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 Print and print preview 
 
PDO provides for a staff member’s plan to be printed in the following formats: 
 

 Plan that includes the instructions from each of the tabs within PDO  
 Plan that excludes the instructions from each of the tabs within PDO  

 
 
Printing a plan that includes the instructions from each of the tabs within PDO 
 
Plans in this format can be printed from the following areas within PDO: 
 

 From within the plan whilst it is open (click on ‘Print Preview’) 
 From within the ‘Plans’ tab (take the option of ‘View Form’ and ‘Print’) 
 From the Reportlets on the ‘Home Dashboard’ such as ‘My Performance Tasks’ (click on the task name, 

take the option of ‘View Form’ and ‘Print) 
 

 
To print a version of the plan that contains the instructions from each of the tabs within PDO, whilst the plan is 
open: 
 
Step 1: Click on the ‘Print Preview’ button. 
 

 
 
 
Step 2:  A preview box will populate. 
 

 
 
 
Step 3: Click on ‘Print’ to print the plan or on ‘Return’ to take you out of the print preview screen and back to the 
plan. 
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Printing a plan that excludes the instructions from each of the tabs within PDO 
 
Plans in this format can only be printed from the ‘Reports’ tab in PDO.  
 
 
Step 1: Click into the ‘Reports’ tab and select ‘Run’ from the drop down arrow for the ‘Print Friendly Plan’ report.  
 

 
 
 
Step 2: Select the performance plan from the drop down arrow (i.e, the relevant year of the plan), and click on the 
‘Search’ button to select the employee. 
 

 
 
 
Step 3: A preview of the plan will populate in a .pdf format. 
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