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1.0 Introduction

Business processes and mechanisms across HRSA Bureaus and Offices, such as the Corrective Action

Plan (CAP) and Performance Improvement Plan (PIP), have been combined to provide one location in
the EHBs where HRSA staff can prepare, review and monitor an Action Plan. HRSA Grantees can also
prepare or review an Action Plan for HRSA staff and resolve Site Visit findings.

1.1 Purpose

The purpose of this document is to describe the Action Plan (AP) Module business process and
workflow. The document identifies: The Action Plan business process, roles & responsibilities, reporting
capabilities, business rules enforced by the application, and high-level workflows.

1.2 Benefits

Some of the major benefits of having Action Plan as a Monitoring method include:

1.

Prepare an action plan and send to HRSA Staff for review and approval.

Review an action plan that has been created by HRSA staff for the grantee.

Resolve individual findings within an action plan (Once HRSA staff has approved an action plan
prepared by grantee or HRSA staff has issued an action plan prepared for the grantee).
Document Progress Notes on an individual finding within the action plan, so that PO/FTCA PQC
can monitor grantee’s on-going progress on resolving the action plan.

Receive email notifications at key steps within the process.

View key actions taken by grantee and HRSA staff captured within the Action History.
Reporting Capabilities, which allow user to track status of Actions plans as well as access
Completed Action Plans.

1.3 Roles & Responsibilities

Project officer (PO)/ FTCA Program Quality Control (PQC) Reviewer?
a. Prepare an Action plan

b. Monitor Action plan

c. Provide recommendations

d. Add ‘Progress notes’

Grantee

a. Prepare an Action Plan
b. Resolve an Action Plan
c. Provide ‘Progress Notes’

! The term PO can be used interchangeably with the term FTCA PQC. All guidance contained in this document for
the PO role is also applicable for the FTCA PQC role, unless otherwise indicated.



3. Project Quality Controller (PQC)/ FTCAPQCD
a. Review Action Plan (Optional)
b. Monitor Action Plan
c. Approve Action Plans (Optional)
4. Project Approval Officer (PAO)/FTCAPAOD
a. Review Action Plans (Optional)
b. Approve Acton Plans (Optional)

1.4 Action Plan Integration Process

The Action Plan starts with the Site Visit Conduct module, where Project Officers (PO) have the option to
select how Site Visit findings are monitored. pos can choose ‘Action Plan’ as a monitoring method for

each of the Site Visit findings.
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Figure 1: ESV-Action Plan integration

Once the Site Visit record has been approved by a supervisor, the ‘Send Site Visit to Grantee’ task is
created in the PO’s queue. Within this task, the PO provides details for the ‘Prepare Action Plan’ task.
The PO can assign the task to another Project Officer within their Bureau, a team, the Grantee, or
themselves (please see Figure 2, below). If HRSA staff is preparing the Action Plan, then the submission
due date is not mandatory. Once all details are provided, a task is created for the preparer and an email
is sent out. By clicking ‘Notify Grantee’ button user submits the provided information.



Important Note:

Site Visit Findings can be monitored using an Action Plan for both the primary
and secondary Site Visit participants, in which case two Action Plans are
created.

Once the ‘Send Site Visit to Grantee’ task is created in the PO’s queue, follow these steps to prepare the

Action Plan.
1. Logintothe EHBs.
2. Click the Tasks tab at the top of the page. The ‘My Tasks — List’ page will be displayed.
3. Locate the ‘Send Site Visit Report to Grantee’ task and click the Start link to open the task.
4. Within the ‘Prepare Action Plan’ section you will need to indicate the following:

a. Who should prepare the Action Plan:
i. Project Officer or FTCA PQC Reviewer
1. If Project Officer is selected, then ‘Select a User’ section will auto
populate with the signed-in username (user who is working on the ‘Send
Report to Grantee’ task).
2. User can assign the ‘Prepare Action Plan’ to another Project Officer
within their Bureaus (Same applies to FTCA PQC Reviewer workflow).
ii. Grantee
1. If Grantee is selected, then the ‘Select a Team’ and ‘Select a User’
sections are no longer relevant and disappears. Teams are created
internally within Bureaus.

Prepare Action Plan
O Project Officer @ Grantee

®* Who should prepare the Action Plan?

