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What is iplanit?

Welcome to the iplanit facilitator guide. iplanit is a secure
online service which helps people and their supporters keep
track of their plans. It also helps team members and provider
management monitor progress on plans and allows you to
easily build a picture of how we are doing across the provider
organisation.

With iplanit, the provider tfeam member can see the details of
plans for those people you have a direct connection with. You
can update how individual acitons and outcomes are
progressing, communicate with team members and individuals
about plans, share best practices and manage video, pictures
and music that relate to those plans.

planit saves time and effort in terms of plan administration and
team working with colleages. It helps to put the person into the
centre of the planning process and supports all best practice
Person Centered Planning approaches.

iplanit is easy and fun to use. This guide will explain how to use
iplanit.

You will need to have an account set up on iplanit before you
can start using it — ask your iplanit administrator for help on this if
you don't have one.

Once you know your account details, you can log on .....
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1.0 Logging on to iplanit

To use iplanit you will need internet access and computer with
(‘“\. a web browser. The type of web browser is also important
o iplanit works best with Internet explorer version 8 and greater
and latest versions of Firefox, Chrome and Safari. (Ask your
iplanit administrator if you need help with this)

Your iplanit administrator will give you a website address for iplanit
which you type into the address bar of your web browser. When you
enter the web address of iplanit you will see a screen similar to the one
below. It would be a good idea to create a shortcut to the website by
using the favourites or bookmarks tools in your web browser.

Use this space to write the WEB ADDRESS for your iplanit system.

» Pt Laga B . 2 "5 0 3
c 911931931 e 5] =

Type in the website
address for iplanit here

planit

To access Flanit please enter your detalls
el

44444 .

— £ ©

Type in your username
and password here then
press the login button

S =Y

Now enter your username in the username box and your password in
the password box and then press the “Login” button with your mouse.
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Remember your password is case sensitive. The letter capital
(—W “A" is not the same lowercase “a”. If you enter the incorrect
o" values a message will be displayed and after a number of
incorrect attempts your account will be locked. Should this
happen, contact your administrator

The opening page is displayed when you log in — by default you
should arrive in the people tab as shown in the screen below. I will
list the people which you have a direct link with or support.

».  Remember: If you are not currently linked to any people you
*o support, then this sreen displayed below will be blank.

iplanit is organised so that you can easily see alerts about overdue
actions, overdue plans and new messages on the right hand side of
the screen. You navigate around iplanit just like any other web
page, using your mouse to click the tabs, text links and buttons. If
you hold your mouse over a tab, link or button, a help message will
appear telling you what this it does.
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2.0 The People Tab

This is the first screen you will see when you access iPlanit. This screen
shows your case load and is a list of all the people you are currently
directly linked tfo. It is possible that several pages are available if you
are linked to many people. Linking is the term user to identify a person
(service user) that you have a valid working relationship with. If you are
not linked to any People on iplanit then this screen will be empty.

The iplanit system protects the privacy of individuals whom your

organisation supports. You will not be able to link to every
@. person on the system (unless you are a senior manager) only to
W the people you have a direct relationship with. If you do not
have the option to link to people you can ask your manager to
do it for you.

Click here to see
your overdue
outcomes or plans

Click here to see
your messages

on iplanit
P
Gurich Mrvigation | 2. 12 5 Farec = Sort this it byt murraems. :r-m
Laura Armstrong  Lecorion @ Savter 18 Crewrdhm actions
Leare
= e

Jame Broswn  Locordon @ Caeter

Click here to go to
is person the help screen for
this page

.
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_ Some of the screenshots in this manual have numbered
@;. “bubbles” indicating a recommended order for you to review
¥ the screen functions.

The People Tab (the first page you see when opening iplanit) is where
you can access all the information about the people you support. You
may use the people tab whenever you are working with people and
updating their information. The image below shows what you will see
when you click the _ button.

Wy Tasks My Plans Messages (0]
Quick Mavigation | Gz ts & Darson o Pags 2 @ Sortthin list by : surmama |* @
Laura Armstrong  Location : Exeter
m - Record a Hew Plan g Published Planis) Unpublished Flamis) ! Outcomes
3 total: (1) etk (7] vokal: {13}
[ ]
% Hotes and Logs Calendar Other Options
o 16, 2094, 111 pm
€ ciosere

N The number of the button and labels displayed in the example
(_ . screen shot below is dependent on the iplanit modules
available on your system.

"R__ A

2.1 Person Profile Page

The person profile page is where you can view and update personal
details (where permissions are set up) for people you support. You
can arrive at this page when you click on the person’s picture in the
“People” screen, as shown on the previous page.

Your organisation may choose to store different information than
that shown below in the example below, so it might look slightly
different, but the format will be the same. You can click on the
menu tabs to see/add more information about this person.
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Remember the ability to add, edit profiles and delete people
on the system will only be available to certain users such as
managers or administrators

Click here to

view/edit profile

data such as name

and address. You

can also edit the
N

|| pel

& Person’s Details

£

Click here to
change the Person
status e.g. Left
Provider

N

=
i

GoBack | [X] Delete = Print this parson | & Unlink from Everyone | [ Edit Persons

Click here to see
additional profile data
for this person

Click here to edit a
person’s login details
e.g. to change or
reset a password

; \
wm/m
f &

Eura

Bura Mobile No:

Armstrong English

Borough:

14/01/2013 -~ Exater

From England

Female

07/11/2011

E

&, Add new Person | £ Person Relationships ~

El.elﬂ

Y,
|

slightly different
information

Use these tabs to add, edit,
or print a person from iplanit.
If these are not shown, it
means you are not allowed
to do this (speak to

administrator to change)
- /

Click here to see

people’s relationship info

on iplanit,
e.g. parents, friends
they have invited

N

J

iplanit
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3.0 Recording a New Plan on iplanit

Recording the details of people’s plans is one of the most important
aspects of using iplanit. iplanit supports lots of different types of
planning templates including custom made templates that your
organisation may have created.

