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Introduction 
The University of Memphis custom Continuity & Recovery (BCDR) Management solution enables you 

to assess and prioritize business impact, create and manage BCDR plans, perform plan testing and 

attestation, and activate plans when adverse events occur. 

 

Solution Overview 
The University of Memphis Continuity & Recovery (BCDR) Management solution is configured to 

support the following processes: 

 

 

 

Each of these processes is covered in more detail throughout the guide below. 

 

This guide has updated information for the configurations done before April 27th, 2026.   

Access Overview 
This section provides a summary of the different roles that are used across the University of 

Memphis’s custom BCDR solution. 

BCDR Coordinator 
App Permissions – Create, Read, Update, & Delete to all apps in the custom BCDR solution. 

Additionally, includes Version History and Report Administrator capabilities. 

 

Administration Permissions – None 

 

Security Permissions – None 

 

NOTE: Role should be assigned to any individual who needs access to all content records related to the 

BCDR solution. 
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BCDR User 
App Permissions – Create, Read, and Update rights to apps related to assigned BCDR Plans, 

Departments, and Divisions. Can only update records where they are assigned or related to the 

BCDR Plan or Department. 

 

Administration Permissions – None 

 

Security Permissions – None 

 

NOTE: Plan Owners, Plan Leaders, Department Heads, Department Head Managers, Division Heads, and 

Secondary Division Heads should be assigned this role. 

Log In and Navigation 

Log In  
Login URL: https://memphis.onspring.com/ 

 

Log Out 

   

To log out, click on the avatar by your name and select Log Out. It is not necessary to log out before 

closing your browser window. 

Saving a Record 
You can see these buttons in the top right of your screen when you are inside of a record within 

Onspring.  

 

Click edit record when you want to make an update/change. When you are editing and interacting 

with records, it is important to save the record before leaving to a new page. 

  

https://memphis.onspring.com/


 

You can toggle through tabs without needing to save, but you will need to save your changes before 

canceling out or refreshing the page. Save Record will produce a save and keep you on the current 

page. Save & Close will produce a save and take you to your previous page. Cancel will not save your 

work and take you to the previous page. 

Navigation  
On the left-hand side of your screen, you will see a control panel. 

  

For this user guide you will be working out of either the BCDR Coordinator or BCDR User role. If you 

have other roles, you will be able to switch between them by clicking the drop-down carrot. Other 

roles will give you additional access and capabilities in the Onspring System.  

 

If you are feeling lost, help is not far away. Click the “?” in the bottom left corner to be taken to 

Onspring’s Help Center. If you want more information on how the Onspring system works. There are 

many helpful topics discussed such as FAQ’s and navigation videos. 

https://memphis.onspring.com/Help/Content/Home.htm 

  

 

Select Dashboards, BCDR, and your desired dashboard to navigate to other pages.  

 

https://memphis.onspring.com/Help/Content/Home.htm


Status Overview 
In each app we use status fields to help categorize each record. These status fields are used heavily 

to drive the reports and key metrics that are seen on your dashboard. We filter records in or out of 

reports and key metrics based on the status values.  

BCDR Plans Statuses  
The Overall Plan Status field can be found at the top of a BCDR Plan record in the Continuity and 

Recovery Plan Profile floating section. It is a formulated field, meaning other fields in the BCDR Plan 

record drive what value this field will return. The values below are listed:  

 

Draft – A new BCDR Plan has been created but pending submission. The Submission Status field has 

a value of ‘In Process’. 

 

 

Review in Process – The BCDR Plan is currently in the review workflow.  

 

 

Compliant – The BCDR Plan has been submitted and is currently active. The record is not in 

Onspring workflow. 

 

 

Awaiting Test – The BCDR Plan has not been tested, testing required, or testing in process. 

 

 

Retired – The BCDR Plan is retired. The Retire Plan field has a value of ‘Retire Plan’. 

 

BCDR Test Scenario Statuses  
The Overall Test Scenario Status field can be found in the Test Information section. It is a formulated 

field, meaning other fields in the BCDR Test Scenario record drive what value this field will return. 

The values below are listed:  

 

No Tests Performed –Test Scenario record has been created but there are no test results. 

 

 

Test In Process – An associated Test Result record is currently being tested. 



 

 

Due for Test – Test Scenario has an associated Test Result with a Next Test Date before today’s date. 

 

 

Current – Test Scenario is current. Nothing is needed in relation to the associated Test Result 

records. 

