
Contract ManagersPMM



USER ROLE CAPABILITIES

Contract Manager (CM) and Supervisor: This role will be 
able to create New, and edit all documents associated with 
contracts. The Contract Manager and Contract Manager 
Supervisor will have access to: Closed Program History, 
Chronological Notes, Monitoring Plans, Monitoring 
Summaries, Deficiency Review, OBCAPs, Performance 
Measures, Program alerts, & the Document Library. 

The supervisor will approve monitoring plans, monitoring 
summaries, OBCAPs and performance measures, and will 
create program alerts. 



BASIC INFORMATION Dropdown allows 
staff to select from 
any program/group 
that is assigned to 
them.  It allows 
Supervisors and 
staff acting as 
supervisors to see all 
programs/groups 
assigned.

Available options 
vary with role 
assigned.



GETTING STARTED

Buttons on the left 
do not require a 
program to be 
active in order to 
select them.  

Buttons on the right 
require a program 
to be selected 
before they become 
enabled.  



SAVING AND NAVIGATING

You must click Save on the first screen of Monitoring Summaries to create the 
document. All steps in the process become available to you after the save is 
complete.

Click Next>> or a Step link to save and move to the next screen.



SAVE BEFORE MOVING TO THE NEXT STEP
When clicking 

Next>> or a Step link, 
this message 

encourages you to 
save prior to moving 
to the next step. Click 
Yes to save data and 

proceed or No to 
proceed without 

saving data.  You can 
click Cancel to stay on 

current step.



HOME SCREEN – CONTRACT MANAGER



HOME SCREEN – CONTRACT MANAGER SUPERVISOR



CLOSED PROGRAM HISTORY Closed Program History can 

be accessed by 

• Contract 

Managers/Supervisors

• Regional 

Monitors/Supervisors

• OHS 

Monitors/Supervisors 

• Program 

Area/Supervisors

Click on the Closed 

Program History button to 

access monitoring 

information on a program 

that has closed.  



CLOSED PROGRAM HISTORY
Enter criteria, 

searching by contract 

number, branch, 

provider name or 

program or group 

name.

Click Search Closed 

Programs for a list of 

programs meeting 

your criteria. 

If no criteria were 

entered, a list of all 

closed programs is 

displayed. 



CLOSED PROGRAM HISTORY
The monitoring history for the 

program is displayed, listing 

monitoring summaries 

completed, as well as critical 

issues, major deficiencies and 

minor deficiencies that were 

identified.

Click View to open the 

desired document.  

The report will open in PDF.



CHRONOLOGICAL NOTES

Allows users to add chronological 

notes.

Click on Chronologicals.



CHRONOLOGICAL NOTES
The screen has three 
separate areas for storing 
notes: 

Pending Reviews

Completed Reviews

General Chronological 
Notes

This screen also shows 
historical notes pulled over 
from RSMS. 

NOTE:  RSMS is the system 
used by DJJ prior to PMM.



CHRONOLOGICAL NOTES Pending Reviews

 These notes have not 
been reviewed by the 
supervisor.



CHRONOLOGICAL NOTES Completed Reviews

All notes that have 
been reviewed by the 
supervisor will be 
grouped by review 
date in the completed 
review section. 

 This screen has no 
completed supervisory 
reviews, as indicated 
by the comment shown.



CHRONOLOGICAL NOTES General 
Chronological 
Notes

 This area stores 
notes about a 
program that has 
not yet been 
established in JJIS.

 Sometimes work is 
done on a program 
prior to its 
establishment in JJIS 
and the user needs 
a place to capture 
that information.  



CHRONOLOGICAL NOTES ~ RSMS HISTORICAL NOTES
This screen also shows 
historical notes pulled over 
from RSMS. 

Click View Report to open 
the RSMS Chronological 
note in PDF.



CHRONOLOGICAL NOTES ~ RSMS HISTORICAL NOTES

The RSMS Chronological 
note opens, allowing you 
to review the note 
entered.



CHRONOLOGICAL NOTES ~ PENDING REVIEWS SCREEN

Under Pending Reviews, you can see the notes that have not been reviewed by the supervisor.  This 
screen allows you to create a new chronological note or print chronological notes using a date range. 



CHRONOLOGICAL NOTES ~ CREATING A NOTE

To create a new chronological note, click the New button. 

There 

may be 

more 

than one 

page of 

notes as 

indicated 

here.



CHRONOLOGICAL NOTES

Enter the Contact 
Date/Time as well as 
Activity Time, Type of 
Activity, and Type of 
Contact. 



CHRONOLOGICAL NOTES

After you document the 
person contacted or 
enter N/A if no other 
person was involved, 
outline your activity in 
the General Narrative 
field.  Expand your field 
by clicking on the plus 
sign and don’t forget to 
spell check!



CHRONOLOGICAL NOTES

Supervisors should check the box to indicate a supervisory note.  Supervisory 
notes are shown in red in the Pending Reviews section of the screen

When finished entering your narrative, click Save and Exit.  If you need to 
attach supporting documentation, click Save and Add/Edit Attachments.

Click the Cancel button if you do not want to add a note at this time.  



CHRONOLOGICAL NOTES ~ ATTACHMENTS
Save and Add/Edit 
Attachment opens 
the screen where 
you must click New
in order to add a 
new attachment.



CHRONOLOGICAL NOTES

Next the user can name their attachment.  Date pre-populates to the current 
date but user can edit to reflect the DATE THE DOCUMENT WAS CREATED 
and then select what folder the item should be placed in.  Finally user clicks 
browse to navigate to the document they wish to make part of the record.