You arrive at the iplanit page below by clicking ‘Record a New Plan’
for the relevant person on the ‘People’ page. The following pages
show you the basic steps in recording plans on iplanit for the people
you support. Once you have done this, the people you support will be
able to view their plans online, see how well they are moving towards
achieving their outcomes, and see what actions are being taken to
support them in doing this.

Remember iplanit is not a planning tool and does not replace
@. good planning practice. iplanit records the details after the
WY planning session has occured. Instead of recording the results of
a planning session in a word document you record or copy the
results into the iplanit system

Pou chone from the waes of
11y ek 00 aih st vt

the plan and start
entering plan details

iplanit Support Worker Reference Guide

IplC]ﬂIT Aspirico (C) Copyright (2014) All Rights Reserved



3.1 Entering or viewing sections of the plan

The screen below shows the sections of the plan you are creating. You
enter the plan by clicking into each section and adding the
information asked for from the persons plan.

Each organisation using iPlanit have customised planning

(‘“‘\ templates. These reflect the people each organisation supports.

*o Needs assessment and risk management section are options
_ within some planning template these are show in section 3.7

e " ))
Click into each plan IDIOan o
section to view & s T
enter information tas

Rk o Ve b by Wy g et b B P

If you wish to enter information into a section of the plan, click on the
picture (icon) of the plan section. Each of the pictures represents the
main headings in the planning template e.g. a Support Plan would
generally have 6 to 8 different sections. The example above is a One
Page Profile Planning template.

3.2 Adding background information into a plan

Each section of a plan wil capture different types of

@. information. Some information is classified as static or

WY Dbackground information e.g. good things people say about me

_ other information is more important and needs to be
monitored e.g. what must happen, support me by doing this
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Every plan contains different types of information about the person

and the planning process.
sections

within a person’s plan that are more

What this means is that there are some

important which you

want to monitor e.g. goals/outcomes that someone wants to achieve,
and some that you don't e.g. “"What people like and admire about
me”. Some sections of plans are naturally more “frack-able” (in terms
of monitoring progress) so iplanit adapts each plan section to take
account of this. The screen below shows you how to add a non track-
able item. This is generally background information about the person or
may be a list of people that are in the person’s circle of support. Read
the blue text at the top of the page for tips on what type of information
fo enter.

Click to get back to
plan section list

N

AN

I\

Click here to link a plan item to
a piece of media (e.g.
image/video/audio)

Jellelalll

Click here to go to
the next section of

this plan
N —

)

ASPIRICO
Achining W' pescie!

® soctmes

Far 8 more Oetated desLTmon o8 & an Nedy

THIS PLAN SECTION 15; Who contebuted | THE PERSON WILL SEE: WD

Mot "Wt peagie 4

Tt aomwe sbout the perce” | ©

to enter an
save

(—"\ When we record information into sections of a plan you should

' avoid writing long paragraphs if possible. For each separate
item you wish to record remember to click save and then add
item again to start inputting new information. e.qg. if we want to
say, the person is brave, has a good sense of humour and is fun
to be with this should be three separate items not one item with

k)
-

4

multiple lines.

iplanit
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You can use this space to make some notes:
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3.3 Adding an item that you want to monitor or track

“Trackable Items” are important items in the plan which you may want
to create a person centred outcome form. When entering the item,
iplanit asks you for information on whether further action is required,
what issue this relates to, and, if you don’t want this item tracked, what
the reason is. The screen below shows how to add a trackable item to
a section of a plan. In our example we are sfill in Jane's one page
profile Plan and are in the ‘What is important to the person’ section.

For Assessment Based/Workflow plans, the trackable items can be
indicated in any area where you select if action is required. You will see
this option in all areas of the support plan where you enter support, risk,
crisis management or disesngagement plan data.

Track-able items are important items in the plan that would
i ciec
L1 ) usually have a person centred outcome associated with them.
e.g. |l want to get ajob

If you don’t want to make
this item trackable you can
click here to provide a
reason.

— ~——

Click here to go
back to the
previous step

L .. By clicking the
o - preview button
T o e s a «===you will be able

n(un-'cl-mwn-n-nunu.mmu’ e Lk T to See the plan

Soe of the plas hoss important krkermution St »iN Se Bokad t & peru

v

your information
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3.4 Plan Preview Buton

The plan preview button allows you to preview what the plan section
will look like on the person side while you are creating the plan on
the staff side. This function will save time and you can easily and
quickly view what the person will see at a click of a button.

