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COPYRIGHT STANDARDS

This document contains proprietary research, copyrighted materials and literary property of Gallup, Inc. It is
for the guidance of your organization only and is not to be copied, quoted, published or divulged to others
outside your organization. All of Gallup, Inc.’s content is protected by copyright. Neither the client nor the
participants shall copy, modify, resell, reuse or distribute the program materials beyond the scope of what is
agreed upon in writing by Gallup, Inc. Any violation of this Agreement shall be considered a breach of contract
and misuse of Gallup, Inc.’s intellectual property.

This document is of great value to Gallup, Inc. Accordingly, international and domestic laws and penalties
guaranteeing patent, copyright, trademark and trade secret protection safeguard the ideas, concepts and
recommendations related within this document.

No changes may be made to this document without the express written permission of Gallup, Inc.

Gallup®, CliftonStrengths® and Q2® are trademarks of Gallup, Inc. All rights reserved. All other trademarks
and copyrights are property of their respective owners.
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YOUR ACTION PLANS

The homepage of Gallup Access features the Your Action Plans area, which displays the status of your action
plans and a summary of your active plans.

Your Action Plans

PLAN STATUS ACTIVE PLANS
Synergize Q1 Engagement Q1 Default Action
@ 3 Active ‘ .
upstream metrics Action Plan Plan
6 . 0 Complete DUE DATE DUE DATE DUE DATE
3 Draft Jun 30,2020 May 29, 2020 May 31,2020
DAYS OPEN DAYS OPEN DAYS OPEN
102 49 99

Your Action Plans area

Click an active plan’s name to view its details, or click View All Action Plans to view all of your action plans.

NOTE: You can also view your action plans by selecting Action from the Menu on the upper-left corner of the
page.

SUMMARY

The summary page of the Action product provides an overview of your action plan activity and tasks, allowing
you to quickly assess the status and activity of your tasks and action plans.

Action  plans Tasks NEW TASK

My Summary

MY ACTION PLANS MY TASKS

@3 ACTIVE

®3 acTive
@0 COMPLETE

® 1 coumpLETE
® 3 DRaFT

PLAN NAME DUE DATE TASK NAME DUE DATE

@ Test APR 30, 2020 My Daily Task MAR 13, 2020

@ Q1Engagement Action Plan MAY 29, 2020 Make it a goal over the next 30 days to... APR 01,2020

@ Synergize upstream metrics MAY 31, 2020 ASK TeaM MEMDErs who makes their ... APR 01, 2020
VIEW PLANS VIEW TASKS

The summary page consists of two areas:
e My Action Plans
e My Tasks
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MY ACTION PLANS

MY ACTION PLANS

@ 3 ACTIVE

@0 COMPLETE

@ 3 DRAFT
PLAN NAME DUE DATE
@ T APR 30, 2020
@ ©1Engagement Action Plan MAY 29, 2020
@ Synergize upstream metrics MAY 31, 2020

VIEW PLANS
My Action Plans area

This area indicates the number of action plans you have created and their distribution among the different

statuses. Use it to quickly determine how many of your plans exist for each status type. A plan can have one of
the following statuses:

Draft You started to create a plan, but have not activated it yet.
Active You activated the plan, and your team is currently using it.

Complete The plan was active, and you marked it as complete.
NOTE: A plan may have a status of Overdue if it is active with a past due date.

Click an action plan’s name to view its details, or click View Plans to view all plans on the Plans tab.

MY TASKS

MY TASKS

@3 acTIvE

® 1 COMPLETE

TASK NAME DUE DATE

My Daily Task MAR 13, 2020
Make it a goal over the next 30 days to... AFR 01, 2020
Ask team members who makes their j... APR 01, 2020

VIEW TASKS

My Tasks area

This area indicates your tasks and whether they are Active or Complete. Click a task’s name to view its
details, or click View Tasks to view all tasks on the Tasks tab.
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PLANS

The Plans tab of the Action product lists all action plans you have created.

filter, review, edit, manage, export and delete your plans.

Use the features on this tab to

Plans
Qon Plans (3)
PlanStatus Topics Related ltems Report ~ Search Available Plans Q
pLAN HAME sTarus Tasks bavs AcTive bue oate ¥
@ Leverage Cost Effective Resources ACTIVE 0 975 DEC 31,2023
e
@ Develop Strategic Synergy OVERDUE 0 975 0CT 29, 2021
Plans tab
The information on this tab consists of the following columns:
Plan Name The name of the plan.
Status The status of the plan (e.g., Draft, Active, Complete or Overdue)
Tasks The number of tasks associated with the plan.
Days Active The number of days the plan has been active (or was active for a completed plan).
Due Date The due date of the plan.

