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e From the Intranet, click on the link for the Briefing Book you wish to view
e You should see a web page that looks like this:
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¢ Inthe example above we chose to view the Quarter 2 information for the Strategic Performance

Indicators. Click the link Strategic Performance Indicators.

e The next screen displays the briefing book and should look something like this:
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e Any text that is underlined is a link, which displays performance indicators for that area. The area
on the left contains sections of the briefing book, and these are mirrored with a further description
in the Table of Contents on the right.

e Click a link in the section area or from the Table of Contents. You will now see some description
for the selected section on the left and the measures on the right, as in the screen shot below.
Note that the measures are in green because this section groups measures where performance is
good.
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Remember that as you are viewing the briefing books through the Intranet/Internet, you can use your
back and forward buttons as normal from the main toolbar.



e Click on a measure from the measure list. You will now see detailed information for that measure
for the period you are viewing. (see screenshot below)
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Detailed measure information includes

1. A description of the indicator

2. A datatable showing the raw data

3. Information on how the measure is set up, including who is responsible for performance
and whether high values are good/bad

4. Commentary on the current performance period

5. Charts displaying performance trends

6. Back button to go back to the previous screen which displays the sections.

e Once you have finished browsing a briefing book, you can close the screen from File -> Close or
the X button.




