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How to find your project?
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When you log into the platform, you will be taken to the 
“Start” page. You can pin specific projects, discussions, 
organisations, groups, dashboards and programmes to 

appear here. 

Go back to contents page



If you click on “Projects” you will be able to see all the 
projects registered on the platform.

Go back to contents page



The page will default to showing you “My” projects. These 
are any projects where you are down as a member or a 

coach.

If you would like to see projects taking place in your 
organisation, click on “My Organisations” projects. 

Go back to contents page



Since I am linked to the “ELFT Dummy Project”, it 
appears in “My” tab.

Go back to contents page



Since I am linked to the “ELFT Dummy Project”, it 
appears in “My” tab.

If you hover near the project title, you will see a grey 
pin appear. If you click on this pin, the pin will turn 
blue. This means the project will now be pinned to 

the “start” page.

Go back to contents page



Since I am linked to the “ELFT Dummy Project”, it 
appears in “My” tab.

If you hover near the project title, you will see a grey 
pin appear. If you click on this pin, the pin will turn 
blue. This means the project will now be pinned to 

the “start” page.

Go back to contents page



Go back to contents page

You can use this method to pin multiple projects, discussions, 
organisations, groups, dashboards and programmes to your start 

page.



You can use this method to pin multiple projects, discussions, 
organisations, groups, dashboards and programmes to your start 

page.

Go back to contents page

It’s worth pinning all the projects you coach to your start page.



Click on the project either in the “start” page or “projects” 
page to open the project up.

Go back to contents page



You will now be able to see the details 
of the project. 

Go back to contents page



Every project on Life QI is given a 
unique 6 digit project iD. This iD can 
be used to search for the project in 

the platform. 

Go back to contents page



Use this search bar to search for projects.

Go back to contents page



Use this search bar to search for projects.

Remember, if you are in the “My” tab then the search 
bar will only search for that project iD in the projects 

you are linked to.

Go back to contents page



Use this search bar to search for projects.

Remember, if you are in the “My” tab then the search 
bar will only search for that project iD in the projects 

you are linked to.

If it’s a project that is taking place in your organisation, 
make sure you are in the “My Organisations” tab.

Go back to contents page



Go back to contents page

Your role for the project will be 
highlighted here.



Go back to contents page

Your role for the project will be 
highlighted here.

If you are the coach for the project, it 
will say “coach” next to your name.



How to add team members to 
your project?
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To add team members to your project, you first need to click on the 
edit button.

Please note, you can only add people if you’re an admin on the 
project.

Go back to contents page



Then click on the “view all members” button. 

Go back to contents page



Here is where you can add and remove users, groups and organisations.

Go back to contents page



Here is where you can add and remove users, groups and organisations.

If you can’t find them on the system, you can send them an invite to sign up by entering 
their email address into the “Invite someone new to life” box.

Go back to contents page



Here is where you can add and remove users, groups and organisations.

If you can’t find them on the system, you can send them an invite to sign up by entering 
their email address into the “Invite someone new to life” box.

They will then be sent an invite to sign up to Life QI and join your project.

Go back to contents page



They will appear on your list as pending.

Here is where you can add and remove users, groups and organisations.

If you can’t find them on the system, you can send them an invite to sign up by entering 
their email address into the “Invite someone new to life” box.

They will then be sent an invite to sign up to Life QI and join your project.

Go back to contents page



You can also control edit rights and project roles here.

Go back to contents page



You can also control edit rights and project roles here.

Only “admins” of a project can access this area.

Go back to contents page



You can also control edit rights and project roles here.

Only “admins” of a project can access this area.

Those with “Edit, View” and “View” rights won’t be able to add users or control viewing 
rights.

Go back to contents page



To change a users viewing rights, click on the rights they currently have (which will appear 
next to their name). 

Go back to contents page



You will now be able to add/remove rights. The options are view, edit and admin.

To change a users viewing rights, click on the rights they currently have (which will appear 
next to their name). 

Go back to contents page



You will now be able to add/remove rights. The options are view, edit and admin.

To change a users viewing rights, click on the rights they currently have (which will appear 
next to their name). 

