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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 team 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. 
iplanit saves time and effort in terms of plan administration and team 
working with colleages. It helps to put the person into the center 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 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) 

 

 

You will be given the 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.  
 

 

 
 

Now enter your username in the username box and your password 

in the password box and then press the “Login” button with your 
mouse. 
 

 Remember your username and password is case sensitive. 

The letter capital “A” is not the same lowercase “a”. If you 
enter the incorrect values a message will be displayed and 

after a number of incorrect attempts your account will be 
locked. Should this happen, contact your administrator  
 

 

 

 

Type in the website 
address for iplanit here 

Type in your username 
and password here then 

press the login button 
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The opening page is displayed when you log in – by default you 

should arrive in the people tab as shown in the screen below.  
 

iplanit is organised so that you can easily see new messages, link 
files to your account, link people to experts and view help related 

to the page you are on are all accessible 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. Users with 
admin access rights will see a dropdown memnu bnin the top 

right hand corner of the screen. This menu is referred to in this 
Manual as the Maintenance Screen Dropdown. 

 

 

Some of the screenshots in this manual have numbered 

“bubbles” indicating a recommended order for you to review 

the screen functions.  

 

 
 

 

 
 

 
 
 

 

 

 

All the other items listed in the dropdown should not be used 
without relevant Administration training in these areas.  

 

 

4. Click here to view / 
modify job details in relation 

to Staff.  

2. Click here to 
view / modify 

User / Staff 

details 

1. Click here to view / 

modify person details 

3. Click here to view / modify 
locations relevant to the 

organisation.  
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2.0 The Person Profile Wizard 
 

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. 

 

 

Remember the ability to add, edit profiles and delete people 

on the system is a priviledge only available to administrators 
and certain managers. 

 
 

The person profile wizard is the default person profile page 
where you can view and update personal details on multiple tabs. 

Below is the initial page you get redirected to when you select 
the Person Profile from the Maintenance Screen Dropdown on the 

top right hand corner of the application. (Yours may slightly look 
different based on text / different privileges) 

 
 

 
 

 

 
 
 

 
 

This is the search box 
for finding a relevant 

person in the system 

Then click (or right 
click) on the person who 

you need to view/edit or 
delete.  

Currently selected person’s 
name appears here 

Here you will be able to choose 

whether you want to view, edit, delete 
or add relationships for the person  
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On arriving at this page, you have two options- they are to 

search through profile records, or to create a new person on the 
system. The search box uses predictive text to help speed up the 

process of finding people, so to find Jane Doe, typing in a partial 
match (e.g James) will give a list of all Jane’s or James’  

currently on the system.  
 

 

You may notice that the only button available above is Add 
new Person (or similar), this is because no record is 

currently displayed, other actions may appear once a record 
is selected (based on the privileges of the person). 
 

 
 

Below is an example of a person search. In the example below, 
the person entered in “Ja” and the system found one match for 

this search. The search is not case sensitive. 

 
 

 
 

 
 

To activate the View, Edit, Delete, Relationships buttons you 
need to click on the person. (or right click for a menu of options) 

 
View Person will enable you to Print persons’ details or Delete 

the person. 
 

When you want to Edit the person’s details, click on the Edit 
Person 

 
A page with person’s details will appear, such as the image below. 

 

 
 

1. Type in the 

search criteria (part 
or all of name) 
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Once you have made the necessary changes to person’s details you 
must Submit Changes.  

 
 

Once a person is selected the empty fields will now populate with 
relevant information relating to the person. The list of options 

may also update to reflect the records loading. (This is  
dependant on relevant system privileges). 

 
 

Available Tabs to view 

records. Some field are 
mandatory. Fields are 

configurable to 
organisation’s needs. 
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In general, the options for the Person Profile Wizard are, Edit 
Person, Delete Person and sometimes Unlink Person. Unlink 

Person will break all links the person has with Users/Staff and 
Teams on the system. People can’t be deleted off the system if 

they have plans, outcomes, actions or submissions associated 
with them.  

 

 

 Remember to be careful when deleting people on the 
system. They cannot be retrieved again afterwards. 

 

The above screen contains the basic person’s details, from name, 

to phone number along with the current status of the person 
within the system.  

 
Below is an example of the Additional Information Page, this 

contains details which do not fall under the basic Persons details 
tab. 

