
Provider/Program StaffPMM



USER ROLE CAPABILITIES
Provider Staff :
This role will be able to review a Monitoring Summary and document their 
feedback on the report.  
If the report contains a deficiency then they will be able to review the 
deficiency.  
If the deficiency is a major deficiency then the user will be able to create a 
Corrective Action plan and submit it to the Program Area staff for review. 
This role will have access to: Monitoring Summary, Deficiency Review, 
Corrective Action Plans, Performance Measures (details page) and Document 
Library.



BASIC INFORMATION

The dropdown will allow staff to select from any 
program/group that is assigned to them.  



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

For screens with Steps, 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.



DOCUMENT LIBRARY

The document library allows providers and external 
users to access documents stored in PMM for a given 
program as well as upload new documents.



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 
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. 

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
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.  

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

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



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

A menu will then 
appear which will 
allow 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

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 as needed. 



MONITORING SUMMARY

The monitoring summary documents program 
compliance in various areas such as management, 
operations, and service delivery.



MONITORING SUMMARY ~ PROVIDER REVIEW
Program staff have 
72 business hours 
following the 
supervisors approval 
of the summary to 
review and comment 
on the summary. 

After that the report 
is marked as view 
only and no further 
documentation can 
be made.  It 
continues to be 
visible to program 
staff for historical 
purposes.

To view the summary, 
select the program 
from the dropdown, 
and then click 
Monitoring Summary.



MONITORING SUMMARY ~ PROVIDER REVIEW

This screen shows the monitoring summary status, dates and times of reviews, approvals, and disapprovals.  It 
also shows the staff making the most recent update.

In order to see the summary, the provider staff should view the report.  After reviewing the report the provider 
will then be able to provide comments.  To review the Monitoring Summary in PDF click View Report. 



MONITORING SUMMARY ~ PROVIDER REVIEW
The Monitoring Summary Report displays 
program and contract information, visit date 
and items monitored.  

Any deficiencies identified during the 
monitoring visit are detailed, as well as 
requirements and actions taken.

Monitoring summary statuses are shown as well.



MONITORING SUMMARY ~ PROVIDER REVIEW

Now that the provider has reviewed the summary they can provide feedback.  To do so, click 
Select to document review and enter comments. 



MONITORING SUMMARY ~ PROVIDER REVIEW

Click Agreed or Disagreed.  Comments are required if disagreed is selected and are optional 
if agreed is chosen.  Click Save when done.



MONITORING SUMMARY ~ PROVIDER REVIEW

The monitoring summary screen is updated to show provider review date and time.  



DEFICIENCY REVIEW ~ PROVIDER
Click Deficiency 
Review to review 
deficiencies and 
respond to any 
major deficiencies 
that have been 
outlined in a 
monitoring 
summary. 



DEFICIENCY REVIEW
The Deficiency Review screen shows critical issues, minor deficiencies, and major 
deficiencies at all stages of the process. 

These screens allow external 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 use the deficiency review process to create an outcome based corrective 
action plan to respond to a major deficiency.

This screen 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 ~ PROVIDER For each deficiency, 
the deficiency review 
screen shows the 
monitoring type, the 
date identified, what 
type of deficiency, the 
first 50 characters of 
the description of the 
deficiency, the current 
status, and the last 
person that updated 
the status.

Select Fiscal Year to 
view or work with 
deficiencies from 
previous fiscal years.  

Select allows you to review the complete deficiency.  View Report allows 
you to view a PDF of the deficiency report, which can then be printed, saved 
or e-mailed as needed.



DEFICIENCY REVIEW ~ CRITICAL ISSUE ~ PROVIDER 
Critical issues are read 
only for the provider.  The 
system allows you to 
review the data that was 
entered about this critical 
issue in the monitoring 
summary.



DEFICIENCY REVIEW ~MINOR DEFICIENCY ~PROVIDER
Minor deficiencies 
are read only for the 
provider.  The system 
allows you to review 
the data that was 
entered about this 
deficiency in the 
monitoring summary.



DEFICIENCY REVIEW ~ MAJOR DEFICIENCY~ PROVIDER
Select the Major 
Deficiency to begin 
creating the 
OBCAP.   



