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 The Monitoring module 
is used to: 

• Record the FPO’s report 
of an on-site visit, desk 
audit, and SQSP. 

 
• Track and maintain 

findings, observations, and 
promising practices as 
well as milestones. 

 
For the SQSP, the 
Monitoring module should 
be used to track CAPs and 
state narrative details 
 
√  Click “ADD NEW” to 

enter CAPs/Narratives 

 
 

 

Monitoring:  On-Site and Desk Audit History 

Monitoring 
Module

Click to add 
CAP/Narrative
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Entering Detail of a 
Corrective Action 
Plan/Narrative 

 
 

• Monitoring Type:   
 
    √  Select SQSP as the 
type of monitoring activity 

 
• Elements Monitored:   
 
    √  Select “Other” and          
type SQSP in the blank space.   

 
 
√ Click the “SAVE” button 
to save the monitoring details.  
 
 
NOTE:  To enter 
CAP/Narrative, findings, 
observations, or promising 
practices, you must first 
SAVE this page.  
 

 

Monitoring Details 
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Currently, GEMS language is 
general for use in all ETA 
programs; therefore it does not 
contain language specific to the 
SQSP.  
 
 
Findings ≈ CAP or Narrative 
 
Click ‘ADD NEW’ to add new 
CAP/Narrative record   
 
 
NOTE:  ‘ADD NEW’ will take 
you to the screen, “Monitoring 
Findings and Findings Updates 
History” 

 

Monitoring Details (cont’d). 

‘Findings’ is 
synonymous 
with CAP or 
Narrative Click to enter 

new 
CAP/Narrative
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Entering CAPS 
 
The details entered here are 
to be taken from the CAP 
submitted by the state. 
 
• Finding Type: 
 
√  Select Performance as the 
type of finding when entering 
CAPs/Narrative for the SQSP  
 
 

 

Monitoring Findings and Finding Updates 

Finding Type: 
for SQSP, 

choose 
Performance
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Entering CAPs (cont’d.) 
 
• Title: 
 
√  Enter exact title of measure 
or area of deficiency for which a 
CAP has been submitted or area 
of deficiency described in the 
state narrative 
 
 
• Finding ≈ CAP Narrative 
 
    √  For CAPs, enter the CAP 
Narrative as submitted by the 
state.   
 
    √  For deficiencies 
identified in state narratives, 
enter a brief description of the 
problem 

 

Monitoring Findings and Finding Updates 

Enter title of 
Measure

Enter CAP 
Narrative

 
*GEMS allows you to cut and paste from other documents on the network. 
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Entering CAPs (cont’d.) 
 
• Required Actions ≈ 

Milestones 
 
√  For CAPs, enter the 
milestones associated with the 
CAP  
 
 
√  For deficiencies identified 
in state narratives, enter the 
steps to be taken to correct the 
problem  

 

Monitoring Findings and Findings Updates 

Enter 
Milestones
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Entering CAPs (cont’d.) 
 
When a state submits a CAP, 
it uses the form in HB 336 
which enables the state to 
include the dates it expects to 
complete the action.  
Unfortunately, this form is not 
in GEMS; therefore, dates 
should be added accordingly: 
 
• Completion Date.  At the 

end of each milestone 
entered, add the quarter 
ending date the state 
expects to complete the 
action, as indicated on the 
CAP form. 

 
• Due Date.  Enter the 

quarter ending date of the 
quarter that all actions will 
be completed. 

 
• Comments.  Enter 

Performance Levels as 
indicated on CAP 

  

Monitoring Findings and Findings Updates  

Add Completion
Date for Milestone

Enter Performance
Levels as indicated 

on CAP

Enter Final Completion 
Date of Milestones
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Entering CAPs (cont’d.) 
 
• Comments, cont.  Also 

indicate if this is a Multi-
year or Repeat CAP 

 
• Performance/Corrective 

Action Plan Required 
 
    √  If this is a CAP, select    
Yes 
 
√  If this is from state 

narrative, select No 
 
 
√  Click the ‘SAVE’ button 
to save the findings screen 
 
NOTE:  you must “SAVE” 
before Updates can be 
entered. 

 

Monitoring Findings and Findings Updates 

Indicate if CAP is 
Multi-year or RepeatSAVE when 

complete
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Use the Updates screen to 
add monitoring activities. 
 
 
 
Click “ADD NEW” to enter 
new Update.   
 
 
NOTE:  “ADD NEW” will 
take you to the Updates screen 

 

Monitoring Findings and Findings Updates 

Click to add 
Updates
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Use the Updates screen to 
record monitoring activities 
on CAPs/Narratives 
 
• Update Title:   
 
    √  Enter a title of the 
update.  

 
• Update:   
 
    √  Provide a detailed 
description of the update.   

 
• Resolves Finding:   
 
√  Indicate whether or not the 
update resolves the finding or 
milestone.   
 
 
√ Click the ‘SAVE’ button to 
save the update entry.   
 

 

Updates 

Enter a title 
of the update

Enter a detailed 
description of 

the update

Indicate whether or not 
the update resolves 
the corrective action
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Use the Electronic Case File 
to save and edit documents 
associated with the project 
on the DOL servers.   
 
SQSPs should be stored in 
the Electronic Case File. 
 
To access the Electronic Case 
File, click the folder next to 
the Log module as illustrated 
in the diagram. 
 
• Step 1:   
 
√  Click the ‘Browse’ button 
to find a file to add to the case 
file.   
 
 

 

Project Electronic Case File 

Click the 
“Browse” 

button to find a 
file to add to 
the case file

Electronic
Case File
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√  Highlight the file to be 
attached, then click ‘Open’ to 
bring the file into GEMS. 
 

 

Project Electronic Case File 

 
 

 



 14

 
 
 
• Step 2:   
 
√  Click the ‘Add’ button to 
add the file displayed. 

 

Project Electronic Case File 

Click the “ADD” 
button to add 

the file displayed
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Once the file has been added, 
click the arrow to view the 
document. 

 

Project Electronic Case File 

 
 

 


