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[bookmark: _Toc133400342]Introduction
[bookmark: _Toc2323468](Insert Introduction about Purpose of Data and Information tool here)
The (Insert Name) Data and Information tool can be accessed through the Tennessee Department of Education’s eGrants platform, ePlan.tn.gov.
[bookmark: _Ref82555524][bookmark: _Toc133400343]ePlan User Access
All users must have the correct ePlan user access role to access and complete the Data and Information tool. Users with existing ePlan access can verify current user access roles in the Address Book. To view existing access, visit ePlan.tn.gov, navigate to the Address Book and LEA Role. 
New ePlan users and existing ePlan users who need to request a User Access role must request the additional role using the appropriate ePlan User Access Form. Access the form by navigating to eplan.tn.gov > TDOE Resources > 1. User Access Forms and select the correct form according to organization type, or click on the links below:
· ePlan User Access Form for a Single Non-Public School
Users do not need to log in to ePlan to access TDOE Resources in ePlan. Follow the instructions on the User Access Form, then email the completed form to ePlan.Help@tn.gov to request additional access roles. User access requests may take up to two business days to process. Users will receive an email reply when access has been granted.
[bookmark: _Ref102418785][bookmark: _Toc133400344]Workflows
Below are the roles and the order of the workflow steps for the data and information process. These roles and the workflow may vary slightly for specific programs.
	ePlan Role
	ePlan Function

	Non-Public GEER Grant Director
	Click Draft Started (or Revision Started for revisions) 
Respond to questions, upload files, etc

	Non-Public GEER Grant Director
	Click Draft Completed (or Revision Completed for revisions)

	LEA Authorized Representative
 (Director of Schools)
	Click LEA Authorized Representative Approved 
(or LEA Authorized Representative Not Approved)

	TDOE Program Director 
 (Department project directors)
	Click TDOE Program Director Approved
(or TDOE Program Director Returned Not Approved)



After each status change, ePlan automatically sends a notification email to all users in the LEA who have the ePlan role of the next step in the process. Reimbursements cannot be submitted until approval is received from the TDOE Program Director.
[image: ]


[bookmark: _Toc133400345]ePlan Data and Information Tool 
[bookmark: _Toc133400346]Accessing the Data and Information Tool
To navigate to applications from the ePlan homepage, click  the Data and Information tab on the left menu bar. NOTE: For users with ePlan roles for multiple organizations, return to ePlan home to select the correct organization before proceeding to Data and Information.
[image: ]
Select the desired fiscal year from the dropdown in the upper left corner of the screen. Data and information tools are stored in ePlan according to the state fiscal year (i.e., 2022 indicates the 2021–22 school year). Click on the Data and Information tool name to access the tool.
[image: ]
The data and information tool loads to the Sections page. To begin the tool, next to Change Status To: click on Draft Started. 
[image: Graphical user interface, text, application, email

Description automatically generated]
NOTE: Once a draft has been started, users may wish to access previous versions. To access previous versions, return to Data and Information and select the appropriate prior year.
[bookmark: _Toc133400347]Saving Data and Information Pages
After working in a Data and Information Tool, users must click the “Save and Go To” button, then ensure that the page has finished saving before closing ePlan or leaving the page. 
Users can tell that the page has not saved when the browsers spinning wheel or loading icon is still occurring. The screenshot below shows an example of a page that has not finished saving. Please make sure that the browser’s loading icon is no longer spinning before closing the page
[image: ]
The best way to see if a change to the tool was saved after leaving the page is to review the change log. The change log for the Data and Information tool can be accessed from the Sections Page.
[image: ]


[bookmark: _Toc133400348]Data and information tool Sections and Pages
The Sections page lists all the available sections and pages within an data and information tool such as: Change Log, History Log, Create Comment, Cover Page, Program Details, Assurances, Related Documents, and Checklist. The Sections page is helpful in navigating to the specific sections and pages which must be completed.
[image: ]
After clicking on a page, hover over the Save And Go To button and click on Sections to return to the Sections page.
[image: ]
[bookmark: _Ref102419564][bookmark: _Toc133400349]Change Log
The Change Log may be accessed on the main sections page for every data and information tool. It lists every change or update since the previous status. This helps users identify changes that have been made to the data and information tool since they last viewed it. More information about the Change Log is available in the ePlan User Manual.
[image: Graphical user interface, text, application, email