° ° )]
ID\CIan Asrimico

My Tasks My Plans Messages (0} Reports
A5 =
i HOME . PREVIOUS WHAT™S IMPORTANT TO THE PERSOM HEXT

This section of the plan holds background information about the person
For a more detailed description click on help,

THIS PLAM SECTION I5: What's important to the Person | THE PERSON WIL'. 5%E: Whats Important

g',‘-ﬁﬂd now plan fem # Romow tom _\_-j.ﬁn:l'nr- tom d Undechiem flom l'lenl': mede _" Prossow Filtar Mol Archived
Moo Information descriphon Prroats
| To be listened to and understood. = #

When Preview button is pressed the person side will appear such as
below:

&

@ Leurs i very kiod and thoughtiul

“d > >

@ Laura is greac far 3 gossip

@ LAUrE iF vary detemined and independent but alasys ready 1o laam -
great to work wicth |

@ Always sakz abowt my friancs and family

® laurs
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3.5 Action Plan - Viewing all actions for the plan

When you have finished loading up the basic plan data and have
progressed through each section of the plan, you will arrive at the
Action Plan page. This screen shows you all the plan items that have
actions listed against them.

You can then choose to link these actions to the relevant plan
outcomes that you are going to measure and monitor yourself or your
team against. The screen below shows you how to do this.

important and should probably have outcomes associated

@ This screen is simply listing all the items from the plan that are
= with them.

All Trackable

@ orsvious CREATING THE OUTCOMES, PCP AND
SKILL TARGETS.

nt items entered in this plan] for the person Laura

Laura’s current trackable items. To tink an item
in this Nst with an outcome, click the check bo
next 1o the feen and then right click
"Hinked to outcomes™ coby

rking with plan:

Laura full support plan

T Snow oaly Action requéced | - Togghe view | (B ccilepee gia

Stats ~, Imporiant Limiec iz e outre

v ’ ] - -
. Laura needs SUpport 1o maimias hers benits ’”‘ﬂ""’ soough
; my ;]
Q Ao Astim 1% 1 T
SUPTONT FLAN | Economiz Well Deiegl More options «
Laura ia cutfenty o monis in Serears on her rent nd may Secome homeless is immaciae .
.‘ . i sometimes don b
ackon s ot facen maney for my rent
O Asdaman (VT 4F5 1A

More options «

I somelimes donl
maney for my rent
O Aad Acsor 1% 1A

More options »

order lo leam o use intemel Sut 50 far have not felt well
sroken | would 1ike 10 By a new computer and can do mfg‘tﬂm':{“ how

| miay a5k staf mmtomom:ﬂa!w ( o

¥ hems rom eBay 3nd 1o amal my . | have not

ELEEL ST N

There is also a “collapse grid” that gives the staff member more space
to view all outcomes if required. There is a new “More Options” button
which allows you to link a new outcomes to the important support
item, This has the same function as the right click menu previously
available on this screen but will help some users who sometimes forget.
The feature also shown the most logical option as a quick pick e.g. if a
support items is linked to an outcome for the person the most logical
next step is to add an action to that outcome.
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3.6 Creating a new Person Centred outcome

If you want to link an important item in your plan to a new outcome
that doesn’t exist yet on iplanit you need to create a new person
centred outcome. This screen shows you how to do this.

You can access this screen in two ways A) Chose “link to new
outcome” in the bottom right (pop up menu) of the previous screen or
B) by clicking on the “Outcomes” option for this person in the original
“People Tab"” and then select “create new outcome” opftion.

outcome

Person centred outcomes should probably start with the phrase
@. “I want to” or “I need to”. Try and record the outcome as the
=" person would have said it.

. = iplanit Support Worker Reference Guide
IplC]ﬂIT Aspirico (C) Copyright (2014) All Rights Reserved



3.7 Optional (Needs assessment support plans)

Some organisations use a highly customized Assessment Workflow fo
support plan with individuals. This means that you would start the
support plan by capturing the persons support needs by answering
questions. The completed assessment begins to populate the support
plan with the identified support issues or needs for the individuals. You
can then add support details or risk management details to each
item/need. The assessment is straightforward to complete, there is an
example below. For most questions you simply idenfify that that need
exists for the person and then identify if or what level or support is

needed.
ISJIOINTE S
Fexte Denwsoars Marseger Fegerts Pefenrendy b asthonsrsometil
Wikionme Adwis Uiar Ta your detadied sssessment bbs mathes scroen b i
@ emepn deren)
.& W10 e Gl o U (epent Gor U sebactud webemibm, Lo s o [Ny o A R
1 A 3 Metory o I8 Yok b4
A 19 eveian aad
Suppart Flamebeg Assiemnn
z | S e
(b “wrre

3 Uhan aed imadetain all benelins o lncome v
wvalalie 1o then

«  Defget on a reguier Bavis 0.3, rest o Wi or v
e e

Some organisations use this functionality to capture, identify and
mitigate risks within the support of an individual. In these cases you will
be asked to complete arisk assessment score similar to the one below.

ir D965 e persan need sepoart in warship o coleteate spliteal naeds
ar refghar.

Likelihood and severity of
risks are recorded. Usually
onascoreof 1 -5

v If the risk is not present

select N/A
19 For Wis persoe nivel s the rink af felieg e avenege el profdeess duw to segiect 1SRN . "0’..\

< J

™ hnu?-un-m‘wﬂnhm-mlh—m-t-

10 Dows the pursen sead spport ta regleter sl o doctor? v

31 Dows tha purven sowd nepport with pprevivieaty aee v
Peabatainbeg cantant melh pwereal hesth ee prodescanah

13 Dot the pevsen sead et with thele sexisslily sol pmeder
Mertity !
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3.8 Optional Update a Risk ltem

To update any risk items you might have associated with a plan go into
the relevant Plan section where you will be able to see all the risk items
for the person. In the below example the section is Hazards, Risk levels
and Contfrols.

