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PDP reporting
Menu My PDP—run a report
Department NPSR, EHP

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

In this guide:

e Available reports Page 3

e ‘Stages of P&DP’ report Pages 4,5,6, 7,8
* All other reports Pages 9, 10, 11, 12
» Exporting the PDP 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 PDP process for your team. There are five 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

Stages of P&DP

This report extracts the details for all PDPs in a work
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 P&DP

This report displays any team members who do not
have a PDP recorded.

To run this report go to page 9.

PDP reporting

P&DP 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 a PDP supervisor set up in PDP online.

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

Search

To ‘run areport’ click ‘My PDP’ from the
iLearn home page.

Browse Leaming Discussion Forums Trasning Calendar
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Home My Leaming My Leaming Transcript Browse Leaming My PDP Discussion Forums Training Calendar

Performance and Development Planning

Welcome to PEDP Cnline, PEDP Online is a tood to record Performance and Development conversations.

What do | do? If this ks your first time in setting up an Performance and Development Plan (PEDP) for yourself or your team, it is recommended you view the PEDP
resources located at the bottomn of the screen,

My P&DP

Under the ‘My Team’ section, click ‘Run a
Report’.

My Plan

My Past Plans

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’
Useful links & tools from the menu. You can submit the
request using the ‘Submit Support Ticket’
Resources link located on the left hand side of the
screen.

* Please note this link should not be openedin a
new window
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Home My Leaming My Leammg Transcrpt Browse Leaming hy POP Discussion Forums Training Calendar

€ Back to Dashboard

Reports

Stages of P&DP P&DP Reporting Structure
Overdue Plans Team Members with No Supervisor

Team Members with No P&DP

Click ‘Stages of P&DP’ to access the
P&DP report.

iLea rn PDP reporting

Page 6




12 Select the required ‘Work unit’ from the

Horme My Learming My Leaming Transcrpt Browse Learning My PDP Discussion Forums Training Calendar
Select :
‘Yes’ to retrieve all open plans (i.e. ‘In
€ Back to Reports Progress; , Reweyv D‘ue , ‘Review ,
Overdue’ excluding ‘Plan Complete’;
and

Stages of P&DP

‘No’ to retrieve all plans started during
the period (i.e. ‘In Progress’, ‘Review
Due’, ‘Review Overdue’, including ‘Plan

Complete’)
Waerk Unit: .
; Human Resources =] n
It is recommended you leave the default
Exclude completed ves =] option as ‘Exclude completed plans -
L=

plans: Yes’. This will remove all plans that have

been closed from the report.

11/12/2015 Select the date span from the calendar
pop-up by clicking in the date boxes.

Run Report ﬂ Report Running TIPS

Date Span: Leave the ‘Plan started after’

Plan started after:

Plan started before:

'S date blank to retrieve all plans that are
‘In Progress’.

Click ‘Run Report’.
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Home My Leaming My Leaming Transcnpt Browse Leaming My FDP
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Training Calendar

Hurman Resources work uni

= 111272015 date range
913 users founs

¥S chart by amCharts

Work Uinit

Team Member Email Supervisor stage

ACP, Learner  acp leamer@.gld. gov.su  Human Resources ACP Supedvisar  Plan Complete
Basic, User basic, user@.gld.gov.au  Human Resources Mary Supervisor In Progress
Jo, Soap Jo.soapiEn. au Human Resources Basic 5u) sor  Closing Review Overdue

Dwration  Start Date  Mid Point Date Close Date Completed Date

Imonths  24/03/2015
12 months 29/09/2015

3months  30/03/2015

1/02/2015 30/06/2015 2909/ 2015

29/03/2016 28/09/2016

The report results display on screen.

1/02/2015 30/06/2015

iLearn

PDP reporting

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 7 on page 13-
14.

Page 8

Queensland

Government



All other reports

Search

Browse Leaming

Discussion Forums  Training Calendar To ‘run areport’ click ‘My PDP’ from the
iLearn home page.

My Leaming My Learming Transcrpt
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Home My Leaming My Leaming Transcript Browse Leaming My PDP Discussion Forums Training Calendar

Performance and Development Planning

Welcome to PEDP Cnline, PEDP Online is a tood to record Performance and Development conversations.

What do | do? If this ks your first time in setting up an Performance and Development Plan (PEDP) for yourself or your team, it is recommended you view the PEDP
resources located at the bottomn of the screen,

My P&DP

Under the ‘My Team’ section, click ‘Run a
Report’.

My Plan

My Past Plans

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’
Useful links & tools from the menu. You can submit the
request using the ‘Submit Support Ticket’
Resources link located on the left hand side of the
screen.

* Please note this link should not be openedin a
new window
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Home My Learning My Learming Transcnpt Browse Learming My FDP Traiming Calendar

£ Back to Dashboard

Reports

B
P&DP Reporting Structure
———

Stages of P&DP

12 —
iLearn "1 ra'iﬂ'ﬁ%\i\

Sy

Home My Learning My Learmng Transcnpt Browse Learming My FDP Discussion Forums Traiming Calendar

£ Back to Reports

P&DP Reporting Structure

Work Unit:
Human Resources

Run Report F

B

Report Running

a )
iLearn

PDP reporting

Click on the report of your choice to
access the P&PD report.

