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Creating an Assessment

Click the Create Assessment button, if the assessment has not yet been created (if the assessment has
already been created, the button will display “Load Assessment”).

Load Assessment

Fiscal Year: 2016

Create Assessment

The Organizational Standard assessment screen will open.

e Agenc sfae

(A CSG OR Submit PR i
< Cnﬁ‘ng-?-s ngmreed?}-ﬁ LR Status: New Fiscal Year: 2016-1 ?h R S
it 20170227 1325

Organizational Standards (Private) @ Help EGuidance W ReportConversations & Assessment PDF & TAP PDF - Aging | ElLoad Assessment
4 signand submit @ info # CSG Dashboard|
EMaximum Feasible Participation =
1.Consumer Input and Involvement
L] Maximum Feasible Participation - Category 1: Consumer Input and Involvement
Standard 1.2 This standard was last updated by CSGSUDOR on 03/15/2017 6:56 AM
Standard 1.3 . - e e s
BTN E e The organization demonstrates low-income individuals' participation in its activities.
Standard 2.1
Standard 2.2 Guidance
Standard 2.3 « This standard is meant to embody "maximum feasible participation”
Standard 2.4 « The intent of this standard is to go beyond board membership; however, board participation may be counted toward meeting this standard if no other involvement
3.Community Assessment is provided. The tripartite board is only one of many mechanisms through which CEES engage people with low-incomes.
Standard 3.1 « Participation can include activities such as Head Start Policy Council, tenant or neighborhood councils, and volunteering, etc.
Standard 3.2 « Though not mandatory, many CEEs meet this standard by including advisory bodies to the board.
Standard 3.3
Standard 3.4 Organization Self-Assessment
Standard 3.5 O Met @ Not Met

ElVision and Direction
4.0rganizational Leadership
Standard 4.1
Standard 4.2
Standard 4.3

Assessment Header

The assessment header provides several buttons to link to additional tools and features. They are
outlined below.
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© Help W¥Guidance W Report Conversations & AssessmentPDF & TAP PDF |[f% Aging | ElLoad Assessment

2 Signand Submit @ info A CSG Dashboard

e Help —loads a page with links to user guides, FAQ’s and tutorial videos

e Guidance — loads a pop-up with links to guidance documents/websites provided by the state agency
with additional information to assist with filling out the assessment

e Report Conversations — a link to a conversation tool to facilitate direct communication with the state
office

e Assessment PDF — generates a pdf of the entire assessment for printing or saving to a computer

e TAP PDF — generates a pdf document of just the Technical Assistance Plan (TAP) items for printing or
saving to a computer

e Load assessment — allows the user to load a different revision of the assessment for reference

e Sign and submit — loads a pop up to sign and submit the assessment for review

e info — Information on the assessment including status, version and when and by whom the assessment
was created

e back to eGov — navigate back to main eGov menu

There is no save button. The assessment saves automatically each time a standard link is selected, when
any button in the header is clicked, when the Previous/Next buttons are selected or the CSG Dashboard
link is selected.

Standards

The section and category are displayed at the top of the screen in orange. In the blue bar below that, the
standard number and title are displayed. The guidance for each standard is a bulleted list under the
standard title bar (red arrow).

A date and time stamp is shown to inform users of the last time, and by whom, the assessment was
updated.

Next and Previous buttons are at the top of the page to ease navigation through the standards (green
arrow).

I Next => Conversations for 1.1

This standard was last updated by CNC Administrator on 03M4/2016 850 AM

Standard 1.1 The organization demonstrates low-income individuals' participation in its activities.

Guidance /
« This standard is meant to embody "maximum feasible participation”

+ The intent of this standard is to go beyond board membership; however, board participation may be counted toward meeting this
standard if no other involvement is provided. The tripariite board is only one of many mechanisms through which CEEs engage
people with low-incomes.

« Participation can include activities such as Head Start Policy Council, tenant or neighborhood councils, and volunteering, efc.