42" BACK TO HOME ‘ PREVIOUS HAZARDS, RISK LEVELS AND CONTROLS NEXT ’

Go to Plan Section =

This screen shows all hazards and risk ratings for the person and also any controls we have in places to reduce or mitigate the risk. You
can add new hazards or controls for this screen if required. Hazards shown in blue are independent and are currently not linked to any
detailed support requirement.

@ Add hazard | (58 Archive item | [ Filter | Not Archived ~
Hazard risk and desaiption Risk ta? Likelibood Severity Score: Primany
= 4 Failure to take medication $ Mg=- --=-=- = f1:_t3% 4 (Serious) = 16 (High Risk)
¥ | @ Remove this hazard
Lzura may fonget to take her medication, Person 4 (Lt ) Add control to this hazaed 16 (High Risk) @
Lzwra to kesp medication in lockable cabinet in her flat, Staff will keep medication  Person 3P| e & (Low Risk) =
in = lockzble szhinet in the ffes unti Lzur= gets = lock for har kitchen cabins, CRITY. | L
St=ff will suppart Laurs re-order medicztion, Parson 3P @ Hazard audi & (Low Risk) (@] |
= & underdose on medication Mare options
B
3 (Possible) * 2 (Moderate) = © [ edium Risk)
Lzurza may over/ underdoss on medication on 2 ragulsr basis Person 3 (Passible) 3 (Maoderats]) 9 (Medium Risk) @
Lzurz is remindad by her friznd Pater to tzke her madication whilst 2t his flat Parson 2 (Unlikehy) 3 (Maoderats) & (Low Risk) (@]

By clicking on the Edit Main hazard a pop up box will appear where
you can edit the risk item.

- N s —
fings fo Add PCP hazard x| K. You
SCreen to any
Potential hazard description: .
What is the hazard? E.g. Risk for faling when cutside. Remember a hazard had 2 primary or
defzult risk and several potentizl controls that reduce or increass this default risk., L
Thoma L | B 7 U |A- V- |@% E] -
Failure to take medication r_imar'\,f
i Rislk)
Private: b
Mo o I
+ Staff wil ]
: for her B I
Primary risk description: by
What is the existing control measures or the risk if we do nothing. il =
Tehoma . |B 7 U A~ %[ % [E]
Laura may forget to take her medication.
r basis b
cation wi b
+d tzke m b
= with s
N Likelihood: Risk to?
- 4 {Likely} ~ Person =
Severity: Score: L
d prewen )
SBalanced | |4 (Serious) v 16 (High Risk) b
p : ................
................... Save Cancel
slan and i B
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4.0 Managing outcomes and related actions

After you have added a new outcome as shown on the previous
section, you will be taken into this outcomes screen, which lists all the
outcomes added for this person from their plans.

You have opftions to choose only outcomes from specific plans and
you can see old outcomes which have been archived for this person
and are completed. From this page you can update progress on the
outcome, create more outcomes, add and view actions that support
this outcome, and link this outcome to media files.

This page DIOnTT ssmemco

S S ... Click here to see only
b - trackable/important
items

Click here to link
this outcome with
a picture, video
or sound file

N

Place mouse over this
icon to indicate the

current status of the Click on text to

Use these buttons

; to navigate see actions that
SUtCﬁme ‘tﬁl'thI(t:ON through your lists support this
o change the status of outcomes outcome
N N

In the ideal world outcomes are always part of a plan. This is not
@'. necessarily always the case and outcomes (with supporting
¥ qctions) can also be standalone and not linked to a plan. You
may find the iplanit Guide To Oufcomes useful.
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4.1 Viewing, creating and editing actions

If you have created a new outcome for a person you will probably
want to add new actions to support achievement of this outcome for
the person. The following screens show you how to do this.

Most person centred outcomes will have a set of actions that
support the outcome for the person. If you have a support plan
@' already then the action plan from this will closely match the
‘¥ qctions created on iplanit. The outcome will tell you why you
are doing the actions e.g. “Person said | want to get a job*

To view actions for the outcome, click on the name of the outcome as
shown below.

Jmnsmm - [Blgas

iplanit =

- P reiages e ————

-
Tres 5 2 52 00 T Dot vmes S0 Semnviier

Wi Fiess 2

~ A B o Lae mziame
S8 Be P A 1vvrnre
voge
e 1 - v
“— — (o —==vv=
> =2 G =
= - -
- - > ~—

Stes Outcone Person wants] Outcene Prviger Oanficason]  Due Dute AtDoos

T oaen o s wren Docky Shat Jewviee 3w ateres M $e o
10w a2 =2 3t gy e e T
%24 D o e
Ta N s Dl SR OCH B DG G as COTTEER, WS Meels Ew 3
i
¥ N2

- Fromszz=m b W

> e
This icon indicates [
the status of the
outcome - click
here to change
the status
N J
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4.2 - Adding an action to an existing outcome

If the outcome currently has actions associated with it they will be
displayed on this screen. Outcomes that do not have any actions at
the moment will have a message displayed “No actions recorded”.
From this screen you can also edit or view the outcome itself. Use this
option if you wish to change the text of the outcome, change its dates,
change it percentage complete (if enabled), or to make the outcome

private.

iplanit e

m Myfasks  MmPles  Messsges Mepes

mm:mmwmmnéhmmnwmwmm

Rofoted acticns. Chck ks g 22€/View 0 outzome
uie the Scoers X na KPL adea

Status What [Ase We Dotey)

T —
bascy - hon to comrect

Remember if an outcome is completed or not achieved then

KPS Linkiod [Ohck Phas to add meve]

(4]

.....

you will not be able to add new actions to it nor will you be

@ able to change the outcome. Your system administrator may

perform this task for you if required.