* The prepared action plan should be submitted in? &
) _ p__ P P \_) 30 days '_) Other days
(required if grantee has to prepare a plan) v

(] Corrective Action Plan

®* Action Plan Type (] Performance Improvement
Plan

Figure 2a: ‘Send Report to Grantee’ Task

b. Prepared Action Plan due date if the grantee is preparing the plan. If HRSA staff is
preparing the plan, this section is not applicable.
c. Action Plan Type:
i. Corrective Action Plan



ii. Performance Improvement Plan
iii. Or Both

Click the ‘Notify Grantee’ button, once you are ready to send the Site Visit report to the

Grantee.

Prepare Action Plan

* Who should prepare the Action Plan?

* The prepared action plan should be submitted in?
(required If grantee has to prepare a plan)

* Action Plan Type

Figure 2b: ‘Send Report to Grantee’ Task
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2.0 Action Plan Module Features

2.1 Process overview
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Figure 3a: Action Plan process workflow (PO)
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Action Plan Reviewed and Approved (Request Resolution), two parallel
tasks are created:

1. Resolve Action Plan (Grantee)

2. Monitor Action Plan (HRSA Staff)
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Figure 3b: Action Plan process workflow (FTCA)



2.2 Preparing Action Plan (Project Officer/ FTCA PQC Reviewer)

1. From the Tasks tab, locate the ‘Prepare Action Plan’ task and click the View Tasks link to navigate

to the ‘Action Plan — Prepare’ page.

Role Document Task
Al v J|eiE All * |16 All
4 Role: PO
PO Other Submissions (EDM) Review
FO Slte Visits Update Site Visit
PO APCMH NOI Application Review
PO Action Plan Prepare Action Plan
PO Action Plan Monitor Action Plan
LERE BRI RN | Page size: 50 ~| Go

Figure 4: Action Plan-Prepare Action Plan, PO’s queue view.

Needs Attention Not Started  In Progress  Options

® 0 7 View Tasks W
@ 0 3 View Tasks
1 0 View Tasks
0 1
] 2

5 items in 1 page(s)

2. The ‘Finding(s)’ section will list all findings within the Action Plan.

Important Note:

The ‘Action Plan Source’ section will be pre-populated, and you will not be able to

edit this section.

3. Click the Edit link under the ‘Options’ column for the finding you would like to update. User can
view Action Plan and Action History under options column.
a. Action Plan — Provides details on Key Findings and recommendation from PO so that
Grantee can assign the correct ‘Person(s) Responsible for resolving the Key finding.
b. Action History- provide actions done by users within Action Plan Module.

Finding(s)

b 4 1 of 1| * M Page size: 15 -

[»
e _— Person(s) Target/Due
Finding Catego Findin - .
9 ot 9 Responsible Date

Performance

Improvement Areas Clinical

(PIAs)

M| 1 of1 * M pagesize: 15 ~

Figure 5: ‘Action Plan-Prepare’ page

1items in 1 page(s)

Finding Status Options

In Progress -

1 items in 1 page(s)



4. You can enter the following information in the ‘Update Finding’ section, but it is not required to
mark the finding as complete, because the grantee will have the option to complete these fields:
a. Person(s) Responsible
b. Due Date?
c. Intervention/Actions?
5. PO can attach Supporting Documents for Grantee’s reference.
6. Repeat step 4 until you have entered the information for all findings within the Action Plan.
7. Once all findings are marked as ‘Complete’, click the Send to Grantee button, so your grantee can
begin Preparing the action plan.
8. ‘Finding Status’ of Key Finding must be marked as ‘Complete’ before sending Action Plan to

Grantee
Finding(s)
oo« 1 of1| ® | M Page size: 15 ~ 1items in 1 page(s)
Finding Catego Findin Fecaontel Target/Due Date Finding Status Options
e A < Responsible 2 8 ==F
Performance
Improvement Areas Clinical @ Edit -~
(PIAS) A
4« 1 of1 * M Page size: 15 ~ 1 items in 1 page(s)

B Send to Grantee

Figure 6: ‘Action Plan-Update Finding’ page
2.3 Preparing Action Plan (Grantee)

1. Once PO clicks Send TO Grantee button, the Grantee will have the same ‘Prepare Action Plan’
Task within the Tasks tab.

