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Notes Analyzing User Plan Status Report CSV Files

Be sure to check the SV data from both the User Plan Status Legacy Report and the User Plan Status Report show
o!athet 'r:‘ th; uppert the status of each employee’s IDP plan. Please refer to the job aid titted Running the User Plan
nght hand corerto — giatus Report or Running the User Plan Status Legacy Report to learn how to create the report

k . . : . .
lTs?n; tshuer?ayt/g;are data. Those job aids shows you how to create a weekly recurring report that is emailed to your USDA

version of this job email account.

aid. Output from the Legacy Report includes the subtotals of counts for each of the IDP statuses. The
other report does not include these subtotals. This job aid walks you through the steps of organizing
the data in Excel so that you can identify which users have plans in a Submit Pending or Active
Approved status and which users have still not created a plan or have yet to submit it to their
supervisor for approval.

Step  Activity View
1. Open your email from B Ly gl e b A e o L
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AgLearn.System@ocio.usda.gov
with the title Recurring Report
Job Notification.

2. Right-click the attachment, choose
Save As, then save the file to your PC.
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3. Locate the file on your computer, then Name
double-click the file to launch Excel _—
and open the file. 3 report CSVIN,
4. From the Data ribbon, click the Sort o
icon. e ,
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S. From the Sort by drop-down list, Sort by x|
i i User -
choose Organization ID. s i
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6. Click OK.

Users with no ORG 7 Scroll down to the bottom of the

ID are not USDA ' i p l‘
employees and data. Select all the r_ecord_s that . 3
should not be have no ORG ID. Right-click the Vi
included in your selection and choose Delete.
report.
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8. From the Data ribbon, click the
Sort icon.
9. From the Sort by drop-down list, sc:'-;-"'
choose Status. [RES Oty =
Last Name
Middle Initial
Supervdsor First Name
Supenvisor Last Name
Supervisar Middie Initial
Organization 1D £l
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Plan Title
Effectve Doto
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10. Click OK.
11. Click the Subtotal icon. Fres
oy |
|Subt_6LsJ|
12. From the At each change in drop- At each ciange In:
down list, choose Status.
13. From the Use function drop-down s fundion:
list, choose Count. ‘9":"“"‘ E
e -
14. Click OK. -
BN
15. On the far left side of the screen, (23l 4
click the 2 sub-total icon. 2y
|2
IRE
16. Note that your subtotals appear on  Approved Count a7
the right side of your screen. Draft/Rejected/Expired Count 109
No Plan Count 2495
Submitted For Approval Count 25
Grand Count 2676
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