
Completing a 
Monitoring PlanPMM



SAVING AND NAVIGATING

You must click Save on the first screen to create the document if no 
monitoring plan has been previously created. 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.



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



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
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