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Creating your Team Account

1. You will receive an email with a personal link similar to: http://nhsscotland-
sep.webropol.com/EN/Account/SetPassword?userld=EAC285C8-3ACF-4BBD-
A491-A8514EB122BB

2. This is your own personal link and should not be shared with any one else

If you share a team with another manager they will receive their own unique team
link

4. If you manage multiple teams you will only be required to click on 1 link to access
all your teams
The first time you log in you will be required to set up a password

6.  This password will be used for further access to the system

Please, set up your password

The correct password format is:
« Password must be Alphanumeric

Password

+ Must be at least & characters long

Confirm Password « Must contain 1 special character such as '#@&
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Creating your Team Account

1. After your first login future access to the Staff Engagement Portal
(SEP) will be from:

http://nhsscotland-sep.webropol.com

2. Click on Login

3. Your login details will be your email address and password created — see
previous page

Click on the login button and enter your work email address and set up a _
password. This will give you access to the Staff Experience Team Homepage ogin

Email

Password
Follow Your Improvement |

Journey

Lﬂgi" Forgot password Cancel Login
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Forgot Password

1. If you forget your password do not attempt to enter an incorrect password
more than 5 times otherwise you will be locked out of the system

2. Click on forgot password

3. In, “Reset password” pop up enter your email and click on “Reset
password and send activation email”

4. You will receive an email with a link to reset your password
5. Click on the link and enter a new password

6. The link is only valid for 2 days, after which you will need to repeat this
process again to reset your password

[ Reset password

Email Email

Drgot Passwort Cancel
Cancel Reset password and send activation email
|
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Team Manager help videos

. . Tearmn 1 Manager-
 Click on the help icon to access more manuals S el
or help videos

Joard

* Alist of the help videos and manuals will be

Manuals

d ISpIayed ActionPlan Template
. . Board Chair Manual
« Select the video or manual you want to view covene
rectorate Manua
The following videos are available for guidance: e Verezmsieniel
« Team confirmations: j::g:g:ijj;

https://youtu.be/Qo_wQvVbINGI
* Printing paper copies of the questionnaire:
https://youtu.be/B5p-SIIVLoOE

« Viewing team reports: https://youtu.be/m- e
« Creating your team action plan and storyboard: | F E:h:
https://youtu.be/cMGPctluScA (with report) —— -

https://youtu.be/H2IXW5RId3s (without report)
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Accessing your Team Account

Team from the drop down menu

If you manage multiple Teams your
Teams will show in the drop down

menu | NHS Scotland iMatter Questionnaire

. Team: Manual Development Team, 24/03/2015 |
If you share a Team with other |

managers they will have their own
access to the Team Account.

Select Questionnaire

If you are a Director/CEO/Board Chair you will be able to access
Director/CEO/Board chair details in addition to any Teams you manage -
please refer to the Director/CEO/Board Chair Manuals for more detalils
on accessing these levels
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Accessing your Team Account

« The first time you log in you will be able to go to your
Team account directly from your homepage

 This link will no longer be visible on the home page once
your Team is confirmed

 Click on the Manage Team link to access your Team
Account (even after the team is confirmed)

NHS Scotland iMatter Questionnaire
Manual Development Team, 24/03/2015

-

NHS Scotland iMatter Questionnaire for Team: Manual Development Team

@ confirm tD

Up to date

response rate

0%
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Confirming your Team

* Once you have received your link and created your account you can
access your Team Account to ensure all team detalls are correct and
edit any incorrect details

Please check your team details and confirm by 28/03/2015
° You have 4 Wee kS to Edit\-‘othea'nirfor'na.'ion and dlick Confirm to complete
CheCk and Conflrm Team name and manager(s)
your Te am details :::ll‘.::lalli-)n;elcpmen: Team S:::anm ;:::I?:;c f::-:esk@r;ehropol.ccm