FILTERING PLANS

Use the filter drop-down lists at the top of the tab to select criteria for viewing specific action plans.

Plan Status  ~ Topics Related kems - Report

Search Available Plans Q

Filter options

You can use any combination of filter criteria to isolate the plans you want to view. The following criteria are

available:
Plan Status The status of an action plan (e.g., Draft, Active or Complete).
Topics The subjects associated with an action plan.

Related Items  The engagement items associated with an action plan.

Report The survey report associated with an action plan.

Filter criteria currently in use appear below the filter options. Click an item’s close symbol (x) to remove the
item from your current filter. Or, click Clear All to remove all filter criteria items.

You can also use the search field on the right side to locate plans with a specific word or phrase in their title.
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REVIEWING AND EDITING PLANS

Click an action plan’s title to view its details, including its associated learning topics, engagement items,
resources, tasks, notes and change history.

Q1 Engagement Action Plan
PROJECT Q1 2020 Engagement Survey

TEAM! Administration Team
EXPORT PLAN EDIT PLAN

DUE DATE TASKS STATUS CREATED

MAY 29, 2020 2 MAR 04. 2020 MARK AS COMPLETE DELETE PLAN

Overview Tasks History

GoAL Topics

Improve employee engagement « Collaboration
« Culture

DESCRIPTION

Focus on the lowest performing RELATED ITEMS

engagement items. « QO1. Know What's Expected
« QO7. Opinions Count

Attached Resources
Attach learning content to your plan from Gallup's Resources center

ADVIGE
Highlight the value of the work and the person doing it. | REMOVE ‘

ADVICE
. Talk to team members about the unique value they bring to the team and organization. | REMOVE ‘

Action plan details

When viewing an action plan’s details, use the following sub-tabs to review and modify the plan:

Overview Lists the plan’s goal, description, topics (employee experience), related items (employee
experience), strengths domains (strengths) and attached learning resources (employee
experience or strengths). If you are viewing an employee experience or strengths plan,
this sub-tab also allows you to view, add or remove attached learning resources.

Tasks Lists the plan’s active and completed tasks. Click a task to view its full details. You can
also use the options on this sub-tab to add a new task, mark a task as complete or delete
a task.

History Lists the plan’s change history and provides an option to add notes to a plan.

Copyright © 1993-1998, 2022 Gallup, Inc. All rights reserved. 7
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Q1 Engagement Action Plan

PROJECT Q1 2020 Engagement Survey

TEAM Administration Team
EXPORT PLAN EDIT PLAN

DUE DATE TASKS STATUS CREATED

MAY 29, 2020 2 MAR 04, 2020 MARK AS COMPLETE DELETE PLAN

Action plan buttons
The following buttons appear on the upper-right corner of the page when viewing an action plan’s details:
Export Plan Download a PDF version of the plan.

Edit Plan Modify the details of the plan, including adding or removing resources and
tasks. This button is not available for completed plans.

Activate Plan Make the plan active, indicating that you and your team are currently using it.
This button is available only for plans with a Draft status.

Mark as Complete Indicate that you and your team have completed the plan. This button is
available only for plans with an Active or Overdue status.

Delete Plan Permanently remove the plan.

Reactivate Plan Make a completed plan active. This is useful if you accidentally marked a plan
as complete.

In addition to these options, you can also click a plan’s More Options menu (:) on the Plans tab to access
options for quickly modifying or exporting a plan.

PY Improve Summer Engagement AETTE 0 . T 2, AT
Dragoon, Merlin
=, View Plan
See all of your plan's details
PY Q3 Engagement Plan ACTIVE 0 22
Dragoon, Meriin N
- [ EditPlan
Revise your plan's details
Q3 Engagement Plan
ACTIVE 188 22 ey
* Dragoon, Merlin ® AddTask
Create a new task and add it to your plan
Synergize upstream metrics OVERDUE o 163 ) Mark As Complete
d Department Leaders Complete your action plan
> Transfer Plan
PY Q1 Strengths Action Plan OVERDUE ; o Transfer your plan to another member
0, team
L, ExportPlan
Export Your Plan
PY Q1 Default Action Plan OVERDUE 0 160
Dragoon, Merlin i1 Delete
Delete your plan

More Options menu, Plans tab

The following options are available:

View Plan View the plan’s details.

Edit Plan Modify the details of the plan, including adding or removing resources and
tasks. This option is not available for completed plans.

