Directions for Filing Action Plans On-line

New on-line planning forms were developed during the fall 2003.  These forms are to be used by all departments and units beginning with the development of Action Plans for 2004-2005 as well as updating plans for 2003-2004.  

The following steps outline the main elements of the Action Plan development process:

1) Access the new forms at the Planning web page:  http://www.wku.edu/planning/
NOTE:  You may encounter fewer technical difficulties by accessing the planning forms through Internet Explorer instead of Netscape 4.7.  Newer editions of Netscape seem to work OK.  

2)  Click on “Develop Action Plans & Progress Reports.”
3)  At the Login page, enter your WKU e-mail user name (e.g., james.flynn) and your WKU e-mail password.  This will take you to the home page for your department/unit.  If you are unable to login, you will need to contact Eric Wolfe, the technical person in charge of this project.  You can reach Eric by e-mail (eric.wolfe@wku.edu) or by calling 5-7000.

NOTE:  Initial login to a department’s or unit’s planning page is limited to the head or director of that department or unit.  As #4 (below) indicates, the department head or director may add the WKU user name of other individuals who will be granted access to that department’s planning forms.  In a few cases, individuals have responsibility for more than one department or unit.  In those cases, a drop-down box at the login allows them to select either department.

4)  If you select “My Department” from the menu on the left, you will be taken to the “User’s Page.”  Here, you as the administrator in charge of this department or unit, may add WKU e-mail user names of other individuals whom you want to be able to enter information and make changes in your department’s Action Plans.  This is your option.

NOTE:  The “?” button at the bottom-right of each page of the planning forms is a HELP button.  Click on it to get directions about that specific page.  The Help texts are currently under construction, so all may not be in operation.  If you need technical assistance, please contact Eric Wolfe (see above).  If you have questions about content or the planning process contact Jim Flynn (james.Flynn@wku.edu).

5) By selecting “Enter Action Plans” from the left-hand menu, you will get to a page to select the year for which plans are to be entered.

6)  Clicking “Next” takes you to the actual Action Plan development page.  There are two main parts to this page:

a)  “The Summary of Overall Objective(s)/Direction(s) for [date]” is the one new wrinkle in the new forms.  In this space you will write a few sentences (or bullets) that describe the department's or unit's overall objective(s) or direction(s) for the planning period (e.g., 2004-2005).  Several people have indicated that the possibility to frame their Action Plans with an overall statement of what the plans are meant do for the department--what the pieces add up to--could help to provide some finishing coherence to the plans.  Simply put, the overall objective(s)/direction(s) statement is a brief summary of areas where the department/unit intends to focus its attention in the planning period.

b) The five University Goals, under which you will enter Action Plans.  

NOTE:  Departments and support units should enter Action Plans only under strategic Goals that are appropriate for them.  (I.e., they need not file Action Plans for each of the five Strategic Goals).  In particular, many support units determine that their Action Plans relate directly to only one or two of the University’s Goals.  Most academic departments generally complete Action Plans for each of the five Goals, but may have limited Plans under Goal 5.  If you have questions about the appropriateness of Goals to your department or unit, please contact the Assistant to the Provost for Planning (see end of this document for address).

Action Plans consist of the following elements:

· Objectives (What you are attempting to accomplish)
· Activities (What you are going to do--including the Activity, Responsible person(s), Completion Date, Remarks)

· Budget (What NEW resources are needed to carry out a particular Activity.  NOTE:  Adding a budget component is an option, not a requirement.  As in the past, activities requiring new resources should be held to a realistic minimum.  Normally, the majority of planned activities should not require additional new funds.  However, this is a place to signal to next-level administrators, who will be reviewing the department’s plans, anticipated resource needs.)

· Performance Indicators  (How you will know if you are making progress on accomplishing your Objective.)
7)  There are TWO WAYS to enter Actions Plans:

A.   Step Process:  Click on the command buttons on the right of the main menu page under each major Strategic Goal—“Add Objectives” or “Activities.”  As you click on these, another box will open for you to add the appropriate item in a sequenced process of steps.  This step process is designed to clearly link specific Objectives to specific Activities and Performance Indicators (as well as budget information if appropriate).  

  
B.   Page Format Process: You can click on the “Report Editor” (in red at the top of the page), and that will open up the action plan form in a page format.  By clicking on the red “Add” or “Edit” you can enter data/information directly into the appropriate boxes.  You cannot delete an entire category of information (e.g., one of the “Objectives” you have already entered) through the “Report Editor; you will have to use the step process  (described in A) in order to delete items entirely.  However, you can modify entries through this page format process.  

· NOTE:  Whichever method of Action Plan entry you use, be sure to click on “Submit” to save the data that you have entered at each step in the process.

· You can use “Report Editor” at any time to view the entire Action Plan report in its most current form.  

· You can cut and paste from a Word document into the on-line planning forms.  This allows for you to use spell-check.  There is no spell-check on the online forms.

8)  On your home page menu you will find the option to “View/Print Report.”  Clicking on that link will enable you to “Generate Report” in a printable form.  

As with any new program, there will likely be some bugs with the new planning forms.  However, I am assured that the forms can be tweaked and improved along the way (which was not the case with the old forms).  Thanks for your patience with this process.  Again, if you need assistance, contact:

· Technical Support:  Eric Wolfe at tel. 5-7000 or eric.wolfe@wku.edu
· Content or general process:  Jim Flynn at 5-2296 or james.Flynn@wku.edu
