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This guide provides a general overview on how to run ACP reports.

In this guide:

e Available reports Page 3

e ‘Stages of ACP’ report Pages 4,5,6, 7,8
* All other reports Pages 9, 10, 11, 12
» Exporting the ACP report to Excel Page 13 & 14
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Available reports

As a supervisor you have access to a variety of reports that can assist you in managing the ACP process for your team. There are six different
reports to choose from and the report you select depend on the information you require. Below is a description on each of the available

reports.

iLearn

€ Back to Dashboard

Reports

This report extracts the details for all ACPs in awork
unit, for plans started during the selected date span.

To run this report go to page 4.

Overdue Plans

This report displays any plans in a work unit where the
closing review conversation is overdue.

To run this report go to page 9.

Team Members with No ACP

This report displays any team members who do not
have an ACP recorded.

To run this report go to page 9.

ACP reporting

ACP Reporting Structure

This report displays the supervisors and the names of
their current team members within a work unit.

To run this report go to page 9.

Team Members with No Supervisor

This report displays any team members who do not
have an ACP supervisor set up in ACP online.

To run this report go to page 9.

ACPs with No Development Objectives

This report displays team members who have an ACP
but have not yet recorded their development.

To run this report go to page 9.
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‘Stages of ACP’ report
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Welcome

This is the department's new LMS replacing Learning Station

Click on the link to learn more about iLeam Support.
System Updates

ACP Online has been updated

Online by clicking on the "My ACP" tab at the top of this page.

Regional Training Calendar

Far North Queensland . North Coast
l Brisbane
T
I South East |

Brishane CBD

North Queensland |

Central Queensland

South West

Home My Leaming My Leaming Transcript

! ACP Supervisor

Browse Leaming My ACP Discussion Forums Regional Training Calendar

Welcome to iLearn, the Department of Communities, Child Safety and Disability Services' Learning Management System

The support for the LMS has also been updated. LeamningStation_help will no longer be active. To access support for iLeam, simply go to the submit a request
link on the top right hand menu. you will be directed to a new service desk system called iLearn Support.

Changes have been made to ACP Online to make it simpler to use. You will now record less information and have less screens to complete. Access ACP

The Regional Training Calendar is a function in iLeamn that will help you
find courses that you may wish to attend

There is a calendar for each region and for Brisbane CBD so that you can
search for sessions that are being held in a location closest to you. You
will also be able to enrol for the sessions direct from the calendar.

All Regicns

Brisbane Region excl CBD
Bnsbane CBD

Central QLD

Far Nerth QLD

North Coast

North QLD

South East

South West
Webinar/Online Event

Community Recovery

The Community Recovery on line training program has been
developed for approved members of the Community Recovery Ready
Reserve (CRRR)

View more details here

Disability Services Reform

In May 2013, the Queensland Government signed a Heads of
Agreement with the Australian Government for full implementation of
the National Disability Insurance Scheme (NDIS). Under the NDIS,
separate state-based schemes will change to a national scheme. It is
estimated that the number of people receiving disability support in
Queensland will increase significantly by 2019,

View more details here

REACH

REACH symbolises a new era of innovative learning for the
department. As a leaming system rather than a linear or programmed
approach, REACH is adaptable and flexible fo your needs. REACH
Web includes 5 schools of thoughts that have a range of categories for
you to select from

View more details here

To ‘run areport’ click ‘My ACP’ from the

iLearn home page.

iLearn
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Achievement & Capability Planning

Welcome to ACP Online. ACP Online is a tool to record Achievement and Capability conversations.

What do | do? If this is your first time in setting up an Achievement and Capability Plan (ACP) for yourself or your team, it is
recommended you view the ACP resources located at the bottom of the screen,

My ACP My Team

my past plans

Usetul lInks & tools

Resources

Under the ‘My Team’ section, click ‘run a
report’.

i TPs |

If you are unable to see the ‘My Team’
section contact the iLearn support team
to set-up your access.

From the header, hover the mouse over
the ‘=" icon and select ‘iLearn Support’
from the menu. You can submit the
request using the ‘Submit Support Ticket’
link located on the left hand side of the

screen.
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£ Back to Dashboard

Reports

T Click ‘Stages of ACP’ to access the
FoTETG SHTLLEL ACP report.
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2 Queensland e T Select the required ‘Work unit’ from the
Government | ILeaI'I'I ! ACP Supendser . = dropdown.