DEFICIENCY REVIEW ~ MAJOR DEFICIENCY~ PROVIDER
The Deficiency Review 
screen provides 
information on the major 
deficiency.  This screen is 
read only for all users.

Select Root Cause to 
move to the next screen.



DEFICIENCY REVIEW ~ MAJOR DEFICIENCY~ PROVIDER
Each Major Deficiency must have 
at least one Root Cause.

Click Add and enter a root cause for this 
major deficiency.  After the root cause is 
added, click Save.  Then select Process 
Outcome Measures to move to the next step.



DEFICIENCY REVIEW ~ MAJOR DEFICIENCY~ PROVIDER

All Root Causes that were 
entered are shown in the 
list below the description 
of the deficiency.

To add additional root 
causes, click Add and 
repeat as necessary.



DEFICIENCY REVIEW ~ MAJOR DEFICIENCY~ PROVIDER
The root cause can be 
edited by clicking Select
and editing the text.  
Click Save after editing 
the root cause.

If all root causes have 
been entered, click on 
Process Outcome 
Measures.



DEFICIENCY REVIEW ~ MAJOR DEFICIENCY~ PROVIDER

Click Add to enter a process outcome measure.

Each root cause must have at least 
one process outcome measure.

Click Select on the root cause for which 
process outcome measure(s) is to be added.



DEFICIENCY REVIEW ~ MAJOR DEFICIENCY~ PROVIDER
Enter a process outcome 
measure.

Enter the name and title for 
each staff accountable for 
ensuring the process outcome 
measure is achieved.

Enter a date by which the 
process outcome measure is 
anticipated to be completed.

Click Save.



DEFICIENCY REVIEW ~ MAJOR DEFICIENCY~ PROVIDER
The process outcome measure 
is shown in the list below the 
root cause.

To add additional process 
outcome measures, click Add
and repeat as necessary.



DEFICIENCY REVIEW ~ MAJOR DEFICIENCY~ PROVIDER
The process outcome 
measures can be edited 
by clicking Select and 
Edit. Click Save after 
editing the process 
outcome.

If all process outcome 
measures have been 
entered, click on Action 
Steps.



DEFICIENCY REVIEW ~ MAJOR DEFICIENCY~ PROVIDER
Reminder! 
Each process/outcome measure 
must have at least one action 
step.  Do not click complete 
until action steps have been 
entered.

Click Select on the root cause 
and process outcome measure 
for which to enter action steps.



DEFICIENCY REVIEW ~ MAJOR DEFICIENCY~ PROVIDER
Click Add, and enter an 
action step for the selected 
root cause and  process 
outcome measure.

Click Save.  



DEFICIENCY REVIEW ~ MAJOR DEFICIENCY~ PROVIDER
The action step is shown in the list 
below the selected root cause 
and  process outcome measure.  
The list of action steps will 
change based on the item 
selected.

If additional action steps are 
needed for the selected item, 
repeat until all have been 
entered.



DEFICIENCY REVIEW ~ MAJOR DEFICIENCY~ PROVIDER
Select next root cause and 
process outcome item and 
add action steps.

When a process outcome 
measure and action step has 
been entered for each root 
cause, mark the corrective 
action plan Complete, and 
click Save.

The system will run a check 
to be sure all items needed 
have been entered.



DEFICIENCY REVIEW ~ MAJOR DEFICIENCY~ PROVIDER
The deficiency 
review screen 
shows the 
completion of the 
corrective action 
plan and 
identifies the 
staff making the 
most recent 
update to the 
plan.  Review the 
corrective action 
plan in PDF by 
clicking View 
Report. 



DEFICIENCY REVIEW ~ CORRECTIVE ACTION PLAN REPORT
The corrective action 
plan report displays 
program and contract 
information, date 
deficiency was 
identified, root cause(s), 
process outcome 
measure(s), accountable 
staff, and action steps.
Review statuses are 
shown as well.



PERFORMANCE MEASURE
• Performance measures will become active 30 days prior to their 

due date
• Providers, Office of Health Services staff, Contract Managers, and 

Regional Monitors will be able to enter performance measure 
information.

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

• Providers will not have access to enter information on those 
performance measures marked as state responsibility

• The Regional Monitor, Contract Manager, or OHS staff will approve 
performance measure information submitted by the provider, 
including measures reported by state staff.



PERFORMANCE MEASURE ~ 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.



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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