« If there are any
unconfirmed Teams

mempers

within a Directorate

the entire Directorate :l_—
will not be included in - o Hectokc ¥

the iMatter e — e

guestionnaire Hecvonc ¥

distribution, including - . s B

Teams which have

:
confirmed
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Confirming your Team: Excluding Team Members

* Exclude any team members who are not eligible to complete the questionnaire (e.g.
those on long term sick leave) by clicking in the square box next to their name

* You can select as many or as few names as are needed

* Once a name has been selected the Exclude button will show at the bottom of the
screen

* Click on Exclude to confirm this action

€am maemi

Add manually Team members: &

.
Search Q h.:l
@ Charity Forester Electronic ¥ nphilipscforester@test.com

Gareth Palin Electronic ¥ gpalin@test.com

Grace Granger Electronic ¥ ggranger@test.com

Hope Faorest Electronic ¥ hfarest@test.com

Michael Spence mspence@iest.com

Ruby Stone Electronic ¥ rstone@test.com

Exclude from survey Remave Print paper copies Confirm: Team up-to-date
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Confirming your Team: Excluding Team Members

A pop up window will open - you will
need to specify the reason for
excluding the team member

Click on Exclude Team Members to
confirm this action

A warning will appear asking you to
confirm this action

The team member will be removed
from the team page

Please note: The exclude option
does not permanently remove a team
member. They are excluded from the
current guestionnaire during the
current distribution and will be
automatically reinstated in the next
distribution.

On leng term sick leave]

el

e selecied 22 mEmbers
LE L by e ) R Bour TS =

Are you sure you want to exclude, this action cannot be undone? {
d

n

ot [E3

Please note: if you are excluding
multiple team members you must
provide a reason for each team
member selected for exclusion.
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Confirming your Team: Removing Team Members

*  Remove any team members who are no longer part of your Team, including those
who will have left your Team when the questionnaire is issued, by clicking in the
square box next to their name

* You can select as many or as few names as are needed

*« Once a name has been selected the Remove button will show at the bottom of the
screen

* Click on remove to confirm this action

Team members

Search

L e Py Y

@ Gareth Palin Electronic ¥ gpalin@Etest.com
Grace Granger Electronic ¥ gEranger@test.com
Hope Forest Electronic T hforestEtest.com
Michae Spence Electronic ¥ mspence@test com
Rubyy Stone Electronic T rstonesEtest.com
e o o
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Confirming your Team: Removing Team Members

A pop up window will open - you will
need to specify the reason for removing
the team member

Click on Remove to confirm this action

A warning will appear asking you to
confirm this action

The team member will be removed from
the team page

Please note: The remove option
permanently removes a team member
from your team account , the team
member will need to be added manually
if the action needs to be undone.

No longer working for my team|

Are you sure you want to delete, this action cannot be undone? {
b/

]

oot [E3

Please note: if you are removing multiple
team members you must provide a
reason for each team member selected for
removal.
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Confirming your Team: Amending Team Detalils

* Where an email address is provided an electronic questionnaire
will be issued. Email addresses do not need to be work
addresses - personal email can be used if preferred

- If an email address is not provided the team member will receive
a paper copy of the questionnaire

- |If a team member’s email address is showing as incorrect,
remove the team member as shown on page 12 and re add them
with the correct address - to add a new team member refer to
page 14

« The survey response method can not be changed from paper to
electronic. If you need to change the response method , remove
the team member as shown on page 12 and re add them with the
correct address - to add a new team member refer to page 14.
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Confirming your Team: Adding New Team Members

* You can add team members to your Team manually, using the Add Manually
button

- Enter the team member’s first and last names in the fields provided - these are
mandatory fields

 If they have an email address (this can be a personal email) select Response
Method as Electronic

- Enter an email address - this is a mandatory field if the electronic method is
selected

- Click on save or save and add more if further additions are required

Team members

First name Last nam 13
‘ Add manually Team members: & Jennifer Gret
Survey response method
Search
Email
P [———

B
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Confirming your team: Adding New Team Members

- |If Paper is selected as the Questionnaire Response Method you will only be
required to complete the team member’s first name and last name as
mandatory fields

Cancel ‘ Save and add more I Save .
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Confirming your Team: Adding New Team Members

You can add team members to your Team using the Import
function. This function is particularly useful if you have a
large number of team members to add - for smaller
amendments it is quicker to use the Add Manually
function.