Description automatically generated]
[bookmark: _Toc133400350]History Log and Create Comment  
The History Log contains a record of status changes and comments made on the data and information tool. ePlan users may want or need to create a comment in an ePlan funding data and information tool for one of the following reasons:
· To provide an explanation as a part of the data and information tool’s history.
· To provide information that a user cannot add into the main data and information tool due to the data and information tool’s current status (users can only edit data and information tools that are in a Draft Started or Revision Started status.)
ePlan creates a running record of all comments. Any comment created and saved in an ePlan data and information tool will always be available as a part of the data and information tool’s history log.
To Add a Comment in a Data and information tool:
1. Navigate to the data and information tool’s main Sections page. 
· To navigate to the main data and information tool page from other pages in the data and information tool, click Go To and Sections as shown and highlighted below. 
2. Select Create Comment from under the History Log on the main section page as highlighted in the screenshot below to navigate to the Create Comment page.
3. On the Create Comment page, type your comment in the box. 
4. If desired, a hyperlink can be inserted in a comment by clicking the hyperlink icon.
5. To send an email notification of this comment to recipients check the box next to Send Email to ePlan Contacts below the main comment box.
· Sending an email notification is not required to create the comment.
· If no email notification is needed, click Save and Go To to exit the page. The comment is now a part of the Data and information tool History Log for everyone to view.
6. To send an email notification: Select the recipients to receive notification of the comment from the lists provided and then click Add.
	Available Contact Groups

	LEA Contacts by
Funding Application
	Available if a contact is selected on the applications contact page. Not all funding applications have contacts on the contact page.

	LEA Contacts by Role
	Current users with the applicable role

	Other LEA Contacts
	Additional contacts for an LEA

	TDOE Contacts
	State users that can complete various ePlan functions.

	TDOE Miscellaneous 
Contacts
	Lists every State ePlan User by name

	Additional Recipients
	Allows you to type in any additional email addresses manually


· It is a good practice to send a copy of your comment to yourself to let you know when the message has been delivered.
7. The Recipient Summary shows who will receive the email.
8. Clicking Save And Go To will send the comment notification.
9. Comments with email notifications can be accessed from the Inbox on your ePlan tab in addition to the history log of the data and information tool. Additional information about Inbox functionality in ePlan is available in Troubleshooting, Inbox.
[bookmark: _Toc133400351]Cover Page
[bookmark: _Hlk82557201]The Cover Page typically requires entry of general organization information: the ID Number, Organization Name, Official Address, and name and email and phone contact information for organization and program points of contact. Once all fields are complete, hover over the Save And Go To button and click on Sections to return to the Sections page.
[image: ]


[bookmark: _Toc133400352]Program Details
Program Details pages include questions specific to the data and information tool. Questions may require numeric or narrative responses or require selection from drop down or checkbox options. 
[image: ]
[bookmark: _Hlk33785798][bookmark: _Toc133400353]Contracted Services Information
The Contracted Services page is where you will gather the bulk of the information for your application and provides instructions for how to do so.
[image: ]
What’s most important on this page is that you complete one row in the Contracted Services table for each vendor that you intend to use with your grant funds.  The columns should be filled out with the following information:
· Service Type – Select from the drop-down which service type best represents the service
· Service Details – Provide a justification for the service that addresses the following two things:
1. How does the expenditure lead to the intention of the grant? “To prevent, prepare for, or respond to the COVID-19 pandemic, including its impact on the social, emotional, mental health, and academic needs of students."
2. How does the expenditure fit within one of the allowability categories on page 12-14 on the allowability document?
Example of acceptable responses:
0. A&H Air Conditioning will be replacing all 24 HVAC units throughout the building.  The new units have HEPA filters that will improve the indoor air quality (Allowability #18) and therefore decrease the spread of COVID-19 in our building.
0. Dragstar Communications will be installing security cameras throughout the building.  These cameras will allow us to reduce risk of virus transmission (Allowability #17) by providing us with a means to monitor contact tracing throughout the building.
1. Vendor Legal Entity Name – this should match the name on their W-9
1. Edison ID – This is the ID provided by the state.  Only known or repeated state vendors will have this.  If the vendor does not have one, leave this blank.
1. Cost – This is the entire cost of the project for that vendor.  The cost should be represented in whole dollars (no cents) and is a fixed cost that will be used to finalize the contract.  