+ Though not mandatory, many CEEs meet this standard by including advisory bodies to the board.
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Multiple users can access an assessment at the same time, so the date/time stamp will be marked in red
if the assessment was updated by another user less than 5 minutes prior (see red arrow).

<< Previous Next >> Conversations for 7.4

Operations and Accountability - Category 7: Human Resource Management /

This standard was last updated by CNC Administrator on 04/05/2016 9:58 AM
Please ensure this user is not currently working on this standard to avoid any update conflics.

Standard 7.4 The governing board conducts a performance appraisal of the CEO/Executive Director within each

calendar year.

The list of standards is in a scrollable frame on the left side. When the cursor is moved over a specific
standard, a tool tip appears with the full description of that particular standard.

Organizational Standards (Private)

E Maximum Feasible Participation -
1.Consumer Input and Involement
[ |
Standard 1.2

Standard | The organization demonstrates low-income individuals' participation in its activities,

Maximum Feasi

E_C{Jmmuﬂit'y' Engagement Sidiidaid i.i e uuuaﬂlzatl'ﬂn demonst
Standard 2.1
Standard 2.2 Guidance
Standard 2.3 « This standard is meant to embody "maximum
Standard 2.4

+ The intent of this standard is to go beyond bg

3 Comoonnity Accocemeant

Setting Standards

To set a standard as Met, select the radio button in the blue Organization Self-Assessment section (red
arrow).

Guidance
* The State Lead Agency is responsible for determining the Plan's format, and
readily identifiable.
« The plan needs to be focused on outcomes, i.e., changes in status (such as h
+ The Community Action plan is sometimes referred to as the CSBG Work plan.

Organization Self-Assessment
® Vet @ Not Met
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When a standard is set as “Met”, the Organization Self-Assessment section will turn green and a small
green indicator will appear next to the standard in the standard list (red arrows).

-((wA enc
W agsesdments Y
Build 2017.03.27.1329

Organizational Standards (Private) Otelp EGuidance

2 sign and Submit

[ Maximum Feasible Participation
1.Consumer Input and Involvement

u Maximum Feasible Participation - C

Standard 1.2

Standard 1.3 . _ s
e ey Standard 1.1 The organization demonstrates low-income individ

Standard 2.1

Standard 2.2 Guidance

Standard 2.3 « This standard is meant to embody "maximum feasible participation”

Standard 2.4 + The intent of this standard is to go beyond board membership; however,
3.Community Assessment is provided. The tripartite board is only one of many mechanisms throug

Standard 3.1 « Participation can include activities such as Head Start Policy Council, te

Standard 3.2 Though not mandatory. many CEEs meet this standard by including advi

Standard 3.3

Standard 3.4 Organization Self-Assessment

Standard 3.5

O Met ® Not Met

[EVision and Direction
4. Organizational Leadership
Standard 4.1
Standard 4.2
Standard 4.3

To set a standard to Not Met, select the radio button in the blue Organization Self-Assessment section.
The self-assessment section will turn orange and a small orange indicator will appear next to the
standard in the standard list (red arrows).

b o A
enc
(@‘ Ags_e§ meé'lts .
» CommunitySoftwareGroup
Build 2017.03.27.1328 .

Organizational Standards (Private) e

A Signand Submit @ info
| <<Previous || Next=> |

Maximum Feasible Participation - Categor

ElMaximum Feasible Participation
1.Consumer Input and Involvement
M Standard 1.1

|
Standard 1.3 L _ - _
2 Community Engagement Standard 1.2 The organization analyzes information collected directly fro
Standard 2.1
Standard 2.2 Guidance
Standard 2.3 «+ This standard reflects the need for CEEs to talk directly with low-income individua
Standard 2.4 « Data can be collected through a variety of ways including, but not limited to, focu
3.Community Assessment « Analyzing the information can be met through review of the collected data by staf
Standard 3.1 assessment, with notations of this review in the assessment's appendix, committe
Standard 3.2
Standard 3.3 Organizatioi. ~~If-Assessment
Standard 3.4 ® Met O Not Met
Standard 3.5

[ Vision and Direction
4.Organizational Leadership

Standard 4.1

Standard 4.2
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Notes on a particular self-assessment entry can be entered in the text box under the radio buttons. This
text box is intended for brief notes.

