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Notes

Be sure to check
the date in the
upper right hand
corner to make
sure you are using
the latest version
of this job aid.

The CSV report
format creates an
Excel compatible
output to
download onto
your PC. Data in
this format can be
manipulated and
sorted in Excel.

It is critical to
follow these steps
to select your
users. Do not try
to select all of your
users by name, as
this will certainly
“time out” your
process and
disable your ability
to run the report.
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Sending Outlook Reminders About IDPs

During the IDP year, you may wish to notify users or supervisors about plans in various statuses. The
User Plan Status Detail report provides a listing of employees who have IDPs in each status. The
CSV report also provides employees’ email addresses, as well as those of their supervisors. Here’s
how to run and sort the report, then use the email addresses to send messages to these users or
supervisors.

Step Activity View
1. From the AgLearn Admin Home Page,
click the Reports button. ”p
Reports
2, In the Search box, enter User Plan, then

select only the Performance category. Search

Browse By

Category (Admin onhy)

T User Management

IF Performance

R r Learning
3. Click Submit. -
4. Select the User Plan Status Detail-CSV Performance

report. User Plan Status Detail-
You can run the Custom I Plan Status report to

show the status of employee's plans. Employees and
their sup.. more

5. Click the User Filter by criteria icon. User: [Beet =] | T,
6. In the Domains field, enter your Agency Domains: Starts With =] [oco i T
acronym.
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Notes

If you do not see
the Organizational
Unit field, you will
need to click the
Add/Remove
Criteria icon to
add the field to
your search
screen.

Entering a date of
9/25/YYYY will
return plans
whose expiration
date is after
September 25th of
the current cycle.

You must select a
time between
12:00 AM and
5:00 AM.

Sending Outlook Reminders About IDPs

7.

10.

1.

12.

13.

14.

15.

Sending Outlook Reminders About IDPs

In the Organizational Unit field, change

the drop-down list selection to Contains
and enter a %.

Note: This step will consider only users with
an organization (it will exclude contractors).

Click Submit Criteria. Observe the User
field now indicates criteria have been
specified.

In the Expiration Date From field, enter a
current expiration date.
Note: In this example, the report will return all

plans with an expiration date after September
25th of 2013.

Click Schedule Job.

Note: Do not click Run Report. Your report
will strain system resources. A report
capturing all agency data is too large to run
during normal operating hours.

We'll schedule the report to run weekly.
Click the Schedule this job to recur as
follows option button.

Select the Weekly option; then select the
day you wish to run the report.

Enter the time you wish to run the report.

Enter a Job Description.

Check the Notify via email upon
completion as well as the Email the
Report checkbox. Be sure your correct
email address is identified.
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Organizational Unit:

Starts \ith

[Contains

Does Mot ntain 1
Iz Empty

Subrmit Criteria

Expiration Date From:
(MDD Y

/252013 [%

Schedule Jnt%

%Su:hedule thiz job to recur az folloves:

—

Sunday

« iWieekly Day:

™ hanthly Date:

Tuesday
Wiednesday 3
Thurzday
Friclay

Saturday L

IE:I:II:I Ahd

Time of Day:
Chbcimim AbPhd)

Joh Description: User Plan Status Detail-CSY - Weekly Report of IDP Status by User for entire domain

[¥ Notify via email upon completion

Email: |kathleen Aallow@ocio usda gov

Email the Report T
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Notes Sending Outlook Reminders About IDPs
16.  Click Finish. Finish

\Tvzlé&l;l;"eﬁ;il\fﬁ,; 17. Observe the message; then click the Recurring Report Job Scheduled

H H Background Report Job Status
AgLearn.System Fin |she_d button to complete the
@OCiO.USda.gov. Sched u I | ng process_ Description: ;J;&nval‘:”\an Status DetaikCSY - YWeekly Report of IDP Status by User for entire
Attached to the Scheduled Start Date: 12/10/2012 02:00 AM America/New Yotk
email will be the Status: Scheduled
CSV report Wlth You can editthe schedule details and status ofthis background report job inthe Report Jobs module. —
the most recent "y
data.

18. When you receive the email from o e oy
Aq LearnSVStem@OCIO USdaqov' Save o Background Report Job Notification

the attached CSV document. S;M“MP

Previews

Report MName DOpen User Plan Status Detail-cCsv
Print
Status: Succeeded
Save As.,
The report Remaye uled to run in the background
background B3 Copy ssful, you can download the f
Report Jobs = port will also be attached to

the report (&G SelectMl  cessfully.

19. Double click the document icon to launch Name Date modifiec
EXCE| UserPlanStatus1014CSY 10/15/2012 10

?
Type: Microsoft Office Excel Comma Separated Values File |
Size: 183 KB
Date modified: 10/15/2012 10:24 AM

20.  save your file as an Excel Workbook. @iﬂ R |

Save f the d 13
D New a copy o locument
I Excel Workbook
x|
~ | Eil | Save the file as an Excel Workbaok. |
/7 Qpen

ﬁ'__ Excel Macro-Enabled Workbook
i Convert Save the workbook in the XML-based and
- macro-enabled file format.
Excel Binary Workbook

owa| Save the workbook in a binary file format
optimized for fast loading and saving.