You can find out what rights each option gives by clicking on the info button next to them.

Go back to contents page



You will now be able to add/remove rights. The options are view, edit and admin.

To change a users viewing rights, click on the rights they currently have (which will appear 
next to their name). 

You can find out what rights each option gives by clicking on the info button next to them.

Go back to contents page



To change the roles of users, use this drop-down list.

Go back to contents page



To change the roles of users, use this drop-down list.

You can choose between 12 different roles.

Go back to contents page



To change the roles of users, use this drop-down list.

You can choose between 12 different roles.

Go back to contents page

Here is where you can set yourself as a coach.



Every ELFT project MUST have a Lead User, Lead Organisation (ELFT) and Lead Directorate.

Go back to contents page



Every ELFT project MUST have a Lead User, Lead Organisation (ELFT) and Lead Directorate.

If a project has any of these roles missing, the project would be locked.

Go back to contents page



How to update your 
project information?
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As long as you are down as a member of the 
project with edit access, you will be able to 
edit any of the fields in the “General” tab.

To do this, click on the “Edit” button.

Go back to contents page



The page will now go on edit 
mode and you can update any 

of the fields.

Go back to contents page



If you would like to link your project to a 
directorate or trust-wide priority, you will 

need to click the edit button first.

Go back to contents page



The priorities area should now 
appear. Click on “Add new 

priorities”.

Go back to contents page



You will now see the trust-wide 
priorities. Click on the arrow 
point left for those priorities 

that link to your project. 

Go back to contents page



The priority will now be linked 
to your project. 

Go back to contents page



To add a directorate priority, 
click on the “Groups” tab.

Go back to contents page



Use the search bar to search 
for your directorate. 

Go back to contents page



The priorities should now be 
available for you to link to your 

project.

Go back to contents page



When you click the edit button, 
you will also see an option to 
post a status on your project.

Go back to contents page



Anyone with edit rights will be 
able to post a status. The latest 
status will be viewable on the 

top of the page.

Go back to contents page



You can see the historic status 
updates by clicking on the 
“Show Previous Statuses” 

button.

Go back to contents page



How to update your project’s 
progress score?
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Changes to the “Status” and “Progress 
Score” field will need to be approved by 

your improvement advisor.

Go back to contents page



You can access the progress score 
operational definitions by click the info 

button. 

Go back to contents page



You will now be able to see what each score 
actually means.

Go back to contents page



When you want to change the progress 
score, click the “Edit” button and then 
choose what score you would like to 

change to.

Go back to contents page



You will then see a notification informing 
you that this action requires approval.

Go back to contents page



You will then be asked to justify why you 
think the progress score should be 

changed.

Go back to contents page



You will then be asked to justify why you 
think the progress score should be 

changed.

Then click the “Create report and request approval” button. 
This will send a notification to your improvement advisor who 

can then accept or decline the change.

Go back to contents page



How to close your project?
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When you want to close your project, you 
need to change the “Status” field.

Go back to contents page



Click the “Edit Button” and then on the 
status field choose from one of the options 

(Cancelled or Completed).

Go back to contents page



Click the “Edit Button” and then on the 
status field choose from one of the options 

(Cancelled or Completed).

Go back to contents page



You will then see a notification informing 
you that this action requires approval.

Go back to contents page



You will then see a notification informing 
you that this action requires approval.

Click the “Proceed and request approval” 
button.

Go back to contents page



You will now see the project closure form.

Go back to contents page



You will now see the project closure form.

The first few fields will be automatically 
pulled from the “General” page of your 

project

Go back to contents page



You will now see the project closure form.

The first few fields will be automatically 
pulled from the “General” page of your 

project

The fields highlighted in pink are the ones 
you need to answer.

Go back to contents page



You will now see the project closure form.

The first few fields will be automatically 
pulled from the “General” page of your 

project

The fields highlighted in pink are the ones 
you need to answer.

Once you have completed the form, click 
the “Create report and request approval” 

button.

Go back to contents page



You will now see the project closure form.

The first few fields will be automatically 
pulled from the “General” page of your 

project

The fields highlighted in pink are the ones 
you need to answer.