 

 

This if the profile 
image for the person. 

Note the fields are 
now populated 

with relevant 
details. 

These question marks 

when highlighted will 
give further information 

about the field beside it 
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The Login details screen contains the information which allows 

them to log onto the Person side of the application. From this 
screen you can unlock an account as well as change username / 

password details if required. The Role Type cannot be changed 
as the person is a particular type of user. When editing it is 

important to note that the Password fields are empty, this is 
intended and the password is only changed if you enter a new 
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password into the two password fields supplied in edit or add 

mode. (Below is view mode, highlighted by the grayed out 
boxes). 

 

 
 

 

 

 

 

 

 

Finally, we have the Relationship form, this form lists all the relations 
currently linked with the person. The relationships are entered in by the 

person from the Person side of the iplanit system and allows the relations 
or circle of support electronic access to information relating to the person. 
 
 
 

 
 

 

 When creating / editing people, be aware that some fields 

are required and failure to do so will lead to a prompt to 
enter in the required fields (highlighted by red outline 

around relevant fields). 
 

 
 

Name user logs into 

their account with. 

Pick& click on the person 
who’s relationships you 

want to view or edit 

Relationship button 

found here. 
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Below is an example of adding a new user called Jane Doe, you 
will notice some tabs are missing as the user doesn’t have the 

relevant privilege to add a Subject User / Relationship. 
 

If the person does not have any relationships entered yet, this can 
be done by clicking Add Relationship 
 

 

 

 

 
 

 
You will not be able to submit the relationship unless all mandatory 

fields with a red * are completed. The fields appearing in this form 
and the mandatory fields are configurable to organisation’s needs. 
 

 

 

2.1 Locked Accounts 
 

Sometimes you will have to unlock the account and reset the 
password. This can be done using the Person Profile Wizard. 

Select the Person from the list or by doing a search and go to 
edit their profile details. Select the Login Details Tab (for the 

relevant person), you should see the following:  
 

You must fill in the 

mandatory fields with 
the red * 

Configurable dropdown 

menu of relationship 
categories.  

Option to export the 
relationship details.  
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You will need to take the following steps to re-set the password and 

unlock the account: 
1. Enter in the new Password for person 

2. Retype the Password 
3. Set the Account from Locked to Enabled (see image below) 

 

 
 
  

 
 

 
 

Once the steps have being completed, click on the Submit changes 
button to save the updated details and unlock the account.  

 

 
 It is highly recommended to go back into Edit mode after 

this is completed and set the Account Status to Password 
expired, this will prompt the Person to set a new password 

themselves after logging in using the password you 
provided. 

 
 

 
 

1. Note the 
Account is 

currently 
locked. 

Step 3. Set the 

Account status from  
Locked to Enabled 
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3.0 User / Staff Wizards 
 

There are two ways to get to the Staff Wizard, firstly through the 

Maintenance Screen Dropdown, alternatively you can click on your 
own name / job title to just see your own details. 
 

 
 

 
 

 
Essentially, method 2 is a shortcut to populating your own details 

into the Staff Wizard.  

 

1. Select to view 
Staff wizard 
screen 

2. Click to view 
user wizard 

populated with 
your details. 
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3.1 Staff Wizard 
 

The Staff Wizard follows roughly the same format as the Person 
Profile Wizard. You can search for staff by their name and if you 

want to view or edit their details you need to select/click on their 
name and choose from the buttons below depending on whether 

you want to add new user, edit, view or delete user. 

 
 

 

 
 
 

 

Search users / staff by the 
Surname, First name. 

There are different 

dropdown menus to 
change their user type, 

role, expert type, location. 

Manager type roles allow you to 
specify location that the staff 

member manages. Your may 
select multiple areas if required.  
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When you choose to View the Staff profile you have the option to 
Unlink Expert (the button found at the bottom of the page), will 

remove all links to Teams as well as direct links to people on the 
system. Below is an example of the Further User Information 

Screen. It contains information to do with the User / Staff, these 
fields can be different based on the system used. 

 

 
 
 

 
 

 In Add and Edit Mode, if the Staff is a particular Role Type, 
they will have the option Location Manager (checkbox), if 

this is checked they will be made a Location Manager for the 

current location they are in. 
 