Add Task Create a new task and add it to the plan. See page 16 for details on creating a
task.

Copyright © 1993-1998, 2022 Gallup, Inc. All rights reserved. 8
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Mark as Complete Indicate that you and your team have completed the plan. This option is
available only for plans with an Active or Overdue status.

Reopen Make a completed plan active. This is useful if you accidentally marked a plan
as complete.

Transfer Plan Assign the plan to another team leader or team member.

Export Plan Download a PDF version of the plan.

Delete Permanently remove the plan.

EXPORTING PLANS

To download your action plans, click Export on the upper-right corner of the Plans tab. This will display the
Create Export window.

Create Export

CREATE PREVIOUS

* Export Name

My Exports

The following selections will export 4 Action Plans*.

[ Filters

*The number of action plans that will be exported is displayed in real time and could change
while the export is being generated.

EXPORT CLOSE

Create Export window

Use the options of the Create Export window to edit the name of your export and determine which action
plans to include. To export specific action plans, select Filters to display options for selecting action plans
based on certain criteria.

After you click Export, you can check its status and download it via the Create Export window’s Previous tab.
Click an export’s download symbol (*) to download it.

CREATE PREVIOUS

= REFRESH

PLAN NAME CREATED DATE

My Exports Mar 04, 2020 &

* The number of action plans that will be exported is displayed in real time and could change

while the export is being generated.

Previous tab, Create Export window

Copyright © 1993-1998, 2022 Gallup, Inc. All rights reserved. 9
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TASKS

The Tasks tab of the Action product lists all tasks assigned to you and all tasks you have assigned to others.
Tasks are useful for helping you and your team remain focused on your action plans and completing them on
time. Use the features on this tab to filter, review, edit, manage, export and delete your tasks.

Tasks
My Tasks Team Tasks
‘

My Task List (4)

ActionPlans Status v Team Search Tasks Q
TASK NAME STATUS TASK ADMINISTRATOR DUE DATE ¥ LAST UPDATED

Individuals who receive recognition and praise for

doing good work are more productive, engaged a... ACTIVE Smith. John AUG 08, 2020 AUG 01, 2020

Q@1 Engagement Action Plan

Ask team members who makes their job easier and

now they could make something more manageable ACTIVE Smith, John AUG 01, 2020 JUL 14, 2020

for...

Q1 Strengths Action Plan

Tasks tab

The Tasks tab consists of the following sub-tabs:
My Tasks Displays all tasks assigned to you.

Team Tasks Displays all tasks assigned to another person and that you are the task

administrator of. These are usually tasks you have created and assigned to
your team members.

The information on these sub-tabs consist of the following columns:
Task Name The name of the task.
Status Whether the task is active or complete.

Task Administrator The person who is the task administrator (usually the task creator).

Assignee The person the task is assigned to.
Due Date The date the task is due to be completed.
Last Updated The date the task was last edited.

FILTERING TASKS

Use the filter drop-down lists to select criteria for viewing specific tasks.

Action Plans Status v Team

Q  Search Tasks

Filter options

You can use any combination of filter criteria to isolate the tasks you want to view. The following criteria are
available:

Action Plans The action plan the task is associated with.

Copyright © 1993-1998, 2022 Gallup, Inc. All rights reserved. 10
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Status The status of the task (e.g., Active or Complete).
Team The team the task is associated with.

Filter criteria currently in use appear below the filter options. Click an item’s close symbol (x) to remove the
item from your current filter. Or, click Clear All to remove all filter criteria items.

You can also use the search field on the right side to locate tasks with a specific word or phrase in their title.

REVIEWING AND EDITING TASKS

Click a task’s title to view its details, including its description, due date, recurring information, the name of the
action plan it is assigned to (if any), the assignee and the task administrator. You can also click a task’s More
Options menu (:) on the Tasks tab to access options to view the task, delete it or mark it as complete.

TASK DETAILS COMMENTS

DESCRIPTION
Ask team members who makes their job easier and how they could make something
more manageable for others.

DUE DATE ASSOCIATED ACTION PLAN
Sep 01,2020 Q1 Strengths Action Plan
ASSIGNEE TASK ADMINISTRATOR
Smith, John Smith, John

Task Details tab, Task window

Individuals who receive recognition and praise for
doing good work are more productive, engaged a... ACTIVE Smith, John AUG 08, 2020 AUG D1, 2020
Q1 Engagement Action Plan

(% View Task

o View your task's details
Ask team members who makes their job easier and

how they could make something more manageable ACTIVE Smith, John auc! [ Delete
for... Delete your task
Q1 Strengths Action Plan
il Mark As Complete

Complete your task

Make it & goal over the next 30 days to uncover one
+ i £ hoaf Iy b o COMPIFTE Brain Rea APR 01,2020 MAR 19,2020

More Options menu, Tasks tab

When viewing a task’s details, click Edit in the upper-right corner to modify the task, or click Mark as
Complete to indicate that you or the assignee have completed the task. You can also use a task’s Comments
tab to communicate with the assignee (or the task administrator if you are the assignee) related to the task.