BCDR Plan Activation Statuses 
The Overall Status field can be found at the top of a BCDR Plan Activation record in the Activation 

Details section. It is a formulated field, meaning other fields in the BCDR Plan Activation record drive 

what the value that this field will return. The values below are listed:  

 

Not Activated – The BCDR Plan Activation has been created but the Activation Type and Activation 

Details have not been provided. BCDR Tasks will be automatically created on save. 

 

 

In Process – The BCDR Plan Activation record has activated tasks that have still not been completed 

by the associated primary owners. 

 

 

Awaiting Post Plan Review – All associated BCDR Activated Tasks have been marked as completed. 

Pending the Reviewer to complete the Plan Completion Result field. 

 

 

Complete – All tasks have been completed and the Plan Completion Result field has filled out by the 

Reviewer.  



BCDR Landing Page Dashboard   
The BCDR Landing Page dashboard gives BCDR users a place to view records associated to them 

such as Departments, Divisions, BCDR Plans, Test Scenarios, Attestations, Tasks, and Action Items. 

Additionally, users have quick links at the top to additional information and ability to navigate to 

other dashboards. Users can quickly activate a BCDR Plan from this dashboard.  

 

BCDR Global View Dashboard   
The BCDR Global View dashboard allows BCDR users to see high level reports in relation to the UofM 

BCDR program. There are different reports for Departments, BCDR Plans, Critical Functions, Test 

Scenarios, and Tasks. 



 

BCDR Management Dashboard   
The BCDR Management dashboard allows BCDR users a view to see BCDR Plans by Overall Status, 

Test Status, and Workflow Step. Additionally, you are able to see different Activations, Tasks by 

Owner, and Test Scenarios by Status. You are also able to quickly add new content for BCDR Plans, 

Tests, Plan Activations, Action Items, and Teams. 

 



Department Attestations Dashboard 
The Department Attestations dashboard allows BCDR Coordinators a way to track attestations for 

the different departments.  

 

Business Hierarchy Dashboard 
The Business Hierarchy Dashboard gives a snapshot of the different applications making up the 

UofM business hierarchy such as Companies, Divisions, Departments, Vendors, and Contacts. 

 



Creating a BCDR Plan 

Click ‘Create a New Plan’ Button 
This button will be displayed on the BCDR Management dashboard for BCDR Coordinators. It will 

take you to a new BCDR Plan content record where you can start adding information.  

 

 

Saving Initial BCDR Plan Record 
As a BCDR Coordinator or System Administrator you will be tasked with creating new plans as 

needed. To save the record, you will need to fill out all required fields on the Overview tab, 

indicated by the vertical red line to the left of each field. These fields include Plan Owner, Plan 

Reviewer, Department, and Division. 

  

 

Once all required information has been entered, click ‘Save Record’ in the top right of the record. 

 

 

 

 

 



Complete the Overview Tab 
On the Overview tab, fill out all the fields in both the General Information and Team Assignment 

sections. The Department Head, Department Head Manager, Division Head, and Division Head 

Manager fields automatically populate from users related to the associated Department and 

Division records. 

 

You can create a BCDR Team Assignment record by clicking the “+” sign.  

  

 

Fill out the required fields and click Save in the bottom right of the screen.  

 

 

Complete the Critical Functions Tab 
On the Critical Functions tab, you will need to create records for any related critical functions to the 

BCDR plan. 

 



 

You can create a Critical Function record by clicking the “+” sign.  

 

  

Fill out the required fields and click Save in the bottom right of the screen.  

 

Add as many Critical Function records as needed for your BCDR Plan.  

Complete the Information Technology Tab 
On the Information Technology tab, you will need to create records for applications that are 

relevant to the department’s BCDR plan.  

 

You can create a Department Applications record by clicking the “+” sign.  
 



 

  

Fill out the fields and click Save in the bottom right of the screen.  

 

Add as many Department Application records as needed for your BCDR Plan. Additionally, you can 

add any relevant documentation into the Department Application Documentation field at the 

bottom of the tab. 

Complete the Faculty Preparedness Tab 
On the Faculty Preparedness tab, you will answer four questions in the four text boxes provided.  

 



 

 

Complete the Key Resources Tab 
On the Key Resources tab, fill out all the fields in the Staff Basics, Teams, Equipment and Supplies, 

and Facilities and Transportation sections.  

 

 

  

You can create an Equipment & Supplies record by clicking the “+” sign.  



 

 

Fill out the fields and click Save in the bottom right of the screen.  

 

Add as many Equipment and Supplies records as needed for your BCDR Plan.  

