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Plan Overview Features:
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Bottom line on Plan Overview shows budget totals for the Plan:
[image: image4.png]TOTALPLANFUNDS:  Estimated $43995000  Budgeled S$I7875000  Actual $4075000  Total Funds $2135,50000





Set up Plan Users - The School Administrator may add Users to the Plan by clicking on Setup & Maintenance, then selecting Users from the left-hand list, then Adding a Contact. Once all fields are completed and submitted, the Contact will be sent an e-mail invitation with instructions on how to set a password and login. School Administrators are added by the LEA Administrator. 

Set up Plan Budget - Before budget items can be added to Action Steps, the LEA Budget Sources and Amounts must be added to the Plan. On the Budget screen, click on Add or Edit Funding Source to build your Budget. As you designate Budget amounts throughout the Plan, the Budgeted and Actual totals will be reflected on the Budget page.

File Cabinet/Attach Documents - Documents may be attached at the Plan, Goal, Strategy, or Action Step level. The documents associated with that plan element will be visible by clicking on the number by the File Cabinet Docs indicator. All documents may be viewed by clicking the File Cabinet link at the top of the page. From Attach documents, you may upload a Word, Excel, PowerPoint, or other type of document from your computer, add a link to a webpage, or associate an existing File Cabinet document to more than one place within the plan.

Manage Goals - This link allows you to see a list of current plan goals with their point of origin (State, District or School), and see other Template Goals available to add to the Plan (District to School), plus links to Add new Goals or Re-order goals in the plan. Only Plan Administrators may Manage Goals - the link is not available to Users.

Add Strategies, Action Steps and Tasks - Click on Add link (in blue bar of level above), complete the form and save. Action Steps require the most data (start & end dates, budget estimates, who's responsible, etc.) Tasks may be added & edited from the Action Step view.

Tags - Tags may be added to Action Steps to indicate specified activities. Tag names are pre-set by the SEA to show all Action Steps in a category (such as PD, ELL, SPED, SIG, etc.), wherever they appear in the Plan. They allow a filtered view of the plan by the tagged specification, and can help track implementation and spending for that category of activities.
Update Status - As you implement your plan, you'll come back to the Tasks and Action Step overviews to "Update Status" and move from "Not Begun" to "In Progress" to "Completed." These status updates are reflected on the Plan Overview wherever Status is displayed. (Status rolls up from Action Step to Strategy to Goal to Plan, and creates % completed.)

Plan Filters - You may view specified portions of your plan by selecting to filter the overview by Action Step Status, Funding Source, or Tags, or a combination of these filters. When in a filtered view, the total budget and Action Step counts throughout the Plan view will reflect only those elements displayed within the filter.

Comments - You may add comments on elements throughout the Plan, asking for information or documents, advising of meetings or issues, etc. Comments may also be emailed to Plan users, and will be stored within the Plan to be viewed as the elements are reviewed. Click on the icon to add, or the number next to the icon to view comments.
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