
Sub Reporting Guide 



Accessing Your Sub Report 

Managers who have a Sub Report set up in the system can access it directly 
through their iMatter account. 

1. Log in to your account at:
https://nhsscotland-sep.webropol.com/Account/Login

2. Once logged in, the portal page will appear, as shown below.

You can also view your Sub Report by following these steps: 

1. Click ‘Select Questionnaire’ on the portal page.
2. In the drop-down menu, you will see options for:

 Your team report

 Your Sub Report (this will include “(Sub Report)” in the name)
3. Select the Sub Report from the list.

This section 

here is for 

the Sub 

report set up 

for the 

area/service 

you oversee 

This section 

here is for 

the team you 

directly line 

manage 

Click ‘Directorate Report’ to access 

your Sub Report 
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Once opened, the Sub Report will display an aggregated report of responses 
from recipients across all the teams included in the Sub Report. 

Yearly EEI Report 

The yearly Employee Engagement Index (EEI) report will display: 

 Each team within your Sub Report.

 An indication of whether the EEI has improved compared to the previous
year.

Key indicators: 

 ‘No report’ – No team report was achieved for that year.

 ‘–’ (dash) – The team was not in the system during that particular year.

This view provides a quick comparison of engagement trends across all teams 
included in your Sub Report. 

Report PDFs can be 

downloaded to save and print 

by clicking here 

Each tab is a 

different report. 

These reports are 

for the teams 

within your Sub 

Report and not the 

overall Directorate 

or CEO 
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Yearly Response Rates 

The Yearly Response Rates tab enables you to: 

 Analyse whether the response rates for teams within your Sub Report
have improved, decreased, or remained the same year on year.

 Identify trends in engagement and participation across multiple reporting
periods.

This feature provides valuable insight into team consistency and areas that 
may benefit from additional focus. 

Teams within your Sub Report will 

be listed here 

The overall EEI score 

for the teams in your 

Sub Report is shown 

in bold at the bottom of 

the table 
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Yearly Components Report 

The Yearly Components Report provides: 

 The average response score for each question across all teams in your
Sub Report.

 Scores are visually represented using a colour-coded system:
o Green
o Yellow
o Amber
o Red

This colour coding makes it easy to identify areas of strength and those 
requiring attention at a glance. A key is included within the report. 

Action Plan Tab 

The Action Plan tab shows which teams within your Sub Report have 
completed their Action Plans within the required 8-week timescale, as set by 
the iMatter Action Planning Key Performance Indicator (KPI). 

 If an Action Plan was uploaded within 8 weeks, it will display as 100%.

 If an Action Plan was not uploaded within 8 weeks, it will display as 0%.

This feature helps monitor compliance with the KPI and identify teams that 
may need additional support to meet deadlines. 
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iMatter KPI Report 

The iMatter KPI Report provides an overview of key performance indicators for 
each team within your Sub Report, including: 

 Response Rate - The percentage of team members who completed the
questionnaire.

 EEI Score - The Employee Engagement Index score for the team.

 Action Plan Status - Indicates whether an Action Plan was uploaded
within the required 8-week timescale.

Important Note: 

 If ‘no report’ is shown, the team did not achieve the required response
rate for a team report to generate. As a result, no EEI score is available.

This report helps managers track engagement, compliance with KPIs, and 
identify areas which may benefit from additional support. 
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Key Points to Note for Sub Reports 

 Teams can appear in more than one Sub Report.

 A manager can only be assigned one Sub Report, however, different
managers can be set up with the same Sub Report where there is an
appropriate business need.

 Sub Reports can be built for multiple levels, such as a service, site, or
sub-service.

 Sub Reports can be updated at any time – for example, when Sub
Report managers change or when additional reports need to be created.

Questions? 

If you have any queries about Sub Reporting, please contact the NHSGGC 
iMatter mailbox at: ggc.nhsggc.imatter@nhs.scot 

Date: 7 January 2026 

Date for review: 7 January 2027 

Replaces previous version: ‘2025 Version’ 

Page 7 of 7

mailto:ggc.nhsggc.imatter@nhs.scot