Click on Import Excel

Export the excel template, this will be required to ensure
the correct headers are used in the spreadsheet when
importing the team details to the system

Tip: you can also import the excel containing existing team
members and use this as a base to ensure you are
entering the details correctly.

members: &

Team members
e >

Search Sea

O N 1y

Choaose File | Mo file chosen

WEBZPOL

POWERFUL INSIGHTS



Confirming your Team: Adding New Team Members

« Complete the team details in the
correct format

mname Survey response method Email Address >

Henry Kissinger  Faper

Faul Smith Faper

Dean Forest Electronic dforest@test com
Ted Baker Electronic tbaker@test com

« Save the file
* Click on Import Excel I

« Choose file: select the file you
have just saved

* Click on Add team members

« The team members will be
added to your team account
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Confirming your Team

* Once you have completed any
edits/amendments click on the
“Confirm Team up-to-date” button to
confirm your team

- PLEASE NOTE: Once you have =or | isidheirpion
clicked on “Confirm team up to
date” you will not be able to make
any further changes to your team a ES)
_ I e P S s
« If you require any further changes —
after you have confirmed please — — E— o
contact your local Op lead or
administrator for further support = f—
* No further action is required from o

the Team Manager until you receive =
an email confirming paper copies of
the questionnaire are ready to print

Print paper copies
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The Questionnaire: Electronic format

* Once the 4 week team confirmation is completed, the
electronic format of the questionnaire is automatically
distributed to all team members where an email address
was provided

* No further action is required from the Team Manager for
electronic questionnaires

» The questionnaire will remain open for 3 weeks and
reminders will automatically be sent once a week

WEBZPOL
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The Questionnaire: Paper format

*  The paper questionnaire will be available to print at the same time the electronic
guestionnaire is distributed - it will not be available before this time

- Team managers will receive an email confirming the questionnaire is available to print
« To print the questionnaire, login in to your Team Account
» Click on the print paper copies button

Teammembers: 10

Search
I__
Forest Electronic ¥ dforest@test.com

Grace Granger Electronic ¥ gEranger@test.oom

Harry Potter Paper v United Kingdom

Herry Kissingzr Paper v

Hope Forest Electronic ¥ hforest@test.com

Jennifer Gret Electronic ¥ Jgrey@nhstest.com

Michael Spence Electronic ¥ mspence@test.com

Paul Smith Paper r

Ruby Stone Electronic ¥ rstone@test.com

Ted Baker Electronic ¥ thaker@test.com
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The Questionnaire: Paper format

* A PDF file will open with all
respondents requiring paper

copy
- Please note the QR code is ? o |
unigue to each respondent Mm‘:m::m;m,mxf&wﬁmm
and therefore the correct cover L L T S I L
letter should be accompanied | —
with the correct questionnaire ' —

to avoid any input errors
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The Questionnaire: Paper format QR Code

+  Team members may be concerned that the QR code will mean the questionnaire is not
anonymous. The QR code like the email link holds specific data which allows us to ensure the
responses are uploaded to the correct team. Also it ensures that answers are not given multiple
times. The link for the QR code will look similar to this but the same principle applies to both the email
qguestionnaire and the paper questionnaire:

Sample QR Code (please note this is a test code and does not reflect any real data):

{"Userld":"4b2a9517-a939-4054-b2c4-3cfa529716a2","DistributionTeamld":"e13f580d-f693-4d57-
8fa4-3e1604784c2e"}

* The questionnaire has been set as anonymous so that respondent details cannot be linked to the
response, each link is unique and no 2 links will ever be the same. The link has 3 main purposes:

— UserID is used to identify the response NOT the respondent. This means that both in the paper and email
guestionnaire once that UserID has been used it cannot be used again and will therefore eliminate any
duplicate responses from both the email and paper questionnaire.

