PITT plan — quarterly update instructions

1) Loginto PITT plan. If you need a reminder on how to do that, see “PITT plan - login &
initiative acceptance instructions” on the Access PITT State website:
https://www.pittstate.edu/president/access-pitt-state.html.

2) From the homepage/dashboard, click on My Workspace in the upper right.
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https://www.pittstate.edu/president/access-pitt-state.html

3) This Assigned page will list any initiatives you have been connected to as either
responsible for or collaborating on.

Note: the quarterly progress updates should be done by the person listed as
responsible for the initiative, but collaborators can make comments too if desired.

Click anywhere on the box for the initiative you’d like to update, and you will be
taken into the initiative window.

You can also quickly review the goal this initiative is tied to, progress made and any
comments by hovering over the icons on the left for that initiative.
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Note: If you do not see your initiative(s) listed here, you may not have accepted the
invitation to be part of the initiative yet. Click on the red Invitations button on the
upper right (image below). This will open a window that shows you the initiative(s)
you’ve been invited to participate in and allow you to Accept or Decline right there.



Once you have accepted, the initiative(s) will then show on your Assigned list

(above).
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4) The initiative window will show you all information about the initiative. To enter
quarterly progress, click on the Progress tab.
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5) Onthis screen, click on the plus sign in the action column for the quarter you would
like to update.
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6) Inthe window that pops up, you can update the Overall Initiative Status if needed,
then enter your Overall Progress Update percentage, select a Progress Sentiment
and then type your comments in the Add Your Comments box. Remember to hit the
red Save Progress button at the bottom when you are done.
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Once you hit Save Progress, the window will refresh and the green “Progress stored
successfully” message will appear and your information will now be filled in.

You can make edits to that information at any point, just click on the pencilicon in
the Action column.
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That’s it — you’re done until the next quarter!

If you have any questions or feedback, email Jaime Dalton (jdalton@pittstate.edu).
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