4.3 - Creating a new action

To create a new action for a person cenfred outcome, click on the
“add action” button in the previous screen. Then the following screen
below will be displayed. Fill out the actions details and press the submit
button to save this new action. Editing an existing action can be

carried out with the same steps.
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action

When you create an action on iplanit you are describing the
steps or project plan that is required to achieve the person
9 centred outcome or target. Each action must be assigned to
(0; one individual that supports the person even if several people
= will be supporting or working on the actions. Each separate task
you wish to measure should be created as a separate action
rather than each individual action containing several different

tasks

4.4 Outcomes Page - Viewing & Updating Outcomes

The outcomes page is an easy place to see and update all the
outcomes for a person you are working with. You can filter
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outcomes from a particular plan, and also quickly add new
outcomes. The screen below shows you how to update outcomes.

Click here to Click here to create
filter outcomes a new outcome for
by plan this person

Ton o 0 4 o e Putromen ¥or Lawrd

4.5 Review and update actions supporting an
outcome

Actions that support an outcome often need to be regularly updated
to monitor progress. If you click on the text of an outcome in previous
screen above you will arrive in the screen below.

This screen lists all the “who, what, when" details for actions recorded
against this outcome. It also allows you to edit actions, update
progress, view progress charts, and link media to an action.
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Click here to add a new
action to support this
person’s outcome

iplanit

p By fashs Wy Plosas Messogus Megarts

L bara contributing 8o | want to learn how 93 wae sasl and inteerw

Description of

* @iogost

© waouwienes

(4]

KPS Linkod [Ohck Poss to add mere ]
A 18 pwerne actions

A 1 overdue shars

ABMRICO

g s s

Click text to
edit this
action

Update progress icon
Click on ICON to
update progress on
this action. (see
following sections)

Click to link this
action and a media
file e.g. image or
video. (see
following sections)

Click ICON to
view progress
charts on this

action (see
N

following

sections)
N

J

Remember most actions created on the system will use the

simple tracking option.

This means the actfion is being

monitored simply as done or not done. Actions monitored like
this will not use the graph opftions

4.6 Updating the progress on an Action

To update progress on an action you need to “Run an Assessment”.
When you click on the “update progress” ICON in the previous screen it
will take you into the page below, which shows you how to record

progress.

iplanit

iplanit Support Worker Reference Guide
Aspirico (C) Copyright (2014) All Rights Reserved

24



° ° ’))
iplani seomee

My fasks Wy e Hessoges Neperts

Oveveurnie + @) Logost

[Progress Geagh or Sappert seatf 1o prowit o tep by step ictarel e 30 L Can STACtce withoue Stuf 316gor..

Updatw Progrees e Sawtar bz Frevioss page

Iimw:mmmmrmmmﬂsmmnmmm

Please onswer the Sollowing guestion. Tn your oginion how would
PresRIn.

Ao pewes Ce
18250 0

o !Nﬂuu b3

4.7 Progress Chart for Actions

When you have made a number of progress updates on your actions it
is useful to be able to see a chart of progress to date. By clicking on
the “progress charts” button highlighted in the “Review and Update
Actions” screen previously, you will get a graph like the one below

(assuming the updates have been entered).
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4.8 Linking media to an Action

It can be useful to link media to an action, for example if you wanted
to show the stages in someone’s new house being built.

Again, from the Action Review screen described previously select the
media link highlighted on the bottom right. It will bring up a pop up box
with the persons media items. The screen below shows you how to do
this.

Click here to
filter by media
type

ID|OHIT

lllll Wy P Marsegun Hapurts

| & oagee  Vdem | Ac | Ocuments
Acthevm caraitating ta | want 1o beer

o
e U o

L '
, s

N
e
[ £ . e 3 v
zax

Setus What |Ase We Dang)

o

This is the action
you are linking a
media files with

N
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5.0 Linking Key Performance Indicators to Outcomes

Your organisation may use Key Performance Indicators (KPI's) or Lead
Performance Indicators (LPI's) such as the Care Quality Commission
(CQC) standards to monitor how well as an organisation it is doing in
terms of improving people’s lives. Your organisation may also have its
own KPI's to monitor performance and outcomes. iplanit makes
monitoring (and celebrating) these achievements easier by linking the
achievement of outcomes in peoples plans with these KPI's. The
screens below show you how to link an outcome to KPI's.

When you view the list of outcomes, those that are presented in
orange text are those that are not currently linked to any KPI/LPI. You
can begin the linking process by double clicking the text of the
outcome or by clicking on the graph icon that appears to the right.

5.1 — Where to Find KPI's

Go into outcomes list for the person as before or by selecting My Tasks
top level tab. If you click on the text for any outcome a screen like the
one below will be displayed listing the actions for that outcome.

Note the box in the top right hand side of this screen which lists any KPI
which you have previously linked to that outcome.

o o )]
I D O l AsPiRICO
' ' g T
m Wy Tanks oy Pl Hessepes Nepeets o a e b
oo

Actions contribating 0 | waat 10 sarn bow 18 wee saall and bnter et

N Remember Every outcome on the system should be linked to at
(o least one Key Performance Indicator (KPI)
A
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5.2 - Linking a KPIl to an Outcome

KPI can easily be linked to outcomes. All of the KPI which your provider
want to track are listed by category (what is relevant to the person e.g.
independence, relationships etc...) or by organisation e.g. CQC, etc...

