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 Reports and reportlets 
 
Staff members and supervisors/unit heads have access to a number of standard reportlets and reports.  
 
Reportlets are summary reports that are displayed on the Home Dashboard. 
 
Reports are viewable/printable via the ‘Reports’ tab. 
 
The Home Dashboard has been designed to display a number of reportlets by default, depending on your role.  
 
The ‘My To Do List’ is a reportlet – all staff who have a plan in PDO will have their own ‘My To Do List’ on their 
dashboard. 
 
All staff dashboards contain the following reportlets: 
 

 ‘My To Do List’ – summary of action items for your attention. 
 ‘My Performance Tasks’ – summary of and access to your plans. 
 ‘My Past Reviews’ – links to previous plans. 

 
 
Supervisor dashboards have a number of additional reportlets that enable them to track the progress of their staff 
through the process: 
 

 ‘Performance: Team Process Compliance’ – a graphic showing team members by process step. 
 ‘Team Performance Reviews’ – a table showing team members by process step, provides access to the 

plans.  
 ‘Team Past Reviews’ – a list of team members that also provides access to their plans. 

 
 
Some reports are also available to run from the Reports tab. These are: 
 

 ‘My Performance Reviews’  
 ‘Team Completion Report’  
 ‘Performance: Team Process Compliance Details’  
 ‘ROPES’- Research Achievement (used only to retrieve a live record of the recent ROPES data imported in the 

system) 
 ‘PDO Workflow step Report’ 
 ‘Print Friendly Plan’ 

 
 
From the ‘Home Dashboard’, click the button to the left to refresh the reportlet – it will update the contents.  
The arrow button on the right-hand side in the header of each reportlet enables you to collapse and expand the 
reportlet to hide/view the content.  
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The following is a summary of the reportlets and reports available for staff members and supervisors.  
 
 
Staff member reportlets 
 
Use the ‘Customize’ link to open the screen where you can change the reportlets that appear on your home page.  
 

 
 
 
‘My To Do List’ 

 
 
 
‘My Performance Reviews’ 

 
 
 
‘My Performance Tasks’ 
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‘My Past Reviews’ 

 
 
 
Staff member reports 
 

 
 
 
Additional supervisor reportlets 
 

 
 
 
‘Performance: Team Process Compliance’ 
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‘Team Performance Reviews’ 

 
 
 
‘Performance: Team Process Compliance Details’ 

 
 
 
‘Team Past Reviews’ 

 
 
 
Additional supervisor reports 
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PDO Workflow Step Report 
 
The ‘PDO Workflow Step Report’ shows at which step of the process a staff member is at with their PDO plan. 
 
The ‘PDO Workflow Step Report’ is available to: 
 

 Supervisors can run the report for their direct reports only.  
 
 Unit heads can run the report for their direct reports only. 

 
 Faculty administrators can run the report for their entire faculty as well as being able to select the 

applicable school/s within the faculty. 
 

 School administrators can run the report for their school only.  
 

 Central system administrators can run a report for the entire university and make selections according to 
Faculty/Division, School/Department/Center, and Campus. 

 
 
Step 1: Select ‘Run’ from the action drop down box. 
 

 
 
 
Step 2: Select a ‘Workflow Process’ from the drop down arrow. 
 
Depending on your PDO security profile, the Faculty/Division and School/Department/Centre may be pre-selected 
for you. 
 
Select the relevant Campus. 
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Step 3: The report will be previewed to screen. Click ‘Print’ to print the report or ‘Cancel’ to return to the reports 
menu. 
 

 
 
 
The ‘View Form’ action item will be visible on the report for any PDO users that have commenced work on their 
performance development plan. When clicked on, the staff member’s plan will appear in a print preview format. 
 

 
 
 
For anyone other than a supervisor or unit head, an ‘Unauthorized Access Requested’ page is returned since   
system and faculty/school administrators have no access to any PDO plans other than their own.  
 

 
 
 
 