Standard 2.1

The organization has documented or demonstrated partnershij
specifically identified purposes; partnerships include other ant

Guidance

» Partnerships are considered to be mutually beneficial arrangements wherein each entit
expertise andfor resources.

« Specifically identified purposes may include but are not limited to: shared projects; col
identified topic e.g. domestic violence, homelessness, teen pregnancy prevention, tran
development projects, efc.; contractually coordinated services; efc.

» The IS Report already asks for a list of partners. The intent of this standard is not to ha
that shows what these partnerships entail and/or achieve.

+ These could be documented through MOUs, contracts, agreements. documented outcd

* This standard does not reguire that every partnership is a formal, fully documented relz

Organization Self-Assessment
® Met O Not Met

Any notes or thoughts on this standard
can go here|

In some situations, a standard may be determined to not be applicable for certain agencies. If this is the
case and feature is available, a Not Applicable check box will be displayed as an option on all standards.
Not applicable standards are treated as Met standards and therefore, the Met radio button will be
automatically selected and not editable.

Organization Self-Assessment
Met Mot Met Mot Applicable
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Adding a Technical Assistance Plan (TAP)

When a standard has been determined to be ‘Not Met’, an Add New TAP Item button will appear under
the documentation section (red arrow). To add a TAP, click the ‘Add New TAP item’ button (blue arrow).

Organization Self-Assessment
L O Not Met

Documentation used:

Descriptiong} Upload Date ¢
Board/committee minutes
Customer satisfaction instruments, e.g., survey, data collection tools and schedule
Customer satisfaction policy and/or procedures

Customer satisfaction reports to organization leadership, board and/or broader community

Other written or online reports

Add New TAP Item /

A pop-up window will load. Enter the Performance Improvement Deliverable, Proposed Deliverable
Deadline and Person Responsible. The status defaults to Not Started. Enter any comments in the
Comments box. To save the Technical Assistance Plan, click Save. To cancel, click Cancel.

Add Technical Assistance Plan Item
Standard 4.3

Performance Improvement Deliverable:

Proposed Deliverable Deadline:

Person Responsible: [
Status: Not Started v
Comments:
Save Cancel
Copyright © Community Software Group 300-306 Main Street 2™ Floor 508-890-8800
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The details entered will appear in the Technical Assistance Plan table (see below). The user has the ability
Technical Assistance Plan:

to edit or delete the TAP until the TAP item has been reviewed. To edit the TAP, click the edit link.

Performance

Pro
Improvement Deliverable
Deliverable Deadline

Person

Upload Review Review Reviewer
Responsible Document  Status Comments Date Status Comments
edit Test 030712016 Laura é Mot Started
delete

The user has the ability to edit or delete the TAP until the TAP item has been reviewed. To edit the TAP,
click the edit link (see image below).

Technical Assistance Plan:

Performance Proposed
Ip@rovement Deliverable Person Upload
ﬂv&rable Deadline Responsible Document  Status Comments
edit Test 03072016 Laura
delste

é Not Started

The TAP Item window will pop-up and modifications can be made to all parts of the TAP.

Update Technical Assistance Plan ltem
Standard 4.3

Performance Improvement Deliverable:
Test

Proposed Deliverable Deadline: |DS£DT!2016
Person Responsible:

[Laura
Status:

[Not Started
Comments:

Copyright © Community Software Group
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After all necessary edits have been made, click Save. The changes will appear in the Technical Assistance
Plan table.

Technical Assistance Plan:

Performance Proposed

Improvement Deliverable P n Upload

Deliverable Deadline ﬁnsible Document  Status Comments
edit TAP#5 03072017 Laura ' Mot Started
delete —D

Documentation

Supporting documentation should be uploaded to support self-assessment selections.

Document Types
Each standard has a list of document types.