Click on the “Sort by KPI" button or “Sort by Category” button to get
that list. From the list provided, select the KPI's that are appropriate for
the person outcome on the right hand side. Click on the KPI with your
mouse and hold the mouse button down (left button) while you “drag
and drop” the KPI over to the left hand side. The KPI you are dragging
over will show a green tick when it is ok to let go and a red tfick when it
is dropped in.

)

B R
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6.0 “People Tab” - Viewing/Editing Unpublished Plans

@:, Unpublished plans are simply plans that are not yet visible to the
¥ person.

When you initially load a new plan onto the iplanit system the plan will
be unpublished. Unpublished plans are plans that are sfill in the process
of being put onto iplanit and therefore have a status of “Editable” or
“Draft”. Plans that are in draft format are not visible to the person view
of iplanit.

This is to allow you or the team that supports the person time to load
the plan prior to the plan being visible to the person. The screens below
show you how to access and edit your unpublished plans.

Quick Navigation | Go to 2 Person on Page ¥ @

Laura Armstrong  Location : Exeter

m' h{’ Record a New Plan ‘-.»._ Published Plan(s) Unpublished Plan(s) ! Outcomes
i ¥ "~ total: (3} total: (7) total: (13)
A
& s o .
1 a Urveys Hotes and Logs Calendar 4Hog Other Options 13

Now 26, 2014, 1:12 pm

0 Close Me

. Some iplanif systems are configured to automatically publish
@;. the new plans. If your system is configured like this the
= unpublished plan option will not be displayed
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6.1 “People Tab” - The Unpublished Plans
management screen

The screen below is showing the current list of unpublished plans on the
system for this person. If the person has no unpublished plans this screen
will be empty. Each plan has a list of options that you may perform
represented by the icons beside the name of the plan.

. - )
planit ssmimice

This icon shows

Current Plass [e.g. ELP, MAB, PATH, Suppert Plans) for - Lawrs & ;
. R
Ry S e || 1
. = A 3 overous piare
Click to see the e ) imwiren
:s«w«w.ma‘wnm«suum plan seCtIons o Y
Status Doe/Review Date Hﬂ J;: B idabois
o 3 - 19 A 30 i -
6 > = s ot e
o 18 )
RS
. D
Click to modify the plan Click here to see Click here to print
header info including review a log of the out a paper copy
date, name of the plan or to changes made to of the plan
make the plan private the plan
N
N
N J

@a A plan can be moved between published and unpublished as
LW many times as you wish. e.g. When you want to review the plan
you may change it to “unpublished” then make some changes
and then publish it again
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6.2 Change Plan Review Date

When you view a plan that is overdue (its review date is in the past)
the change review date button will be displayed in red. This is a
visual remained. If you click this button the next review date can be

quickly set.

Dashi=oard Massages (1) Reports Refaerral{1)

Lawra

E'-‘|Uj"" s a list '_-"' all the G Esck to Flans Plawn Dste § ZB/0MS2012  Rewiewe Date ¢ 20706720
sections for this plan. To Hams of the Plan ; &y Colege Ons Page Profis
s s adir Lafaemastism - Signafi

This Flans Details
-
CREAHGE REVIEY DATE

Click here to update
the review date of
this plan

N

@-. Remember when changing the review date of your plan the
WY system keep track of every change made to the plan. Please
make sure have reviewed all section of the plan and made any
required or agreed updates before setting the new review

date.

"oéph Dashboard M ges (1) Reports Referrais(1)

Laura

Thiz Plans Details
Below Is a list of all the e Back to Plans Plon Date : 21/19/2012  Keview Dete 10/ 2014
sections for this plan. Te Name of the Plan : Laura full support plan
add or edit infermation
Into a section click on th

Change Plan Review Date

images below The plan’s review date needs to be changed

The plons’s current review date i5; 31/10/2014 L. e uloh
| t 2 4
 The defaut new review date omeframe s 1 +6 month(s) s 5 7 8 8 10 nll

from the time the assessment was last ron
This & the Support Plan workflow screen. Each of | and sis date has been set n the date pcker

available once the previows sections in the support

12 93 14 15 16 17 8| e

19 20 21 22 23 M4 26

Xfm-mlwwynl"mrmw date, % 27 28 2 30

2 please do 50 by selecting the date in the date picker

When you first areate 8 new support plan for a pe This

needs ssesament is contained In SECTION 4, Whan you are bappy with $w new review date, Today
T

When you have completed the need assessment g press Te Save Review Date’ bution 1 of all
- “ REFDONRAP LN AN q

i \ Save Dgvmrw Dule Cancst 3 support
The system will propose TECOrosa I e tronomic-wee Being

a new date or you can
set it yourself Remember
to press save when
finished

N
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7.0 “People Tab” - Viewing/Editing Published Plans

Published plans are those that have been entered fully on iplanit and
are visible to the person and can be shared online with the person and
(if authorised) their circle of support. To edit a published plan you need
to change the status of the plan to editable. The screens below show
you how to view your published plans. The edit and review process is
followed as above.

Quick Havigatton | Go to & Perzon on Page | i@

Laura Armstrong  Locaotion o Exeter

@ Ju Record aMewPlan Published Pla

3 T tefak {3 tatak {7)

[

-
\ Fi Surveys % Motes and Logs @ calendar 4 other opticns  »

Moy 26, 2014, 1212 pm
0 Close Me

7.1 "People Tab” - The Published Plans Screen

The screen below is showing the current list of published plans on the
system for this person. If the person has no published plans this screen
will be empty. Each plan has a list of options that you may perform
represented by the icons beside the name of the plan.