Complete the Documentation Tab 
On the Documentation tab, provide any supporting documentation in the Document Repository 

or Attachments tabs. Documents can be uploaded to the Document Repository by clicking the “+” 

sign. 

 



 

 

Fill out the fields and click Save in the bottom right of the screen.  

  

 

Additionally, the Department Plan documents that are generated will be automatically added to the 

BCDR Plan Documents field. 

 

Submitting Initial Plan 
On the Submission and Review tab, update the Submission Status from In Process to Submitted. 

Save the Record. Note this will automatically update the Submission Date field to the current date 

and set the Overall Plan Status to Awaiting Test. 

 

 



 

Reviewing a BCDR Plan 

Submitting a BCDR Plan into Review Workflow (Manually) 
BCDR Coordinators and System Administrators can manually submit BCDR Plan records into the 

review workflow.  

 

 

Select Submit For Review Workflow in the Plan Review section and save record in the top right. 

The Overall Plan Status will be updated to Review in Process. 

 

Optionally, comments can be left to the Plan Owner for initial review by clicking ‘Add Enrollment 

Comments’ at this point. Click Save to begin the BCDR Plan review. 

 

BCDR Plan Review Overview 
BCDR Plan records that are enrolled into workflow have two steps they can be routed based off the 

approval and rejection. All enrolled records start with the Plan Owner step. Once approved, from the 

Plan Owner, the record moves to the Plan Reviewer step. The Plan Reviewer can either approve to 

Finish or reject back to the Plan Owner step. If rejected, the Plan Owner would then resubmit it back 

to the Plan Reviewer. See the workflow diagram below: 

 

 



Completing Plan Owner Review 
Plan Owner is the first step in the BCDR Plan review process. The user listed in the Plan Owner 

field in the Continuity and Recovery Plan Profile floating section at the top of the record will have 

access to update the majority of the BCDR Plan.  

 

 

Review the Overview, Critical Functions, Information Technology, Faculty Preparedness, Key 

Resources, Documentation, Action Items, Testing, and Tasks and Activation tabs. 

 

After the Plan Owner has finished his/her review, Save the Record and hit ‘Approve’ in the top to 

send to Plan Reviewer for review. 

 

 

Optionally, add a comment in the pop-up window and click Submit to complete this step. 

 

 



Completing Plan Reviewer Review 
Plan Reviewer is the second step in the BCDR Plan review process. The user(s) listed in the Plan 

Reviewer field in the Continuity and Recovery Plan Profile floating section at the top of the 

record will have access to update the majority of the BCDR Plan.  

 

 

Review the Overview, Critical Functions, Information Technology, Faculty Preparedness, Key 

Resources, Documentation, Action Items, Testing, and Tasks and Activation tabs. 

 

To send the BCDR Plan back to the Plan Owner for additional work, Click ‘Reject’ to notify the Plan 

Owner and grant them access to edit the BCDR Plan record. 

 

 

Add a comment in the pop-up window and click Submit to complete this step. 

 

Click ‘Approve’ to finish the BCDR Plan review.  

 

 



Optionally, add a comment in the pop-up window and click Submit to complete this step. 

 

 

Review Workflow History 
Navigate to the Workflow History tab. In the History Information section you can see all prior 

information related to workflow approvals, rejections, and comments. 

 

 

Generate a BCDR Plan Document 
Click the action menu in the top right of the BCDR Plan record. Click Generate Document. 

  

 

Fill out the fields for the Generate Dynamic Document pop up. 

 



 

If you selected the Save to an attachment field option, after 10-15 seconds refresh your browser for 

the new dynamic document to appear in the BCDR Plan Documents attachment field on the 

Documentation tab. Review the word document.  

Activating BCDR Plans 

Create Local BCDR Tasks 
Within a BCDR Plan record, navigate to the Tasks and Activation tab. You can create tasks for the 

plan by clicking the “+” sign. These tasks will be used during the activation of a BCDR plan. 

 

 

 

 

 

 

 

 

 

 

 



Fill out the fields and click Save in the bottom right of the screen.  

 

Activate a Plan 
This button will be displayed on the BCDR Landing Page and BCDR Management dashboards.  

 

It will take you to a new BCDR Plan Activation Activities content record where you will need to 

select the applicable BCDR Plan prior to saving the record. 

 

 

After the record has been saved, local BCDR tasks will automatically be created in the Activated 

BCDR Tasks field.  

 



 

 

Complete Activated BCDR Tasks 
The Primary Owner will be notified by email of his/her Activated BCDR Task. The email will include 

task details and targeted completion date/time. Clicking the link in the email will direct the Onspring 

user to the record. 

