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ePlan User Audit Instructions
Non-Public Schools

The ePlan User Auditimportant to ensure that user access is accurately assigned and to maintain the
integrity of the funding and program information thatis provided to the departmentthrough ePlan. Please
see theinstructions below for completing the ePlan User Audit.

ePlan User Audit Instructions

1. The ePlan User Audit must be completed by the ePlan User Audit Director.
Note: This role was pre-assigned to LEA Authorized Representatives in October 2023. This ePlan audit role
can be added by completing the ePlan User Access Form if needed)

2. Login to ePlan and navigate to the ePlan User Auditfrom the ePlan homepage, click on Data and
Information onthe ePlan main menu.

' ePlan Sign Qut

3. Selectthe Fiscal Year 2023 from the drop-down box. Select the relevant ePlan User Audit from the list of
Data and Informationtools.

2023 v | | Active v |

Data and Information

Mon-Public ePlan User Audit
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4. Click Draft Started. If you are unable to click Draft Started, hover over the Draft Started button to see a list of
individuals who have access. Only users with the LEA Authorized Representative or ePlan User Audit

Directorroles may click Draft Started.

Status: Not Started

Change Status To: Draft Started

5. Click Confirmto change the ePlan User Audit status to Draft Started.

ou are about to change the status of this Data and Information to Draft Started. Click Confirm to change the status.

Cancel |

6. Selecttheorganization Roles page.

All
= History Log
History Log
Create Comment
= Non-Public ePlan User Audit

Overview

Non-Public Eoleg

Assurances

7. Roles,Names, and Emails address of the individuals that are assigned each role are prepopulated into the
data and information tool. Complete the page by reviewing each role. Please note any roles added_after
Oct. 6 will not be in the list below. We do not need the list updated to include any roles that have been

added after Oct. 6.

Role Name

User Name

User Email

Remove Role

CBO ePlan User Audit Director

LEA Authorized Representative

John Doe

John Doe

Jjonn@email.org

john@email.org

- check to

- check to remove

LEA Fiscal Representative

John Doe

john@email org

- check to remove]

8. Torequesta role be removed from anindividual, please click the checkbox in the Remove Role column.

User Name

Director John Doe

User Email Remove Role
John@email.org - check to remove this role

Eentative John Doe

john@email org - check to remove this role

ive John Doe

Jjohn@email org - check to remove this role

CONFLICT- The LEA Authori
Fiscal Representative Role. H
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9. Where applicable, the fifth column of the page highlights serious role conflict between LEA Authorized
Representative roles and LEA Fiscal Representative roles. If this column contains a red “Conflict” message,
the organization must specify which role should be removed to resolve the conflict. This action will be
completed after the completion of the audit period. Note: The message will notdisappear when the
actionisselected.

Role Name User Name User Email Remove Role | |

CBO ePlan User Audit Director John Doe john@email org TR TR TR T

LEA Authorized Representative John Doe john@email.org - check to remove this role

LEA Fiscal Representative John Doe jonn@email org  check Io remove this role CONFLICT- The LEA Autnarized Representalive cannot hold the LEA

Fiscal Representative Role. Please Indicate which role should be removed

See the table below for possible conflict resolution actions.

ConflictMessage PossibleResolutions
CONFLI_CT_ LEA o Check the box to remove the LEA Authorized Representative role for allindividuals
Authorized

except for the individual who is employed as the principal or organization
director. The individual assigned the LEA Authorized Representative role must have
final legal authority for the organization.

RepresentativeRole
may only be assigned

toone user account.
CONFLICT—TheLEA

Authorized
Representative or
cannot hold the LEA

Fiscal Representative
Role.Pleaseindicate or

which role should be o Check both boxes to remove both roles from this individual.
removed

o Check the box to remove the LEA Authorized Representative role for this individual.

o Check the box to remove the LEA Fiscal Representative role for this individual.

10. Existing ePlan users are those individuals listed on the page. To request a new role for an existing
user, provide the new role by copying and pasting it from the table, then provide the users name,
email address, job title and phone number. Click “Add Row" to add more than one role. New roles
for existing users can also be added via the ePlan User Access form.

New User Role Name - Please copy and paste from above User Name User Email User Job Title User Phone Number

i ]

To add new roles, please provide the user information reque|

New User Role Name - Please copy and paste from above. | ||

- Il

11. Torequestroles for a new user, please navigate to the appropriate User Access Form, and follow the
instructions on the form. User Access Form links are provided on the page, or at the top of this
document.
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12. Navigate to the Assurances page, by clicking Save and Go To, then [Organization Type] ePlan User Audlit,
andthenAssurances.

Mext Page

Frevious Fage

Overview -
Sections

2023 Non-Public Schq History Log 4

* The Tennessee Deps : Non-Public ePlan User Audit (el =0 ]

= Current active ePlan | Checldist b | Non-Public Roles
» The user names and emails listed in this data and inijy

g

Assurances

Related Documents
User Access |

13. OntheAssurances page, read the assurances and check the box to indicate that the conditions have
been metfor the ePlan User Audit.

ePlan User Audit Assurance is hereby provided that:
1. The organization’s usar roles have been reviewed for accuwracy by the LEA Authorized Representatve.
2 Al user roles deemad unnecessary have been marked to be revoked
3. The indhidual assigned the LEA Authorized Representative role & not assigned the LEA Fiscal Represantative role
4. The LEA Authonzed Representative rofe Is only assigned to the Principal or Qrganization Director who has final legal authonty for the organization

14. Returnto the Sections page by clicking Save and Go To, then Sections.

urrent Page
ext Page

Instructions

15. Onthe Sections page, the person assigned the LEA ePlan User Audit Director role must change the ePlan
User Audit status to Draft Completed.

Status: Draft Started

Change Status To: Draft Completed

Click Confirmto submit the ePlan User Audlit.

You are ahout to change the status of this Data and Information to Draft Completed. Click Confirm to change the status.

Gance

Division of Federal Programs and Oversight 4 | October 2023
Andrew Johnson Tower * 710 James Robertson Parkway * Nashville, TN 37243
tn.gov/education




TN Department of

.Education

16. The Draft Completed is the last step. When you see the below status, the audit is ready for TDOE to
review and no further steps are needed to complete the audit by the school.

Status: Draft Completed

Change Status To: TDOE Non-Public ePlan User Audit Director Approved
or
TDOE Non-Public ePlan User Audit Director Returned Not Approved

17. After the ePlan User Audit is submitted, the ePlan team will make the requested role changes. The
timeline for removal may be up to a month. Non-Public ePlan User Audit Directors will receive an email
when User Access removals are complete.
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