[bookmark: _Toc133400354]Program Assurances
Users must review all program assurances thoroughly. All items specified are requirements of the program, legislation, or regulation. Program Assurances are built into the ePlan data and information tool on Program Details pages, or on individual Program Assurances pages. By checking the assurance check box, the user affirms that they have read and understand all requirements and that the user assures the state education agency that the user meets each of the conditions detailed in the Assurances. 
[image: ]
[bookmark: _Toc133400355]Related Documents
The Related Documents page allows users to upload external related documents. Headers in the Related Documents section indicate if the document is required or optional. If a document is required, ePlan prevents submission of the data and information tool without an upload. 
[image: ]
The Document/Link column is where you will upload documents for data and information tool items.  The following documents should be required for each vendor:
· Vendor Budget Information Form – should be completed and signed for each vendor.  Upload file (preferably as a PDF) and save it as “VBF – Vendor Name”
· W-9 Form – Required for vendors not on the Known Vendor list.  Should be signed (with ink, not digital signature) and contain a data within the last year. Upload file (preferably as a PDF) and save it as “W9 – Vendor Name”
To upload your files,  click the Upload New link to begin the upload. 
Click the Choose File button to browse for the document.
Upload the document and enter a specific name for the document.
Click Create to upload the document.

[bookmark: _Toc133400356]Validations
ePlan runs data and information tool validations as checks to help users complete the data and information tool correctly. Users can view validation messages from the Sections page, by clicking “Messages” in the Validation column. Users can view all validation messages in the data and information tool, or validation messages for the individual section or page.
[image: ]
[image: ]
On the Validation Messages page, items marked Warning are validations that users are not required to address prior to submitting the data and information tool. Examples of warnings are not uploading an optional related document or budgeting an entire allocation.
Items marked Error are incorrect, and users must address each one before submitting the data and information tool. Examples of errors are (1) budgeting for more than the allocation, (2) budgeting more indirect cost than is allowable, (3) not budgeting in a section where there is an allocation, (4) not uploading a required related document, and (5) not responding to a required question. 
· If the user does not address all Error validations, ePlan will not allow a user to submit the data and information tool. Click on the Review link to go to the identified page to make corrections.
[image: Graphical user interface, text, application, email

Description automatically generated]
[bookmark: _Toc133400357]Submission
When all data and information tool sections and pages are complete and any validation errors are cleared, the data and information tool is ready for submission and the approval process. Refer to the ePlan User Access section of this guide or the individual data and information tool guide for the approval workflow.
To submit the data and information tool for review, the user changes the data and information tool status on the Sections page to Draft Complete. This generates an email to the next user in the approval workflow who must review the draft and click Approved (or Not Approved) at the top of the Sections page. 
Once the data and information tool receives approval from the TDOE Program Director, users may begin submitting reimbursements
[bookmark: _Toc2323398][bookmark: _Toc133400358]How to Print in ePlan
Users may print or download a PDF from the Sections page. 
· To print the entire data and information tool, click the Print link across from the word “All” at the top of the Sections page. NOTE: Print requests do not include any uploaded related documents.
· To print a single page, click on the Print link across from the name of the page.
· To print an entire section, click on the Print link to the far right of the section name. In the example shown, the user is printing the entire ESEA Requirements section. 
· To choose multiple pages, check the Print Select Items box at the top of the print column to select more than one page. The Print links appear as checkboxes. Select all text boxes for the desired print request.
· Select the checkboxes and click Print at the top of the column. 
· The Print Request screen pops up. Users may rename their print job here.
· Click Print.
· The Generating Document screen appears. The system takes 20–30 seconds to generate small print documents. For larger files, expect an email from the ePlan system when the file is ready to download. [image: ]
· After ePlan generates the print file, click Return to Funding Applications.
[image: ]The PDF generated by ePlan appears at the top of the page from the TDOE Resources menu item. The PDF link remains in TDOE Resources for five (5) days. Users may use the “Delete” links to remove any print jobs.
[bookmark: _Toc133400359]Troubleshooting
The following are answers to common questions about ePlan application functionality. 
[bookmark: _Toc133400360]User Access
If an ePlan user is not able to work in an data and information tool, it is usually due to one of these three reasons:
· The user is not using the Google Chrome browser. For best results: always use Google Chrome to access ePlan. ePlan does not have the same functionality in other browsers.
· The tool is not in the right work step or status. Users can only edit a data and information tool when it is in Draft Started or Revision Started status. 
· The user does not have the right role to work on the data and information tool. When hovering the cursor over Change Status To options, a tooltip appears that indicates the roles with access to make the status change. This tooltip will list the names of individual users associated with each permitted role. Users can also access the address book to see which roles an ePlan user has.
ePlan’s address book for each organization contains a list of every user that has an ePlan role.
· The LEA Role Contacts list all the roles. If the role is not listed in the address book, no one has been assigned to that role.
· The LEA Funding Application contacts are contacts selected for a funding application.
· A contact is not the same as a role. A role assigns access to complete a task in ePlan.
· User Access forms are in ePlan’s TDOE Resources in the User Access Form folder.
· Users do not need an ePlan role to access TDOE Resources.
See ePlan User Access for more information about the ePlan status workflow and user roles.
[bookmark: _Toc133400361]Validation Messages
· This feature shows any errors that will prevent an application from moving forward.
· Click the messages under Validation on the Sections page to see any errors or warnings.
[image: Graphical user interface, text, application, email