2. From the Tasks tab, Grantee locates the ‘Prepare Action Plan’ task and click the Start link to
navigate to the ‘Action Plan — Prepare’ page.

3. The ‘Finding(s)’ section will list all findings within the Action Plan.

4. Grantee clicks the Edit link under the ‘Options’ column for the finding you would like to update.
Grantee can view Action Plan and Action History under options column.

2 For HRSA programs, such as the FTCA Program, that prepare the action plan for the grantee, you should enter the
due date for resolving each finding. This information will be sent to the grantee, who will be able to review the
date and assign a person who is responsible for responding to the finding

3 For HRSA programs, such as the FTCA Program, that prepare the action plan for the grantee, you should enter the
actions that must be taken by the grantee to resolve each finding. This information will be sent to the grantee, who
will be able to review resolution actions and assign a person who is responsible for responding to the finding.



a.

Action Plan — Provides details on Key Findings and recommendation from po so that
Grantee can assign the correct ‘Person(s) Responsible for resolving the Key finding.

b. Action History- provide actions done by users within Action Plan Module.

L e N U

Plan.

Person(s) Responsible
Due Date
Intervention/Actions
Repeat steps 7 and 9 until you have entered the information for all findings within the Action

Grantee must enter the following information in the ‘Update Finding’ section:

10. ‘Finding Status’ of Key Findings must be marked as ‘Complete’ before Grantee can proceed.
11. Grantee selects Submit button and ‘Review Action Plan’ Task is created in po’s queue.

2.4 Reviewing Action Plan

1. From the Tasks tab, user locates the ‘Review Action Plan’ task and clicks the View Tasks link to
navigate to the ‘Review Action Plan-List’ page.

4 Role: PO
PO

PO
PO
PQ
PO
PO

H o4 [1 » N

Pagesize: 50 - | Go

Document

Other Submissions (EDM)
Site Visits

A/PCMH MNOI Application
Action Plan

Action Plan

Action Plan

Page size: 50 ~ | Go

Needs
Jask Attention
All bl |
Review ®
Update Site Visit ®
Review

Prepare Action Plan
Review Action Plan

Monitor Action Plan

Figure 7: Action Plan-Review Action Plan, PO’s queue view.
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2. Click Edit from options and go through information provided by Grantee.

Finding(s) RS
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Find P R bl Opt
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Administrative ~ Program-Specific Director of Corporate Compliance I:Aza.g{;lAZF\;)ZO Complete = Edit ~
Fiscal Fiscal Management and Oversight Chief Financial Officer :;l_JUZAOGO Complete = Edit ~

) . ’ - ' ) Jul 1 2020 )
Fiscal Fiscal Management and Oversight Chief Financial Officer 12-00AM Complete = Edit ~

Figure 8: ‘Action Plan-Review’ page

3. Select ‘Mark as Complete’ and click Go if all information provided is filled in and correct.

Update Finding

Supporting Doclments - HRSA Staft (Minsmum: 0 - Maxmun. 10) (Curreant atschmesd count 9

Supporting Documents - Grantes (A

Figure 9: ‘Action Plan-Update Finding’ page

4. Once all findings are marked complete, then users have three actions to proceed with. These
three actions are available for the po, ‘PQC’, and other approval bodies.

a. Request Change- an ‘Prepare Action Plan-Change Request’ task created for Grantee.
Once Grantee clicks submit, another ‘Review Action Plan’ task is created for po.

b. Request Resolution- An ‘Resolve Action plan’ task is created for Grantee and a ‘Monitor
Action plan’ task is created for PO.

c. Request Approval- An ‘Review Action Plan’ task is created in ‘PQC’s queue (or other
approval body).

i. ‘PQC’ has three actions to proceed with, while Reviewing Action Plan.

1. Request Change- A ‘Review Action Plan-Change Request’ created for
‘PO

10



2. Request Approval- A ‘Review Action Plan’ Task created for ‘PAQ’
3. Request Resolution- A ‘Monitor Action Plan’ Task created for PO and a
‘Resolve Action Plan’ Task created for Grantee.