Once you have completed the form, click 
the “Create report and request approval” 

button.

The report will then be sent to your 
project’s Improvement Advisor for approval.

Go back to contents page



The “Status” field will then be locked and 
highlight in yellow. If you click on it, it will 

tell you the field is locked and pending 
approval.

Go back to contents page



How to restrict access to your 
project?
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Project privacy is controlled through this 
field.

Go back to contents page



You have two options to choose from.

Go back to contents page



You have two options to choose from.

• Everyone can view
Anyone on the life platform can view your project 
(internal and external users).

• Only members can view 
Only your project team members can view your 
project.

Go back to contents page



You have two options to choose from.

• Everyone can view
Anyone on the life platform can view your project 
(internal and external users).

• Only members can view 
Only your project team members can view your 
project.

The default option is “Only members can 
view”. All ELFT projects should be set at this.

Go back to contents page



How to submit a monthly 
progress update to your 

sponsor?
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As a QI Coach, you’re required to submit a monthly progress update 
to your sponsor on projects you are coaching.

Go back to contents page



This is done through the “ELFT Progress Update to Sponsor” form.

Go back to contents page

As a QI Coach, you’re required to submit a monthly progress update 
to your sponsor on projects you are coaching.



This is done through the “ELFT Progress Update to Sponsor” form.

Below is a flowchart explaining how the reporting cycle works.

STEP 4 NOTES
On the Wednesday after the 
3rd Monday of the month (at 
10am), the report will be sent 
to the project lead, QI coach, 
Improvement Advisor and QI 
sponsor.

On the 1st Monday of the month (at 10am), 
project leads receive notification to 
complete their update.

On the 2nd Monday of the month (at 10am), QI 
Coach receives notification to complete their 
update.

STEP 1
PROJECT LEAD QI COACH PROJECT LEAD, QI COACH, IA 

AND QI SPONSOR

On the Wednesday after the 3rd Monday of 
the month (at 10am), the project lead, QI 
Coach, IA and QI sponsor receive report.

STEP 1 NOTES
On the 1st Monday of the 
month (at 10am), an email 
(and Life QI notification) will 
be sent to the project lead to 
notify them that it’s time to 
complete their monthly 
progress update to their 
sponsor. The email will 
contain a link to the report. 

Project leads then have 7 days 
to complete questions 1 to 10 
on the “ELFT Progress Update 
to Sponsor” report.

STEP 2 NOTES
On the 2nd Monday of the month
(at 10am), an email (and Life QI 
notification) will be sent to the QI 
coach to notify them that it’s time 
to complete their monthly progress 
update. The email will contain a link 
to the report.

The QI coach will be able to see 
what the project lead has answered 
to questions 1 to 10.

The QI coach then has 7 days to 
complete question 11. 

STEP 3 NOTES
On the 3rd Monday of the 
month (at 10am), an email 
(and Life QI notification) will 
be sent to the improvement 
advisor to notify them that it’s 
time to review the monthly 
progress update. The email 
will contain a link to the 
report.

The Improvement Advisor will 
be able to see what the 
project lead and QI coach have 
answered.

IMPROVEMENT 
ADVISOR

STEP 2 STEP 3 STEP 4

On the 3rd Monday of the month (at 10am), 
Improvement advisor receives notification to 
review report.

TIME TO COMPLETE 
REPORT:
7 DAYS (168 hrs)

TIME TO COMPLETE 
REPORT:
7 DAYS (168 hrs)

TIME TO REVIEW 
REPORT:
2 DAYS (48 hrs)

Go back to contents page

As a QI Coach, you’re required to submit a monthly progress update 
to your sponsor on projects you are coaching.



On the 1st Monday of the month, project leads receive an 
email and notification on Life QI notifying them that it’s time 
to complete the “ELFT Progress Update to Sponsor” report.

EMAIL NOTIFICATION LIFE QI PLATFORM NOTIFICATION

STEP 1
PROJECT LEADTIME TO 

COMPLETE 
REPORT:
7 DAYS (168 hrs)



The first few fields on the report is 
automatically filled in based on what you have 

in the “General” page. 