CHRONOLOGICAL NOTES

Once finished then click the Save button.



CHRONOLOGICAL NOTES

Once saved the document will show in a grid.  If you have multiple 
documents to upload then you can repeat the steps as needed.



CHRONOLOGICAL NOTES

Once saved the 
document is now 
permanently 
located in the 
document library.



CHRONOLOGICAL NOTES ~ PRINTING NOTES

Under Pending Reviews, you can click the Print Chronologicals button to print a copy 
of the notes using a date range.



CHRONOLOGICAL NOTES ~ GENERAL CHRONOLOGICALS

General Chronologicals is a place to store notes about a program that is not 
available in PMM yet.  In the past monitors have indicated that they have 
done many tasks related to pre-operation on a program and have not had 
anywhere to store those tasks so they can get credit for them.  Now users can 
create notes for the tasks and assign them to a program once the program 
has been added to PMM.  To start the user would click the New button.



CHRONOLOGICAL NOTES General 
Chronological 
Notes

 This area stores 
notes about a 
program that is 
not yet in PMM. 



CHRONOLOGICAL NOTES ~ GENERAL CHRONOLOGICALS
You can select a program 
from the dropdown, but 
that step is not required.  If 
this general chronological 
note is for a program that 
is not yet listed, leave the 
program name blank. 

Enter all remaining data 
just like you would for any 
other chronological note.



CHRONOLOGICAL NOTES ~ GENERAL CHRONOLOGICALS

Once all text has 
been entered, click 
Save and Exit or 
Save and Add/Edit 
Attachments as 
needed.

You must click one of 
the Save buttons to 
save your chrono
note.



CHRONOLOGICAL NOTES ~ GENERAL CHRONOLOGICALS
The note will be shown in 
the list under General 
Chronologicals. 

Any user with notes that 
are captured in General 
Chronologicals note 
section for more than 10 
days will be notified as a 
reminder to get them 
associated with a 
program as quickly as 
possible.



CHRONOLOGICAL NOTES ~ GENERAL CHRONOLOGICALS

To start click select Once the program has 

been added to PMM, you 

can go back to the 

General Chronologicals

section and associate all 

general notes with the 

correct program. 



CHRONOLOGICAL NOTES ~ GENERAL CHRONOLOGICALS

Select the correct program from 
the drop down listing.

Scroll to the bottom and click 
Save and Exit.



CHRONOLOGICAL NOTES ~ GENERAL CHRONOLOGICALS
Once saved, the note 
moves to the chronological 
listing for the program 
selected and is removed 
from the general 
chronological area.



MONITORING SUMMARY ON HOLD REPORT

PMM only allows one monitoring summary to be 

‘in process’ at any given time.  If additional 

summaries need to be created the pending items 

will need to be put on hold.  This report provides 

a listing of all summaries that have been placed 

“on hold”. Supervisors should follow-up with their 

staff regarding summaries placed “on-hold” to 

ensure they are completed.



MONITORING SUMMARY ON HOLD REPORT
Enter the criteria 

you wish to 

search by and 

select the output 

format, either 

PDF, Excel or 

HTML.  

Click Open to 

open and view 

your report, or 

click a Save

option.



MONITORING SUMMARY ON HOLD REPORT

Your report is 

generated, 

showing each 

monitoring 

summary on 

hold that 

meets your 

criteria.



ITEMS TO COMPLETE REPORT

This report provides a listing of all 

items pending some sort of action 

including monitoring plans, 

monitoring summaries, deficiencies, 

and performance measures. 



ITEMS TO COMPLETE REPORT



DOCUMENT LIBRARY

The Document Library allows users to store documents 
related to the monitoring of this program.  Items can be 
stored as word documents, Adobe(PDF) or even pictures.  
Tools used for monitoring can be scanned and added to 
the record as needed to support any items written in 
monitoring summary.  

Users can upload a document as part of a chronological 
note and have that item put directly into the document 
library as well.



DOCUMENT LIBRARY

• The document library allows the provider to 

access documents within the library

• The primary documents that should be stored 

within the library are those that the provider 

would need access to, all other program 

specific documents should be stored within the 

appropriate folder in SharePoint



DOCUMENT LIBRARY
The document library 
is a list of folders with 
documents related to 
monitoring.  You can 
look at the documents 
in each folder by 
clicking on the folder 
to generate a list of 
the documents in that 
folder. 

You can click the 
Show All button to 
see a list of all items 
in all folders that 
have been uploaded 
for a program.



DOCUMENT LIBRARY
To add a new item to 
the document library, 
click the New button.

A menu will then 
appear which allows 
user to name the item 
(description), enter a 
document date and 
indicate which folder 
this document should 
appear in.

Click Browse to select 
the document to 
upload.  



DOCUMENT LIBRARY ~ VIEWING OR EDITING DOCUMENTS
Once you have located 
the document you wish to 
view or edit, click Select.  

A menu will then appear 
that allows you to edit the 
description name or date 
if needed. 

Once editing is complete, 
click Save to save your 
edits.

To view the document, 
click on the link and the 
item will open in a 
separate window.  

Once viewing is complete, 
click Cancel to select 
another item in the 
library.



DOCUMENT LIBRARY

Once user has added all needed data then click the Save button.



DOCUMENT LIBRARY

Once saved the item will be 
available in the folder selected to be 
viewed by all other PMM users. 