—  With the email questionnaires, if a UserID has not been used, this allows us to send the reminders to any
UserIDs which have not been submitted. A reminder is then automatically generated by the system. Since
we are unable to link a respondent to a UserlD we cannot send reminders to the paper questionnaire.

— DistributionTeamID has one specific purpose and that is to ensure that any responses received are
allocated to the correct team. This is essential to ensure all reporting is correct. Again this ID identifies the
team not the respondent.
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Follow up: Response Rates

« Team Manager logs in to the portal and is directed to the homepage
« The home page will show the Response Rate for their Team

STAFF EXPERIENCEPORTAL ) HOME David Sterling~ (g

Select Questionnaire

r

NHS Scotland iMatter Questionnaire for Team: Manual Development Team

Up to date
response rate

87%
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Follow up: Response Rates:

Team Managers with
Multiple Teams

- Team Manager logs
In to the portal and is
directed to the
homepage

- The home page will
show the Response
Rate for all the
Teams they manage

NHS Scotland iMatter Questionnaire for Team: Team FEB 2 part 2

Uptodate
response rate

33%

NHS Scotland iMatter Questionnaire for Team: Team with paper copies

Uptodate

response rate

0%

NHS Scotland iMatter Questionnaire for Team: Test team 29 January

Uptodate

response rate

80%
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Viewing reports

« 5 weeks after the electronic question is closed reports will become
available - Managers will receive an email notifying them reports are
available

« Team reports will only be published if the Team achieves a response
rate of 60% or more - small teams of less than 5 must achieve a
100% response rate

+ The following reports will be published:

— Team report

— Aggregated Directorate report: if the overall Directorate has achieved a
response rate of 60% or more

— Avyearly EEIl and Response Rates report
— A Yearly Components report

* If you have not achieved the required minimum Response Rate,
reports will not be published and you will need to contact your iMatter
Operational Lead for further advice and support

WEBZPOL
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Viewing reports

You can access your reports directly from your home page dashboard - all

the reports that are available will be displayed here as direct links to the
report

( STAFF EXPERIEMCE PORTAL ) HOME

Team 1 Manager = 9

Select Questionnaire  _

Up to date Employee
response rate Engagement Index

ses-

100%  74%

Yearly EE|l & Response
Rates

Yearly Components

v

+ Alternatively select the questionnaire and click on the view results tab

( STAFF EXPERIEMCE PORTAL ) HOME

MHS Scotland iMatter Questionnaire

v
TestTeaml, 22/02/2015 Manage team Action plan
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Viewing reports

By clicking on the report links from the dashboard, or selecting the
View Results tab, you will be directed to the reporting page

* You will see tabs for all the reports that are available to you
* You can also download all the reports to PDF

< STAFF EXPERIENCE PORTAL ) HOME Team 1 Manager= g

@or_ 2015 Directorate Report 2015 Yearly EEl & Response Rates Yearly ComponeD

= POF

WEBZPOL
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The Team report

Your Team report will show the
following:

* Your Team Response Rate

* Your team Employee
Engagement Index (EEI) - the
colour of the EEl is reflected in
the thresholds key below each
chart

* The report will also show the

NHSScotland Staff Governance S
Strands which underpin the
iMatter Continuous
Improvement Model —————

| 100%|

74%

Emplovee Engagement [ndex

WEBZPOL
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The Team report

You will also see 3 sections in
your report which are:

- Experience as an individual
- Experience within your Team ===

- Experience within your
organisation

| =t the information | nesd o do my job well

earming growth

i
7
®

°* You will see the average score
for each question within each S
of the 3 sections Ty

* The colour of the score is

reflected in the threshold key ... EEEEE—
below each chart rvercsvmmesses e |
fierx. 100

El
3
o
i

1
ii
(=
#

y
a
[-%
i
2
s BB N E

&%

i Further e
I e b Boriter | (340 - 5090 [ Iy ——" o[ o 2wy |
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The Team report

ingwithin my organisationisa...