= Action Plan Sourcs

Flnding(s}

Fiening Category Finding Pevnonis) Rusponuitie TargeuDus Date Finding $tatun Options

Figure 10: ‘Action Plan-Review’ page

2.5Resolving Action Plan (Grantee)

Once the Action Plan has been approved (Review Action Plan Task), the grantee will receive the ‘Resolve
Action Plan’ task and HRSA user will receive a ‘Monitor Action Plan’ task in their queue. The Grantees
will provide resolutions towards key findings from Site Visits. Once the Grantee ‘Saves’ the Progress
Notes and Resolution, the HRSA staff will be able to monitor the information provided to make sure it
meets the requirements. These are parallel tasks which allow Internal HRSA staff and Grantee to
communicate changes via Progress Notes.

1. From the Tasks tab, Grantee locates the ‘Resolve Action Plan’ task, and clicks the ‘Start’ link to
navigate to the ‘Action Plan-Prepare’ page.

Deadiine {Dus) Task Category Tracking & Task Enozy Cuganizstion Otions

Figure 11: ‘Resolve Action Plan’ Grantee’s queue

Fagesan 15 v | Go

2. Grantee clicks the ‘Edit’ link for the finding you would like to update. User can view ‘Action Plan’
and ‘Action History.’
a. Action Plan- Provides details on Key Findings and recommendation from PO.
b. Action History- Provide actions done by users within Action Plan Module.

Finding|s}

Finditg Cabegory & Tding Parsoniul Responsible TargetDius Dats Basotumon Slatus Fissfing Status

= Pesding Resclution from Grames

Figure 12: ‘Action Plan-Resolve’ page
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3. Once Grantee clicks the ‘Edit’ link, the ‘Action Plan-Update Finding’ form is available for the
Grantee to provide details.
4. ‘Action Plan Source’ section is auto filled for the Grantee.

Supparting Documents - HRSA Staff (Amacnment count- 0

[isal
Figure 13: ‘Action Plan-Update Finding’ page

5. Grantee will provide details in two sections:
a. ‘Progress notes’ section (not mandatory)
b. ‘Resolution’ section (mandatory)
6. Grantee selects ‘Submit’ Action from dropdown options and clicks Go to proceed
7. Once afinding has been resolved by the grantee you will receive an email notification indicating
that a finding has been marked as complete by the grantee.

2.6 Monitoring Action Plan

Once the Action Plan has been approved, the grantee will receive the ‘Resolve Action Plan’ task and
HRSA user will receive a ‘Monitor Action Plan’ task in their queue. To track and review the grantee’s
progress on the Action Plan, follow these steps:

1. Logintothe EHBs.
2. Click the Tasks tab at the top of the page. The ‘My Tasks — List’ page will be displayed.

12



3.

M 4
Role

Al

1

Locate the ‘Monitor Action Plan’ task and click the ‘View task’ link.

P M

4 Role: PO

PO
FO
PO
PO
PO
PO

H 4

1

L H

Page size: 50 + Go 6 items in 1 page(s)

Needs Not In

Rocument Task Attention Started Progress Options

w || All w All -

Other Submissions (EDM) Review @ 0 6 st
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A/PCMH NOI Application Review 1 0 -
Action Plan Prepare Action Plan 0 1 View ot
Action Plan Review Action Plan 1 1
Action Plan Manitor Action Plan 0 2

Page size: 50 + Go 6 items in 1 page(s)

Figure 14: ‘Monitor Action Plan’ PO’s queue view.

4. Click the ‘Edit’ option to Monitor ‘Progress notes’ and review ‘Resolution’ section.

Progress Notes

1.

You can use the Progress Notes section to track your grantees progress in resolving
the Site Visit findings.

Progress Notes first need to be saved before they can be sent to the grantee.

For each saved Progress Note you enter, you can click the ‘Send the Progress Note for
Review’ link under the ‘Options’ column to individually send Progress Notes your
grantee.

If you would like to send all saved Progress Notes to your grantee in one go, click the
‘Send All Progress Notes for Review’ button.

An email notification is sent out to all the parties involved. From the Grantee’s side,
the Project Director receives the email notification, who will then convey the message
to the Point of Contact deemed for the Key Finding. The Project Officer who has the
Monitor Action Plan task within their task queue will receive the Progress Note email
notification if Grantee adds a note.