MONITORING HISTORY

Monitoring History allows users to 

view all monitoring activities related 

to an active program. These are read 

only PDF reports.



MONITORING HISTORY

Documents available are:

• Monitoring Plans

• Monitoring Summaries

• Critical Issues

• Corrective Action Plans 

created in response to a 

Major Deficiency

• Minor Deficiencies

All documents are presented in 

read only PDF report format.



MONITORING PLAN

The Monitoring Plan documents all types of monitoring 
that will be covered during the noted fiscal year with a 
target date for when each monitoring type will be 
completed.  

The Monitoring Plan Report is intended to be a living 
document – always reflecting the most recent visit dates, 
compliance status, and number of outstanding 
deficiencies for each monitoring activity.



MONITORING PLAN Staff create a 

NEW monitoring 

plan at the 

beginning of each 

fiscal year and 

when additional 

monitoring 

activities need to 

be added to the 

existing monitoring 

plan. 

DJJ Program Area 

staff are able to 

view these 

monitoring plans 

but cannot add or 

edit.



MONITORING PLAN
• Monitoring plans 

created for the current 

fiscal year are listed.

• Select a pending plan 

to edit or click New 

Monitoring Plan to 

begin a new one.

• Once a plan is 

approved it cannot be 

edited unless it is first 

disapproved by a 

supervisor.

• Click View Report to 

open a plan in PDF 

format.



MONITORING PLAN ~ STEP 1 Data from the most recent monitoring 
plan completed during the current fiscal 
year prepopulate.

If a previous plan had not been 
completed and approved during the 
current fiscal year then this screen would 
be blank and you can add all that is 
needed. 

If you are creating a new plan after a 
previous plan for the current fiscal year 
has been completed and approved, you 
can make any needed updates including 
changing target dates, as well as adding 
or removing items to be monitored.  

NOTE: Do not change dates or delete the 
monitoring activities of any other staff, 
only those monitoring activities that you 
have created.



MONITORING PLAN ~ STEP 1
If an item should be monitored 
multiple times during the year but the 
monitor plans to monitor less they can 
check N/A as needed.

Once entries on Step 1 are 
completed click on Save and then 
Next>> to move to Step 2.  



MONITORING PLAN ~ STEP 2
Continue to mark any items that 
need to be monitored during the 
course of the year, including 
target monitoring dates.



MONITORING PLAN ~ STEP 3
Continue to select any items that 
will be monitored for this program 
or group during this fiscal year and 
enter the estimated date of 
monitoring.

Once all monitoring activities have 
been selected and target 
monitoring dates entered, check the 
Completed box, enabling the 
Submit button.  Click Submit.



MONITORING PLAN - AUTOMATED E-MAILS

Program or Group Name

Automated E-mails are sent to the Supervisor of the staff who 

complete and submit the monitoring plan.  The email is sent once 

the monitoring plan is marked as complete and submitted.



MONITORING PLAN ~ SUPERVISOR REVIEW

Click Select

next to the 

monitoring plan 

completed and 

pending 

approval.



MONITORING PLAN  ~ SUPERVISOR APPROVAL

When disapproved, it is returned to 
the submitter for updating.

The Supervisor reviews and approves 
or disapproves the plan. Disapproved 
plans require a comment to be 
entered.  Click the Save button.



E-MAIL TO MONITOR ABOUT DISAPPROVAL

The submitter is notified by e-mail if the monitoring plan is approved or 
disapproved.

Program Name



AFTER DISAPPROVAL
When the 
monitoring plan 
is disapproved 
by the 
supervisor, the 
submitter can 
click Select and 
make updates 
requested by 
their supervisor.



MONITORING PLAN IS RE-SUBMITTED
When the monitoring plan is 
updated as requested, 
check the Completed box 
and then click the Submit
button.

The Supervisor reviews the 
monitoring plan for changes 
and then approves or 
disapproves the plan.



MONITORING PLAN REPORT



MONITORING SUMMARY

The monitoring summary documents 

program compliance in various areas such 

as management, operations, and service 

delivery.



MONITORING SUMMARY

A monitoring can be conducted either on site or 
off site, during traditional or non traditional 
hours, and can be either an announced or 
unannounced monitoring.  

You can not start a new monitoring summary if 
one has been started and not completed or put 
on hold.  

In order to complete a monitoring summary a 
monitoring plan must have been completed 
during the current fiscal year.



MONITORING SUMMARY
You can not start a 

new Monitoring 

Summary if one has 

been started and 

not completed or 

put on hold.  

Contact the staff 

who started the 

incomplete 

monitoring summary 

and ask them to put 

it on hold.

OR

Click Select, go to 

Step 8 and place 

the summary on 

hold, allowing you 

to begin your own 

summary.



MONITORING SUMMARY The monitoring 
summary screen 
shows a list of all 
monitoring 
summaries for the 
selected program or 
group for a given 
fiscal year.  

Click Select to view 
the screens, or click 
View Report to see 
the PDF report for 
that summary. 

Click New 
Monitoring 
Summary to 
document a new 
monitoring event.

Note:  A summary report can be deleted if it has not yet been approved by the supervisor.



MONITORING SUMMARY ~ STEP 1

Enter the type of visit and the dates covered by 
this summary on step 1.  For monitoring visits 

spanning several dates, you can add additional 
dates by clicking Add Visit Dates for each 

additional date needed. Once data from Step 1 is 
completed, click Save to move on to the next step.



