How to Enter Information into the Improvement Action Plan, Print and Make Copies
The Improvement Action Plan from the Cutting Edj website is a web document and one cannot enter information or alter what is there in that format on the website.
Here is what you need to do in order to enter goals, strategies or change any information in the Action Plan.  This will also tell you how to print and make copies of the Action Plan from the website.

1. Open Word on your computer and create a blank document.  This is where you will paste a copy of your Action Plan from the website.

2. Go to your Report-Out Meeting Action Plan on the Cutting Edj website.
3. Go to the toolbar at the top – click on ‘Edit’ – click on ‘Select All’ (This should have highlighted your entire Action Plan) – click on ‘Copy’.

4. Go back to your blank Word document – click on ‘Edit’ – click on ‘Paste’.  You should now have your Action Plan pasted in Word.

5. Once the Action Plan is in Word you can type in your Goals, Action Steps, timelines etc.  You can also print this Word document and make copies.
6. You can also play with the fonts and font sizes if you want to try and change the look of the Action Plan.  The Table format is pretty much set so you may not be able to change the template but you can type or delete whatever you want in any of the sections of the Action Plan.

