
Strategic Plan Manager User 
Documentation 
Logging In 

Start by logging in at https://apps.csn.edu/dashboard. Your CSN user name and password is the same as 
your active directory log in. 

Hint:  Save the address to your favorite! 

 

 

  

https://apps.csn.edu/dashboard�


After logging in you will see a set of icons which represent the applications you have access to.  

Click the icon for the Department / Program Actions Plans. 

 

  



Adding New Plan 

You can create new plans, edit plans you have access to, run KPI (Key Performance Indicator) reports, 
and keyword search from the main screen.   

To create a new plan, click the “Add Strategic Plan” link. 

 

  



Adding New Plan 

Type in the name of your plan, Student Affairs Mission and Vision, and your department mission and 
vision, then click the Add Strategic Plan button to save it. 

 

 

  



Adding/Editting New Plan 

To edit a plan you have access to, click on the plan name. 

 

  



Adding New Goals 

Find the “Add New Goal” link and click it. This will pop up a new window to create a new goal.  

Type your goal and then click the Add New Goal button to save it. 

 

  



Adding/Editting New Goals 

You can edit the goal description by clicking the edit link just under the goal description that is displayed. 
You can also delete the goal (this will also delete any Key Performance Indicators you may have added). 

Hint:  When you are adding or editing Goals or any text box, you can cut and paste from other 
documents. 

 

  



Adding Key Performance Indicators 

To add a Key Performance Indicator click the “Add New KPI” link. This will pop up a new window for 
entering your KPI information.  Enter your information and then click the Add New KPI button to save. 

Hint:   KPI includes objectives and strategies.  Goals can have multiple objectives, but strategies must be 
attached to specific objectives.  If you have multiple strategies, list all strategies in order for each 
objective within the same Strategy box using bullets or lists.   

The objective, strategy, and evaluation fields accept text of any length. For ordering your items, append 
single digits with 0 (01, 02, 03) for correct sequencing.  

In the Notifications box enter one email address per line.  

There can be up to three due dates assigned to each KPI.  The Days Before Notification should be 
separated by comma (Use 60, 30, 10, 1, -1, -10). (-1 means you are late by one day!)  

An email notification will be sent to each email address on the number of days before each due date.  
Dr. Byrd wants to be notified for the first year.  Use vpsabyrd.planning@csn.edu to notify him. 
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Adding Key Performance Indicators 

When viewing goals, only the active goal and its KPI’s are shown. To move to the next goal, click on the 
goal name and the interface will slide open for the KPI for that goal. 

 

  



Adding Key Performance Indicators 

While working with each KPI, if you place your mouse pointer over the email icon you will see who the 
notifications are sent to.  

You can click the pencil icon to edit the KPI and the red X icon to delete it. 

 

  



When working with a plan, there are three icons at the top of the page. For a printer friendly version of 
the plan, click on the “Print this plan” link. It will open a new window and bring up the print dialog box. 
The Edit plan link will let you edit the plan name and the plan description. The Delete Plan link will 
delete the entire plan including the goals and KPI. 

Hint:  Be careful when deleting! 

 

  



Searching By Date Range 

From the main screen, click on the “KPI Report” link. This will take you to a page where you can search 
for KPI that are due between two dates. Pick your date ranges and click the Search button. 

Hint:  The result will only show KPI’s that you are responsible for or have access to view. 

 

  



Searching By Keyword 

From the main screen click on the Keyword Search link. This will take you to a page where you can 
search multiple parts of all plans. This is helpful for identifying other departments who have similar 
plans or goals. Click on the plan name or goal name to jump to the plan where each result was found. 

Hint:  Try to be as specific in your search.  May take a while to provide results if search is too broad. 

 