TASK DETAILS COMMENTS

JS§ Smith, John

Great job on this!

Jul 17,2020, 10:29 AM

Start a new comment...

Comments tab, Task window

Copyright © 1993-1998, 2022 Gallup, Inc. All rights reserved. 11
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EXPORTING TASKS

To download your tasks, click Export on the upper-right corner of the Tasks tab. This will display the Create
Export window.

Create Export

CREATE PREVIOUS

* Export Name

My Task Exports

The following selections will export 3 Tasks*.

["] Filters

*The number of tasks that will be exported is displayed in real time and could change while the
export is being generated.

EXPORT CLOSE

Create Export window

Use the options of the Create Export window to edit the name of your export and determine which tasks to
include. To export specific tasks, select Filters to display options for selecting tasks based on certain criteria.

After you click Export, you can check its status and download it via the Create Export window’s Previous tab.
Click an export’s download symbol (*) to download it.

CREATE PREVIOUS

* REFRESH

TASK NAME CREATED DATE STATUS

My Task Exports Apr 22,2020 Success ]

* The number of tasks that will be exported is displayed in real time and could change while the
export is being generated.

Previous tab, Create Export window

Copyright © 1993-1998, 2022 Gallup, Inc. All rights reserved. 12
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CREATING A NEW ACTION PLAN

1. Click New Action Plan on the upper-right corner of the page.

Action Plans Tasks

New Action Plan button

2. On the Select your Action Plan type page, select the type of plan you want to create. If you want to skip
the guided wizard and create your plan without assistance, click Skip the Wizard at the bottom of the

page.

NOTE: The availability of plan types depends on the products and features you have access to.

Focus on engagement questions and/or Dive into a team's

Select your Action Plan type

We'll get you set up with the basics

EMPLOYEE EXPERIENCE CLIFTONSTRENGTHS

am

other survey topics CliftonStrengths

CREATE EMPLOYEE EXPERIENCE PLAN | | CREATE STRENGTHS PLAN

Select your Action Plan type page

3. Follow the guided on-screen steps to enter the details of your plan. Depending on the type of plan you
are creating, you will encounter the following fields:

Plan Name

Due Date

Report

Team

Topics

Related Items

Type a concise description to identify the plan (maximum 100 characters). This
is a required field.

Click this field to display the date selection calendar. Use the calendar to choose

a date by which you and your team should complete the plan. This is a required
field.

Use this drop-down list to select a survey report to associate with the plan (for
example, your most recent employee engagement survey report). This is a
required field for employee experience plans.

Use this drop-down list to select the team to associate with the plan. This is a
required field for employee experience and strengths plans.

Use this drop-down list to associate up to three subjects with the plan, which
you and your team can learn about and focus on to help you successfully
achieve the plan’s goal.

Use this drop-down list to associate up to three engagement items with the plan
and set as the engagement goals of the plan.

Copyright © 1993-1998, 2022 Gallup, Inc. All rights reserved. 13
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Goal Type the primary purpose or achievement of the plan, specifying what success
looks like (maximum 4,000 characters).

Description Type specific actions and activities that will take place to complete the plan
(maximum 4,000 characters). If possible, indicate specific deadlines and
individuals responsible for completing the plan, as well as the frequency of how
often individuals will perform the actions and activities. If your plan requires
specific tools or resources to complete it successfully, include them as well.

4. (Optional) If you are creating a strengths plan, use the options on the Add Strengths page to associate
one or more strengths domains with the plan and set as the focus of the plan.

Add Strengths

Choose a Strength Domain to focus on

Strength Domain
| |
Strategic Thinking

Add Additional Strength Domains

Choose... v

Add Strengths page

5. (Optional) If you are creating an employee experience or strengths plan, use the Choose Resources page
to select learning resources to add to the plan. Gallup Access will recommend relevant resources based
on the type and details of the plan you are creating.

Choose Resources (optional)

Choose resources to attach to your Action Plan

Aftached Resources

ADVICE ENGAGEMENT
Talk to team members about the unique value they bring to the team and organization.

