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1. Open the 
Microsoft Teams 
app and select 
Teams from the 
left navigation bar. 
This will show all 
the Teams you are 
a member of on 
the main canvas. 
 
2.   Select the “IE 
Dashboards & 
Docs” Teams site. 
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3.   Select “Files” from the ribbon. This will show a list of all the files uploaded to this Teams site. Technically, the files are in SharePoint and so 
can be opened from the VVC SharePoint site (https://vvc365.sharepoint.com/_layouts/15/sharepoint.aspx). 

 

  

 

4. Select the “Dashboard – EMP Blueprints Master Matrix – REVISED – Reporting Tool.xlsx 
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5.  Select “Open in Desktop App” of “Open in App” so that it opens in Excel 
 on your local computer. 

 

 

6. You will be prompted with this dialog box, to which you should select “Yes.” 
You may be asked to sign in with your VVC credentials if you are not logged into 
Microsoft Office 365. 
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7. Once opened in Excel, several warnings may appear below the tabs and commands (either MARKED AS FINAL, PROTECTED VIEW, or READ-
ONLY warning). Please select “Edit Anyway” or “Enable Editing” or “Edit Workbook” so that you can save and work with the file.  
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Then save the file to a local drive using this naming convention:  

yyyymmdd-EMP-Report-[PLT Member’s Last Name, First Initial] 
(for example, “20210908-EMP-Report-MoranV.xlsx”) 

This way, when you submit it to IER, there will be no potential of it overwriting someone else’s work or your own work when we download the 
file. 

 

8. Once the file is safely saved to your local with a different name, you can 
begin to work with it. Starting with the slicer on the left entitled 
“Accountable PLT Member,” select the person you will be reporting on. 
Then select the “X” in the “Yrs 1-2” slicer under the “PLAN TIME HORIZON” 
section. 

This will filter the more than 460 EMP items to those which your PLT 
member must track over the next 1 to 2 years. 
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10.  You can select “GO TO DETAILED ITEMS” if you want to print out or screenshot the detailed items for your PLT member to review and report 
to you the progress. Or you can go directly to “GO TO REPORT FORM” to print out and complete the report. 
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11. The myEMPReport tab will already be populated with your PLT member’s name, and the selections in the “EMP Item” column will be limited 
to the ones for that PLT member and the time horizon selected. You are to complete the columns bracketed below. 

 

 

For the “% Progress” column, ask you PLT member to provide you with a percentage completion for that EMP item (from 0% to 100%). The 
“Status Notes” column is optional if there are comments your PLT member would like to communicate that provide context or important 
information regarding the status of the EMP item. 

12. Once all items are reported and the file is saved, please email the document to VVC.Research@vvc.edu with the subject line:  EMP 
Implementation Report. 

mailto:VVC.Research@vvc.edu