MONITORING SUMMARY ~ STEP 1

All steps in the Monitoring Summary become 

available to you after the save is complete.

A message will indicate the 

record saved.  Click OK.



MONITORING SUMMARY ~ STEP 2

Click Add to select each type of monitoring that was conducted during this visit.  



MONITORING SUMMARY ~ STEP 2

The monitoring type drop down is populated based on 
the most recent completed and approved Monitoring Plan.



MONITORING SUMMARY ~ STEP 2

Once monitoring type is selected, indicate program compliance by selecting Yes, No, or 
Ongoing.  If not in compliance, indicate if the deficiency is Major, Minor or Critical.  Click Save. 
User can repeat these steps as needed to outline all areas that were monitored during this visit.



MONITORING SUMMARY ~ STEP 2

When all Monitoring Types have been entered, click Next>> or Step 3 to move to the next screen.



MONITORING SUMMARY ~ STEP 3
On Step 3 you 
must enter the 
Monitoring 
Purpose as well 
as the Findings.  
You also have 
the ability to 
enter Documents 
Reviewed if 
applicable to 
this monitoring. 



MONITORING SUMMARY ~ STEP 3
Step 3 has areas to 
document your 
Observations, Youth 
Interviews, and Staff 
Interviews, if there 
were any. These 
fields are not 
required and will be 
suppressed on the 
report if no 
information is 
entered.  Each text 
box has a plus sign 
that allows you to 
expand the size of 
the box allowing you 
to see all of the text 
that has been typed.  
Each box also has a 
spell check button 
that must be clicked 
to spell check the 
text. 



MONITORING SUMMARY ~ STEP 4
On Step 4 you can 
enter in the sample 
size and or number 
of files reviewed, 
if that applies.  
You should enter 
the actual count 
and indicate if 
staff to client ratio 
was met and if 
there were staff 
vacancies for all 
onsite visits.  If user 
indicates there 
were vacancies 
then the title of the 
vacancies must be 
listed.

Step 4 is optional 
and may be left 
blank if not 
applicable.



MONITORING SUMMARY ~ STEP 5
Step 5 is 
where you 
document 
Critical Issues.  
If no critical 
issues were 
identified on 
Step 2, you 
will skip to the 
next step. 

Previously 
identified 
critical issues 
are shown in 
the table as 
read only. 



MONITORING SUMMARY ~ STEP 5
If critical issues were 
identified on Step 2 

click the Add/Edit
button to enable 
data to be entered.

Select the 
Monitoring Activity 
related to the 
critical issue.  Only 
monitoring types 
with a critical issue 
identified on Step 2 
are available for 
selection.

Enter the date 
identified, nature of 
the critical issue, and 
any immediate 
action taken by the 
program staff.  

If the issue has already been resolved you can enter the date that it was 
closed and the system will calculate the number of days taken for the closure.  

Once all data has been entered click Save.



MONITORING SUMMARY ~ STEP 5
The newly entered 
Critical Issue is 
shown in the table 
along with 
previously identified 
Critical Issues.  

This Critical Issue can 
be edited by 
clicking Select and 
then Add/Edit.

The system identifies 
the last update and 
staff who made the 
update.



MONITORING SUMMARY ~ STEP 6 Step 6 is where you 
document Major 
Deficiencies.  If no 
major deficiencies 
were identified on 
Step 2, you will skip 
to the next step. 

Previously identified 
major deficiencies are 
shown in the table as 
read only. 

Major Deficiency Statuses – Deficiency Identified, Completed, Monitor Review, 

Ineffect, Deficiency Corrected, or Administratively Closed



MONITORING SUMMARY ~ STEP 6 If major deficiencies 
were identified on 
Step 2, click the 
Add/Edit button to 
enable data to be 
entered.

The provider will be 
required to create 
an Outcome Based 
Correct Action Plan 
(OBCAP) to address 
the major deficiency.



MONITORING SUMMARY ~ STEP 6
Select the 
Monitoring Activity 
that revealed the 
major deficiency.  

Only monitoring 
types with a major 
deficiency 
identified in Step 2 
are available for 
selection.

Enter the date 
identified, nature 
of the major 
deficiency and the 
requirement. 

Click Save. 



MONITORING SUMMARY ~ STEP 6
The newly entered 
major deficiency is 
shown in the table 
along with previously 
identified major 
deficiencies.  

This major deficiency 
can be edited by 
clicking Select and then 
Add/Edit.

The system identifies 
the last update and 
staff who made the 
update.



MONITORING SUMMARY ~ STEP 7
Step 7 is where you 
document Minor 
Deficiencies.  If no 
minor deficiencies 
were identified on 
Step 2, you will skip 
to the next step. 

Previously identified 
minor deficiencies 
are shown in the 
table as read only. 

Minor Deficiency Statuses – Deficiency Identified, Deficiency Corrected, or Administratively Closed



MONITORING SUMMARY ~ STEP 7 Select the 
Monitoring Activity 
that revealed the 
minor deficiency.  

Only monitoring 
types with a minor 
deficiency 
identified on Step 
2 are available 
for selection.

Enter the date the 
minor deficiency 
was identified, 
nature of the minor 
deficiency, and the 
requirement. 

Click Save. 



MONITORING SUMMARY ~ STEP 7
The newly entered minor 
deficiency is shown in the 
table along with 
previously identified 
minor deficiencies.  

This minor deficiency can 
be edited by clicking 
Select and then Add/Edit.

The system identifies the 
last update and staff 
who made the update.



