
Updating Progress and Completion of Action Steps 
When you are ready to add notes about progress or completion of actions steps, click ENTER PROGRAM 
from your home screen. 

 
Figure 1 

Click Actions from the toolbar on the left side of your screen. You’ll then see a list of all the action items 
you’ve added through the assessment reporting process.   

To open an action step and add notes or a status update, click the action item. In this example, click 
Review Benchmark/Target. 

 
Figure 2 

Using the dropdown menu, you can update the status of the action step. Click ADD UPDATE to enter 
comments.   



 
Figure 3 

Enter your comments, then click the checkmark when you are finished.  

 
Figure 4 

Youo can continue to add updates using the ADD UPDATE button. Each update will include a created by 
date and author. Be sure to use the dropdown menu to track overall status. 



 
Figure 5 

After selecting a status from the dropdown menu, the STATUS column on your home screen will update. If 
you click the action item, you can go back into the action area to review any notes.  
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