Responses count: 3

* The thermometer shows the
Team average for the overall
experience of working within | ;
your organisation

« The final table shows the o
benchmark overview of your
directorate - you can also
access your aggregated
Directorate report for a more
detailed Compal’ison by EEI number for teams in the same directorate

CIICkIng On_ the DlreCtOI’a..te EE| Threshold _ 51-66)% E450)% - Total
report tab in your reporting Number of Teams 2 0 0 0 >

S C r‘e e n Percentage of Teams 100% 0% 0% 0% 100 %
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The Directorate report

| Matter
« All Teams will receive a copy of their *
Directorate report as long as your
Directorate has also achieved a
response rate of 60% ——

« For teams who receive a report, this
can be used for comparing your
team feedback with your overall o
Directorate and use this for /2%
benchmarking

Employee Engagement Index

- If you have not received a report this ~
IS an opportunity to see a report and weiornes [
consider using this when shaping hesromslyTrinea £ Deveooes [N -
your action plan with your team wonesinoecors  [R | ex

Treated Fairty & Consistermthy, with Dignity & Respent, in -
e
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Yearly EEI Scores & Response Rates Reports

Yearly EEl & Response Rates _
* You will be able to see the current year EEI

score for your Team
EEl numbers and improvement from last year « The colour of the score is reflected in the
threshold key below the table

TestTeam1

2015
Team EE| * You will eventually be able to see a table
Testream1 | RN with up to 5 year’s improvements and

comparisons

- Strive & Celebrate  51% -66% Monitor to Further Improve P34 E08 Improve to Monitor - Focus to |mprove

* The report will also show the current year
response rate for your team.

2015
Team Response Rate * You will eventually be able to see a table
TestTeam1 100% with up to 5 year’s response rates.
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Yearly Components Reports

The yearly components table
shows the 28 questions which
are marked to the 20 Staff
Experience Components
which are linked to the 5
Governance Strands

The report shows the average
score received for each
component

The colour of the score is
reflected in the threshold key
below the table

You will eventually be able to
see a table with up to 5 year’s
improvements and
comparisons

iMatter Questions Staff Esperience Employes Engagemant Evarage Response

Comrponints Fercentaie
015

1 1o o o ot weedl Ciear, Appropriate and Timeoushy Communication _
E same vk s om
1 alithe Sern o Fur _
1teed my direct line manager cares about my Fealth and well-being Assesding Risk and Moritaring Work Siress and _

Wiorkoad
' e e Com
1 huave candidence and tnse insenlor managers responsible for Ehe wide Condldence and Trust In my management _
Organiat
By direct aruger is sulliciently spproachable Cox P _
e sonior managers responsible Tor the widor crganisation ane sutficiemthy Wbl W R and Co i _
1wenuld be happy Tor a fricnd or redative to a0cess Servic os wikhin ey crganisation Additional guestion _
v vt o
1am confident oy 2 e are lisbened ¢ Lisicn el At _
Lar i pert dwell Ferlar Mz _
1 get the help and sspport | need rom otk an i IF Appropriate Echaviours and Suppartive _
organtaat o vy ik FRoetaticnshige
lam i pert 1 wellw Ferlar 1 _
T ommered inbea p _
1 idemoe and 1 T i Can _
1 ann condfdent =F] e i Lisire 1 Acie _
1% veding Lati Emp 1 £oinflu 3%
¥ works well Eogether ENexciive Team Work 3%
laet hicdipl I an h | Ferlarm Cx o R 53%
e ot in tating ta my Empvecred taindl _
1teel appreciated for do Recognition and Reward _
4 Ives nse ol achicvement Job SatlsFackion _
1am Ereated 3 1 I Consistont Applic: I i Fal 1 _