MONITORING SUMMARY ~ STEP 8
On Step 8, you can 
mark the 
monitoring 
summary as 
completed and 
submit it, or you 
can place the 
summary on hold if 
you are waiting for 
additional 
information or 
actions to occur.  
Placing the 
summary on hold 
will allow other 
staff to create a 
monitoring 
summary to 
document their 
visits.



MONITORING SUMMARY ~ ON HOLD

Click the appropriate reason for placing this summary on hold.  You must enter a comment to 

explain the hold. Click Save Hold.  A message will appear confirming the hold.  



MONITORING SUMMARY ~ ON HOLD

When ready to complete and submit, Select the summary from the list on 

the monitoring summary screen.



MONITORING SUMMARY ~ SUBMITTED

Mark the summary 

as Completed on 

Step 8 and click 

Submit.



MONITORING SUMMARY ~ SUBMITTED
• Summaries completed by a Regional Monitor or Contract Manager are 

reviewed by a supervisor before being reviewed by the program area 

staff.  

• Summaries completed by External Team Members are reviewed and 

approved/disapproved by a supervisor.

• Summaries completed by a Supervisor are automatically marked as 

reviewed by a supervisor.

• After the review process is completed by the program area staff, the 

summary is approved by the supervisor for the staff who completed the 

summary



MONITORING SUMMARY ~ SUPERVISOR REVIEW
SUMMARY CREATED BY CONTRACT MANAGER OR REGIONAL MONITOR Once the 

Monitoring 
Summary 
completed by a 
Contract Manager 
or Regional 
Monitor is 
submitted, it is 
routed to the 
Supervisor for 
review prior to a 
review by 
program area 
staff.  

If the supervisor 
created and 
submitted the 
summary it is 
automatically 
approved.

Click Select next to 
the Monitoring 
Summary to be 
reviewed.



The Supervisor reviews 
the monitoring summary.  
At this point the 
summary can be 
returned to the 
submitter for corrections 
or additional 
information or it can be 
routed to program area 
staff for review.

Select Disapprove or 
Review by Supervisor, 
and click Save.  
Comments are required 
for disapproval, and 
are optional for review.

This listing shows all statuses for the monitoring summary.

MONITORING SUMMARY ~ SUPERVISOR REVIEW
SUMMARY CREATED BY CONTRACT MANAGER OR REGIONAL MONITOR



Once reviewed by the Supervisor, the summary shows a status of Reviewed By Supervisor with the 
date and time of the summary completion.  The Last Updated fields indicate the time and date of the 
supervisor review.  The summary is now routed to program area staff for review.

MONITORING SUMMARY ~ SUPERVISOR REVIEW
SUMMARY CREATED BY CONTRACT MANAGER OR REGIONAL MONITOR



MONITORING SUMMARY ~ PROGRAM AREA REVIEW
SUMMARY CREATED BY CONTRACT MANAGER OR REGIONAL MONITOR

Once the 
Monitoring 
Summary 
completed by a 
Contract Manager 
or Regional 
Monitor is 
reviewed by the 
Supervisor, it is 
routed to the 
program area 
staff for review. 



MONITORING SUMMARY ~ SUPERVISOR APPROVAL
SUMMARY REVIEWED BY PROGRAM AREA

Once reviewed by the Program Area, the summary shows a status of Reviewed By Program Area 
Supervisor, and the date and time of the summary completion by the regional monitor.  The Last 
Updated fields indicate the time and date of the Program Area Supervisor review.  The summary is 
now ready for the submitter’s supervisor to approve.  Click Select to open the monitoring summary.



MONITORING SUMMARY ~ SUPERVISOR APPROVAL
NO REVIEW BY PROGRAM AREA

Once submitted by the Contract Manager or Regional Monitor, the summary shows a status of 
Completed By Monitor, and the date and time of the summary completion.  The Last Updated 
fields indicate the time and date of the Regional Monitor submission.  The summary is now ready 
for the submitter’s supervisor to approve.  Click Select to open the monitoring summary.



MONITORING SUMMARY ~ SUPERVISOR APPROVAL
After reviewing the 
summary, the 
supervisor can mark 
it as approved or 
disapprove the 
summary and it will 
be returned to the 
submitter for 
corrections or 
additional 
information.

If disapproved, a 
comment to explain 
the disapproval  is 
required.  No 
comment is required 
if approving the 
monitoring summary.

Click Save.

This step is completed for all summaries, however the statuses shown in the table will vary 

depending on staff completing the summary and whether a program area review was required. 



MONITORING SUMMARY ~ SUPERVISOR APPROVAL
The monitoring 
summary status is 
updated to reflect 
Supervisor 
approval.

An approved 
summary is 
available for 
provider review 
and comment for 
72 hours following 
supervisor 
approval. 

After that the 
report is marked 
as view only.

If disapproved, the summary would be routed back to the original submitter for action.



DEFICIENCY REVIEW

The Deficiency Review allows a user to see all deficiencies 

recorded against a program for any given fiscal year.



DEFICIENCY REVIEW
This screen shows critical issues, minor deficiencies and major deficiencies at all stages 
of the process.  There is an ability to mark deficiencies as administratively closed if 
necessary.

These screens allow all monitoring team members to add a status to any open 
deficiency each time this concern is reviewed, with the ability to make a short note 
about the program’s progress. This is also where deficiencies are closed by team 
members when the program has corrected the deficiency.

The pending closure column will update based on the response provided in the notes 
section.

