
A Step-by-Step Guide to Completing the CSBG
Community Action Plan (CAP) 
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Prelude
Logging in



Step 1

Page 2

You must initially log in to your eLogic Genesis
account before completing the CAP.



Step 2
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2a: Go to the "Compliances" tab in the system menu
to view your compliances.

2b: Click the "CAP" subtab that is located under the
"CSBG" tab.

2c: Find the Community Action Plan (CAP) that you
must submit and then click the "Create" button
under your Community Action Plan dashboard.



Part 1
Purpose



Purpose Overview

Page 5

The first section in your CAP  is the "Purpose," which
outlines the objective of completing the CAP. (Much
of this section is prefilled with State/CSBG
information.)



Step 1
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Please enter the date of the most recent Community
Needs Assessment in the designated "Date" box.



Step 2 
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Describe how the Community Needs Assessment
was conducted, including the involvement of low-
income individuals, the community served, agency
staff, and the board of directors.



Step 2a 
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Alternatively, you may use the yellow "Upload File"
button to upload your most recent Community
Needs Assessment File. 



Step 3 

Page 9

Please take a moment to familiarize yourself with
the compliance laws. Once you have done so, kindly
scroll down and locate the small checkbox on the
left-hand side.



Step 4 
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Please remember to click the Save and Next button
afterward.



Part 2
Mission



Mission Overview

Page 12

The second section in your CAP is the
"Mission Statement,” where you should
enter your agency’s mission. 



Step 1

Page 13

Please provide the date of the Board's most
recent review of your agency's Mission
Statement.



Step 2 
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Please thoroughly review your mission
statement to ascertain its continued relevance
in addressing poverty and its alignment with the
programs and services offered by the agency.
After completing your review, please enter your
mission statement in the designated field.



Step 2a
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Alternatively, you may use the yellow
"Upload File" button to upload your agency's
mission statement.



Step 3 
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To proceed, select the Save and Next
button.



Part 3
Vision



Vision Overview
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The third tab section of the CAP is the
"Vision Statement," where you should
enter your agency’s vision.



Step 1
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Please provide the date of the Board's
most recent review of your agency's
Vision Statement.



Step 2 
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Please thoroughly examine your Vision
Statement to ensure it is in coherence with
your Mission Statement and accurately
represents your agency's objectives. After
completing a comprehensive review, kindly
input the Vision Statement into the
designated field. 



Step 2a
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Alternatively, you may use the yellow
"Upload File" button to upload your
agency's vision statement.

To proceed, select the "Save and Next"
button.



Part 4
Assurances



Assurances Overview

Page 23

The fourth section in your CAP is "Assurances," where
you should outline how your agency plans to meet
federal assurances for CSBG Funding. 



Step 1

Page 24

1a: Review each of the seventeen assurances outlined
in this section and identify which assurances your
CAA plans to meet by selecting "Yes" or "No." 

1b: For those marked “yes,” describe how your CAA
plans to meet those assurances. 

1c: After responding to a question, select Next to
proceed to the next question.



Step 2
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After completing all seventeen questions, click the
Save and Next button.



Part 5
Data Collection

Method



Overview

Page 27

The fifth section in your CAP Template is "Data
Collection,” where you will describe how your agency
plans to collect data. 



Step 1
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Examine each of the eight queries presented in this
section and explain how your organization collects
data. In the field, input "no" or "n/a" if there is no data
method.



Step 2
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After completing all eight questions, click the Save
and Next button.



Part 6
Service, and Referral

Delivery Models



Overview

Page 31

The sixth section in your CAP is "Service Delivery
Model and Referrals.” In this section, you will
describe how your agency delivers services and
makes referrals, specifically in response to CSBG
prompts that are presented at the beginning of each
field.



Step 1
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Please provide descriptions for the following five
fields: Services Delivery System, Linkages, Innovative
Community and Neighborhood-Based Initiatives,
Child Support Offices, and Local Workforce Offices.

These fields aim to enhance client access, prevent
service duplication, and meet various community
needs.



Step 2
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Following your completion of all five questions, click
the Save and Next button.



Part 7
Eligibility



Eligibility Overview
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The seventh section in your CAP is "Eligibility". This
section is dedicated to a description of how your
agency verifies eligibility. 



Step 1
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Please answer the questions in each field and provide
a detailed description if necessary.



Step 2
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Additionally, at the bottom of the section, please
enter an “X” on the right-hand side of the table to
indicate which documents are used to determine
eligibility. 

If you use any documentation not provided in the list,
please write it/them in the "New Document Enter
Here” cell(s). Overwrite the “New Document Enter
Here” title with the name of your documentation.



Step 3
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Following completion of all questions and document
selection, click the Save and Next button.



Part 8
Monitoring and

Evaluation



Monitoring and Evaluation
Overview

Page 40

The ninth tab section in your CAP is "Monitoring and
Evaluation," where you will describe how your agency
ensures the effectiveness of its programs and fiscal
performance.



Step 1

Page 41

Please respond to the questions in each field and add
a detailed description if necessary.



Step 2
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Following completion of all questions, click the Save
and Next button.



