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 Send back and request input 
 
‘Send Back’ and ‘Request Input’ comments/history are captured in the ‘Send Back & Input History’ tab. 
 
Send Back 
 
The PDO ‘Send Back’ function enables the step owner to send the plan back to the previous step in the process. If 
at step 2 as part of the review discussion, changes to the plan are required, the supervisor should send the plan 
back to the staff member to make those changes. When the staff member has made the changes, the plan is then 
re-submitted back to the supervisor. 
 
 
Step 1: Click on ‘Send Back’. 
 

 
 
 
Step 2: Enter the send back comments in the popup box that appears and click on the ‘Send’ button. 
 

 
 
 
Step 3: A prompt will appear. Click ‘OK’ to confirm and continue in sending the plan back. 
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Step 4: A confirmation will populate. Click on ‘Return to Dashboard’.   
 

 
 
 
Step 5: The plan for the staff member will no longer be visible in the supervisor’s ‘My To Do List’.  
 

 
 
 
Step 6: When the staff member signs in, the plan is shown as being at Step 1. It will have a status of ‘Not Started’ 
because the system considers it to be a new task although all previously added content will be present. 
 

 
 
 
Step 7: When the staff member clicks on the ‘Do’ action item in their My To Do List, the plan will open by default to 
a new tab called ‘Send Back Comments’. These comments will be captured in the ‘Send Back & Input History’ tab 
once the plan has been submitted back to the sender. 
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Step 8: It is now up to the staff member to follow through on the request and then submit the plan back to the 
supervisor. In this example, the staff member has been asked to add a Leadership goal into her plan. 
 

 
 
 
Step 9: Click into the ‘Send Back & Input History’ tab and enter response comments into the Response to ‘Send 
Back’ request section. 
 

 
 
 
Step 10: When the plan is ready to be submitted back to the supervisor, click on the ‘Submit’ button. 
 

 
 
 
Step 11: A confirmation will populate. Click on ‘OK’ to continue. 
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Step 12: A confirmation will populate. Click on ‘Return to Dashboard’. 
 

 
 
 
Step 13: When the staff member returns to the dashboard, the plan will no longer be visible since it has been 
submitted back to the supervisor at step 2. 
 

 
 
 
Step 14: When the supervisor signs in, the plan is showing as being at Step 2. It will have a status of ‘Not Started’ 
because the system considers it to be a new task although all previously added content will be present. 
 

 
 
 
Step 15: Click on ‘Do’ to open the plan and navigate to the ‘Leadership’ tab to review the additional content that the 
staff member has provided. 
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Step 16: Click into the ‘Send Back & Input History’ tab to view the ‘Send Back’ and response history. 
 

 
 
 
Request Input 
 
The ‘Request Input’ function enables the step owner to send a message to another person to ask for input or 
advice about a particular plan. At step 1, the staff member might wish to seek advice about their plan from their 
secondary supervisor or a colleague. At step 2, a supervisor might wish to seek advice on a staff member’s plan 
from the staff member’s secondary supervisor. 
*Be aware that if you send a request for input, your plan becomes reassigned with the same access you currently 
have as the step owner and the person who receives the request will have read and write access to your plan. 
 
 
Step 1: Click on ‘Request Input’. 
 

 
 
 
Step 2: The ‘Request Input’ comments screen will appear. 
 

 
 
 
Step 3: To select the person you are sending the plan to, click on the name of a ‘Team Member’ that appears in 
the list, or perform an individual search. 
 
To perform an individual search, type in part of the surname of the person you wish to search for and then click on 
the magnifying glass button.  
 

• If you need to clear the search results and conduct a new search, click on the ‘x’ next to the magnifying 
glass button 

 
• Entering no name into the search area and clicking on the magnifying glass button will return all possible 

results 
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Click on the name that appears in the search results. The name will display in the ‘Recipient’ bar on the ‘Request 
Input’ screen when it populates. 
 

 
 
 
Step 4: Enter comments for the recipient and click on the ‘Send’ button (in this example the plan is being sent from 
a staff member’s supervisor to their secondary supervisor). 
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Step 5: A prompt will appear. Select ‘OK’ to confirm. 
 

 
 
 
Step 6: A ‘System Confirmation’ message will populate. Click on ‘Return to Dashboard’. 
 

 
 
 
Step 7: When returning to the ‘My To Do List', the task will not be visible since the plan has been re-assigned to 
the person you sent the plan to.  
 

 
 
 
Step 8: The plan will appear in the ‘My To Do List’ of the person you sent the plan to. 
 

 
 
 
Step 9: When the plan is opened from the recipient’s ‘My To Do List’, it will open by default to a new tab called 
‘Request Input/Comments’. These comments will be captured in the ‘Send Back & Input History’ tab once the plan 
has been returned to the sender. 
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Step 10: It is now up to that person to follow through on the request and then return the plan back the owner. 
 
 
Step 11: Response comments should be entered into the Response to ‘Request Input’ section of the ‘Send Back & 
Input History’ tab. 
 

 
 
 
Step 12: When the plan is ready to be returned, click on ‘Return Input/Comments’ 
 

 
 
 
Step 13: A prompt will appear. Select ‘OK’ to confirm. 
 

 
 
 
Step 14: A confirmation will populate. Click on ‘Return to Dashboard’.   
 

 
 
 
When returning to the dashboard, the plan will no longer be visible since it has been returned to the sender. 
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When the sender signs back into PDO, the ‘Send Back & Input History’ tab will show the ‘Request Input’ and 
Response to ‘Request Input’ history.  
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