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CREATE NEW ISP AGENDA
 

1. To create a New ISP Agenda, click 
on  
the New link in the ISP Agenda
section in the Individual tab of your 
Dashboard, then 
 
select the Individual by clicking on 

the Select link on the same row as 

Individual’s name in the 

Individual List page. 

 

2. You will see the full ISP Agenda 

with the Name and/or ID of the 

Individual, Status 

of the Form, and 
a Unique Form 

ID. Then you can 
select ISP 

Meeting Date, 

Review Period 

Start and End 
Date, and  
the Meeting 
Type. 

 

 

 

3. By clicking on the Add button in the 

Individualized Agenda Topic. You can add Discussion topics in the text field to
 
guide your discourse. Agenda Topics can be added from an Individual's PFW as well
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4. To discuss desired outcomes, you can 
Other Outcome in the Progress Towards Outcome 
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To discuss desired outcomes, you can Add Action Plans from ISP as Outcome 
Progress Towards Outcome section of ISP Agenda. 
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as Outcome or Add 
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5. After adding Action Plans from ISP and/or Other Outcomes, 
section shows Desired Outcomes, Periodic Progress, and Linked ISP Reports, if any.

 

6. You can select additional questions, or 
the ISP Meeting. 

 

7. After you have filled out all the sections of the ISP Agenda, you can either 
Approve, depending on your requirement.
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, to your ISP Agenda to discuss during 
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Recording Meeting Minutes

1. When the ISP meeting is in progress, you can 
record minutes on the ISP Agenda by using 
the   
‘Record Meeting Minutes’ feature. 

Search link in the ISP Agenda
section in the Individual tab of your 
Dashboard. 
 
 

2. You will arrive to the ISP Agenda 
List page. Click on the particular 
form for which you would like to 
Record Meeting Minutes. 
 

 

 

3. On the ISP Agenda, scroll down to the bottom of 
the page and click on the 'Record ISP Meeting 
Minutes' button.  
 

 
4. A warning message will display notifying that th

ISP Agenda can no longer be edited 
Meeting Minutes are recorded. Click 
proceed. 
 
 

5. Then you can add comments for 
'Individualized Items' and upload external 
attachments to the ISP Agenda. 
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6. Once you are done Recording Meeting Minutes, click on the 
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6. Once you are done Recording Meeting Minutes, click on the Save button. 
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