Select the required ‘Work unit’ from the
dropdown.

Eick ‘Run Report’.

Indicates that your report is running.
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Home My Learming KMy Learmng Transcrpt Browse Learming My PLP Discussion Forums Traiming Calendar

€ Back to Reports

P&DP Reporting Structure

Work Unit: =
b Human Resources -

Run Report

m Microsoft Excel Version

The report results display on

.
Human Resources work Unit . screen.

36 users found

Team Member  Email Supervisor Organisation Org Unit Work Unit - Level 2
ACP, Learnar acp.learmer@gld. gov.au ACP Supervisor  Enwvironment and Heritage Protection 4102 Corporate Services 10204 Human Resources To export the report to Microsoft
Basic, User basic,user@qgld.gov.au Mary Supervisor  Environment and Heritage Protection 4102 Corporate Services 10204 Human Resources ]I:T;(Clel‘l’ follow steps 1to7on page
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Exporting the P&DP report to Excel

Home My Learming My Leaming Transcnpt Browse Learming My PDP Discussion Forums Traiming Calendar

£ Back to Reports

P&DP Reporting Structure

Work Unit:
bkt Hurman Resources

Run Report

1% Microsoft Excel Version F

Human Resources work unit

36 users found

Team Member  Email Supervisor

ACP, Learner acp.learmern@gld.gov.au ACP Supervisor
Basic, User basic.user@qld.gov.au Mary Supervisor

Jo, Soap jo.scap@qld.gov.au Basic Supervisor

Organisation

Environment and Heritage Protection
Environment and Heritage Protection

Environment and Heritage Protection

Org Unit Work Unit - Level 2

4102 Corporate Services 10204 Human Resources
4102 Corporate Services 10204 Human Resources

4102 Corporate Services 10204 Human Resources

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

iLearn PDP reporting
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r ‘Windows Internet Explorer LAY E
s 5
What do you want to do with Internet Explorer Security ﬂ
ACP_Report_Reporting_20151214_003255xIs?
oot K A website wants to open web content using this
Z€: .
Type: Microsoft Excel 2003 R program on your Cﬁmputer
From: capability.veracity.com.au
This program will open outside of Protected mode. Internet Explorer's
nfll » o Protected mode helps protect your computer. If you do not trust this
pen - website, do not open this program.
The file won't be saved automatically. .
lon Mame: Microsoft Excel
= Save - Publigher: Microsoft Corporation
& Save as [T be not show me the warning for this program again
ul [ v |
.
Nnan RESOUrCes Work Unit
-
J B ' Microsoft Excel l—"‘"—]
. Thefileyou are trying to open,
i l % 'ACP_Report_Reporting_20151214 003255.xIs', is in a different format
- than specified by the file extension. Verify that the file is not corrupted
and is from a trusted source before opening the file, Do you want to
open the file now?
I Yes Mo I
@IH ) - a & Microsoft Excel ==
m_ Hame Insert Page Layout Formulas Acrobat &
E = | =0 =) Dy = Clear E =) E > @: =>r @r i #Z s
- = = = Al -+ | [ 4| ]
\_% = IEERET] =is \Q . . espply -0 Eh; ? L L= = =% Hide Deta
From | From  From From Other Existing Refresh l Filter Textto  Remove Data Consolidate 'What-If Group Ungroup Subtotal B
Access | Web | Text  Sources~  Conmections All~ =2 Edit Links W Advanced | Columns Duplicates Validation ~ Analysis = < <
Get External Data Connections Sort & Filter Data Tools Outline £l
Ad2 - Je @
e
v
Iz||_j ACP_Report_Reporting_20151214 003255 [Read-Only]
[ A | B c D E F
1 Team Member vY Email h Supervisor |~ Organisation h Org Unit |  WorkUnit- Level 2| ~ Work
2 |ACP, Learner acp.learmer@qld.gov.au ACP Supervisor Environment and Heritage Protection 4102 Corporate Services 10204 Human Resources 1020403 Workforce
3 |Basic, User basic.user@gld.gov.au Mary Supervisor  Environment and Heritage Protection 4102 Corporate Services 10204 Human Resources 1020402 Workforce
4 o, Soap jo.soap@gld.gov.au Basic Supervisor  Environment and Heritage Protection 4102 Corporate Services 10204 Human Resources 1020403 Workforce

Click ‘Open’ to open the file.

If you get a warning screen
advising that a website wants to
open web content using this
program on your computer, just
click ‘Allow’ to continue and
open the file.

If you get a warning screen
advising that the fileis in a
different format, just click ‘Yes’
to continue and open the file.

The Report should now appear in
Microsoft Excel.

You can apply a simple Auto filter
to the header row by selecting
Row 1 and clicking ‘Data’ and then
‘Filter’.

Then you can filter by ‘Team
Member’, or any other row header

iLearn

PDP reporting

as required.

directory as required.

H Save the Excel file in your
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