
Action Plan for the year 2024 
Create the new Action Plan 

 

INSTRUCTIONS FOR DEANS/DIRECTORS/DIVISION HEADS 

Login to the system via: https://actionplan.pdn.ac.lk/ and click get started.  

The Admin will create an account and email the log in details of the Account.  

 

 

 

 

 

 

 

 

 

Type your email and the password that you received through the email.  

When you log in, the home page screen will display various functions as related to the creation of 

the new Action Plan for 2024. 

 

 

 

 

 

 

 

 

 

 

 

 

Running Activities of 

the system 

Dean Activities 

https://actionplan.pdn.ac.lk/


1. CHANGE PASSWORD 

You can use the Change Password option on your Home Page to change the password.  

 

 

 

 

 

 

 

 

 

 

 

Type temporary password received via email and new password can keep in your mind and then 

click change.  

 

2. ADD DEPARTMENT/UNIT/CENTER 

Add new Departments/ Units/ Centers/ Divisions/ Committees and other relevant units to your 

faculty.  

 

Type Department/ Unit/ Center/ Division/ Committee name and click add. 

Already added Departments/ Units/ Centers/ Divisions/ Committees will show at the bottom.  

 

You can delete Departments/ Units/ Centers/ Divisions/ Committees by click remove in front of the 

name.  

3. ADD USERS 

• It will show the Faculty/Center/Unit/Division Name that you belong to and you can select 

Department/Center/Unit/Committee Name at the drop down list. List will show the 

departments/units/centers/committees that you added earlier. 

• Then select Access Level. There is two level of the system.  

Temporary password 

received via email 

New password and 

confirm it 



a) Dean and Directors- to provide full authority to add/edit/remove and copy activities 

provided by to final action plan.  

b) Heads- you can nominate department heads, committee chairpersons etc to add 

activities to action plan but dean should approve those activities. 

• Type Designation of user. (eg: Chairmen of the Faculty Research Committee)   

• Insert the email address. Please make sure that the spellings of the email address is correct. 

The system will auto generate log in information for this user and email the log in details to 

the email address that you provide. 

• Click Add Button.  

 

 

 

 

 

 

 

 

4. INSERT 

Dean/Director or Division head, you can add new actions to the Action Plan of 2024 by clicking on 

the link to insert on the Home page.  Dean can add activities to a Department/ Unit/ Center/ 

Division/ Committee or as Dean’s Office.  

 



• Left hand corner of the page indicates the Goals of the Action plan. If you click on each goal, 

it will display a tab down list of the objectives and subsequently the Strategic Actions of the 

Action plan. First select the Goal, Objective and the Strategic Action that you going to insert. 

Selected ones will highlighted. Also at the right hand corner will show as bellow. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• In that please select the year of the activity should goes and the Department/ Unit/ Center/ 

Division/ Committee that the main responsibility goes.  

• After select year, Department/ Unit/ Center/ Division/ Committee, Goal objective and 

Strategic Action will show the rest of the details needed.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Then type the description and add the other details such as the duration, the KPI, who the 

Coordinating Responsibility goes to.  

• Then add estimated Cost and Source of Funding. When select source of funding select  

o GOSL- for government fund 

o Earned Fund- for own fund 

o Or other- description of the other funding source can typeat the right side of the 

source of funding.  

• Please include only one activity here. And click Insert Recode.  



• Then it will show Activity has been successfully inserted and you can select year and 

Department/ Unit/ Center/ Division/ Committee and add more activities to the same Goal, 

objective and the Strategic Action or can change Goal, objective and the Strategic Action 

through the left side list.  

Note: This activity is goes to the relevant Department/ Unit/ Center/ Division/ Committee that you 

have selected. If you select as Dean’s office it will include to the final Action Plan and for any other 

Department/ Unit/ Center/ Division/ Committee should use COPY FROM HEADS button at the 

home page  to copy to the final Action Plan.  

5. COPY FROM HEADS 

In the link to Copy from Heads you can accept, reject or edit activities that your assigned users (for 

Department/ Unit/ Center/ Division/ Committee) have added and the activities that you have 

inserted to any other Department/ Unit/ Center/ Division/ Committee other than Dean’s office.  

 

 

 

 

 

 

 

 

 

 

• Goal, Objective and Strategic Action on the left hand panel will see the activities that 

Department/ Unit/ Center/ Division/ Committee have. Select Goal, Objective and Strategic 

Action in order.  

 

 

 

 

 

 

 

• Then select the year on the right hand side panel. 