Part 9
Community Needs

Planning



Community Needs Planning
Overview

Page 44

The ninth section in your CAP is
"Community Needs Planning,” where you
will describe how your CAA plans to meet
community needs.



Step 1
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Please proceed to click on the "Add
Outcome" button.



Step 2
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Direct Outcomes, or "results," are client changes
following a service or activity. In certain cases,
obtaining a service constitutes success. Use the
service or output as a proxy outcome. 

To move forward, select an outcome type and go
to the next column called "Target Population." 



Step 3
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The individuals and families identified by the agency as
eligible for its programs and services are the "Target
Population". 

Identify the target population your agency serves in this
section. Include specific information about your target
population.



Step 4
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The "Identified Need" is the issue, problem, or concern
that the client identifies during the agency's assessment
process.

Please input the identified need of your target
population in the provided text fields located in Column
B. Please ensure that you enter only one need at a time.
If the target population possesses multiple needs, kindly
input each need on a separate row.



Step 5
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A goal is a broad statement that pertains to a desirable
achievement. Objectives are trackable elements that,
when taken together, create the larger goal.

Please input your specific target population's designated
objective or goal in the provided field. Kindly give a
thorough explanation in this section of your Community
Action Plan. Objectives may include one or more
outcomes.



Step 6
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Please proceed to click on the "Next" button.



Step 7
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Agencies operate programs that often consist of one
or more services designed to meet the specific needs
of their target populations.

Identify the program(s) designed for your target
population's needs in this field to accomplish your
agency's objectives.



Step 8
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Domains are organizing devices, or ways to categorize
similar programs, services, and/or conditions of
stability and well-being. Domains also contain outcome
scales that are specific to the domain.

In this section, specify the domain that will be used to
convey any progress made toward the objectives/goals
identified for your target population.



Step 9
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An outcome scale is a continuum of client states,
statuses, or situations and is used to identify and
measure incremental changes within families, agencies,
and communities that have resulted from the agency's
intervention.

Identify the outcome scale within the selected domain.
Select the best outcome scale to measure progress
towards your objectives/goals. 



Step 10

Page 54

The Outcome Starting Statement(s) is the initial
outcome scale statement(s) that establishes your
client's baseline.

Please provide the starting statement(s) from the
selected outcome scale.



Step 11
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The Outcome Ending Statement(s) is the ending
outcome scale statement(s) that identifies a positive
movement from the original starting statement for
your client.

Please provide the ending statement(s) from the
selected outcome scale.



Step 12
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Associated services are those that are responsible for
the positive movement from your Outcome Beginning
and Outcome Ending Statement. 

Identify the service(s) associated with your outcome
scale. Consider the most helpful services for clients
based on their situation and the agency's objectives.



Step 13
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Referrals are instances where a client is "referred," or
recommended to another agency for general
assistance or specific services.

Identify referrals associated with the needs of your
target population and objective in this field. Please
only mention the organization if making a general
referral. Please provide the organization's name and
the specific service if you are referring to a service.



Step 14
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Family National Performance Indicators (FNPIs) are a
state and federal reporting requirement that consists
of an unduplicated count of individuals who achieved
one or more outcomes (organized by domain.)

Please identify any FNPIs connected to the needs of
your target population and your agency's objective in
this field. 



Step 15

Page 59

Please click on the next button to proceed.



Step 16
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In this section, identify the target outcome(s) (i.e.,
your projected successes or positive movements) for
your target population per the reporting quarter. 



Step 17
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In this section, identify the outcomes that have been
achieved during the reporting quarter. Actuals will be
entered later (as the quarter concludes).



Step 18
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In this section, identify the target outcome(s) (i.e.,
your projected successes or positive movements) for
your target population per the reporting quarter. 



Step 19
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In this section, identify the outcomes that have been
achieved during the reporting quarter. Actuals will be
entered later (as the quarter concludes).



Step 20
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In this section, identify the target outcome(s) (i.e.,
your projected successes or positive movements) for
your target population per the reporting quarter. 



Step 21
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In this section, identify the outcomes that have been
achieved during the reporting quarter. Actuals will be
entered later (as the quarter concludes).



Step 22
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Make sure the numbers entered match the Total
Annual Projected Outcome(s)

Make sure the numbers entered match the Total
Annual Actual Outcome(s)



Step 23
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Please click on the Save Outcome button. To add
more outcomes for your agency, simply repeat steps
1-22.



Step 24
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When you have finished adding all of the available
outcomes, please click the "Save and Next" option so

that you can proceed.



Part 10
Service and Referral Needs

Planning



Service and Referral Needs
Overview

Page 70

The tenth tab section in your CAP is "Services and
Referrals." This section outlines planning related to
Services and Referrals. This section is designed to
capture how your agency plans to measure Services
and Referrals.



Step 1

Page 71

Please proceed to click on "Add Service/Referral"
button.



Step 2
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Please enter the agency/organization that is
providing the identified service. This should be your
agency/organization or agencies/organizations within
your community.



