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Inviting Delegator 

1 

2 

3 
Select POC if you want the Delegator’s email to be 
the Point of Contact for the County Board 

The email address that is used must be unique, 
and not used previously  
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This will allow you to create a Program Manager Role 
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be unique, and not used previously  
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• This screen shot displays the dashboard after you select 
“Program Managers” and select “Edit”. 

• This view displays Individuals that are Unassigned. 

Delegator User 
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• This screen shot displays the dashboard after you select 
“Program Managers” and select “Edit”. 

• This view displays Individuals that have been assigned. 

Delegator User 
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Selecting Action Plan 

This screen shot displays the dashboard of an Individual that was selected from 
the Program Manger dashboard.   
After you select the Individual, select “Action Plan”.   On this dashboard you will 
have the ability to create or update Action Steps.  You also have the ability to 
change the Phase of an Action Plan. 

Program Manager User 
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Create Action Step 

Fill in the Action Step field and Person responsible for completing the 
action step field.  After the fields are filled in, select “Create”.  If you 
have completed the Action Steps, select “Action Step Ended” 
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Since this is New Learning, Action Plan is not an active field 

Since this is New Learning, Provider Service is not an active 
field 

Type is New Learning 

Program Manager User 
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Action Plan Learning Log 

Since the Learning Log Type is Action Plan, Action Plan is an 
active field 

Since the Learning Log Type is Action Plan, 
Provider Service is active 

Type is Action Plan 

Program Manager User 



July 07, 2015 

 Page 35 

Division of Information 

Technology Services 

Completed Action Plan  

Learning Log 
Program Manager User 



July 07, 2015 

 Page 36 

Division of Information 

Technology Services 

Added New Learning Log Program Manager User 



July 07, 2015 

 Page 37 

Division of Information 

Technology Services 

Contents 
CEO Dashboard 

Inviting Delegator 

Delegator Dashboard 

Creating a Program Manger 

Program Manager Dashboard 

Create Worker 

Assigning Individuals 

Updated Program Manger Dashboard 

Creating Action Plans and Action Steps 

Creating Learning Logs 

Questions 

 

 



July 07, 2015 

 Page 38 

Division of Information 

Technology Services 

 

 

 

 

 

Questions ?? 


