Insert Projects Name PMW

Directions for Completing Performance Measure Worksheet (PMW)

Purpose of the PMW

The PMW serves several functions: 1) Standardized document and format to be used for ODMH funded projects 2) Proposed document includes objectives, activities to achieve objectives and performance indicators to be accomplished by Sub-Awardee and 3) Quarterly Reporting mechanism for the performance indicators that allows the ODMH Project Lead to monitor the progress of each project. 

Completing the PMW:

Sub-Awardee should be using the companion document Performance Measurement Made Simple when developing objectives, activities and performance indicators. The Performance Measurement Made Simple Document walks the ODMH Project Lead & Sub-Award Lead through the development of objectives, activities and performance indicators. It is highly recommended that the Sub-Award Lead review this document to ensure that the objectives, activities and performance indicators are in the proper format. Do not change the font, page layout or margins for this may interfere with the formatting of the PMW template.

Directions for Completing:

The PMW document is a form document. When completing the Performance Measurement Worksheet (PMW), applicants should refer to the Performance Made Simple document and the examples contained within the document. Using the PMW template, complete the appropriate gray cells located in:
Items a-p as listed on PMW template:

a. Project Name: Type in the name of the Project (i.e., Family to Family, Supported Employment, 
b. Sub-Awardee: Type in Name of the Applicant or Sub-Awardee
c. SFY or FFY: Select the appropriate box and insert time period in the gray cell e.g., 7/1/10 to 6/30/11.
d. Reporting Period: If the Sub-Awardee is reporting on the progress of project, select the appropriate box. Otherwise leave blank
e. ODMH Strategic Goal(s): Select all the appropriate goals that the project will meet. 
f. Objective: One objective for each table.  If there are several objectives, there will be several tables. Using the of Performance Measurement Made Simple document, place one objective in the table. Type in grey cell Objective # and then type in Objective.
g. Proposed Impact: Each objective should have at least one proposed impact.  Discuss how the stakeholder(s) especially SMD consumers, SED children, family members and/or mental health system are better off as result of the project. 
h. Activities: List those activities to accomplish the objective (i.e., implement consumer satisfaction survey).  The activity is an action of what will be done.

i. Start Date: Type in the start date of the activity

j. End Date: Type in the end date of the activity

k. Performance Indicator: List each performance indicator for the activity(s). One or more activities may have the same performance indicators (i.e. surveys collected or number of trainings,).
l. Proposed Target # for FY: Projected number
Items d, m-p are only completed when the Sub-Awardee is reporting on the progress of project and Items m-o enter only quantifiable numbers:
m. Quarterly #: Report on that quantifiable data (e.g., numbers only) collected during that specific reporting period.
n. Cumulative to Date: Aggregate report on all quantifiable data (e.g., numbers only) collected to date.
o. Year-End Estimate: Type in the projected quantifiable number to be reached for the fiscal year.  This column allows the Sub-Award to adjust the projected target.
p. Actual Impact: Discuss how the stakeholder(s) especially SMD consumers, SED children, family members and/or mental health system are better off as result of the project. This may not be known till the last reporting period and may be blank during early reporting periods.
Formatting Tips:

Unlock/Lock Table and Adding Table

	MS Word 1999-2003 
Unlock Document

· Select “View” from the menu bar 

· Select “toolbar”

· Select “forms”  forms menu bar will appear
· Select “ lock icon”  and it unlocks (AB  in will turn black in forms menu bar)
Table

· Go to Item f and left click table and click on left upper crossbar in a box located at corner and table will highlight

· Select copy and Move Curser to last page and past

· Continue to paste until you have enough tables.

Re-lock Document

· Select “View” from the menu bar  Select “toolbar”

· Select “forms”  forms menu bar will appear
· Select “ lock icon”  and it  locks (AB  in will turn black in forms menu bar)
	MS Word 2007 Steps

Unlock Document

· Select “Review” from the menu bar
· Select “Protect Document Icon” top right corner
· Select Restrict Formatting & Editing
·  Select “Stop Protection “ at the bottom right hand corner
· Document is unlocked
Table

· Go to Item f and left click upper left corner and click on the crossbar    

    located in a box at the corner of the tablet will highlight 
· Select copy and Move Curser to last page and paste
· Continue to paste until you have enough tables.