Organization Self-Assessment

Met Not Met

Documentation used:

Activity participation lists

Advisory group documents

Advisory group minutes

Board minutes

Many document types are used for several different standards. Documents that are uploaded for a
particular document type will be available for all standards that use that document type. When a
document type link is selected, a pop-up window loads. If a document has already been uploaded for the
selected type, it will appear under Available documents. Click ‘use’ to use the document on the standard.
Click ‘view’ to open the pdf. Click the ‘show usage’ link next to the document title to see where this specific
document is used throughout the assessment. The standards that a certain document type apply to are
listed at the bottom of the document upload screen.
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In this particular example, the document uploaded under Board Minutes on this standard is also going to
be available to use on Standards 4.1, 4.4, 4.5, etc. (see arrow below).

Board minutes Close

Community Networks Corporation

Available Documents [1]
Title Description Effective Date Uploaded By Uploaded On

view Board minutes show usage 01/04/2016 ADMIN 01/13/2016 05:05 PM

Upload New Document

“You can create a PDF from a website, just click on Create FDF from Web Site option on the right. @ Upload PDF from computer (O Create PDF from Web Site
PDF File: No fle selected.
Title: Description:

Effective Date:

Board minutes Applies to:

1) Standard 11 / 0
2) Standard 2 4

3) Standard 3.5
4) Standard 4.1

Document Upload
IMPORTANT: Only PDF documents are allowed.

Upload a Document
To upload documents for a certain document type, click on the document type link (red arrow).

Organization Self-Assessment

Met Not Met

Documentation used: /

Activity participation lists
Advisory group documents
Advisory group minutes

Board minutes

Copyright © Community Software Group 300-306 Main Street 2" Floor 508-890-8800
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A document library pop-up window will load. To select a document, click the Browse... button (red arrow).
Navigate to the location of the document in your file system and select the appropriate PDF document.
Enter a title (required) and a description of the document being uploaded. An effective date is also
required to upload a document. When the cursor is moved to the Effective Date field, a calendar tool will
pop-up. Select the date or manually enter the date using the MM/DD/YYYY format. The effective date
determines the age and expiration of a document. To upload the document, click Upload (green arrow).

Board minutes

Close
Community Networks Corporation
Available Documents [0]
Title Description Effective Date Uploaded By Uploaded On
Upload New Document
You can oreate a PDF from a website, just c#fon Greate PDF from Web Site opticn on the right. @ Upload PDF from computer () Create PDF from Web Site

PDF File: No file selected. / \
Title: Description:

Effective Date:
— T~

Board minutes Applies to:
1) Standard 1.1
2) Standard 2.4
3) Standard 3.5
4) Standard 4.1

A pop-up will appear stating the document was successfully uploaded and it will automatically be applied
for the standard. Click OK (red arrow).

Document upload successfull
The document has been applied to this standard.

Itis also available to apply to different standards that use Strategic plan (including appendices).
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The document library displays the documents used to support a specific standard. Document types with
an uploaded document are displayed in green. The document title is shown with a ‘View’, ‘Edit’ and
‘Delete’ link (red arrow). The description (if any), upload date and effective date are shown (blue arrows).

Documentation used: Aging: 1 years

CAP plan (*sometimes referred to as the CSBG Plan or CSBG WorkPlan)

\ Titlet) Descriptiont \ Upload Date Eff. Date ¢#  Page Number(s) ¢} Explanation of Compliance  Expires On

view =dit delete  2015-2018 CSBG Plan 1272016 107262016 10V26/2017

To direct the state agency to specific pages of the document that are relevant to the standard for which it
has been uploaded, update the page number(s) field and Explanation of Compliance field. To do this, click
the edit link (red arrow).

Documentation used:

CAP plan (*sometimes referred to as the CSBG Plan or CSBG WorkPlan)

Titlet» Descriptions Upload Date  Efi. Date €)
/ 0
view =dit delets 2015-2018 CSBG Plan 12772016 10/26/2016
Copyright © Community Software Group 300-306 Main Street 2" Floor 508-890-8800
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A pop-up window will load. Enter the relevant page numbers and an explanation of compliance in the
respective fields (see red arrows). The effective date can also be changed. When all changes have been
made, click Save (see blue arrow).

