unique 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. 

 

 
 
 

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. 
 
 
 
 



 

 

Workflow Stages 
 

Legal/Claims Workflow 
 
The Legal Questionnaire in InPhase has a built-in ‘Workflow’, which controls the movement of the 
record from the moment the Questionnaire is opened to create a record, until the point at which the 
record is closed. 
 
The Workflow for your Legal Questionnaire is displayed below. 
 

 
 

  



 

 

Explanation of Stages 
 
New 
 
When the Questionnaire is opened, the record is in the ‘New’ Stage. In this stage, you can complete 
the necessary fields, and then click ‘Submit’. Once you click ‘Submit’, the system will save the 
information and create the record in InPhase. 
 
InPhase will display details of the InPhase ID number for the record you have submitted. Please take 
a note of this, as it is a useful way to quickly locate your record within the Legal App. 
 
Potential 
 
Once the record has been submitted, it will sit in the ‘Potential’ Stage. If you are the Owner of the 
record, the record will appear in your ‘My Claims’ page.  
 
Once you have completed the necessary information, you can move the record to the ‘Confirmed’ 
stage, or reject the record, by using the buttons at the bottom of the Questionnaire. 
 
Confirmed 
 
The buttons at the bottom of the Questionnaire allow you to either Save (record remains 
‘Confirmed’), ‘Complete’ the record, or Reject the record. 
 
Rejected 
 
If the record has been rejected from the ‘Open’ stage, it will move into ‘Rejected’. Once in this Stage, 
you can enter the ‘Details of Rejection’. 
 
Closed  
 
If a ‘Confirmed’ record is ready to be closed, the user must click the ‘Completed’ button. This will 
move the record into the ‘Completed’ Stage. At this point, the system will automatically enter the 
‘Closed Date’ for the record. 
 
Archived 
 
Records can be moved to an Archived state if needed. Once in ‘Archived’, the record will become 
read-only, so no amendments can be made. If a record is moved to ‘Archived’ in error, an InPhase 
Administrator can move it back to the required stage. 
 

  



 

 

Legal/Claims 
 

Create Claim 
 
To create a new Legal record, click on the ‘Create Claim’ button. 
 

 

 
 

 
This will open the Feedback Questionnaire. Fill in the necessary fields, and then click ‘Submit’ at the 
bottom of the Questionnaire. 
 

 
 

  



 

 

My Claims 
 
This page displays all Legal records that are assigned to the user viewing the page. The ‘counts’ that 
run across the screen display how many records of each type are assigned to the user. 
 
The details of the records display below. 
 

 
 
To view the details of a record, double click on the item in the table, and the Questionnaire will be 
shown in a pop-up window. 
 

 
 
 

You can make any amendments that you need to, and at the bottom of the Questionnaire, a series 
of buttons will display, that allow you to move the Feedback record between the different Workflow 
Stages. 
 



 

 

 
Please note that the buttons will vary, depending on which Stage in the Workflow the record is 
currently sat in. 
 

Open/Closed Claims 
 
These pages display the details of all Legal records in the system, not just those that are assigned to 
the user viewing the page. 
 
The pages are split between ‘Open’ and ‘Closed. 
 
The ‘Open’ page contains records that are sat in the following Workflow Stages. 
 

• Potential 

• Confirmed 
 
The ‘Closed’ page contains records that are sat within the following Workflow Stages. 
 

• Completed 

• Rejected 

• Archived 
 
The page is structured in a similar way to the ‘My Claims’ page, with ‘count’ visualisations displaying 
how many records sit within the different ‘types’. 
 



 

 

 
 
 

Claim Actions  
 
This page displays details of all Actions that have been added against Legal/Claims records. 
 
You can filter the tables using the slicers at the top and can edit the Actions by clicking on the ‘Data 
Entry Mode’ icon. If needed, the Action table can be exported to Excel by clicking on the icon in the 
top right corner. 
 

 
 
 
 

  



 

 

Claim Search 
 
This page allows you to search for any Legal/Claims record. 
 
You can enter your search criteria into the fields running down the left hand side of the page, and 
then click ‘Search’ once all your search criteria have been entered. 
 
The search results will then be populated in the table, along with a ‘count’ of the number of result(s) 
found. 
 
 

 
 

 