Programs/Providers use the deficiency review process to create an outcome based 
corrective action plan to respond to a major deficiency.

It also displays historical deficiency data so you will be able to review any concerns 
this program has had in the past and how they were resolved.



DEFICIENCY REVIEW ~ CRITICAL ISSUE UPDATE
Select the Critical Issue 
for which to enter a 
status update.  

Only critical issues 
that were not closed 
at the time of 
completing the 
monitoring summary 
will need to be closed 
after verification 
monitoring.

Note:  Deficiencies for 
Medical and Mental 
health contracts must 
be closed by OHS 
Staff.



DEFICIENCY REVIEW ~ CRITICAL ISSUE UPDATE
Click Add. 

Select Verification,
Technical Assistance 
or Other.

Is an additional site 
visit required?

Type in a comment to 
document your findings.  

Enter the date of the 
verification monitoring.  

Choose Yes, No, or 
Administratively 
Closed (only 
supervisors will have 
ability to choose Admin 
Closed)

Click Save.



DEFICIENCY REVIEW ~ CRITICAL ISSUE UPDATE
A user can enter a status update each time they review this issue to provide progress reports.  
Once the item is resolved the user will enter a status and a status date and mark the item as closed.  

For status updates 
marked as “Other” 
only comments can 
be entered. 



DEFICIENCY REVIEW ~ CRITICAL ISSUE UPDATE

All status notes can be reviewed by clicking select, but the notes 
can no longer be edited once the deficiency is closed.

All users can enter notes. 

Regional monitors can only enter notes and their default answer 
updates as deficiency closed NA. 

Program operations staff, contract managers, and OHS staff 
can close critical deficiencies.



DEFICIENCY REVIEW

Click on Deficiency Review



DEFICIENCY REVIEW ~ MINOR DEFICIENCY UPDATE
Select the Minor 
Deficiency for which 
to enter a status 
update. 

Only minor issues not 
closed at the time of 
completing the 
monitoring summary 
will need to be 
closed after 
verification 
monitoring.

Note:  Deficiencies for Medical and Mental health contracts must be closed by OHS Staff.



DEFICIENCY REVIEW ~MINOR DEFICIENCY UPDATE
Click Add. 

Select Verification, 
Technical Assistance 
or Other.

Is an additional site 
visit required?

Type in a comment to 
document your findings.  

Enter the date of the 
verification monitoring.  

Choose Yes, No, or 
Administratively 
Closed (only 
supervisors will have 
ability to choose Admin 
Closed)

Click Save.



DEFICIENCY REVIEW ~MINOR DEFICIENCY UPDATE
The status update will 
be visible in the table.

Click Select to view the 
full update.  Text is 
read only and cannot 
be edited.



DEFICIENCY REVIEW ~ MINOR DEFICIENCY UPDATE

A user can enter a status update each time they review this issue to 
provide progress reports.  Once the item is resolved the user will enter 
a status and a status date and mark the item as closed.  



DEFICIENCY REVIEW ~ MINOR DEFICIENCY UPDATE

All status notes can be reviewed by clicking select, but the notes 
can no longer be edited once the deficiency is closed.

All users can enter notes. 

Regional monitors can only enter notes and their default answer 
updates as deficiency closed NA. 

Program operations staff, contract managers, and OHS staff 
can close minor deficiencies.



DEFICIENCY REVIEW ~ MAJOR DEFICIENCY

• Administrators and Supervisors are able to mark as administratively 

closed.  This should rarely be used.

• Verification process under process outcome measures is available for 

“Other” notes once the OBCAP has been marked “Complete”.  Other 

status notes can be entered once the OBCAP has been approved and 

is in “Ineffect” status

• Additional site visit required is available to request additional 

verification.



MAJOR DEFICIENCY~ OHS/SUPERVISOR REVIEW OF OBCAP

Click Select to review the corrective action plan submitted by the provider and reviewed by the 
program area staff.



MAJOR DEFICIENCY~ OHS/SUPERVISOR REVIEW OF OBCAP
Step through the links, 
reviewing information 
entered by the 
provider.

The review allows you 
to determine if the 
provider has clearly 
identified the true 
root cause, if they 
have identified 
process outcome 
measures that will 
correct the deficiency, 
and the actions steps 
necessary to achieve 
those measures.   



MAJOR DEFICIENCY~ OHS/SUPERVISOR REVIEW OF OBCAP

Click Select to 
display the full root 
cause entered by 
the provider.

All fields are read-
only and cannot be 
edited.

Click Process 
Outcome Measures 
to move to the next 
screen.



MAJOR DEFICIENCY~ OHS/SUPERVISOR REVIEW OF OBCAP

Click Select to display the full root 
cause entered by the provider.

Click Select on a process outcome 
measure to display the full text 
entered.

Continue to select process  
outcome measures until all have 
been reviewed.

Click Action Steps to move to the 
next screen.



MAJOR DEFICIENCY~ OHS/SUPERVISOR REVIEW OF OBCAP

Click Select to display the root cause and process outcome entered by the provider.



MAJOR DEFICIENCY~ OHS/SUPERVISOR REVIEW OF OBCAP
Click Select to display 
action steps for the 
root cause and 
process/outcome 
selected.

Click Select on each 
action step until all 
have been reviewed. 

Continue for each root 
cause and 
process/outcome 
entered for this 
deficiency.

When all items have 
been reviewed, click 
Monitor Review.



MAJOR DEFICIENCY~ OHS/SUPERVISOR REVIEW OF OBCAP

Review monitor’s comments if any.