Frocedur
1 ann ereabed with digrity and respoct o amindhiduc Waluied o an Individ ual _

-Hr'ﬂhl’.fch::: 5% 6% Monitor to Partfor Improst _ Pt 1 BB at - Foaus 10 e
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Action Plan

*  You will have 4 weeks to feedback and reflect on your report prior to your Team Action
Plan being completed

* You can access the Action Plan directly from your home page dashboard by clicking on
the Action Plan icon

( STAFF EXPERIENCE PORTAL ) HOME Team 1Manager~ @

Select Questionnaire

v

NHS Scotland iMatter Questionnaire Report testing Team: TestTeam1

Up to date Employee

response rate Engagement Index [z Re'mrt ATEE
1 OOO/ 7 4 cy Directorate Report 2015
(o] (o]

« Alternatively select the questionnaire and click on the Action Plan tab.

( STAFF EXFERIEMCE PORTAL ) HOME

NHS Scotland iMatter Questionnaire -
TestTeaml, 22/02/2015 PManage team View results
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Action Plan

« If you have not received a Team report
you will not be able to access the Action NHS help
Plan from the system

* You can print an action plan template from
your iMatter account under the help icon

Manuals

Board Chair Manua

in the top right of the screen which CEO Manual
includes Guidance on creating an action Directorate Manual
plan Team Managers Manual
) Action Plan Template Blank
* You will also see some sample reports Sample Report 1
which can be used to discuss with your e REnoe
. . ActionPlan Sample
Team - which area they think they do well Matter Components
and also which areas they feel some | |
improvement would benefit them as a nstructional videos
team Viewingteam reporting
* This should be completed with the Team Y

and kept within the department

« At the moment this cannot be saved onto
your iMatter account
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The Action Plan

*  When reports are published the Teams must continue to fill in the Action Plan for their
Team

{ STAFF EXPERIEMCE PORTAL ) HOME Team 1Manager~ (7]

MH3 Scotland iMatter Questionnaire

-
TesiTeaml, 22/02/2015 Manage teem Wiew results Actlon plan

IMatter Action Plan -

Step 1: Read guidance
Step 2: Action plan

Team name; TestTeaml

Area for Improvement Desired Outoome Actions Respaonsible for Action Plan and Target
(pulled through to Storyboard) (pulled through to Storyboard) Completion Date - who and when

W R

Complete Action Plan & Create Storyboard
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Action Plan

« Complete the Action Plan with your Team Members

iMatter Action Plan Identify what you do well — this is a mandatory field®

- _ _ + Identify up to a maximum of 3 areas of improvement, 1 area of improvement is
Step 1: Read guidance
mandatory

*  Up to a maximum of 3 desired outcomes and actions, 1 desired action is
Step 2: Action plan mandatory

Team name:; TestT=aml

» Assign responsibility and specify a completion date

Area for Improvement Desired Outcome Actions Responsible

(pulled through to Storyboard) (pulied through to Storyboard) for Actiong CO m p I ete act | O n p I an &

Plan and

o . Create storyboard: You

O s can not click this option
Nrh sppropriste training tesm members will have a Contact HR to discuss the need for s Tralning Needs Analysis forteam  Team unless the mandatory
Detter undersiand r::-‘:—é rroles and should be able members. which w gentify any skills gaps Nishasnr

20 work ﬂO‘ee*fi:er‘:-.s-«: more effectively o o o :-'; :} fle|dS al’e Completed NO
further changes can be