5
Home My Leaming My Learming Transcnpt Browse Leaming My ACP Discussion Forums Regional Traning Calendar .
Select :

‘Yes’ to retrieve all open plans (i.e. ‘In
€ Back to Reports Progress’, ‘Review Due’, ‘Review
Overdue’ excluding ‘Plan Complete’;
and

‘No’ to retrieve all plans started during
Stages Of ACP the period (i.e. ‘In Progress’, ‘Review

Due’, ‘Review Overdue’ , including ‘Plan

This report extracts the details for all ACPs in a work unit, for plans started during the selected date span Complete’)
Work Unit: [DCCSDS] 01.10 Region - South East E | Itis recommended you leave the default

option as ‘Exclude completed plans -
Yes'. This will remove all plans that have
been closed from the report.

Exclude completed plans: n

Yes E

Plan started after:

Select the date span from the calendar
n pop-up by clicking in the date boxes.

Date Span: Leave the ‘Plan started after’

date blank to retrieve all plans that are ‘In
Plan started before: Progress’.

04/05/2015

n Click ‘Run Report’.
Run Report

Report Running
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I Lea rn ACP reporting Page 7

Queensland
Govermnment



Queensland
Government

iLearn

Home My Leamning My Leamning Transcript

o Back to Feports

Browse Learning

Stages of ACP

[DOCS05] 01,10 Region - South Bast =

Exclude pompleted plans

MNa |=

Flan ntarted after

Flas. ALarlemd Eniion's

My ACP Discussion Forums

ACP Supervisor

Regional Training Calendar

¥ Micromaft Excel Viersion
DCCSDS] 01.10 Region - South East work
- 14/09/2015 date rangs

5 5
15 chart by amCharts
&D3 <
300 -
200 -
jo0 4 ) i
In Progress: 71
| meview Due: 7 |
o '
] £
o [
-c‘t{} {‘.._4' o
Tl g *_.,u
o
Team Member  Email Work Unit Supervisor
ACP Learmner acp learner@®. gld.gov.au  Finandal Management ACP Supennisor
Basic User basic.user@.gld.gov.auy  Financial Management Mary Supervisor
Budget Performance &
}o Soap Jo.soap@.qld.gov.au Reporting lo Supervisor

L 11

Duration  Start Dale

Stage

In Progress 12 months 11/03,/2015

Plan Complete 12 months 10032014

Mid Point Revigw Ovardue 12 months 17/04/2004

Mid Point Date Close Date o Picied
Date
11/03/2015 10/03/2016

10/05,/2014 10/03,/2015 10/03/2015

17/10/2004 17/04/2015

W »

The report results display on screen.

Interpreting the Stages:

In Progress —refers to all plans that
are in progress within your specified
date span.

Mid Point Review Due / Closing
Review Due — refers to all plans that
have a midpoint or closing review
coming up within the next two weeks
from the date the report is generated.

Mid Point Review Overdue — all plans
with midpoint reviews outstanding.

Closing Review Overdue — all plans
with closing reviews outstanding.

Note: If both the Midpoint Review and
the Closing Review is outstanding, the
report will return that a Mid Point
Review is overdue (this should be the
earlier of the two dates).

Plan Complete — all plans with Mid
Point and Closing Reviews signed off.

To export the report to Microsoft
Excel, follow steps 1to 6 on page 13-
14.
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All other reports

Queensland [
[ Government |Learn

Welcome

Welcome to iLearn, the Department of Communities, Child Safety and Disability Services' Learning Management System
This is the department's new LMS replacing Learning Station

The support for the LMS has also been updated. LeamningStation_help will no longer be active. To access support for iLeam, simply go to the submit a request
link on the top right hand menu. you will be directed to a new service desk system called iLearn Support.

Click on the link to learn more about iLeam Support.
System Updates

ACP Online has been updated
Changes have been made to ACP Online to make it simpler to use. You will now record less information and have less screens to complete. Access ACP
Online by clicking on the "My ACP" tab at the top of this page.