Recommended Resources

Based on your selected project

W Apvice ENGAGEMENT

B Talk to team members about the unique value they bring to the team and organization. -
!}{ | ADVICE ENGAGEMENT
‘lhﬁai Highlight the value of the work and the person doing it.
Choose Resources page

Copyright © 1993-1998, 2022 Gallup, Inc. All rights reserved. 14
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6. After entering the details of your action plan, click Create Plan to activate it immediately, or click

Save as Draft to edit the details of your plan later and activate it in the future.

7. (Optional) If you activate your plan immediately, you can click Add Tasks to Plan on the Plan
Created! page to display the Add Tasks page. Use the options on the Add Tasks page to create one or
more tasks to add to the plan, or add predefined tasks from the list of tasks that Gallup Access
recommends based on the type and details of the plan you are creating. See page 16 for details on
creating tasks.

NOTE: You can always add tasks to a plan later. If you do not want to add tasks now, click Back to

Action Planning on the Plan Created! page.

Plan Created!

ADD TASKS

BACK TO ACTION

]

Manage your existing Action

Enhance your Action Plan by
creating tasks for your team.

planning.

Plans and go back to action

ADD TASKS TO PLAN | BACK TO ACTION PLAMNING

Plan Created! page

Add Tasks (Optional)

Tasks can help break down an action plan and can be added at any time

Task List

TASK NAME # OF ASSIGHNEES

+ NEW TASK

Gallup-Recommended Tasks

Based on your selected project

TASK NAME

If you are not clear about your priorities and goals, set up a meeting with your manager today. K...

The most basic of workplace needs is knowing what success on the job looks like.

DUE DATE

ADD TO PLAN

Add Tasks page

Copyright © 1993-1998, 2022 Gallup, Inc. All rights reserved. 15
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CREATING A NEW TASK

Tasks are useful for helping you and your team remain focused on your action plans and completing them on
time.

1. Click New Task on the upper-right corner of the page.

Action Plans sks NEW TASK

New Task button

2. Use the options on the Add A New Task window to create your task.

Add A New Task
* Asterisk indicates required field
* Task name
* Description
4
* Due Date Add to Action Plan
MMM DD, YYYY =) Spring Engagement v

[] Recurring

Assign Users

Assigning multiple users will create a separate task for each assignee.

TEAM NAME
Performance Team

O All team members (24)
@ Select team members

* Assignee

Smith, Jane, Smith, John, Smith, Matthew ~

SMITH. JANE X SMITH. JOHN X SMITH. MATTHEW X CLEAR ALL

el

Add A New Task window

The following options are available:

Task Name Type a concise description to identify the task. This is a required field.

Description Type specific actions and goals for the task. If possible, indicate specific
individuals, tools or resources required to complete the task successfully.
This is a required field.

Copyright © 1993-1998, 2022 Gallup, Inc. All rights reserved. 16
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Due Date Click this field to display the date selection calendar, and then select a date
by which you or your team should complete the task. This is a required field.

Add to Action Plan  If the task is specific to an action plan’s goal or its completion, use this
drop-down list to select the action plan to associate the task with it.

Assign Users This area is available if you associate the task with an action plan. Use the

Assignee drop-down list to select one or more individuals to assign the
task to, or select All team members to assign the task to all members.

3. (Optional) If you want to create a recurring task, select the Recurring checkbox, and then use the
following options to configure the recurring details:

Recurrence
Frequency

Every

Use this drop-down list to select the time measurement to use for how often you
want the task to occur (e.g., daily, weekly, monthly or yearly).

Type a number for how often you want the task to occur, based on your frequency
selection. For example, if you selected a Weekly frequency and you want the task
to occur every other week (i.e., every two weeks), type 2.

NOTE: If you selected a Yearly frequency, use the drop-down list to select the
month during which you want the task to occur.

On

Select the day on which you want the task to occur. For tasks with a Weekly

frequency, you can select multiple days of the week (e.g., Monday and Friday of

every week).

NOTE: This option is not available for tasks with a Daily frequency.

At

Ends

Use this drop-down list to select the time of day you want the task to occur at.

Click this field to display the date selection calendar, and then select a date by

which you want the task to stop recurring. This is a required field for recurring

tasks.

Recurrence Frequency

Weekly ~

Every 1 Week(s)

on M| T |w| T|F|s|s
At 9:00AM v

Ends MMM DD, YYYY

Recurring task options

4. Click Create Task to save your task.

NOTE: You can view your created tasks on the Tasks tab of the Action product.
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