Within the ‘Monitor Action Plan’ task, enter resolution comments in the ‘Resolution’ section for
each finding that has been ‘Marked as Complete’ by the grantee.

Helpful Tip! If you or your grantee is working on a finding within the Action Plan, that finding
will not be editable for the other person.

For each finding, enter resolution comments.

Select a resolution status:

a.

b.
C.
d

Resolved

Marked as Incomplete

or Flagged for OCC

Enter text in the ‘Justification’ section.

13



9. Provide aJustification before marking Finding as complete

INO FeCoras rouna

Add Progress Notes
This is a test

[sove | e ross s i ”
Resolution
Resolution
* Attached., is our progress for Diabetes: HbA1c (=9%) Poor Control Measure. Our goal is to be at 35% by 10/01/2020.
ra
Resolution Status * Resolved -
Justification
l Test
V7

Supporting Documents - HRSA Staff (Minimum: 0 - Mattachment count: 0)

H H
1 Drop or Upload Files &, H
' '
! Acceptable Formats: doc, docx, rtf, txt, wpd, pdf, xIs, xilsx, msg, jpg, jpeg, tif. xfd, ppt, pptx t
1 1
' '
. a

& Select Files

Supporting Documents - Grantee (Attachment count: 1)

Diabetes Performance Improvement_Progress.pdl 157 KB

Cancel | Approve e “|

Figure 15: ‘Action Plan-Update Finding’ page

10. Once all findings have been marked as ‘Approved’, you can close the Action Plan by selecting the
‘Close Out’ option from the bottom right drop-down menu on the ‘Action Plan — Monitor’ page.

S
Findind(s)
L 3 1 of 1 [ M Page size: 15 ~ 1 items in 1 page(s)

Finding _ Person(s) _ Target/Due _ Resolution

Findin, - L - 3 = Finding Status -  Options
Category 2 Responsible Date Status = £

- Resolved

Performance

Oct 1 2020
> Improvement Clinical Blanca Puga 1;00AM Resolved = Edit -

Areas (PlAs)

L Ml 1 of1| * M | pagesize: 15 ~ 1 items in 1 page(s)

Cancel Close Out ~
Figure 16: ‘Action Plan-Monitor’ page

Important Note:

If you would like to send the Action Plan for further HRSA review, select the ‘Request
Approval’ option from the bottom right drop-down menu on the ‘Action Plan —
Monitor’ page.
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3.0 Reporting Capabilities

Action Plan Status Report provides the bureau staff with a summary view and an (expandable) detailed
view of all the Action Plans and what part of the review status they are in. The report will allow users to
track the current status of Action Plans as well as access Completed Action Plans.

3.1 Navigation

1. Click the ‘Reports’ tab in the Top Navigation panel (A).

‘\Jf “HRSA Electronic Handbooks il Cha)

My Recemtly Accessed

7 Drspiay 7 1151 20

2 Assigned Tasks (]

2 i . § TATS TA Packe! Status Repon I werk

= Unassigned Tasks TIn Hun Hapanpd

&5 Unred Wkasages 152 TATS TA Evahiabon Status Repon nat werk
Hun Rapangf

2 UnreagMews o TATS Consusant Profile Repan ek
Hun Hapan g

£ to upcoming everts are scneduled at this time

= BT Task Order - Prepare T0 (PO} st wees

e Al + Vigw Mors 10000314

TATS TA Repor Slabus Repon I werk

Fun Repennd

TATS Task Order Status Report I werk
Fun Repenrd

Grant Folder 7 weeks ngn
HEPCHOI3T

WView All * Wiew More.