Step 3
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There are two types of services: A Direct Service is a service your agency provides
that has an automatic/proxy outcome. The other type of service is a Case
Management Service, which requires follow-up. There are also two types of
referrals: A Closed Loop Referral is a referral made by a caseworker to a program
or service within the agency or to another agency in the community. Follow-up is
required to determine if the client obtained the service and if an outcome was
achieved. Both the referral and the follow-up are documented in the case record.
The other type of referral is a Quick Referral, which takes place when a person
contacts an agency for information and, while information is provided, the agency
does not follow up on the interaction.

Please specify the kind of referral and/or service. Create a new row with the same
service/referral but with the additional type if a service is also regarded as a
referral or vice versa.



Step 4
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To continue, click on the next button.



Step 5
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Please select the service or program being offered. If
the option is not listed, select "Other."



Step 6
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Domains are organizing devices, or ways to categorize
similar programs, services, and/or conditions of
stability and well-being. Domains also contain outcome
scales that are specific to the domain.

Specify the domain that will be used to convey any
progress made towards the objectives/goals identified
for your target population.



Step 7
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Outcome Scales are used as "before and after"
snapshots that measure a client’s progress or well-
being "before and after" receiving services.

Choose the most suitable option for measuring
progress towards your Agency's goals.



Step 8
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SRV (“service”) codes are unique identifiers that are
attached to an agency’s services that then allow the
agency to accurately report on the provision and
receipt of those services. 

Please enter the SRV codes that identify the different
types of services counted.



Step 9
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If you have a partnership or contract with an
organization, please choose "Yes." If there is no
contract or partnership, please select "no."



Step 10
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Click the next button to continue.



Step 11
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In this section, identify the target outcome(s) (i.e.,
your projected successes or positive movements) for
your target population per the reporting quarter. 



Step 12

Page 82

In this section, identify the outcomes that have been
achieved during the reporting quarter. Actuals will be
entered later (as the quarter concludes).



Step 13

Page 83

In this section, identify the target outcome(s) (i.e.,
your projected successes or positive movements) for
your target population per the reporting quarter.



Step 14
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In this section, identify the outcomes that have been
achieved during the reporting quarter. Actuals will be
entered later (as the quarter concludes).



Step 15
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In this section, identify the target outcome(s) (i.e.,
your projected successes or positive movements) for
your target population per the reporting quarter. 



Step 16
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In this section, identify the outcomes that have been
achieved during the reporting quarter. Actuals will be
entered later (as the quarter concludes).



Step 17
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In this section, identify the target outcome(s) (i.e.,
your projected successes or positive movements) for
your target population per the reporting quarter. 



Step 18

Page 88

In this section, identify the outcomes that have been
achieved during the reporting quarter. Actuals will be
entered later (as the quarter concludes).



Step 19
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Make sure the numbers entered match the Total
Annual Projected Outcome(s).

Make sure the numbers entered match the Total
Annual Actual Outcome(s).



Step 20
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Please click on the Save Service button. To add more
services for your agency, simply repeat steps 1-19.



Step 21
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When you have finished adding all of the available
services, please click the "Save and Next" option so
that you can proceed.
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Administrative and

Outreach



Administrative Outreach
Overview

Page 93

The eleventh tab section in your CAP is "Administrative
and Outreach Centers." This section outlines the
different administrative outreach centers with which
your agency coordinates. It is designed to capture how
your agency plans to provide outreach and
administrative services to community partners beyond
their referral network.



Step 1
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Please proceed to click on "Add Facility" button.



Step 2
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Find the facility's name in the drop-down box and
type it into the field labeled "Facility Name."



Step 3
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Check that the facility's correct address and contact
information has been auto-populated in this section
(per field). After reviewing the data, click the "Next"
button.



Step 4
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Please identify the services this place provides.



Step 5
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Please name the state that this location is responsible
for serving.



Step 6
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Please name the parish(es) that this location is responsible
for serving.



Step 7
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You may choose the days and hours the facility is open by
checking the box next to the appropriate day and then
clicking the clock icon to enter the hours.



Step 8
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Please click on the Save Facility button. To add more
facilities for your agency, simply repeat steps 1-8.



Step 9
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When you have finished adding all of the available facilities,
please click the "Save and Next" option so that you can
proceed.
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CAP

Review/Submission



CAP Review/Submission
Overview

Page 104

Your CAP will conclude with the CAP Review and
Submission, the twelfth and final section. In this step,
you will examine the CAP checklist, any files you may
have uploaded, and any notes you may have included,
and then submit the CAP.



Step 1
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Review the files uploaded and the CAP checklist on the
right-hand side. Complete any sections marked in red
before submitting the CAP.

Note: eLogic/CAMP staff does not review for accuracy,
please refer to your agency’s specific contact for this
purpose. 



Step 2
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Check to see that your signature and the date have been
auto-populated in the CAP Submitted By section, and if
there are any further notes, go through them and add
them if necessary. Click the "Submit CAP" button once
all essential changes have been made to the document.



Step 3
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When you have finished reviewing the CAP and have
clicked the "Submit" button, a notification will appear
verifying that you want to submit it. To continue, please
click the confirm button. To return, select "Cancel" from
the menu. When you click the confirm button, the CAP
will be made permanent, and you will no longer be able
to make any further changes.


