Attachment A-7
Instructions for Running the Business Plan Report in ASE

Step #1
From your department scorecard, select “Business Plan” from the top ribbon menu.
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Step #2

After report runs, please review that everything displays correctly. If so, press the print icon

shown below.
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Step #3

When print preview opens, adjust the page size if necessary. Gray page break lines (not shown)
can be moved upwards to correct irregular page breaks. After the document is ready, press the
PDF icon and save and email the document to OMB along with your scorecard and Business
Plan Narrative.
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Measure Graph: Step A

Hover over the small arrow at the top right of the graph from the measure detail page, then
select the edit option. (You can access the measure detail page from your scorecard by clicking
on the measure name which is “Sample Measure #1” in this example)
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Measure Graph: Step B
Select the Display tab at the top-left hand corner of the Chart Builder. Change the Chart Period
option to “Date Range”, and then make sure the end date goes through the end of fiscal year

2018. The start date used is at your discretion.
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