 

 

Unlink expert 
button 
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3.2 Viewing your own Staff Wizard Record 
There are two ways to view your own record, firstly by clicking 

on your name / Job title on the initial Person screen or 
alternatively you can search for yourself using the search box 

provided in the different Staff Wizard. The main difference 
between viewing your record and viewing the records of other 

people is that you can change / set your profile picture. 

 

  

On clicking the icon you will then be presented with the 
following :  

 

 
 
 

 
 

This icon 
when 

clicked 
allows for 

updating/ 
adding of 

profile 
picture 

Browse 
Files on 

your 

machine 

Title for 

file to 
help 

describe 
the file. 

Detailed 
Description 

for the file 

Don’t forget 

to click 
Upload! 
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When create new or updating passwords please note the 

password must be 8 characters long and it is suggested to 
have numeric values as part of the password. 

4.0 Job Title Wizard 
 

The Job Title Wizard is a wizard for changing the job titles for 
staff within the organisation. To get to the Job Title Wizard, you 

need to click on the Job Title link in the Maintenance Screen 
dropdown.  

 

 
 
This will open the page as seen below. 

 

 

Job Title 
Wizard 
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Remember that Job Titles may currently be assigned to 
Staff, so changing the title may not be all that is required. 

 

The Job Title Name should be short and concise with any further 

information that may be relevant put in the Job Title Description. 
Below is an example of a selected Job Title Record, notice that 

the Job Title Name and Job Title Description update automatically  
based on the selected Job Title. 

 

 
 

If you need to edit a Job Title or Add a new Job Title, click on the 

relevant action button on the top right of the wizard. The red 
outline highlights the fact that the Job Title Name is a required 

field and cannot be stored empty. If you are satisfied with the 
changes, click on the Submit changes (or similarly worded 

button), cancel will discard all changes and return you to the 
View Mode of the Job Title Wizard.  

 

 
 

 

 

 

Populated 
Fields 

1. Submit 
form and 

update 
changes. 

2. Return 
to previous 

screen. 
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5.0 Location Wizard 
 

The Location Wizard is a place for adding or modifying locations 

which are normally where Staff are based. To get to the Location 
Wizard you click on the Location link in the Maintenance Screen 

dropdown. This will open up the page as seen below. 
Similar to the Job Title Wizard, the Locations are listed in 

dropdown format. 

 
 

 
 

 
 

 
 The Head Location will have Head Location as text in the 

“Parent Location” field, to change the Head Location you 

must unset the existing Head Location before setting a new 
Head Location. Please note, this can drastically impact on 

what Management and Staff can see in Terms of People on 
the system. 

 
Setting the Organisation means that the Location is specific to a 

certain Organisation and Parent Location defines where the 

Location is in relation to the Hierarchical Tree of locations. 
 

After selecting a location from the dropdown (in this case 
Cornwall), some changes occur on the form (besides the 

populating of fields). One is that we now see Location 
Manager(s), these are Staff on the system set as Location 

Managers for this location. 
 

Dropdown 
List of Job 

Titles in 
System 

Available 

Actions 
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When the Edit this record is clicked the Location Manager View 

changes from a list of current location managers to two distinct 
tables, the left hand side table is for Current Location Managers 

and the right hand side table is for the list of Staff that currently 
can be made Manager for this location (based on their current 

location). 
 

 

1. Parent 

Location 
is Iplanit 

2. 

Location 
Managers 

for 
Cornwall 3. Help Text in relation 

to the fields to left of 

icon 

1. 

Current 
Location 

Managers 

2. List of Available staff 
who can be made Location 

Managers 
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 You may notice in the above Example a Tim Madeley is listed 

in a light aqua colour, this means that Mr. Madeley in this 

example is a Manager of one of the branches above the 
currently selected Location. 
 

 
To remove a Staff member as manager to a location or 

alternatively create a new location manager, left click and drag 
the Person from one table to the left and release left mouse 

button upon mouse arrow entering the desired table.  
 

 

 
 

 
 

 

 
 

Location Managers with the Aqua coloured tint to them cannot be 
moved as they are Managers of a different (head) location. 

1. Left 
Click 

Russell 
Brand 

2. Drag Russell using 

left mouse button 
over to Location 
Managers Table 

3. Click 

Submit 
changes to 

complete 
move 


