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Exercise 6 – Reporting Accomplishments 
 
Part 1 – Reporting accomplishments on a treatment that has been initiated, but is not 
yet complete. 
 
Step 1:  Select your treatment 
from the “Active Treatments/To 
Do List” portlet by clicking on 
the treatment name link.  If your 
treatment is not displayed click 
on the “More” link in the lower 
left hand corner of the portlet to 
display a complete list of 
treatments for your unit.  Find your treatment on this list and then select the treatment 
by clicking on the treatment name link. 
 
Step 2:  Enter the actual initiation date.  Please remember that by definition, actual 
dates cannot be in the future. 
 
Step 3:  Enter the actual accomplishment to date.  
 
Step 4:  Click the “Save” 
button. 
 
 
Part 2 – Reporting 
accomplishments for completed 
treatments. 
 
Step 1:  Select your treatment 
as describe above in step 1.  
 
Step 2:  Enter the actual 
initiation date if it has not been 
entered. 
 
Step 3:  Enter the actual 
completion date.  Please 
remember that it cannot be in 
the future. 
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Step 4:  Enter the actual accomplishment.  
 
Step 5:  Click the “Save” button. 
 
 
Part 3 – Reporting accomplishments for completed activities. 
 
Step 1:  Select your activity from the “Active Planning/Administrative Activities” portlet 
by clicking on the activity name link.  If your activity is not displayed click on the “More” 
link in the lower left hand corner of the portlet to display a complete list of activities for 
your unit.  Find your activity on 
this list and then select the 
activity by clicking on the 
activity name link.  
 
Step 2:  Enter the actual 
initiation date if it has not been 
entered. 
 
Step 3:  Enter the actual 
completion date.  Please remember that it cannot be in the future. 
 
Step 4:  Click the “Save” button. 
 