Description automatically generated]
[bookmark: _Toc133400362]Post-Submission
When users need to revise a data and information tool after changing the status to Draft Completed prior to the submission deadline, contact the next approver in the workflow and ask that they change the status to Not Approved to return the application access to the previous user in the workflow. If the tool has proceeded through the workflow to the TDOE Program Director, users can contact the program director or ePlan Help to request that the tool be returned to the previous step in the workflow.
A complete list of ePlan program contacts is available here.
[bookmark: _Ref102417847][bookmark: _Toc133400363]Inbox
Several ePlan functions automatically generate emails which the system sends to users. The Create Comment function prompts ePlan to send an email message to the selected recipients. And, System Notifications are sent to users because of a Status Change to support Workflows.
[image: Text

Description automatically generated]
All email messages sent or received by a user through ePlan can be accessed from the Inbox. The Inbox section of ePlan contains the Email Message Archive and Items Awaiting Approval. The Email Message Archive will contain all emails sent to or received from another ePlan user through the system. Users may select the time period to display. Messages received by the user will appear first; scroll down to the lower half of the page to view sent messages. Comments with email notifications can be accessed from the Inbox in addition to the History Log section of the data and information tool.
When a System Notification is generated related to a Status Change that requires the user to complete an approval step, users will find these in Items Awaiting Approval. 
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Announcements Reminders

2022 Literacy Training Teacher Stipend ePlan Grant (4/28/2022)
Contact: garlyreading.training@in.dov
The ePlan application for the 2022 Literacy Training Teacher Stipend Grant is
now open. LEAs may apply for grant money for both the Early Reading
Training (PK-5) and Secondary Literacy Training (5-12) grants through the
same funding application. District guidance can be found here, The
$1,000.00 pre-tax stipend will be available to educators that sLccessfully
complete Courses | & 11 ofthe Early Reading Training and/or Courses | & Il

Please reach out to earlyreading training/@tn ggv. with any questions
School Security Assessment Update (4/28/2022)

Contact: Brenna Morse@tn.ov
T.C.A. 4964302 provides that each Tennessee public school is required to
conduct a school security assessment using the assessment tool developed
by the Tennessee Department of Safety and Homeland Security (TDSHS)
Assessments are to be completed by a school administrator or other school
designee, and a law enforcement officer. District personnel are welcome to
participate with school teams in the assessmert process, bt they may not
fulfil the role of the school administrator on the assessment team

The assessment process and timeline are as follows
This week, information regarding the school security assessment tool and the
process will be sent to SAVE Act Coordinators. Included in the
communication will be

= The Physical Security Standards and Practices for Tennessee
Schools (the Security Assessmert Manual)

A link to the assessment tool

Alink to the training video

= Alink to an informational video on how to complete the assessment
tool

= Information on an optional live informational webinar

The due date for schools to complete their school security assessment
is August 19, 2022

SAVE Act Coordinators will receive a weekly email from the department
indicating the completion status of their district. The department will complete
an analysis of the assessments and provide the findings to the Director of
Schools, with a copy to the SAVE Act Coordinator. This data should be used
to help identify areas of improvement that can be addressed through Safe
Schools grant funding, anticipated to be available in July 2022

For questions, please refer to the School Security Assessment FAQ or
contact Brenna Morse

FY22 Charter School Facilities Grant Open (4/25/2022)

Contact: Nathan G Parker@tn gov.

