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How to create an action plan in an
evaluation 

Click "Improve" in the Evaluation 
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2 Click "Show All Statements" for the section you want to add an action to 

3 Click "Add Action" under the statement which need improving. 
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4 Type your action in to the input box and add a review date if you want. 

5 Click the tick to add the action to the plan. 
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6 Users can add comments and upload evidence to the actions. 

7 Once the action has been done, click on "mark as complete". 
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8 Re-score this statement in light of the action that has now been completed. 

9 Completed actions can be hidden in the side bar. 
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