Using the HSEEP Improvement Plan Data Submission Worksheet
Jim Lewis, a state administrative agent (SAA), wants to remind exercise schedulers in all jurisdictions in his state that they can now upload Improvement Plans (IPs) into the Corrective Action Program (CAP) System portion of the HSEEP Toolkit from Microsoft (MS) Excel, which significantly decreases the time needed to generate an improvement plan in the CAP System.  This tool increases the value of using the CAP System and reinforces the need to adhere to the HSEEP data standard, as this will ensure that all of the information gathered from all entities in the state will be accurate, accessible and useful in the future. However, because his state does not have its own proprietary system for HSEEP data collection and submission, he considers the use of the NED provided HSEEP Improvement Plan Data Submission Worksheet his best option for addressing this issue. 

Jim checks the HSEEP web site or the CAP System Training page for the latest version of the HSEEP Improvement Plan Data Submission Worksheet and downloads it. Jim next opens the MS Excel-based template and makes some small edits to it to customize it for use in his state.  

Jim then distributes the worksheet to the appropriate representatives of all relevant agencies via an email attachment. Alternatively, Jim may post the worksheet to his state’s website or document portal if he prefers (reminder – Jim will need to keep this up to date by monitoring the HSEEP website, the CAP System Training page or receiving notifications from DHS that the worksheet has changed). He also provides them with updated comprehensive instructions using some sample instructions that he downloaded from the HSEEP website. He reminds all users that this worksheet is only applicable for submitting data for exercises that they have already posted to the national calendar in in NEXS.  

When a user receives the worksheet, he/she saves it to their hard drive and then opens it to enter exercise IP information. A brief set of instructions located at the very top of the worksheet helps guide the user in how to do this. This includes explanations about what information is and is not required to successfully submit an Improvement Plan to the CAP System. Required fields are denoted visually to assist in this process. The user first enters all available IP information, including all available corrective actions and completion dates. The user then manually enters the names of those one or more organizations that have been assigned responsibility for each corrective action, ensuring that one is designated as “primary” (excluding nongovernmental/volunteer organizations and private sector entities, which cannot be designated as such), accompanied by the first name, last name, and email address for the one or more Action Officers assigned from each organization assigned to the corrective action. Users enter one Improvement Plan per worksheet. If the worksheet has additional state-specific data in it (non-CAP System data that does not get imported into the CAP System), Jim may request the user also send a copy of the worksheet to his email. 

Once a user finishes entering information into the worksheet, he/she then clicks the button labeled “Upload Worksheet.”  This button directs him/her first to the HSEEP login page, where the user enters his/her HSEEP username and password. He/She is then automatically directed to a page containing the IP worksheet uploading tool and a list of instructions, The user then follows the list of instructions for uploading the selected exercise worksheet. 
Once an improvement plan is uploaded to the CAP System, those parties responsible for tracking the progress of corrective actions will do so directly in the CAP System.