The “checked”
icon shows that

N )
|1’ ASPIRICO
oy O s

o 2 riaersl evest

Click here to
see the plan
sections

=== print out a

Click to modify the '
plan header, Such as

£ it —. the plan
oo,

Click here to

paper copy of

T Imcxawizn b W e wheoe
o

review date, name of
the plan or to make
the plan private

&

Ceriie Jeec Javrrgiv we

Click here to seea s
log of the changes = come
made to the plan

NS
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8.0 “People Tab” - Progress Graphs

iplanit lets you see graphically the progress that is being made in

supporting someone to achieve their goals. Click the Person’s Progress

Graph icon from the “People” tab.

The progress chart screen gives four different ways of showing progress,

3 of which are as shown below.

Mouse-over any
graph to see
more detail

o

\

iplanit =2

‘I===IL WpTebs Wy Pees  Mevses et

Pogem Jvwes Gern Ot

Outcome Activity as @& Mon Feb 11
2013

J

These graphs are simply a graphical view of the current status of
Y the outcome being worked on for the person. The Overdue
@1 graphs show how many of the outcomes or action currently
= being worked on for this person are overdue and gives an

Wa are Doing It We Did B We Didet Co it
Curvent Oucome Status

Overdue Outcomes as at Mon Fed 11 2013

Overdue Actions as at Mon Feb 11

2013
;Z:i

¥ O P bo

A
El

indication of how overdue they are e.g. 1 day or 3 months

overdue. The final graph compares the progress made towards

each of the outcomes for the person
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9.0 “People Tab”- Notes and Logs

Access to the Notes and Logs button is an option feature on iplanit.
Pressing the notes and Logs will show a full view of the notes associated
with outcomes and actions for this person and any create stand-alone
progress notes or contact logs.

Ny Tasks Bty Flans Messages |0)

Pag= |* 9 Sort this st by | | Symame |~ g

—

Click here to access ' _
NOteS and Contact Iogs r'lg Location : Exeter

Notes Categories
and description

Pubdished Planis)
total: (1) total: (7]

@ Calendar

a Hew Plan

‘8 WS and Logs

How 34, 3044, €262 pm

i

Othver Dptions

Unpublished Planis) ; Outcomes

taotal: (13

9 Close Me

When you press the Notes & Logs button the notes listing screen will be
displayed. This screen shows the main high level categories or folders
of notes (shown in blue below). There is an option to run a detailed

export report on Notes & Logs.

Notes and Log

The item displayed below represent the various high level
eategaried for motes information recorded for thit
persan, Each of these high level catepories may contain
nate infermation. The note information is further sub
divided in various topics. e.g. notes relating to a
particular outcome for the person would have a topic
name the tame a3 the cutcome o it can be easily
identified.

export report

Desoriplan

™ fnine] information (1 Mhem)
m’d\\ Action n The details of sl sotes assocuaned with the ouicomes or sspporiing ecion for Al persan
\\
< Person Planing notes (1 Iem)
Paracns Plan

Alhe noled sakicaled wih b parssns pEans

General Contact Hobes & Fereal and idormal coslact sr commenicalions with the persos

Hotes and upclabes for Support el {zrmal gnd nintmel nleraal sodes or nioeratne seou the parans pipeort

4 Service User Incident Log (1 Iem)

Racorded incdents R .l

Seaich | &

Search Forum;

Last note created or
e Update and the time.

—
Jul 90, B, 1054 am

I fapic: “Wichae! waals part af
he parenty pnd deugh! 2

Jun ¥7, 3093, 1130 2
I tapac "My Colege 0 Peofie”

May 19, 3044, 148 am
In lopec: “Prone cal ts sy sepprt werker dein't
abaw -

Fo Posts

By 19, 3094, 155 am
In faper "Late night party”
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A quick-view of the available categories is available by opening each
topic up by clicking on the “+" button in front of the category Name.
This quick-view will show the different topics under each category with
their relevant description and last note.

By double clicking on the name of the topics displayed under each
category you will be able to see all the notes and contacts relating to
the category. For example, by double clicking on General Contact
Notes (topic) under Contact and General notes (category) you will see
all general Contact notes and options to create a new topic (Green
arrow) and a quick-view to the messages relating to topics (Red

Topics

# New Topic | @) Remove Topic | =] View Original Post el ' |

MNote e Topic Private Replies Last Post =

Feb 483014 = Cantoct a o Feb €, 2014, 10:41 am
Topic oreated by: Admin User by Admin User

Feb §0, 3014 (= Story update

o Feb 4, 2014, 10:21 am

&
Topic oreated by: Admin User by Admin User

Jan 1§ E014 (= cricis indcident

1 a Jan 16, 2014, 10:01 am
Topic oreated by: Admin User

by Admin User

Cecif. 2012 =1 Phone message

- o Jun 18, 2013, 4:33 pm
Topic oreated by: Admin User

by Admin User

. Depending on the configuration of you iplanit system the drop
@;. down and check box options shown may or may not be
=== available for every category of notes and logs.

There are a number of options for creating a New Topic under General
Contact Notes.