Figure 17: Report tab

2. Click the ‘Browse’ option in the gray bar under the tabs in the Top Navigation Panel (A)
a. Quick Tip: a returning under can simply click the report link under ‘My Recently
Accessed’ section

ws v | Request Access ~ | Support v | Logout

PR E—— _sns Ma -
T Tasks | Activities Dashboards Plzl
Advanced Search

2

Reports Home Recently Accessed ‘ What's New Thursday 1% August 2013 11:22:08 AM. ET &

5.(( $HRSA | Electronic Handbooks (v o ciassic

My Recently Accessed

Items We Are Tracking For You

7 Display 7 | 15 | 20
(&) Saved Searches 0
TATS TA Packet Status Report last week
& AdHoc o Run Report 3
Drafls
5] o E TATS TA Evaluation Status Report last week
Run Report ¢
(2] Unread News U
=0 TATS Consultant Profile Report last week

Run Report g

TATS TA Report Status Report last week
Run Report 4

TATS Task Order Status Report last week
Run Report

Grantee Contacts Report 812072013
Run Report g

Progressive Action 30 Day Status Report 6M82013
Run Report ¢

View All + View More
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Figure 18: Report tab landing page

3. The ‘All Reports’-List Page opens
a. Under the Report Name filter, type ‘Action Plan Status Report’ (A)
b. Click the filter icon and select “Contains”. Steps A and B will help filter all the reports
which contains text ‘Action Plan Status Report’ as part of the report name. (B)

[= All Reports - List

il s -
A%l Reports By Phases By Rokes
Wl [T]s in agesies 15
Display Group Report Mame Office Cwner System Options
¥ action plan T i’
4 Group: A
- A EHBs -

This repont provides 1he bureau stall with a summary view of all the Action PLans 2nd what pari of he review S80S ey ase in. The report wil aliow USESs 10 ITck the Cument s1afus of ACion PLns &5 wel a5 access . (+ View Mor)

an Status Reporl. Monaor Action Pran (HRSA) . Prepare Action Plan Stalus. Resohe Action . (+ View o)

Tags: Action Pien Frepared By, Acto

WAt e M pagesme :

ot And Plgars | Comaa Us Product; EHAEREI010 | Plasform #: 45200 | Bulld #:37 0.1 Envimomant: 05

Figure 19: ‘All Reports-List’ page

4. Locate the appropriate “report”, and then click “Run” under Options column (A)
5. HRSA staff can also click on the report name to access the report.
6. The search page for the report will open in a pop-up window.

I Action Plan Status Report @

Search Filters:
Basic Search Parameters

% (2.0 HEDCS00232 Entlty Name {o.0. Birmingham Healthcare Inc)

Entity Number
LALOOI210)

Action Plan Tracking (e.g. APODD111, APDDO222) Type here lo filter

{comma separated hst}

HRSA Unit

HAB
Clcai :\-II. -
» Advanced Search Parameters

w Display Options

Sort Method (Grid | Custom)

Search Name: Save Parameters m

| Detalled View | J2) Search | Gl Saved Searches

Close Window

Figure 20: ‘Search Parameters’ section

3.2 Report Features

1. You can toggle from ‘Summary’ to ‘Detail views in two ways:
a. When in summary view, select detail tab (A)
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b. Click the expand/collapse functionality (B)

i) Detailed View!| = Search | 5}] Saved Searches w

[a

12 items in 1 page(s)

Plan Status Monitor Action Plan

Close Qut
(HRSA)
i i i
Figure 21: Detailed view selection
M 412345678910 ..» M Pagesize: 50 <+ Go 130C
Action  Site Action :::2':'3 Monitor
Bureau Entity Entity Name Plan Visit Plan Prepare Review Plan Action Close
Number Tracking  Tracking Prepared Status Status Plan Out
# 4 B Status , psa)
Y (Grantee)
v 7 7 "f 7 7 'f 7 'f g
REILLY SWATCHING sV. e l;‘n:rr;gi::-
AR EEHGE S ED0R000e: HEALTH CARE FUND  "F001323 o458  PQC (FTCAPQC ; } ) ;
Reviewer 1
f Ly Reviewer)
Number of Findings: 1 Action Plan Type: Corrective Action Plan Action Plan created on: 01/08/202
Action Plan Submission Due Date: 02/07/2021 Site Visit Dates: 01/07/2021 - 01/08/2021 Grant Project Officer: Dorton, Verl
Figure 21: Detailed view, ‘Expand/collapse’ functionality.
2. In Detail and Summary View, for each of the columns, system will allow user to filter the

records.

a. Foracolumn you want to perform a filter on, provide the “filter” value (A). Click the
“filter icon” and select the filter type. For example, the user wants to filter the records
where the ‘Review Status’ is in “Progress.” (B)

~  Filters Applied (x Clear)

