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Download additional parts of this manual from: 
  

http://www.stakeholdermapping.com/stakeholder-management-software-and-tools/98/ 
 
 
 

http://www.stakeholdermapping.com/stakeholder-management-software-and-tools/98/


 
   

   
  

 © Stakeholder Management Pty Ltd, 2012 

© Stakeholder Management Pty Ltd, 2012 

3 

Communication Plan 

The Stakeholder Circle software provides a basic means of recording how the team might 
communication information about project progress, issues etc. It is not intended to be a CRM 
tool or meeting manager. Data from Stakeholder Circle can be exported to other specialist 
tools as necessary. 
 

  
 
Select ’communication’ on ‘edit process’ in the ‘stakeholder list’ screen. 
 
Select the ‘edit’ button for the appropriate stakeholder – if this is the first time data is entered 
you can select the first stakeholder and then move through each record using the ‘next’ or 
‘previous’ buttons on the top right hand corner of each screen. To finish and return to 
‘stakeholder list’ select ‘close’. 
 
All the information input to date is shown – records that you can’t change are greyed out. 
 
The system is pre-set with some standard reports, in this case there are seven. But it is 
possible to define reports to meet your needs. 
 
If you wanted to use the SHC tool to keep a record to your regular reports you can set up 
these standard reports for that purpose. 
 
If you wanted to track special or ad hoc reports you can set these up also. 
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To define special reports 
Select the appropriate button 
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For special reports enter the necessary information and select ‘add’. 
 
You can continue to build special reports until all reporting needs are met. 
 
When you have finished select ‘Show all special or ad hoc reports’ – the blue button just 
above the area you have been working on. 
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The system is pre-set with some standard reports – all that is required is to fill in the blank 
record. 
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To update, modify standard reports select ‘manage reports’ from the ‘main menu’. 
 

  



 
   

   
  

 © Stakeholder Management Pty Ltd, 2012 

© Stakeholder Management Pty Ltd, 2012 

9 

 
 
This is a report of the standard reports set up in this instance. You can update, delete or 
modify at any time. This is achieved by selecting ‘manage reports’ on the ‘main screen’. 
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For this pre-set executive report the only data necessary is the messenger. 
 

 
 
You will be able to view all communications planned for this stakeholder by scrolling down or 
by looking at a report. This will be described later. 
 
NOTE: You may not have to define ANY additional reports for most stakeholders. This 
feature is developed for important stakeholders who will need additional communication 
effort because they are not as supportive as necessary for success of the project or activity. 
 

 
 
You can print out your communication plan data. Select ‘communication plan’ from the ‘main 
menu’. 
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Select ‘close’ to return to ‘stakeholder list’. 
  
This completes the first pass of data entry! 
 