The FY22 Charter School Faciliies Grant opens in ePlan on April 24, 2022.
Per pupil allocations have been loaded for every charter school in operation:;
schools must submit a budget for approval in ePlan before reimbursements
can be submitted

Charter schools may elect to apply for additional facilities funds by submitting
all necessary application materials for the competiive portion in ePlan by
Friday, May 20,2022

The application for the competitive application can be found here: Charter
School Grarts (tn gov)

FY23 CFA Preliminary Allocations (4/14/2022)

Contact: EPO Divisional Coordinators

Preliminary allocations for the Consolidated Funding Application (CFA) FY23
will be uploaded by the end ofthe day, April 14, 2022. The due date for
submitting the FY23 CFA has been extended to Friday, May 6, 2022, As a
reminder, most preliminary allocations loaded in the CFA are preliminary
allocations based on projections from the U.S. Department of Education. The
IDEA Patt B and Preschool amounts are placeholder amounts from FY22 to

https://eplan.tn.gov/Default.aspx?ccipSessionKey=637871433394346247

Organization Name

Dates to Remember (2/3/2022)
* Dates are subject to change as things continue to update. Please check the
department's online calendar for updated dates.

April

= April 22: TN ALL Corps Commurity Partner Grant Application
Deadline

= April 29: Tennessee Educator Survey Close

= April 29: Wave 1 Summer Programming Applications due in ePlan

= April 29: Perkins Reserve Grant Application Deadline

May

May 2: School Planning Process Begins
May 5: Corporal Punishment Reporting Form Deadline

May 6: FY23 Consolidated Funding Application (CFA) due in ePlan
May 6: Updates to the TN Family Portal Available

May 6: Tennessee Educator Survey Closes

May 6: School Climate Survey Window Closes

May 6: Wave 2 Summer Programming Applications due in ePlan
May 9-10: Tennessee STEM Innovation Summit

oordinated School Health District Application Deadiine
Wave 3 Summer Programming Applications due in ePlan

ducator Talent Pool Recomm endations Deadline
CAP Raw Scores Available, Beginning of Review Period
May 27: Universal Reading Screener Spring Submission Deadline
May 30: 2022 Summer OLNTT Registration Closes

June

June 1: ESSERF Data Collection Due in ePlan

June 1: School Directory Change Submissions Deadline

June 1: Program and School Authorization Form Deadiine

June 3: 2021-22 State Report Card School and District Messages

Survey Deadline

= June 8: 2022-23 TEAM Evaluator Certification and Recettification
Training Opens

= June 13-17: 2022 Summer Occupational License New Teacher

Training

June 17: 2021-22 Ready Graduate Appeals Window Closes

June 20-24: Active Students, Active Learners: Virtual PD Week 2022

June 30: Student IC Data Submission Deadline

July

July 1: 2022-23 Differentiated Pay Plans Submissions Deadline
® July 31: Statewide Industry Credentials Submissions Deadline

See the latest edition ofthe Commissioner's Update for Directors

Welcome to ePlan (10/11/2020)

ePlan is Tennessee’s online platform that allows schools and districts
the ability to access district and school plans, funding applications, and
monitoring tools. ePlan has a dedicated TDOE Resource page, which
has multiple resources available to help districts ensure that Tennessee
Succeeds when it comes to educating our students.

ePlan user access forms can be found in the user access folder on the
TDOE Resources page or select one of the following forms:

LEA
Charter School

"
.
» Non-Public Form

For any questions regarding ePlan, please review the resources we have
in the last folder on ePlan’s TDOE Resources Page or contact us at
ePlan. Help@tn.gov. An ePlan Top 10 Tips document can be

found here fhis includes password assistance.

Single Sign On (SSO) Account Set-up and Password Assistance
(9/29/2020)
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