Regional Training Calendar

The Regional Training Calendar is a function in iLeamn that will help you
find courses that you may wish to attend

There is a calendar for each region and for Brisbane CBD so that you can
search for sessions that are being held in a location closest to you. You
. Nerth Coast will also be able to enrol for the sessions direct from the calendar.

' All Regicns
B'fsaar‘e Brisbane Region excl CBD
ﬂ- . Brishane CBD
ROUSEE] Central QLD
Far Nerth QLD
North Coast
North QLD
South East
South West
Webinar/Online Event

Far North Queensland

Brishane CBD

North Queensland |

Central Queensland

South West

! ACP Supervisor

Home My Leaming My Leaming Transcript Browse Leaming My ACP Discussion Forums Regional Training Calendar

Community Recovery

The Community Recovery on line training program has been
developed for approved members of the Community Recovery Ready
Reserve (CRRR)

View more details here

Disability Services Reform

In May 2013, the Queensland Government signed a Heads of
Agreement with the Australian Government for full implementation of
the National Disability Insurance Scheme (NDIS). Under the NDIS,
separate state-based schemes will change to a national scheme. It is
estimated that the number of people receiving disability support in
Queensland will increase significantly by 2019,

View more details here

REACH

REACH symbolises a new era of innovative learning for the
department. As a leaming system rather than a linear or programmed
approach, REACH is adaptable and flexible fo your needs. REACH
Web includes 5 schools of thoughts that have a range of categories for
you to select from

View more details here

To ‘run areport’ click ‘My ACP’ from the

iLearn home page.
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Achievement & Capability Planning

Welcome to ACP Online. ACP Online is a tool to record Achievement and Capability conversations.

What do | do? If this is your first time in setting up an Achievement and Capability Plan (ACP) for yourself or your team, it is
recommended you view the ACP resources located at the bottom of the screen,

My ACP My Team

my past plans

Usetul lInks & tools

Resources

Under the ‘My Team’ section, click ‘run a
report’.

i TPs |

If you are unable to see the ‘My Team’
section contact the iLearn support team
to set-up your access.

From the header, hover the mouse over
the ‘=" icon and select ‘iLearn Support’
from the menu. You can submit the
request using the ‘Submit Support Ticket’
link located on the left hand side of the

screen.

iLea rn ACP reporting
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iLearn

Home My Learning My Leamning Transcript Browse Leaming

My ACP

£ Back to Dashboard

Reports

Discussicn Forums

Regional Training Calendar

Click on the report of your choice to
access the ACP report.

gk
i% Queensland
T Government

‘iLearn

Home My Learming My Learning Transcrpt Browse Leaming

My ACP

4 Back to Reports

ACP Reporting Structure

This report displays the supervisor/team member ACP reporting structure for 3 work wnit

Dis

cussion Forums

Work Unit:

[DCCSDS] 01.01 Corporate and Executive 'S-a--'-.-l:::?a"_i

Run Report F

E ACP Superisor =

Regional Training Calendar

Report Running

iLearn

ACP reporting

Select the required ‘Work unit’ from the
dropdown.

Click ‘Run Report’.

Indicates that your report is running.
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\iLearn

My Leaming My Leaming Transcript

£ Back to Reports

ACP Reporting Structure

This report displays the supervisorfteam member ACP reporting structure fios
Waork Unit:

[DCCSDS] 01.01 Corporate an

Run Report

#32 Microsoft Excel Version

Browse Learning My ACP

r @ work wnit

d Executive Sendoes ||

Discussion Forums

! ACP Supervisor

Regional Training Calendar

n »

IH

DCCSDS] 01.01 Corporate and Executive Services work unit

821 users found

Team Member Ermail Supervisor Supervisor Email

iLearn Trainer  irainer@gld fov.au  ACE

Supervisorn

asupervison@gld, gov.au

ACP Learner alearmer@gld vov.au ACP

Manager

amanager@qld.gov.au

Organisation O Limit

Whork Unit -
Level 2

Communities, Child 01.01 Corporate and Financial

Safety and Dizability Executive Services
Services

Services

Communities, Child 0101 Corporate and Information

Safety and Dizability Exefutive Services
Services

Services

Work Unit - Work Linit -
Level 3 Level 4
Fundmg and Fund|513
Procurement Operations
Services