Go back to contents page



The first few fields on the report is 
automatically filled in based on what you have 

in the “General” page. 

Project leads complete questions 1 to 10.

Go back to contents page



The first few fields on the report is 
automatically filled in based on what you have 

in the “General” page. 

Project leads complete questions 1 to 10.

Go back to contents page

They have 7 days to complete their updates.



On the 2nd Monday of the month, you will receive an email 
and notification on Life QI notifying you that it’s time to 

review the report completed by the project lead and add 
your update 

EMAIL NOTIFICATION LIFE QI PLATFORM NOTIFICATION

QI COACH

STEP 2
TIME TO 
COMPLETE 
REPORT:
7 DAYS (168 hrs)



On the 2nd Monday of the month, you will receive an email 
and notification on Life QI notifying you that it’s time to 

review the report completed by the project lead and add 
your update 

EMAIL NOTIFICATION LIFE QI PLATFORM NOTIFICATION

QI COACH

STEP 2
TIME TO 
COMPLETE 
REPORT:
7 DAYS (168 hrs)

Both notifications will contain a link to the report.



On the 2nd Monday of the month, you will receive an email 
and notification on Life QI notifying you that it’s time to 

review the report completed by the project lead and add 
your update 

EMAIL NOTIFICATION LIFE QI PLATFORM NOTIFICATION

QI COACH

STEP 2
TIME TO 
COMPLETE 
REPORT:
7 DAYS (168 hrs)

Both notifications will contain a link to the report.

You will get a notification per project you are coaching. So if you are down as the coach for 6 projects, 
you will get 6 notifications with link to reports for each project.



On the 2nd Monday of the month, you will receive an email 
and notification on Life QI notifying you that it’s time to 

review the report completed by the project lead and add 
your update 

QI COACH

STEP 2
TIME TO 
COMPLETE 
REPORT:
7 DAYS (168 hrs)

You will get a notification per project you are coaching. So if you are down as the coach for 6 projects, 
you will get 6 notifications with link to reports for each project.



When you click on the report link, you will be taken 
to the report (which is saved in the documents tab 

of the project).

Go back to contents page



When you click on the report link, you will be taken 
to the report (which is saved in the documents tab 

of the project).

Go back to contents page

You will be able to see the project leads updates.



When you click on the report link, you will be taken 
to the report (which is saved in the documents tab 

of the project).

Go back to contents page

You will be able to see the project leads updates.

If the project lead has not completed their updates, 
these fields will be blank.



When you click on the report link, you will be taken 
to the report (which is saved in the documents tab 

of the project).

Go back to contents page

You will be able to see the project leads updates.

If the project lead has not completed their updates, 
these fields will be blank.

You will then be able to add your update in question 
11.



When you click on the report link, you will be taken 
to the report (which is saved in the documents tab 

of the project).

Go back to contents page

You will be able to see the project leads updates.

If the project lead has not completed their updates, 
these fields will be blank.

You will then be able to add your update in question 
11.

You have up to 7 days to complete your updates.



When you click on the report link, you will be taken 
to the report (which is saved in the documents tab 

of the project).

Go back to contents page

You will be able to see the project leads updates.

If the project lead has not completed their updates, 
these fields will be blank.

You will then be able to add your update in question 
11.

You have up to 7 days to complete your updates.

On the 3rd Monday of the month, the report will 
then be sent to your project’s Improvement advisor 

to review.



When you click on the report link, you will be taken 
to the report (which is saved in the documents tab 

of the project).

Go back to contents page

You will be able to see the project leads updates.

If the project lead has not completed their updates, 
these fields will be blank.

You will then be able to add your update in question 
11.

You have up to 7 days to complete your updates.

On the 3rd Monday of the month, the report will 
then be sent to your project’s Improvement advisor 

to review.

On the Wednesday after the 3rd Monday of the 
month, the report will then be sent to the project 
lead, yourself, your Improvement advisor and your 

QI sponsor.



Any questions or queries, get in 
touch with the QI team.

0207 655 4078
Elft.qi@nhs.net


