Attachment C

Guide
for
Incorporating the SQSP in GEMS
and
Tracking Corrective Action Plans



The Monitoring module
is used to:

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

e 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
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Entering Detail of a
Corrective Action
Plan/Narrative

e Monitoring Type:

\/ Select SQSP as the
type of monitoring activity

e FElements 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

4} GEMS - Microsoft Internet Explorer -2

File Edit Wiew Favorites Tools Help | '#

eBack - Q e \ﬂ @ Lh | /__) Search *Favorites el\’ledia €‘3| [_:v :_\; - _J

Address Iﬁj http:ffdol. saic-solutions. com) GEMSmain. cfm

Bk

U.S. Department of Labor
Employment &Tra Administration

HOME REPORTS FEEDBACK OPTIONS ROLE LOGOUT

Monitoring Details Page I Support Systems I

My Projects 4| ARUIBase Admin Benefits T overview
4R Ul Base Admin Appesls "Ul Benefits"  Contactinformation
AR Ll Bse Admin Benefits ARMANSAS EMPLOYMENT SECURITY DEPARTMENT BT
AR Ul Base Admin Claimant History = Detail Wiork Plan

| v

Reemploymernt I Bludget
AR Ul Base Admin Integrity Monitoring Type:* ISP I Desk Review
AR Ll Baze Admin Tax I P
AR LI DL Coordinated Review? [~ “iew Edit List -’ mggilfti::tli-'ogns
AR UL TEUC Elements Monitored: Lo
AR Ul Trace ATAL - [~ Governance I~ Financisl | = @
I Primary Al j - [~ Performance [T Administration & Managemert Diesk Review History .
[ Service Delivery ¥ Cther:  [SGSP
Close Calendar View Intialféanual Risk History
S M T oW T E 5 Prep Time.reﬁort:ID -2 hours VI Travel Expenditures:
1 3 3 4 0On-Site Time/effort: I 0- 2 howrs LI $| Manager(s): b
B T 2 8 10 1 Report Timereﬁort:|u - 2 hours v[ Bill Janez
12 13 14 15 16 1T 18 Commenta: Backup FPO(s): (EDIT
19 20 21 22 23 24 25 - | SaeS Saies

LT A T 1 I 1 LI LI

|@ l_’_ l_ |0 Intermet
J’tj'Startl I@G j a8 (Bt Address I&j http:,f,l’dol.saic-solutions.com,l’gem:j Go  Desktop | 303PM




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”
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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
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Entering CAPs (cont’d.)

e 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
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Entering CAPs (cont’d.)

e 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
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Entering CAPs (cont’d.)

Monitoring Findings and Findings Updates
When a state submits a CAP, =

it uses the form in HB 336
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Entering CAPs (cont’d.)

e Comments, cont. Also
indicate if this is a Multi-
year or Repeat CAP

o 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
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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
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Use the Updates screen to
record monitoring activities
on CAPs/Narratives

e Update Title:

\/ Enter a title of the
update.

e Update:

\/ Provide a detailed
description of the update.

e Resolves Finding:

\/ Indicate whether or not the
update resolves the finding or
milestone.

\/ Click the ‘SAVE’ button to
save the update entry.
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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.

e Step 1:

\/ Click the ‘Browse’ button
to find a file to add to the case
file.

Project 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
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e Step 2:

V' 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
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