[

Standard 4.2
CAP plan (*sometimes referred to as the CSBG Plan or CSBG WorkPlan)

Title: 2015-2018 CSBG Plan
EffectiveDate: |1 0/26/2016
Page Number(s): [

Explanation of Compliance:

N

Save Cancel

Updates will display in the row with the document (see red arrows).

Documentation used: Aging: No Aging / Maintain onll

Board bylaws

Titlet) Description ) Upload Date  Eff. Date ¢)  Page Number(s) £} Explanation of Compliance  Expires On
[ Q o )
view Board By-Laws 08/17/2017 0&rM2010 1-2 Board By-Laws Maintain

Board minutes

Titlet s Descriptiont) Upload Date Eff. Date ¢) Page Number({s) ¢ Explanation of Compliance Expires On
7 / \a o
view June 10, 2016 Minutes 0RATIZONT 0E10/2018 12 Soard Minutes Maintain
Copyright © Community Software Group 300-306 Main Street 2" Floor 508-890-8800
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Upload a Website

Some standards may be supported by uploading a website or specific webpage. To do this, click on the
document type “Website, Facebook page, Twitter Account, etc. (regularly updated) to open the
document upload window (red arrow).

Documentation used: %

/

Select the “Create PDF from Web Site radio button (a radio button or option button is a graphical control
that allows the user to choose only one of a predefined set of options) (see red arrow below). Enter the
full website address in the Website URL field and select an Effective Date (blue arrows). Click ‘Convert

Web Site to PDF and Upload (green arrow). A pop-up will appear saying the document was uploaded
successfully.

NOTE: This function does not work for websites that require a login. For a website that requires a login, a
screenshot saved as a PDF will be the best option.

Close

Centerstone

Available Documents [0]

Title Description Effective Date Uploaded By Uploaded On

Upload New Document \

*You can creste a POF from a website just cick an Create PDF from Web Site option on the right Upload PDF from computer @ Create PDF from Wehb Site

Website URL- hitp- communitysoftwaregroup.com The website URL must contain the protocal prefie, hitp or https (e hitps:/www.google.com)

5 W CC ysorwaregre .CC
g
Title - Suppporting website Description:
Effective Date 01/19/2016 /
Convert Web Site to PDF and Upload
Website, Facebook page, Twitter account, etc. (regularly updated) Applies to:
1)Standard 2.3
Copyright © Community Software Group 300-306 Main Street 2" Floor 508-890-8800
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View a Document

To view a document that has been uploaded, click the View link to the left of the document name (see
arrow).

Documentation used:

Strategic plan (including appendices)
Titlet Description ) Upload Date

/ !

uir\'.‘ edit delete SFY17 CAF Plan SFY1T CAF Plan 112472017

What happens next depends on the type of web browser being used. Internet Explorer, Google Chrome,
Mozilla Firefox and Safari all handle pdf viewing differently. Some browsers are set up to view the pdf
within the web browsers. Others download the file for the viewer to click on to open a PDF Reader.

Delete a Document

To delete a document, click delete next to the document that needs to be deleted.

Documentation used:

Strategic plan (including appendices)

\ Titlegd Description®) Upload Date

view edit delftz SFY17 CAF Plan SFY17 CAF Plan 1112412017

Copyright © Community Software Group 300-306 Main Street 2" Floor
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A pop-up will load confirming the delete. If you want to remove the document from the standard, click
OK (see arrow). Deleting a document only removes the document from a particular standard. The
document will still be available in the library to use on other standards.

Document Aging

Each standard has certain document aging rules and all documents uploaded for a given standard follow
that same aging rule. The aging rule is posted to the far right of the document section (red arrow). The
aging is calculated automatically using the effective date of the document and the expiration date is
displayed in the ‘Expires On’ column (blue arrows).