H o« |T\ (| Pagesize: gp ~ | Go
Entity _ Action Plan Site Visit Action Plan Review Resolve 2
Bureau Number Entity Name o == Prep By Prepare Status Status Status (G
e rd e ' ' A =gl in progress 7 7
STANBURY CONSUMABLE PO (Leanen In Progress-Zwomé NofFilter
» BPHC HB0CS00756 COLLEGE APOO1122 SW-002742 Tansy) Jessi (PO) T
STANBURY CONSUMABLE g PO (Leanen, In Progress-Zwole DoesNotContain
» BPHC HB0CS00756 COLLEGE AP001129 SW-001234 Tansy) Jessi (PO}
StartsWith
STANBURY CONSUMABLE PO (Leanen In Progress-Zwoler ,
» BPHC HB0CS00756 COLLEGE APOO1122 SW-001152 Tansy) Jessi (PO) EndsWith
CYPRIOT PROBLEMS DIV PO (Bergant, In Progress-Zwolensky,
» BPHC H80CS01080 MEDICAID AP0O1123 SW-000381 Maida) Jessi (PO} B
CYPRIOT PROBLEMS DIV . PO (Bergant, In Progress-Zwolensky,
» BPHC HB0CS01080 MEDICAID APOOT123 SW-000734 Maida) Jessi (PO}
CY¥PRIOT PROBLEMS DIV PO (Bergant, In Progress-Zwolensky,
» BPHC HB0OCSO01080 MEDICAID AP0O01123 SW-000049 Maida) Jessi (PO)
DANELAVW RANGES HEALTH CARE PO (Pedrozo, In Progress-Pedrozo,
» BPHC HB0CS01117 AUTHORITY APOC1101 SW-002521 Anthony) Anthony (PO}

Figure 22: Adding Filter(s)
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3. If a Filter is added, system will indicate that one ore many “Filters Applied” on the top section of
the report. The text filter for each column will be displayed on the filter text.

|+.r Filters Applied (x Clear) |

H o4 |T|b MW Pagesizet 55 v GO

Action Site
Entity . Plan Visit Action Plan
Bureau Number Entity Name Tracking  Tracking Prepared By
# #
7 7 7 't 7 '
ADAPTICS FITTEN )
p BPHC  HBOCS00867 COUNTY TECHNICAL AP00098E ;‘5:2 460 gﬁa&f!?y’
INSTITUTE

Figure 23: Adding Filter(s); bar view

4, To remove a filter, within column headings, click the filter icon and select ‘No Filter’ as the
dropdown option (A)
a. Toremove all the filters applied, click on ‘Clear’ (B).

i | Filters Applied (X Clear) A

H 4 |T| (N | Page size: 55 ~ | Go
Entity _ Action Plan Site Visit Action Plan
Bursau Number Entity Name Tracking # Tracking # Prepared By FESpare Status
'l r'd ' i ‘{B o in progress W
m MoFilter
» BPHC HBOCS00756 STANBURY CONSUMABLE APOO1123 SV-002742 = i
COLLEGE Tansy) Contains
STANBURY CONSUMABLE PO (Leanen DoesMNotContain
» BPHC HBO0CS00TSE -\ EaE AP001129 Sv-001234 Tansy)
Starts\With
STAMBURY CONSUMABLE PO {Leanen -
» BPHC HBOCS00756 COLLEGE APOO1128 SWV-001152 Tansy} Ends\l’\"’lth .
CYPRIOT PROBLEMS DIV PO (Bergant, In Progress-Zwolensky,
» BPHC HB0CS01080 o o~ D AP001123 SV-000381 Maida) Jessi (PO)
» BPHC HBOCSO1080 CYPRIOT PROBLEMS DIV AP001123 SV-000734 PO (Bergant, In Progress-Zwolensky,

MEDICAID IMaida) Jessi (PO)

Figure 24: Removing Filter(s)

5. To sort the records based on specific column, click on the “column name” (A). In this example
clicking “Division” will sort the records in ascending order based on values listed under the
“Division” column.

a. Re-clicking the column will allow user to sort by descending order.
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b. Quick Tip: This method will sort the record in ascending order - by default.