Re-Lock Document

· Select “Review” from the menu bar
· Select “Protect Document Icon” top right corner
· Select Restrict Formatting & Editing and click check box
· Under 2. Editing Restrictions ensure check box for  fill forms is checked
· Under 3. Start protection Select  “yes start enforcing protection”
· Select “ok” do not use a password


Adding/Delete a Row

	MS Word 1999-2003

Unlock Document

· See Directions Above

Insert Row

· Unlock document
· Mover cursor to  desired location

· Select “table” from the menu bar

· Select “insert above “ or “insert below”

· Highlight on row with gray cells and Right click select “copy”
· To the newly inserted row moves cursor to the first cell to left and  right click paste

Delete Row

· Unlock document and Mover cursor to  desired location

· Select “table” from the menu bar

· Select “insert above “ or “insert below”

Re-lock Document
· See directions above


	Steps MS Word 2007

Unlock Document

· See Directions Above

Insert Row

· Unlock Document

· Move curser to desired location

· Select “Layout” from menu bar

· From Rows and Column Menu bar  select appropriate insert

· Highlight on row with gray cells and Right click select “copy”
· To the newly inserted row moves cursor to the first cell to left and right click paste

Delete Row 

· Unlock Document and Select “Layout” from menu bar

· Move curser to desired location

· From Rows and Column Menu bar  select appropriate delete
Re-lock Document

· See directions above




Finalizing Document:
1. Unlock/Relock Document
	MS Word 1999-2003

· See previous page
	MS Word 2007

· See previous page


2. Deleting the Last Page Break
	MS Word 1999-2003

· Make sure document is unlocked

· Select “View” from menu bar

· Select “Header and Footer”

· Type in Name of the Project

· Double left click to exit
	MS Word 2007

· Unlock document

· In the upper right hand Corner double left click on Insert Projects Name

· Type in name of your project 

· Mover cursor out of header and double click left


3. Add Header

	MS Word 1999-2003

· Make sure document is unlocked

· Select “¶” from menu bar
· Go to end of the document at move cursor to the left of “ ….page
   Break”

· Right click and delete
	MS Word 2007

· Unlock document
· Double click  “Insert Projects Name PMW” located right corner
· Type in Projects Name PMW

· Double click

· Lock document


3. Delete Directions

	MS Word 1999-2003

· Make sure document is unlocked

· Highlight all directions

· Select delete key 

· If there is a clean page select delete again
	MS Word 2007

· Make sure document is unlocked

· Highlight all directions

· Select delete key 

· If there is a clean page select delete again


4. Lock Document

	MS Word 1999-2003

Re-lock Document

· Select “View” from the menu bar

· Select “toolbar”

· Select “forms”

· Select “ lock icon”  and it unlocks (AB will turn grey)

· You need to lock to proceed

· You are done
	MS Word 2007

Re-Lock Document

· Select “Review” from the menu bar
· Select “Protect Document Icon” top right corner
· Select “check box” under 2. Editing Restrictions



Note: When completing make sure document is locked 
	a. Project Name
	     
	b. Sub-Awardee:      

	c. Time Period
	 FORMCHECKBOX 
 State Fiscal Year (SFY) insert time period     
 FORMCHECKBOX 
 Federal Fiscal Year (FFY) insert time period
	d. Reporting Period: If applicable check appropriate box 

 FORMCHECKBOX 
 Jul-Sep     FORMCHECKBOX 
Oct-Dec     FORMCHECKBOX 
Jan-Mar    FORMCHECKBOX 
Apr-Jun

	e. ODMH Strategic Goal(s)
	 FORMCHECKBOX 
 1. Restructure Ohio’s mental health system to reduce disparities, achieve efficiencies, & assure equitable access to effective core services & supports.
 FORMCHECKBOX 
 2. Support the recruitment, development and retention of an efficient, qualified, diverse and culturally competent workforce.
 FORMCHECKBOX 
 3. Reform internal & external processes and regulatory framework to align the mental health system with emerging health technology standards.
 FORMCHECKBOX 
 4. Accelerate and incentivize clinical excellence for Ohioans at all life stages.
 FORMCHECKBOX 
 5. Leverage resources and strengthen collaboration to develop and influence policy that promotes mental health and wellness.
 FORMCHECKBOX 
 6. Execute a rapid contingency planning process to address critical events/changes in the environment
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	k. Performance Indicator

associated with the Objective
	l.

Proposed

Target  #  for FY
	m.

Quarterly  #
	n. Cumulative #  Year to Date
	o.

Year-End Estimate
	p. Actual impact on the target population(s) / mental health system
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