Documentation used: --""'" Aging: 3 years
Backup documentation/data summaries
Titlet Descriptiont) Upload Date  Eff. Date ) Page Number(s) ¢) Explanation of Compliance Expires On
7] o \;
view gdit delete  English CNA Survey Eglish CNA Survey 1172412017 01/01/2016 / 01/01/2019
view =dit delete Spanish CNA Survey Spanish CNA Survey 11/24/2017 01/01/2016

01/01/2018

If a document is determined to be expired, an hourglass indicator will appear next the corresponding
standard in the standards list (red arrow).

[F] Maximum Feasible Participation

1.Community Engagement

[ ] |

H B Standard 1.2

H M Standard 1.3
2.Community Engagement

Bl M Standard 2.1

B Standard 2.2

H M Standard 2.3

Il M Standard 2 4 (1)
3.Community Assessment

B Standard 3.1

Bl N Standard 3.2

H B Standard 3.3

N Standard 3.4

| N oV A I
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Sign and Submit

Once all standards have been set to ‘met’ or ‘not met’, all supporting documentation has been uploaded
and TAPs added for any standard ‘not met’, click the Sign and Submit link.

~aG : s 0o
CSG OR Submit ﬁ“CGnﬁmunllySuﬂwareG:u.up
e [«
.

Status: New Fiscal Year: 2016-1 at Community Networks Corp.

© Help '=Guidance W Report Conversations ¢? Assessment PDF & TAPPDF (% Aging | E Load Assessment

% Signand Submit € info # CSG Dashboard

If a standard has not been marked met or not met, a pop-up message will appear telling the user which
standard needs attention. If a standard is marked not met and a TAP item has not been added, a pop-up
message will appear telling the user which standard needs attention.

Assessment incompletel
All standards must be marked either "Met™ or "Not Met” before this assessment can be submitted.
Standard: 4.2

Assessment incomplete!
Any standard thatis marked as NOT MET must have at least 1 TAP item.
Standard: 1.2

[T] Prevent this page from creating additional dialogs
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Once all requirements are met, a ‘Sign and Submit Assessment’ pop-up window will load. Enter first and
last name, title and password (username will be populated automatically). Add any notes and click Submit.

Sign and Submit Assessment
Community Networks Corporation

First Name:

Last Name:

Title: [

Username: [Aomn

Password: I

Notes:

Submit Cancel

The state reviewers will receive an email notifying them your assessment has been submitted. Once the

assessment has been reviewed, and the state has set a status, the submitter of the assessment will receive
an email notifying them of the status.

Modify an Assessment

If modifications have been requested by the reviewing agency, a new revision needs to be created. Log
into CSG Identity, and click the Organizational Standards tile from the CSBG section in the dashboard.

‘¢ Dashboard

% CommunitySoftwareGroup

Build 2017.10.11.1436

L

Dashboard *Active features are identified by the blue buttons

Benefits Hub IS Survey Organizational Standards

Client
Engagement
Board Management Budget
CSBG
IS Survey Data Visualizations Organizational Info
HEARTWAP
Copyright © Community Software Group 300-306 Main Street 2" Floor 508-890-8800
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A load assessment pop-up will appear. Click “Load Assessment” (red arrow).

Load Assessment

Fiscal Year: 2016

Revision: 1

N

Load Assessment

The standards list will display two columns of color-coded indicators. The inside set of indicators, or those
closest to the standard link, displays the color-coding determined by the submitters selections. The
outside column of indicators, or those farthest from the standard link, displays the state reviewer’s
selections. Green is ‘Met’, red is ‘Not Met’ and yellow (if applicable) is ‘In Process’.

=] Maximum Fé‘.‘isible Participation
1.Consumer Input and Involvement
] |
B B Standard 1.2
BB Standard 1.3
2 Community Engagement
B P Standard 2.1
Bl B Standard 2.2
BB Standard 2.3
B B Standard 2.4
3.Community Assessment
B B Standard 3.1
B B Standard 3.2

Some details in the assessment header will be different then when the assessment was originally created.
The status will read “Reviewed-Modifications Requested” or “Returned without Review”.

Copyright © Community Software Group 300-306 Main Street 2" Floor
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Create a new Revision

If an assessment has the status of ““Reviewed-Modifications Requested” or “Returned without
Review”, a new revision will need to be created.

