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What Does this Report Show?

PRF Quick Card — PRF Form Status Report

The PRF Form Status report shows which step each form is in for your area for the PRF year indicated in the report title. This report

is helpful when you are trying to identify who is late in completing PRF steps.
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2020-21 - PRF Form Status

di 4 b b Gotopage: |

Emp Empl Last Emp First |Status Current Route  [Form Template Name Employeee Manager Last |Manager First Emp Department  Emp Location Emp Form Due  Employeee Document
|MIT ) Name Name Step Name Personnel Subarea Name Name Division Date Kerberos Name  ID
Completed 2020-21 Performance  Support Staff (CSPT) ¢ EVPT - WP for 71172021 21999
Review Form Finance Area
Completed 2020-21 Performance  Support Staff (CSPT) ¢ EVPT - WP for 7/1/72021 22068
Review Form Finance Area
Comnlated 7020-71 Performance  Sunnort Staff [CSPT [« FUPT - ve far 77071 I 27m9
How Do | Run this Report?
Step 1: From the PRF Home Page, select Reporting from the Py

Home drop down menu. You will be brought to the Report

Center.

(If you are in the Classic View, click Return to Report Center at

the top left side of the screen.)

Organizational Updates

Step 2: Click 202x-2x — PRF Form Status (depending on the

PRF year).

Step 3: Select how you will like to run your report.
Recommended Options:

Run Online: The report will appear in the PRF
system allowing you to quickly view the data.
You will have the option to export the data to
Excel.

Export: You will be asked for your preferred file
format. Excel is recommended, allowing you to
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Home / Report Center

Report Center

Name=
2020-21 - All Goals - For Managers &3

2020-21 - All Goals - PRF Lead &3

2020-21 - All Goals - PRF Lead w Comments 83

2020-21 - Manager's Overall Rating and Summary - PRF Lead 82

2020-21 - PRF Form Status &3

Execute 2020-21 - PRF Form Status

Run Online h— or Download (CSV)
Run Offline ) *) Ekport

Cancel

Generate Report I

manage the data.

Contact PRF-Tech@mit.edu for assistance.
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