Save As | b | Excel 97-2003 Workbook
Bl

Save a copy of the workbook that is fully
ramnatinle with Fyral 973003

Save

Z L

21. Click the upper left corner of the
spreadsheet to select all the data.

22 From the Data ribbon, click the Sort icon. - .
| Data | Review  View

Cunnectluns %l
Zla

F Properties
Zl Sort
== Edit Links A
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Notes

24,

25,

26.

27.

28.
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23.

Select the My data has headers
checkbox.

From the Sort drop-down list, choose
Status.

Click OK.

Click the Subtotal icon. This will enable
you to get a total count of all users in each
status category.

From the At each change in drop-down
list, choose Status.

From the Use function drop-down list,
choose Count.
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@My data has headerz!
vl

Column
Sort by

Last Mame

Middle Initial

Email

Domain

Organization
Supervisor First Mame
Supervisor Last Name [=
Supervisor Email
Plan Mame
Effective Date —

Eg’raﬁnn Date E

=
==
==

Subtotal

}Llﬂineh

At each change in:

User

e EN

Supervisor Last Mame -
Supervisor Email

Flan Mame

Effective Date @
Expiration Date

se function:

Count

Sum -

Average E E
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Notes

This report does
not consider those
who may have
declined to create
an IDP this year,
or have submitted
one on paper.

If the list of email
addresses to be
selected exceeds
50 addresses,
complete the
steps in phases,
selecting only 50
names at a time.

Sending Outlook Reminders About IDPs

30.

31.

32.

33.

34.

35.

In the Add subtotal to: list, select Status.

Click OK.

On the far left side of the screen, click the

2 sub-total icon.

Note that your subtotals appear on the
right side of your screen. You can now
see exactly how many employees have
IDPs in each status, including No Plan.

Now it’s time to select email addresses for
those users you wish to notify. Click the 3

sub-total icon to expand your data.

For this exercise, we’ll locate all users

listed as having an IDP in Submit Pending
(Pending Approval) status. Since we'll be

sending an email to the supervisors of

these users, we’ll need to view and select

all of the email addresses in Column J
that have a status of Submit Pending.

Right-click the selection and choose
Copy.
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29.

Use function:

|Cuunt

Add subtotal to:

Supervizor Last Mame
Supervisor Email

Flan Mame

Effective Date
Expiration Date

Approved Count
Draft/Rejected/Expired Count
Mo Plan Count

Submitted For Approval Couni
Grand Count

) E F [ W ]
Kelly.broc OCIO-TS- ITS240600 Tory e
jody.meel OCIO-ITS- 1T5240600 Tory -
chris.nort| OCIO-eLe:1T0100000 Chaves  Wtam

tony Jane@tx.usda.gov

WA s %

andrew.r OCIO-ITS 115240400 Parwe ) [ P —
barbara.hOCIOLITS. IT5240600 Kerwah Saweia [ % Cut
brian.konl OCIO-ITS- IT5240500 Lauswe et Juda- somn. 1o
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Notes

Outlook will insert
the separators
between
addresses, though
it may take a few
seconds.

Sending Outlook Reminders About IDPs

36.

37.

38.

39.

40.

Launch Outlook.

Begin a new email message.

In the To: address area, right-click and
choose Paste.

Enter a subject and text encouraging your
users to take action on these IDPs.
Suggested text appears at the end of this
job aid.

Click Send.
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Select All

Send

Account = | Subject:

Subject [Brec Reports e 0P veaing your appeoa

| D |
e |

1

Qur PECNES Indicats hal you RSV 3t 31 ane diretd 2par With 0 1P [Aan WAl 167 yLr SHPraval in ADLESM. To review 3nd Sapecie (o1 rEpect
DlEa38 (0N 10 AELEAIN. O YDUT HOME Pags, S8lEct e ABOTVAIE Wk hen SEIBcting PErarmance 1ab 1o wew il RISNG SwSING 3paroval. Follzs
mEHUCHnS to comalets your acsan on 1hese pians
‘ru ave any questions about this nobice, please cordact me al the emad agdress of phone numbetlisted below

Kathy Fallow
Human Capital

Recommended text for email message to supervisors with plans needing approval:

Our records indicate you have at least one direct report with an IDP waiting for your approval in AgLearn. To review and approve
(or reject) this plan, please login to AgLearn. On your Home Page, select the Approvals link; then select the Performance tab to
view all plans awaiting approval. Follow the online instructions to complete your action on these plans.

If you have any questions about this notice, please contact me at the email address or phone number listed below.

Recommended text for email messages to users with Draft plans needing approval.

Our records indicate you have at least one IDP in Draft status in AgLearn. Please submit this plan to your supervisor for approval
so you can begin tracking your goal progress. If this plan is simply a copy of a plan already submitted, please login to AgLearn
and delete this plan so our reports no longer identify you as delinquent in creating your IDP.

If you have any questions about this notice, please contact me at the email address or phone number listed below.
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