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Reviewing and Updating your Action Plan

From the Survey Results 
Dashboard homepage, 
click Plan of Action (on the 
page or toolbar on the left).
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Reviewing or Updating Your Plan
1. Your saved plans will be listed on the Plan of Action page.

2. Update the status of an action by clicking the status to the left of the action. A box will appear, 
allowing you to update the status and progress.

3. Click the plan name to open an action.

4. Use the menu in the Actions column on the right to copy, export, or delete an action.
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Updating Your Plan
After clicking the plan name to open it, open the menu in the right corner of the action and 
select Edit action to update the action title, description, due date, or owners.

NOTE: You can also create an action by selecting the Create Action option.
See the Creating an Action Plan QRC for more details on adding and updating titles, 
descriptions, due dates, and owners.

https://tech.rochester.edu/wp-content/uploads/Creating-an-Action-Plan-from-the-Dashboard-using-the-Improve-button.pdf
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