Click Supervisor Review.



MAJOR DEFICIENCY~ OHS/SUPERVISOR REVIEW OF OBCAP
Select Approve or 
Disapprove.  

Comments are 
optional if approving 
the OBCAP, but must 
be entered if 
disapprove is 
selected.

Disapproved OBCAPs 
are routed back to the 
provider for editing.  

Once the OBCAP is 
approved, verification 
monitoring can be 
conducted.



DEFICIENCY REVIEW ~ MAJOR DEFICIENCY
• Administrators and Supervisors are able to mark as administratively closed.  This should only 

rarely be used

• Verification process under process outcome measures is available for “Other” notes once the 

OBCAP has been marked “Complete”.  Verification and Technical Assistance status notes can be 

entered once the OBCAP has been approved and is in “Ineffect” status

• Once an OBCAP is in “Ineffect” Status, the root cause(s) and process/outcome measure(s) can 

only be edited by the Contract Management Chief or a Contract Manager Supervisor.

• If deficiency was identified by Regional Monitor or Regional Monitor Supervisor, a note must be 

entered by the Regional Monitor or Regional Monitor Supervisor before the system will allow 

Program Area Staff or Program Area Supervisor to complete a note

• Additional site visit required is available to request additional verification

• Regional monitors do not have access to close or approve OBCAP’s – they are only allowed to 

enter status notes – all other sections are read only



DEFICIENCY REVIEW ~ MAJOR DEFICIENCY UPDATE

Click on Deficiency Review



DEFICIENCY REVIEW ~ MAJOR DEFICIENCY UPDATE

Note:  Deficiencies for Medical and Mental health 

contracts must be closed by OHS Staff.

While the provider is 
resolving the deficiency 
that required an OBCAP, 
staff may provide 
technical assistance or 
perform verification 
monitoring.  

These visits are 
documented on the 
process outcome status 
screen of the deficiency 
review.

Select the deficiency for 
which to enter an update.



DEFICIENCY REVIEW ~MAJOR DEFICIENCY UPDATE
Click on the 

Process 

Outcome 

Status link.



DEFICIENCY REVIEW ~MAJOR DEFICIENCY UPDATE

Click on the root cause/process outcome measure for which you want to 

enter an update.



DEFICIENCY REVIEW ~MAJOR DEFICIENCY UPDATE
Scroll down to 

the bottom 

section of your 

screen.



DEFICIENCY REVIEW ~MAJOR DEFICIENCY UPDATE

Click Add to enter an update.  



DEFICIENCY REVIEW ~MAJOR DEFICIENCY UPDATE

Enter the date of the visit and indicate if an additional site visit is required.

If this was a verification visit and the process outcome measure has been completed, click Yes, otherwise, click No.  

Click Save.

To update the OBCAP as Corrected – all process outcomes must be updated as Process Outcome Closed – Yes. This 

will mark the deficiency as Corrected and close the OBCAP.

Regional Monitors cannot close a Process Outcome measure.

Select Verification, 
Technical Assistance 
or Other.

Enter comments to 
document technical 
assistance provided 
or the findings of a 
verification visit.



DEFICIENCY REVIEW ~MAJOR DEFICIENCY UPDATE
Click Add to 

enter a status 

update for the 

same process 

outcome, or 

repeat the 

process as 

needed to enter 

updates for 

other process 

outcome 

measures.

The information updated is shown in the list.  

Click Select and then Edit to make any changes 

to the text entered.



CLOSING THE MAJOR DEFICIENCY/CORRECTIVE ACTION PLAN
Major deficiencies are closed when all the process outcomes have been corrected.

Program operations, OHS, and external team members can update and mark 
Process/Outcome measures as closed.  

This changes the major deficiency status to Deficiency Corrected.



ADD PERFORMANCE MEASURE

Click Add Performance Measure



ADD PERFORMANCE MEASURE
Performance Measures 

that have been 

previously entered will 

be listed.  

Click the Add button 

to enter a new 

Performance Measure.



ADD PERFORMANCE MEASURE

Select State or Provider.

Enter the Text Goal, Text 

Measure and Text Minimum 

Standard.

Enter the numeric goal and 

minimum standards, select the 

Type of Measure and 

Monitoring frequency.  Once 

Monitoring Frequency has been 

selected, you must enter the 

dates based on the frequency 

selected.  Use N/A for any 

periods that won’t be monitored.

Click the Submit button.

Contract managers will enter 

measures for contract providers

Regional monitors will enter 

measures for state operated 

programs



ADD PERFORMANCE MEASURE
The Performance 

Measure will 

populate in the 

table.

Repeat as needed 

until all 

performance 

measures have 

been entered.



ADD PERFORMANCE MEASURE ~ SUPERVISOR REVIEW
The Contract 

Manager Supervisor 

and Regional 

Monitor Supervisor 

will approve 

performance 

measures entered by 

their staff.

Performance 

Measures entered by 

a Supervisor are 

automatically 

marked as approved 

by the Supervisor.

Click Add 

Performance 

Measure.



ADD PERFORMANCE MEASURE ~ SUPERVISOR REVIEW

Click on Select next to the Performance Measure to review and approve.



ADD PERFORMANCE MEASURE ~ SUPERVISOR REVIEW

Review the 

information entered.  

You can change 

monitoring frequency 

and modify dates if 

necessary.

Click Approve or 

Disapprove.  A 

comment may be 

entered for 

approvals and is 

required when 

selecting Disapprove.

