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Creating Action Plan 
 

1. On the home page, click on the workspace into which you would like to add an 

Action Plan. 
2. Along the left side of the screen under the appropriate Assessment Cycle, click 

on the link entitled Action Plan. Check out the requirement by clicking on the 
green Check Out button in the upper right corner of the screen.  

   
3. Click the Create New Closing the Loop button, and then click the Actions bar to 

expand this section. 

 
4. To link your action plan to assessment findings, click the Select Set button, and 

then click Select Existing Set. Next, select the appropriate set and click 
Continue. 

   
 

 
5. To link your Action Plan to all of the outcomes within the set, check off the box 

labeled Include All. To create an Action Plan for selected outcomes only, check 

the box (es) labeled Include next to the outcome(s) you would like to include in 
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this action plan. Click Accept and Return to Plan button. 

 
6. Click the Add New Action button for the outcome in which you’d like to add an 

action. You may select the findings that support your action plan, if applicable, 
and click Continue. 

 
7. Complete the following areas: (The only mandatory section is the section labeled 

with an asterisk) 
 Label your Action Item under Action Item Title*  

Describe your Action details  

 Outline your Implementation Plan (timeline)  

 Identify Key/Responsible Personnel  

 Indicate how you will know this action plan has been achieved under 
Measures Describe Budget approval required information, as needed 

 Place a Budget Request Amount  

 Indicate whether the Priority level is Low, Medium, or High 

 Click on Apply Changes. 
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8. To upload Supporting Attachments such as budget sheets, applications, forms, 

meeting minutes etc., click Add/Edit Attachments and Links. 

 
9. Click on Submission & Read Reviews 

 
10.  Click on Submit Work besides Assessment Findings 

 
11. In the future, to copy this action plan for another assessment cycle, click the Add 

New Action button under the new outcome. Click Import Action. Check the 

small box labeled Show actions for all outcomes.  Select the action you would 
like to import and then click Copy Selected. Click to Apply Changes when you 

are finished editing.  
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