 

 

Under Task Execution, update the Status to Completed or Not Performed and provide any 

Execution Details. Both Closure Date and Completion Time Compliance fields update 

automatically. Select Save Record in the top right.  

 

 

 



Perform Post Plan Review 
As a Plan Owner and Plan Reviewer, you will be able to track the Activation Tasks within the Plan 

Activation record. Once all activated tasks have been completed, the Plan Owner and Plan 

Reviewer will be able to review the activation activities. 

 

 

Navigate to the Post Plan Review tab. Fill out the Reviewer, Plan Completion Result, and 

Recommendation fields. The Post Plan Review Date field will automatically populate with the 

current date. Save the record in the top right. 

 

Testing BCDR Plans 

Create BCDR Testing Scenarios 
Within a BCDR Plan record, navigate to the Testing tab. You can create testing scenarios for the plan 

by clicking the “+” sign.  

 



 

 

Fill out Title, Test Type, Test Frequency, Test Requirements, and Test Plan Owner required 

fields. Save the record in the bottom right. The Test Plan Owner will be notified via email. 

 

Create BCDR Test Results 
Within a BCDR Test Scenario record, navigate to the Test Information section. You can create test 

results for the testing scenario by clicking the “+” sign.  

 

 

Complete the fields in the Test Result Information section. Update the Test Result and save the 

record in the bottom right. 

 

 



 

BCDR Plan Retirement 

Retire a Plan 
Navigate to the Retire Plan tab. Select Retire Plan. Save record in the top right. Note the Overall 

Plan Status is now Retired. 

 

Managing Business Hierarchy 

Create a Division 
This button will be displayed on the Business Hierarchy dashboard for BCDR Coordinators and 

System Administrators. It will take you to a new Division content record where you can start adding 

information.  

 



 

 

Saving Initial Division Record 
To save the record, you will need to fill out all required fields on the Division Profile tab, indicated 

by the vertical red line to the left of each field. These fields include Name, Institution, and Status. 

  

 

Once all required information has been entered, click ‘Save Record’ in the top right of the record. 

 

 

Create a Department 
This button will be displayed on the Business Hierarchy dashboard for BCDR Coordinators and 

System Administrators. It will take you to a new Department content record where you can start 

adding information.  

 

 

Saving Initial Department Record 
To save the record, you will need to fill out all required fields on the Department Profile tab, 

indicated by the vertical red line to the left of each field. These fields include Division and Status.  

 



  

 

Additionally, you will need to enter the Department Name in the Name – ADMIN field on the About 

tab. This is to prevent any users from editing the Department Name once created. 

 

 

Once all required information has been entered, click ‘Save Record’ in the top right of the record. 

 

 

Complete the Details Tab 
On the Details tab, fill out the Department Head, Department Head Manager, Institution, and 

Description fields. Additionally, indicate related Departments in the Department Hierarchy 

section. 

 



  

 

Complete the Contacts Tab 
On the Contacts tab, you will need to select users in both the Department Contacts and Institution 

Contacts fields. 

 

 

 Additionally, you can select existing Companies or create a Companies record by clicking the “+” 

sign. 

 

  

 



Fill out the required fields and click Save in the bottom right of the screen.  

 

Add as many Companies records as needed for your Department.  

Complete the Personnel & Buildings Tab 
On the Personnel & Buildings tab, you will need to fill out both the Personnel Count and Buildings 

sections.  

 

You can create a Buildings record by clicking the “+” sign.  

 

 

Fill out the required fields and click Save in the bottom right of the screen.  

 



 

Add as many Buildings records as needed for your Department.  

 

Complete the BCDR Tab 
On the BCDR tab, update users in the BCDR Plan Owner or BCDR Plan Reviewer fields to 

automatically update the users at the related plan for the department. Note only System 

Administrators and BCDR Coordinators will be able to assign BCDR Plans to a Department.  

 

 

 

Complete the Attestation Reviews Tab 
On the Attestation Reviews tab, System Administrators and BCDR Coordinators will be able to set 

an Attestation Frequency and create Department Attestations to be sent to the Department 

Head. Additionally, the OVERRIDE – Next Attestation Date field can be used to change the value in 

the Next Attestation Date field, which the trigger to automatically create a new attestation is based 

off. 

 

You can create a Department Attestations record by clicking the “+” sign.  



 

 

Department Heads will be sent an email of the Department Attestation record assigned to them. 

Update the Attestation Status to Attestation Complete and click save record to complete the 

assignment. 

 

 

 


