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CPR Reports 
There are a number of reports which can be run by staff to get an overview of how their directorate, department, or business unit is 
progressing. These reports are all able to be exported to excel.  
 
To access these click on the “Reports” section on the left hand menu. This will then show you all of the options available for export.  



Action Update Review Report 
 
This is the most comprehensive report and will provide all details for each action including who is responsible, whether the action has been 
authorised and the progress. Once you export the excel file you can delete columns and also add additional information if required for reporting 
purposes. This report is also available in the Community Wellbeing Plan section. 

Click on this yellow filter icon to display 
the filter fields (as shown) 

Within the level filter you can choose by objective, 
priority, directorate or business unit 

Once you have selected your filters click 
here to show the results on screen 

Click on the excel icon to export the results to a 
new file you can save 



Action Update Review Report – By Directorate 
 
The below shows an example of how the exported file may look once downloaded 



Action Status Snapshot 
This report will provide a graphical overview of progress against all actions. It cannot be exported directly to excel but the graphs can be cut 
and paste into an excel spreadsheet if required. Filter fields are common across all reports to provide drill down options for specific 
directorates, departments and business units 



Action Progress Report 

Another useful report for individual staff is the Action Progress Report which will allow the user to download all actions which are attributed to 
them and details about their progress. This report may be useful for PDP meetings with Managers to show progress against specific actions 
over the 12 month period. Return to the “Corporate Menu” and then click on “Action Progress Report” to access  
 
To access this report return to the Corporate Menu and click on “Action Progress Report” 



Action Progress Report cont….. 
Select a period for the report and click generate. This will then open an excel file which can be edited. 



Action Progress Report cont….. 
The spreadsheet will be protected and you will need to click on the enable editing button underneath the toolbar. You may also need to 
unprotect the workbook so go to File – Info and click on the “Unprotect” link.  



Action Progress Report cont….. 
Once the reporting year and period have been selected and the report has been generated it will appear as below. 



Additional Reports 

Additional reports are also available in word format and include: 
 
- Business Plan reports 
- Council Plan progress reports 
- Specific reports on organisational strategy and plan actions 
- Traffic light reports 

 
These can be run on a regular or ad hoc basis for Managers and Directors if required. If you would like to see examples of these, have a 
report run or have suggestions regarding other reports which would benefit your business unit please contact Dani Johnson on x5396 or 
dani.johnson@cgd.vic.gov.au  

mailto:dani.johnson@cgd.vic.gov.au


LGPRF Reports 
The first report available for users is the “My CPI Progress Report” which is similar to the “Action Progress Report” in 
the CPR section. This is accessed from the left hand menu and the below screen then allows you to select the 
information you would like included. 



My CPI Progress Report 

The report will export to excel and you can edit as needed. 



CPI Report 
All other reports can be accessed  from the left hand menu under “Reports” . The CPI report will enable you to see 
all of the LGPRF indicators or you can also filter to obtain only those that are relevant to your area. All reports are 
also able to be exported to excel as with CPR. 



CPI Enterprise Report 

This report graphs all of the LGPRF results or you can select specific areas or multiple areas depending on your 
needs.  



CPI Enterprise Report cont…. 

This report will be generated as a pdf but unless you have Adobe Professional you will not be able to edit the 
document. 



CPI Progress Report 

This report provides comparisons of the LGPRF results across different quarters. It includes the material variation 
comments from each quarter unlike the CPI Enterprise Report which only provides a single quarter’s commentary. 



Indicator Progress Comparison Report 

This report will allow you to run a comparison of the results across multiple years.  
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