A Create New Revision button will be available in the header. Click Create New Revision (black arrow).

ging Load Assessment <4eCreate New Revision @ info
# Back to eGov

soiverb.octopi.org says:

Are you sure you want to create a new revision of this assessment?

OK Cancel

The header will change again. The Status will now be “New” and the next revision number will appear
after the fiscal year (red arrows).

@ Help WrGuidance W Report Conversations

Select a standard that requires attention — one with a red or yellow indicator.

e
B Maximum Feasible Participation

1.Consumer Input and Involvement
i “
M Standard 1.2
M Standard 1.3
2. Communily Engagement
W Standard 2.1
M Standard 2.2
B Standard 2.3
M Siandard 2.4
3. Community Assessment
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Details on the review will be displayed in the color coded self-assessment section. Who reviewed the
assessment and when, the reviewer’s assessment and any comments (black arrow).

This slandard was reviewed by CNC Administrator on 01/06/2016 9:25 AN
Reviewer Assessmant NOT MET

Update a TAP

When a TAP item has been reviewed, the details will show up under the State section under the green
header. The user who last saved the assessment will receive an email notifying them that a TAP has
been reviewed.

Technical Assistance Plan:

Agency State

Performance Proposed

Improvement Deliverable Person Upload Review Review Reviewer
Deliverable Deadline Responsible Document  Status Comments Date Status I Commen
update TAP Mem #3 oznsezmy LM é Not Started 02142016 Mudlﬁc:atmns Please change
12:00 AM Reguest the deliverabl

deadling to a date
before the end of
the calendar
year.

Now that the TAP item has been reviewed, users may submit an update to a TAP, if required. If a TAP
item has the status of Modifications Requested, an update is required. To do this, click update.

Technical Assistance Plan:

Agency State

Performance Proposed
Improvement Dellverable Person Upload Review Review Reviewer
Deliverable Deadline Responsible Document  Status Comments Date Status Comments
update  TAP [Tem #3 02152017 LM é Not Started 09/21/2016  Modifications  Please change
12:00 AM Requested the deli bl
deadline to a date
before the end of
the calendar
yEar.
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The Update Technical Assistance Plan Item pop-up will load. The actual deliverable cannot be modified
but the deadline and person responsible can be changed and the status can be set, as well. The status is
relevant to this update to the original TAP. Add any comments and click Add.

Standard 1.3

Performance Improvement Deliverable:
TAP [Tem #3

Propesed Deliverable Deadline: 0211512017

Person Responsible: ILM
Status: I\n Process ™
Comments:

Save Cancel

TAP items can be updated at any time, independently from the assessment. TAP items can continue to
be updated and reviewed after an assessment has been accepted, but new TAP’s cannot be added.

When the status of a TAP or update is set to Completed, the state agency will receive an email notifying
them that a TAP has been completed.

Color indicators to the right of the standards that are Not Met, show the status of the TAP items. The
inside set of indicators, or those closest to the standard link, shows the TAP status of the submitter. The
outside column of indicators, or those farthest from the standard link, displays the review status of a
TAP. Tool tips will appear when the cursor is placed over an indicator. The submitter status of In Process
is shown in yellow and Completed in Green. Review status of Modifications Requested is shown in
orange and Completed is shown in green (see following image).
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ElMaximum Feasible Participation
1.Consumer Input and Involvement
[ | [ |
M Standard 1.2 HHE
M Standard 1.3 [ |
2 Community Engagement
M Standard 2.1
M Standard 2 2
M Standard 2.3
M Standard 2.4
3.Community Assessment
[l Standard 3.1
M Standard 3.2
M Standard 3.3
M Standard 3.4
M Standard 3.5
[ Vision and Direction
4 Organizational Leadership
M Standard 4.1
M Standard 4.2
M Standard 4.3
M Standard 4 4
M Standard 4.5
P standard46 W

Once all of the standards requiring attention have been addressed, sign and submit the assessment
again. This submit and review process will repeat as long as necessary until an assessment has been

accepted.
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