Topic [ Message

Topic Mame:

Extra Note Details

Note Date: & Note Time (mins)z 0 Contact Category| |v | w
© Yes © Yes Customer —
Private: Significant Event: 3rd P Info:
riiw: @ No ignificant Even' @ No 'arty In Agency
Internal
Please enter a message: File Note
Tshoma B Irul A-YE% [@ Journal
[ Hswe || $canesl |
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Click here to

message

Topic [ Message

Topic Mame:

Extra Note Details

MNote Date: B  note Time (mins):(0 Contactsg - ::="' Contact Typs|

L= ‘Home Visit

) Yes ) Yes ) Yes

Privats: Significant Event: 3rd Party Info:

@ No ® No @ No Telephons

' Day Centre
Please enter a message: Letter
e ru A-¥- &%
" Email
Meeting
Text Message
Journal Entry
Involvement
Warden Call System
Discreet Check
Key Work Session
- Serious Incident Recorded

[ Hswe | $cancel

10.0 Messaging Tab - Inbox

iplanit has a messaging system which allows secure and safe
communication within the circle of support and the facilitator and
management team. It is not intended to replace email and you can’t
generally send message outside the iplanit system, but it allows you to
keep track of all the communications directly related to progressing
the plans of the individuals you support. The screens below show you
how to use this system.

Click here to filter
write a new . . - messages by
planit seces gl
e My Tanke N e LR
N e .

Click on message
subject to see
whole message

Yo Vi A b b

- 1 NG Cwpinyy Wammges 13 o 3 i atiia
Lk e s T et W
L ———— s~ v v Orech Jhat. 1w perse> serscesty
Teiim e TR o
.
Lmas ng ~aet ot v par smem -
ey geee Comme -

e ] —
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10.1 Messaging Tab - Sending a Message

When you click on new message in the previous screen you get the
following new message screen.

L6 L0 Poryen

T

Gk For rep

-
Vo hmgree Susmee Adies -
Mooy Amnires Cussme Adis L
Voo Amgred Suziwe G
Sy hpigras Cumove v
R ] —
‘e Nmgen Tome ..
Ve g S e -
[ R >
‘e amgren Cuve .
My pegmen Domee -

message

On iplanit the people you can send messages to is restricted to
s the people you support. You may also only send message to a
@- circle member for people if you have a relationship with the
person.
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11.0 Signoff (Optional feature)

Some plans may have risk items that are rated as high risk. This type of
risk may require a signoff before the plan can be published.

[ ot b - tane e oy o OP support plani) for : Laurn

Sign-off Block icon. This
plan must be signed off
before it can be published.

you can view all current Flans, You can select any of E' Back b ke
bons to the left or if you wish te view the plan you e
ick whichever plan you wish to view.

High risk warning icon. This
plan currently has risk items

.
rated as high risk.
N —
See belo all Oraft plans (The person cannet see these plans at the momeni]
Staki us/Raview Date Hame af the Plan A
¢
=
) 2B/ 2012 My College One Fage Profils b
— .
L =
& THO4F2015 B | aura fl suppost plan e F -
d
¢
o ZB/07 2013 IEF and assessment linked to needs asses.. ﬂ i - o E
o | b= A
P> 7a/12/2014 &\ piered plan

44 A Page | of 14 records in totall B e

When clicking on the Signoff-block icon requests a separate window
will pop up where you are able to select the people who need to sign
off on the plan from the left list over to the right side.

Status change x|

To request sign off from a member of staff drag a name from the list on the left to the right side

[ | Staff members working with this person = Staff members required to sign off this plan
Mams Mame Status Cue dats Sign off dat= Remowe
Admin User Support Pending 2013-08-15 00:00:00 [ ]
Salby Warren Salhy Warren Pending 2013-08-15 00:00:00 [
Admin User Pending 2013-08-15 00:200:00 []

pp e ) — Pick a Staff member, Drag and Drop
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On some iplanit systems the plan template may be

(_“\. configured so your manager(s) are automatically selected

xo to signoff the plan. In these situations you may not be able

to sign of the plan yourself but must wait unftil the manager
completes their signoff task.

Some staff member and/or managers who will receive a request to

Sign off the plan will see a Signoff request reminder in the sidebar on
the left

Admin uvser (Admin user)

3 Messages (1 unread)

33 Owerdue aclions

1 Reaferrals Procsssing

15 overdus plans

1 Signoll requests

Pa

Har reen

%
AR

By clicking on this you will be taken to the Draft Plan that requires
signoff. Double-click on the plan name (or right click and choose Plan
sections) to enter the plan and choose Signoff

This Plans Details
Back Lo Flans Plan Dake : 28/08/2012  Review Date : 28/06/2012
Hame of the Plan : My Colege One Page Profile

Below is a list of all the G
sections for this plan. To

ke ,
:adl:l or ?dllr. in ur.nml'.n:m | Support Fan Repart
into & section click on / CHANGE REVIEW DATE

the images il

| Detafed Risk Report

e ————— |

A small pop-up window will appear where you will be able to sign off or
reject the plan, with an option to leave a little note.

ill the x| e
pate = 2806/ 2012
lan. To By clicking the buttons below you can sign off or reject signing off Pape Profile
Lo this plan. In the textbox below you can leave a short note. £
k on Mots:
[ Signeff | |Rejectsigneff | Clase

Here you can view all the steps related to a plan
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12.0 Getting Help With iplanit

There is an innovative and dynamic way to access help and support
for iplanit users of all levels of experience. The iplanit Learning Centre is
an online resource for all provider organisations with an iplanit
subscription. This rich resource has distinct sections that enable you to
access support materials relevant to your role. The iplanit Learning
Cenftre is available as part of the annual Aspirico iplanit support
service. To access:

www.aspirico.com/ilc
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