Communication within the team 8¢ mors up 0 0ate on decizions affectngtne team 5o Hold 8 régular weekly meeting 10 keep t¢am member upaateo of any G McGuire

we all nave an unoerstanaing of what Is required from NEW OF QUTSTANOINE Istues. Arrange weekly meetings with Immegiate by 23/3/15 made tO the ACtIOﬂ Plan =
all team memoers, effect, starting Monosy 23/3/2015

the storyboard and record

Communication between other teams  Communicate more effectively with other teams gentify the 3 core teams we work most closely with 50 that we can J Granam
especially since this often has 2 direct Impact on our commence a more effective communication strate End March Of progress are generated
nWork 10 complie lisT ang contact 3 main teams. End March 2015 2015

s e
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Action Plan

* Once the Action Plan is completed and a storyboard is
generated, Teams can keep a record of their progress

Step 2: Action plan » This should include the results of the action taken and the
Team name: Team FEB 4 date the progress was completed

_ * Once all progress
i — D‘:s'::f'“or;f;m Storybosrd] illiligsmmugh to Storyboard) f.ffﬁﬂf: ¢ h as b een I Og g e d
Plan and
fr= N Team managers

Date - who

andwen can complete and

Appropriate tralning te help team With eppropriste training team members will nave a Contact HR t2 discuss the need for 8 Tralning Meeds Analysisforteam | Tesm LOCk the actlon

members to understand thelr roles better understanding of thelr roles and should be able | members. wihich will identify any skills geps Manzger.
better and what Is required from to work mere efflclently and more effectlvely. End Apr
2nem 2015 plan.
Communication withinthe team Be more up to date on declslons sffecting the team so Heold & regular weekly meeting to keep team member updatsd of any G MeGulre,
we 8/l hewe en understanding of what Is required from r outstanding Issues. Arrenge weekly mestings with Immediste by 23/3/15
sll team members. effect. starting Monaey 23/3/2015
Communication between other teams | Communicate more effectively with other teams Identify the 3 core teams wie work most chosely with so that we can 1 Graham._. ° N f th
especlalfy since this often has & direct Impact on our commence 8 more effective communicetion strategy. Janet Graham End March O u r er
WM WOTK to compile list end contact 3 main teams. End Marcn 2015 2015

changes can be
made to the action
plan.

Step 3: Record of Progress

Area for Improvement Progress Made Date
Appropriate tralning te nelp team members to wnderstand thelr roles betser | T4 conducted and several sreas of where trainingls raquired has been identifled 23rd Apr
and what s required from them Tralning optlons have been provided by HR. 2015
Communication within the team ‘Weekly team mesting s belngheld.

Communication between other teams

corvee
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Storyboard

« As soon as you click on Complete Action Plan and Create Storyboard, the
Storyboard will be generated

* You can access the storyboard directly from your home page dashboard by
clicking on the Storyboard icon

i STAFF EXFERIENCE PORTAL } HOME Team 1 Manager- ﬂ

Select Questionnaire

MNHS Scotland iMatter Questionnaire for Team: TestTeaml
Up to date Employes —
response rats Engagement Index Team Report 2013 —
- =Ll
) '
0 0 Directorate Report 2015 -

100% /4%

Yearly EEl & Response STORYBOARD )
Rates

» Alternatively select the questionnaire and click on the Storyboard tab.

-

n, s .
{ STAFF EXPERIENCE PORTAL } HOME Team 1 Manager (7]

oo,

MNHS Scotland iMatter Questionnaire -
TestTeam1, 22/02/2015 Manage team Wiew results Action plan
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Storyboard

4
| Matter

* The storyboard contains

outcomes and desires which _

were added to the Action Plan.

Dasired Cubeome Rporoznate s ring o helpscam member s 1o unser s nd Lhonr rodes Sobeer and whst s reguited from them
Artore Loncuct 8 | reinng Messs Anatyus for e memte ., shich woll ientiy any skl gags.

It also shows your Team EEI and
overall result of working within e —

the organisation from the S P P P E
guestionnaire results

* A PDF of the storyboard can be 74%
downloaded and printed ceeir T
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Repeating the process next year

« As part of your continuous improvement journey
the iMatter process will be repeated at the same
time each year

* You will still be able to access your reports next
year to monitor and compare your improvement
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