• Then will show all the activities added by you or users assigned by you to the Goal, Objective 

and Strategic Action that you have selected. Also the final Action Plan activities under that 

Goal, Objective and Strategic Action as Master sheet Action.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• As the Dean, Director or other authority, you can directly accept an Activity from the 

Department’s activities to the Master Sheet, customize an Activity and accept it to the 

Master Sheet or copy the Activity to the Master Sheet. 

o If you are select Accept it will directly copy.  

o If you are select Edit and Accept it will goes to edit that activity and copy it Final 

Action Plan. 

o At the Master Sheet Action copied activities can remove from the Final Action Plan.  

 

6. UPDATE ACTION PLAN 

You will be able to see entire action plan in a grid view and same place you can edit and update or 

remove.  

• First select the year and click Get Action Plan. 

• It will show the Final Action Plan. You can edit one activity at once and click update on the 

right-side.  



• Click remove button to remove activity.  

 

 

 

 

 

 

7. SHOW ACTION PLAN 

You can see the complete Action Plan that you have created and download it from here.  

• First select the year 

 

 

 

 

 

 

 

 

• Once you are completely confident that you have no more Activities to create any other 

changes to be made to the Action Plan, you can click the Blue button that says Action Plan 

on the right side at the top of the Action Plan. This will notify the Admins that the Plan is 

complete. 

 

 

 

 

8. SHORT SUMMARY 

• First select the year 

 

It will show the count of the activities of the Final Action Plan, by separating Goal and the 

Department/ Unit/ Center/ Division/ Committee wise.  

 



INSTRUCTIONS FOR HEADS OF THE DEPARTMENTS/COMMITTEE 

CHAIRPERSONS/ANY OTHER PERSONS NOMINATED BY THE DEANS/ 

DIRECTORS AND DIVISION HEADS 

If you are a Department Head, Division Head, Chairperson of a Committee, you may have been added 

as a user to the Action Plan and Progress monitoring system of the University of Peradeniya by the 

Dean. If so, you will receive your account log in information via email. 

When you log in, the home page screen will display various functions as related to the creation of 

the new Action Plan for 2024. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. INSERT 

As an added user, you can add new actions to the Action Plan of 2024 by clicking on the link to insert 

on the Home page.  

Running Activities of 

the system 

Dean Activities 



 

• Left hand corner of the page indicates the Goals of the Action plan. If you click on each goal, 

it will display a tab down list of the objectives and subsequently the Strategic Actions of the 

Action plan. First select the Goal, Objective and the Strategic Action that you going to insert. 

Selected ones will highlighted. Also at the right hand corner will show as bellow. 

 

 

 

 

 

 

 

 

 

 

 

 

 

• The fields of Faculty Name and Department, Center or Committee will already be filled out 

according to your position as a user.   

• In that please select the year of the activity should goes  

• After select year, Department/ Unit/ Center/ Division/ Committee, Goal objective and 

Strategic Action will show the rest of the details needed.  

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Then type the description and add the other details such as the duration, the KPI, who the 

Coordinating Responsibility goes to.  

• Then add estimated Cost and Source of Funding. When select source of funding select  

o GOSL- for government fund 

o Earned Fund- for own fund 

o Or other- description of the other funding source can typeat the right side of the 

source of funding.  

• Please include only one activity here. And click Insert Recode.  

• Then it will show Activity has been successfully inserted and you can select year and 

Department/ Unit/ Center/ Division/ Committee and add more activities to the same Goal, 

objective and the Strategic Action or can change Goal, objective and the Strategic Action 

through the left side list.  

 

2. UPDATE ACTION PLAN 

You will be able to see entire action plan in a grid view and same place you can edit and update or 

remove.  

• First select the year and click Get Action Plan. 

• It will show the Final Action Plan. You can edit one activity at once and click update on the 

right-side.  

• Click remove button to remove activity.  

 

 

 

 

 

 

3. SHOW ACTION PLAN INSERTED 



You can see the Action Plan with the activities you have inserted.  

• First select the year 

 

 

 

 

 

 

 

 

4. SHOW ACTION PLAN FINAL 

The Activities you insert to the Action Plan will be accepted, rejected or Accepted with modifications 

by the Dean, Director or Head of Division. This will show fully updated Action Plan as finalized by the 

Dean, Director or Head of Division for the selected year 

• First select the year 

 

 

 

 

 

 

 

 

 

5. SHORT SUMMARY 

• First select the year 

 

It will show the count of the activities of the Final Action Plan in Goal wise.  

 