Summary Detail

|HRSA Unit = x HFiscal Year « X

A

M o4 (1]2340» M Page size: 15 ~ Go

TA Category 32 Office 22 Division gz Branch 2z

i Nl Click here to sort

4 HRSA Unit: BPFHC (Showing 15 of 51 items. Group continues on the next page.)

Figure 25:_LjefaL)I-l‘-Sorting

6. ‘Saved Searches’ allows users to add a combination of search parameters and save them as
‘Default parameters.’ This personalized list will be accessible by clicking the ‘Saved Searches’
link.

Search Name: —

=) Detailed View | (e Gaarch |1l Q@avad Qaarchae  —
Default Parameters
R, heo (@K
'_:::’e"er ian :‘:":_\f‘::}r ActionPlan  gioseout  options
's ' '

Action Plan =

Action Plan w

Figure 26: Saved Searches

7.  System provides functionality to export the “detail” view of the report in an excel format:
a. Click the “excel” icon displayed on the bottom tool bar (A).
b. Open the excel sheet and review the data listed.
c. The “Options” column will not be available in the excel format of the report.
d. Note: The feature of exporting to excel is not provided for the summary view.

Al |
) ST

Figure 27: “Export to Excel” functionality

3.3 Statutes within ‘Action Plan Status’ Report

1. Action Plan Prepared By- User who will be preparing the Action Plan. possible values include:
a. Grantee/PO



Action Plan - Resolve Action Plan Monitor Action Plan )
Prepare Status Review Status Status (Grantee) (HRSA) Close Out Options

Figure 28: ‘Action Plan Prepared by’ column heading

2. Prepare Action Plan Status — The statuses of the ‘Prepare Action Plan’ Task, possible values
include:
a. Not Started — Last Name, First Name (Role) (for Grantee it will always be Project
Director)
b. InProgress— Last Name, First Name (Role) (for Grantee it will always be Project
Director)
c. Completed by (PO/Grantee)

Action Plan . Resolve Action Plan Monitor Action Plan .
Prepared By Prepare Status Review Status Status (Granteg) (HRSA) Close Out Options

Figure 29: ‘Prepare Status’ column heading

3. Review Action Plan Status- the statuses of the ‘Review Action Plan’ Task. possible values include:
a. Notstarted — Last Name, First Name (Role)
b. InProgress— Last Name, First Name (Role)
c. Approved by (Role)

Action Plan . Resolve Action Plan Monitor Action Plan ’
Prepared By Prepare Status Review Status Status (Grantee) (HRSA) Close Out Options

Figure 30: ‘Review Status’ column heading

4, Resolve Action Plan Status (Grantee) — the statuses of the ‘Resolve Action Plan’ Task. possible
values include:
a. Notstarted
b. InProgress— Last Name, First Name (for Grantee it will always be Project Director)
c. Completed- Last Name, First Name (for Grantee it will always be Project Director)
d. Not Applicable = ‘-

Action Plan . Resolve Action Plan Monitor Action Plan ;
Prapared By Prepare Status Review Status S —— (HRSA) Close Out Options

Figure 31: ‘Resolve Action Plan’ column heading

5. Monitor Action Plan (HRSA)- statuses of the ‘Monitor Action Plan’ Task. possible values include:
a. Notstarted — Last Name, First Name (Role)
b. InProgress— Last Name, First Name (Role)
c. Approved by (Role)
d. Not Applicable = ‘-

Action Plan . Resolve Action Plan Monitor Action Plan -
Prepared By Prepare Status Review Status Status (Grantee) Close Out Options

Figure 32: ‘Monitor Action Plan’ column heading

6. Close Out — after all workflows within Action Plan are completed/approved, the Action Plan is
considered closed. possible values include:
a. Closed out
b. Not applicable=‘-*

Action Plan . Resolve Action Plan Monitor Action Plan -
B il Prepare Status Review Status Status (Grantee) (HRSA) Options
Figure 33: ‘Close out’ column heading
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7. Options- within ‘Options’ user has the ability to view Action Plan details, details on Action
History and Site Visit Conduct.

Action Plan . Resolve Action Plan Monitor Action Plan
Prepared By Prepare Status Review Status Status (Grantee) (HRSA) Close Out

Figure 34: ‘Options’ column heading
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