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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

#InPhase

Username:

Password:
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Navigation
To navigate to a page, click on the icon in the main menu.
3 MylnPhase Reports Portals MONN. O o2March2022 Q & h @
” Home  Request for Information
L]
Oversight
——toBhoce

2 ETE A
O AW

Mortality Risk Safeguarding

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

2sMay2022 Q121 @

Inphase Consultancy
Profile

My My Dashboard

& change Model

E, Manage My Sessions

[]) view Mobile Layout
.
{7} setHome Page

ﬁ Clear Home Page

E—> Log Out

Enter your new password in the fields provided and click save.
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Login Details MNotifications

First Name Inphase

Initials

Surname Consultancy

Change Picture...

Change your password

P ord L 1 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 in the top right-hand corner of the screen. Click the date to produce the calendar.

25 May 2022

< May ~ | 2022 -~ >

Mo Tu We Th Fr Sa Su

25 26 27 28 29 30 1
2 3 4 5 6 7 8

g 1w mMm 12 13 14 15
16 17 18 19 20 21 22
23 24 26 27 28 29
30 3 T 2 3 4 5

Today
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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.

Actions B

Please click the icon to create any Actions if required

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 an
Action 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

Summary ~

Name *

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

Normal v Mot Started v o] 27/04/2020 . 28/04/2020 . o] 28/04/2020 -

Owner

Inphase Cens...

Deseriptior

Once you have completed the required fields click Create.
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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.

New
1
Potential
/ |
Confirmed
Rejected Completed

Archived E
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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.
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Legal/Claims

Create Claim

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

Claims 16 March o M @
{3} Reports Portals S eMmarcnzozz Q 2 h @

“ Home  Claims  Claim Search

My Claims  Closed Claims ~ Claim Actions

InPhase Claim Management

Welcome to the InPhase Claim Management App.

In this section you are able to record, update and report on Open Claims raised within the organisation.

Claim Inquest Contracts Property Court of Protection General Enquiries 549 Requests

242 169 0 12 0 2 0

] Legacy ID Owner Claim Type Opened Date Claim Stage
A7 sedoctod AN'S selected To Al 2 selocted v m

L] Legacy ID Owner Claim Type Opened Date Claim Stage View
Legal 00000005 1386 Cafford Linby Inguest 1 Apr Confirmed ( Views )

Corporate 2019 L
Legal 00000017 1814 Nicola Legge Claim 27l Confirmed ( views )

Corporate 2020 b <
Legal 00000037 2505 Natasha Brown Claim 030ct Confirmed  Views

Corporate 2022 =

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

Record Data

Legacy ID Legacy ID

Email notifications log

Log of all automated notifications
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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.

{) Reports  Portals M‘;;‘I’:fns eMarch2023 Q 2 h @

” Home Claims  Claim Search

My Claims  Closed Claims  Claim Actions

InPhase Claim Management: My Claims (Lewmecam- )

Welcome to the InPhase Claim Management App.

In this section you are able to record, update and report on Open Claims raised within the organisation.

Claim Inquest Contracts Property Court of Protection General Enquiries 549 Requests
[} Owmer Ciaim Typs Opened Date Claim Stage
Select options Select options. Select options To Select options
O S S S S S|
There are na items currently matching the criteria

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.

() [ — Ciaims e St (7]
It Claims: Legal 00000005 o+ @ B X
we
Legal ~
Int ¢
#InPhase Oversight
Legal
#  Confirmed
[[+]

Record Details

Leg Type * Inquest N

Subtype * Please select

Ownership/Responsibility

Leg

Legal Services Handler * ‘ ‘ Clifford Libby
Leg

Manager * ‘ ‘ Tony Saroy
Leg.

Py Ery T——

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.
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Record Data

Legacy ID 1386

Email notifications log

Log of all automated notifications

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.

e Potential
e Confirmed

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

e Completed
e Rejected
e 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’.
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{} Reports Portals [:\Dsilg‘g;ms BMarch202z O 2 h @

“ Home  Claims  Claim Search

My Claims  Closed Claims  Claim Actions

[ createclaim— )
\

InPhase Claim Management: Closed Claims

Welcome to the InPhase Claim Management App.

In this section you are able to update and report on Closed Claims raised within the organisation.

Claim Inquest Contracts Property Court of Protections General Enquiries 549 Requests

492 1,649 0 0 0 0 0

o Legacy ID Owner Claim Type Opened Date Claim Stage

All7 selacted All7 selected To Al 2 selected w

D Legacy ID Owner Claim Type Opened Dats Claim Stage View
Legal 00000002 10 1an Marks. Property Expenses Scheme 03 Sep Comgletad ( View=

Corporale 2012 \
Legal 00000004 881 1an Marks. Claim 31 Mar Completed (" View=

Corporate 2017 -
Legal 60000007 808 Cally-Marie Henderson Inquest oafen Comgieted (" Views

Corporate 2017 ~

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.

£} Reports Portals tMarch202a Q& M @

Claim Actions

&y rome  cams  Camsearcn

Claims Action Tracker ( crmeciam )

Owner Due Date Between Stage

Inphase Consultancy w© Not Started

Due Date wpletion Date (est) | Late by Working Days Action Update
10000 - HCW 1 to be supported 0% nat set nat set not set

to work under the supervision of
the murse-in charge or e | 10| BB inshase Consuitancy
manths
10001 n?;;‘ah':n':?::ﬁrrum m [y Inphase Consultancy [ not set not set ot set

10002 - Raise Profile of Closed 0% nat set nat set not set
W S (D B e oot
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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.

; . Claims N +
{2} Reports Portals Gl e wMarenz202a Q 2 M @

” Home  Claims  Claim Search

7 2 8 D Legacy ID Persons - Surname Handler Opened date
result(s) found .
Legal 00000004 861 Claim Tan Marks 31 Mar 2017 Completed (T
InPhase 1D
Legal 00000017 1814 claim Agsiere icola Leqge 27 ul 2020 confirmed )
Legacy ID
Legal 00000018 574 Claim Tan Marks. 05 Apr 2016 Completed a
Type
Caim Legal 00000020 575 Claim 1an Marks 06 Apr 2016 Completed (7}
Subtype
All 33 selected Legal 0a0o002z se3 claim 1an Marks 06 Apr 2016 completed 0}
stage
Al 4 selected Legal 00000024 577 Claim Tan Marks 06 Apr 2015 Completed a
Handler
All13 selected 5
Legal 00000025 578 Claim Tan Marks 06 Apr 2016 Completed (T
Manager
Alg seected Legal 00000027 s85 Claim Tan Marks. 06 Apr 2016 Completed a3
Incident date
o =
Legal 00000029 586 Claim Tan Marks 06 Apr 2016 Completed (T
Opened date
1o .
Legal 00000032 185 Claim agbogah 1an Marks 21 Nov 2013 Completed 0}
Closed date

to B N . o - . ~