Click Save.



ADD PERFORMANCE MEASURE ~ SUPERVISOR REVIEW

The status will change to approved, and show as last updated by the supervisor.  After approval by the Supervisor, only the 

date of the frequency will be able to be changed by an administrative user.  Only Performance Measures that have not had 

information entered will be able to be edited.



PERFORMANCE MEASURE

• After approval by the Supervisor, only the date of the frequency can be changed by an 

administrative user.  Only Performance Measures that have not had information entered can be 

edited.

• Performance measures become active 30 days prior to their due date

• Providers, Office of Health Services staff, Contract Managers, and Regional Monitors are able to 

enter performance measure information.

• Measures are indicated as state or provider – this identifies who is responsible for reporting on the 

measure.

• Providers do not have access to enter information on those performance measures marked as 

state responsibility

• The Regional Monitor, Contract Manager, or OHS staff approve performance measure information 

submitted by the provider, including measures reported by state staff.



PERFORMANCE MEASURE ~ PROVIDER REPORTING
The provider will 

receive an email 

notification that 

Performance measures 

are due 30 days prior 

to their due date.

Click on the 

Performance Measure 

button to access the 

performance measures 

for your 

contract/program.



PERFORMANCE MEASURE ~ REPORTING
Performance Measure 

Status is indicated by 

the Current Status 

column.  You can only 

report on performance 

measures currently 

identified as active.

Select the Performance 

Measure. 



PERFORMANCE MEASURE ~ REPORTING

Enter information on this 

performance measure.  You must 

enter a response statement.

Click Documents to upload 

supporting documentation.



PERFORMANCE MEASURE ~ REPORTING

Click New to begin uploading documentation for this performance measure.



PERFORMANCE MEASURE ~ REPORTING
Enter a 

description, and 

the date of the 

document.  The 

folder will default 

to Performance 

Measures and 

cannot be 

changed.

Click Browse to 

select the 

document to 

upload.



PERFORMANCE MEASURE ~ REPORTING
Navigate to the 

folder containing 

the file, and select 

the file.

Click Open.



PERFORMANCE MEASURE ~ REPORTING
The document path 

will be shown.

Click Save to upload 

the document.



PERFORMANCE MEASURE ~ REPORTING
The document is 

available in the list.

Repeat the process as 

needed for any 

additional 

documentation that must 

be uploaded for this 

performance measure.

Click Select to view 

documents uploaded.



PERFORMANCE MEASURE ~ REPORTING
Click the link to see the 

uploaded document 

selected for viewing.

You will be able to 

open the document or 

save to a location of 

your choice.



PERFORMANCE MEASURE ~ REPORTING ~ REVIEW
Click Performance 

Measure to review 

reporting submitted 

by the provider.



PERFORMANCE MEASURE ~ REPORTING ~ REVIEW
Click Performance 

Measure to review 

reporting submitted 

by the provider.



PERFORMANCE MEASURE ~ REPORTING ~ REVIEW
Click Select next to 

the performance 

measure to review.



PERFORMANCE MEASURE ~ REPORTING ~ MONITOR REVIEW
Click the  Monitor 

Review link.



PERFORMANCE MEASURE ~ REPORTING ~ MONITOR REVIEW
Document review by 

selecting the radio 

button for Reviewed

or Returned.

If returning 

performance 

measure to provider 

for additional 

information, a 

comment must be 

entered.



PERFORMANCE MEASURE ~ REPORTING ~ SUPERVISOR REVIEW
Click the Supervisor Review

link.



PERFORMANCE MEASURE ~ REPORTING ~ SUPERVISOR REVIEW
If no monitor review has been documented, 

the supervisor will document a review by 

selecting the radio button for Reviewed or 

Returned.

If a monitor review has been documented, 

this screen is view only for the supervisor.

If returning performance measure to provider for 

additional information, a comment must be entered.



PROGRAM ALERTS
This screen allows 

reporting of program 

alerts.

Regional 

Monitors/Supervisors

and Contract 

Managers/Supervisors 

have access to create a 

program alert.

Click on the Program 

Alerts button to enter a 

program alert for this 

program.



PROGRAM ALERTS
Current alerts are shown in 

the list, and viewable by 

fiscal year.

Select a different fiscal 

year from the dropdown 

to change years.

Click Add to enter a new 

program alert for this 

program.



PROGRAM ALERTS
Enter information in each field.  

Date of Review and Description 

of Alert are required fields.

Mark alert Complete and click

Save.  Message will state that 

the record was saved.  Click OK.

Alerts marked complete can be 

edited by a supervisor.

An Email will be sent to the 

program area staff with the 

detailed alert information in the 

body of the email

Program alert screen is read 

only after alert has been 

entered and marked complete.



PROGRAM ALERTS ~ SUPERVISOR REVIEW
Program alerts created by 

a Regional Monitor or 

Contract Manager must be 

reviewed by their 

supervisor.

Click Select on the 

program alert to review.



PROGRAM ALERTS ~ SUPERVISOR REVIEW

Review the program alert 

description and make any 

edits necessary.

Click Review and 

Approve.  



PROGRAM ALERTS ~ SUPERVISOR REVIEW

The program alert 

is updated with the 

review date and 

identifies the staff 

and time last 

modified.



QUESTIONS?

Contact your local DIO for answers

http://www.djj.state.fl.us/partners/data-integrity-jjis

http://www.djj.state.fl.us/partners/data-integrity-jjis