Infarmation
Management &
Security

Lolution Delivery

The report results display on
screen.

iLearn

ACP reporting

To export the report to
Microsoft Excel, follow steps
1to 6 on page 13-14.
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Exporting the ACP report to Excel
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v Queensland
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iLearn

Home My Learning My Learning Transcrpt Browse Learning

& Back to Reports

ACP Reporting Structure

This report displays the supervisorteam member ACP reporting structure for a work unit

Work: Uit

Ruin Repaort

£32 Microsoft Excel Version F

My ACP Discussion Forums

DCCSDS] 01.01 Corporate and Executive Services work unit

821 users found

Toam Membed Fimall Supervisor supervivos Emadl Organisation

iLgam Trabner  Araimer@qld gov.au  ACE awperviton@qld gow.au  Communities, Child

U riOr Lalety and Disability

Sennoes
ACP Liarnar algamer@qldvov.au ACE amanager @qld gov.au Communnities, Child
MAnager Lalety and Disability

Servies

Work Linit -

it
b o Larwed 2

01.0]1 Corporate and Financial
Exestutios Sorvices  Services

01.01 Corporate and Information
Exsstutive Services  Serviced

Work Uit - Wotl Linit -
Lewel ¥ Level 4

Fundang and Funding
Produnemaent Operations
Lervices
Imformation Loluticn Delivery
Management &
Seturity

Regional Training Calendar

Click ‘Microsoft Excel Version’ to
export the report to Microsoft
Excel.

iLearn

ACP reporting
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rWi"d"WSI"tE"‘EtE‘p'D'er M1 K rI Microsoft Excel ui_ E Eﬂ:k ‘Open’ to open the file

What do you want to do with

ACP_Report_Stages_20150821_024818.xls? [orm] . .
The file you are trying to open,
(TP | Size:16.2 KB '"ACP_Report_Stages 20150821 _024818 xls', is in a different format than
Type: Microsoft Excel 2003 specified by the file extension. Verify that the file is not corrupted and is
From: capability.veracity.com.au ted from a trusted source before cpening the file, Do you want to open the
file now?
< Open
Ve The file won't be saved automatically. ted
2 Save If you get a warning screen advising
s that the file is in a different format, just
ave as . . .
click ‘Yes’ to continue and open the file.
!
Run Report |

IF .
EHD- -8l ACP_Report_NoDev_20150827 021817 [Read-Only] - Microsoft Excel == The Report should now appear in
“Home Insert Page Layout Formulag at & o = e 22 Mlcrosoft Excel

Th L Ry & = a \ = * @: :»rl @rl :. #Z Show Deta
md G B B O | BE B B= #& W W g4
From From From From Other Existing Refresh il Sort Filter f ) Textto  Remove Data Consolidate  What-If Group Ungroup Subtotal -
Access Web  Text Sources~  Connections All= =2 Edit Links # Advanced | Columns Duplicates Validation + Analysis ~ - -
Get External Data Connections Sort & Filter Data Tools Outline El il )
E11 - S« | Communities, Child Safety and Disability Services YOU can apply a S|mp|e AU'[O f||ter to the

header row by selecting Row 1 and
clicking ‘Data’ and then ‘Filter’.

B = D E F G H |

[ ] » ] 4

. . . . . ; ‘Work Unit - ) ‘Work Unit -
Email Supervisor Supervisor Email Organisation Org Unit Work Unit - Level 3
Level 2 Level 4
1 x| - - - - - - - -
iLearn Trainer  itrainer@gld.gov.au  ACP Supervisor asupervisor@qgld.gov.au Communities, Child 01.01 Corporate and Financial Funding and Procurement  Funding F |
Safety and Disability Executive Services Services Services Operations F Then yOU can f||ter by ‘Team Member’, or
Services H
2 any other row header as required.
ACP Learner alearner@gld.vov.au ACP Manager amanager@gld.gov.au  Communities, Child 01.01 Corporate and Information  Information Management & Solution E
Safety and Disability Executive Services Services Security Delivery S
Services

7l Save the Excel file in your directory
as required.
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