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Home Dashboard

Performance Development Online opens by default to the ‘Home Dashboard’. The Home Dashboard contains:
= The user’'s ‘My To Do List’

= Pre-selected reportlets.

Welcome Maxine Richards
=  Welcome (user name).

Home Dashboard. O\
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Home Reports

|GhBPashboard| 3" Plans

Home hboard Customize...
< My To Do List &~

Task Status Due Date « Action

= Performance and Goals (1 Ttem)

Step 1: Staff member prepares performance development plan Not Started 30/11/2009 Do
Waxine Richards

My Performance Tasks B~
Task Name 2009 - Monash Performance Development Online Maxine Richards

Status Mot Started

Start Date 01 Sep 2009

End Date 14 Apr 2011

Completion 0%

My Past Reviews bod

No Tasks.

The ‘Home Dashboard’ view displays the following items:
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Home Feports

| =sDashboard| - Flans

Home tab PDO home page.

Dashboard tab User’'s home page.

Reports tab PDO reports.

Plans tab Shows current and completed performance development plans for the user.

Shows current and completed performance development plans for their team if
logged in as a supervisor or unit head.
*No completed plans will be visible until the next performance development cycle.

1]] 2 3
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1. My Notes Used to create notes that are private to the user.
2. Help Opens a help facility that will take the user to Monash specific PDO resources.
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3. Sign out Logs the user out of PDO.
4. Search Allows the user to perform a search within PDO.
My To Do List

The ‘My To Do List’ shows the tasks (action items) that the user is responsible for. Supervisors will often have tasks
relating to members of their team as well as a task relating to their own plan. Staff without supervisory
responsibilities will normally only have action items relating to their own plan.

Each task is accessed by clicking on the step description or the ‘Do’ link underneath the ‘Action’ heading. Opening
the ‘Do’ link opens the associated plan.

My To Do List IR
Task Slatus Due Date = Action

= Performance and Goals (1 Ttem)

Step 1: Staff member prepares performance development plan Mot Started 30112009 Co )
Maxine Richards

Task: Shows the process step number, a description of the action required and the name of the plan
owner.

Status: Shows as ‘Not Started’ if no work has commenced on the task or ‘Started’ if work has commenced.

Due Date: The date when the task needs to be completed.

Action: Set to a status of ‘Do’

Entering the performance development plan

Plans open by default to the ‘Overview’ tab.
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2009 - Monash Performance Development Online [Employee: Maxine Richards / Review Period: 2009]

H Save Draft lﬁ Submit El Reguest Input “;"g Print Preview D Motes E Spell Check

| [hrenriE}\u Career Aspirations ” 3 Year Goals ” Leadership || Workload Allocation ” Send Back & Input History |
N
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A series of action buttons and tabs appear consistently in all plans at each step of the process.

=< MONASH University

Performance Development Online

Home Reports

|y Dashboard | " Plans

2009 - Monash Performance Development Online [Employee: Maxine Richards / Review Period: 2009] 1
HSaue Drraft @Submit iy Send Back i Print Preview D Hotes mSpell Check 2

Overview || Career Aspirations || 3 Tear Goals || Leadership || Workload &llocation || Comments || Acknowledgement || Send Back & Input History | 3

1 The header will show the name of the employee and the review period.
2 Action buttons
Save Draft saves a draft of the plan
Submit submits the plan and moves it to the next step in the process
Send Back sends the plan back to the previous step with comments
Request Input sends the plan to a nominated secondary supervisor for feedback
Print Preview opens a print friendly view of the form
Notes allows for review of the notes contained in the notebook
Spell Check conducts a spell check
3 A series of tabs which the user opens and adds content to. The ‘Overview’, ‘Career Aspirations’, ‘3 Year
Goals’, ‘Leadership’, ‘Workload Allocation’ and ‘Send Back & Input History’ tabs appear at each step in the
process.

The ‘Comments’ tab becomes visible at Step 3: Staff member completes mid-cycle self review. It is then
visible for the remainder of the process.

The ‘Acknowledgement’ tab is viewable only at Step 9: Staff member acknowledges review completion.

Instructions

Each tab contains an instruction area. The instructions:

= describe the purpose of the tab
= contain hyperlinks to websites and additional resources

For example, the ‘3 Year Goals’' tab:

3 Year Goals - Goals, strategies and annual achievement indicators

Add Goal

@) 3 year gosls =nd strategies should be considered by the staff member and supervisor and documented in the performance development plan.
Stratagies, including professionsl devalopment opportunitias and other forms of support should sssist the st=ff member to maet their gosls.
Annual achisvamant indicators should describe what vill be delivarad in the upcoming perfarmance cycle.

At the bottom of this tab you vill find your research achievements. Research achievements content vill be added throughout the year as ROPES is updated. For guidance visit the
Researchers' Online Projects Enguiry Systern (ROPES) web page.

Mare information to help you complete this section of the plan can be found on the follawing links:
3-Year Goals explained

3-Year Goals example

You can also look on the Performance Development website,

Other important links

Intellectual property
Conduct and compliance

Research conduct
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Auto save

PDO will conduct an auto save every 14 minutes. Click on the ‘Save Draft’ button if you wish to save your work
more frequently.

For security purposes, the PDO system will timeout after 30 minutes if there has been no activity.
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