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Notes

Be sure to check the date
in the upper right hand
corner to make sure you
are using the latest
version of this job aid.

You can also enter a
description for your plan,
although this is not
required.

At this point, your plan is
in Draft status, meaning
that it has not yet been
submitted to your
Supervisor.

Creating an IDP in AgLearn
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This job aid will take you through the steps for creating a new IDP, adding a goal,
adding an activity and submitting your plan for approval

Step Activity

1. From your AgLearn Home
Page, select the IDP Goals
status pod.

Note: The My Goals
Workspace will appear.

2. In the upper right hand
corner of the My Goals
Workspace select Create
Plan.

3. From the Plan Type drop-
down list select
Development.

4. Enter a Plan Name for your
IDP.

5. Select a Plan Period.

6. Select Save and Add Goal.

7. Enter a Goal Name.
Note: You may also wish to
enter an optional goal
description.

8. Select the calendar icon to
enter a Target Date for
your goal.

View

IDP Goals

B Complete (0%)
In Progress (0%)
W Behind (0%)
Goal Links
Create Plan
Add Goal

Yiew Published Goals

Create Plan %
Puns Type = | Seiecia Tipe -
Piga bama o

Create Plan
Plaa Type = Dwblcgment
Flaa Harme -[ huny i F

Plan Period #| Flease Select One | =

Fiscal Year 2016 (9/30/2015 to 9/29/2016)

Save and Add Goal

Goal Name *[ Expand my career Goals

Description | Here is where you would enter the description of your Goal

Target Date *[ l =
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9.

10.

11.

Select a Category for your
goal.

Select a Section for your
Goal. This is a way to
express the time frame you
intend to complete your
goal.

Select Save and Close to
save your goal and close
your plan.
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Category *

-]

AJency
Carear Development Goals

Current Position Goals

Section #

LOMG TERM GOAL
MID TERM GOAL
SHORT TERM GOAL

Save and Close
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If you are continuing from
the previous task, you can
skip this step
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Adding a Goal Activity Using AgLearn Items

Activities can be attached to goals by you or your supervisor to identify what things
you might do to help you reach your goals. For example, if my goal is to become
more proficient in Excel charts, | might add an activity that would involve taking an
AgLearn course (known as an AglLearn Item) that covers advanced topics like Excel
charts. The following task will show you how to create a goal activity by searching

and using Items in AgLearn
Step Activity

1. From the My Goals
Workspace screen, hover
over your goal name and
select Edit Goal.

2. Scroll down to the
Activities section of your
goal.

3. From the Create New
Activity drop down list,
select Create Activity
using Learning Items.

4. Enter a phrase to search for
AgLearn courses related to
your goal and click Search.

S. From the list of available
courses, select one or more
courses to add as goal
activities.

6. Select Add.

Plan Status

Improve my business writing skills

Ho Value

o Updabe Status
With ncreased responsibilties in rc:‘:"\m
writing, 'm sure | would béneft from

mproving my | AddDelete Goal Howes

Target Date: 8/31/2016 ! Publish Gaal to Others

) Remove Goal

BTy Wk Statud TAFpE Dite

Create Mew Activity -

Create Activity using Learning ltems

Create External Activity

Learning Item Activity Search

Exsct Prewia

Add Cancel
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Adding a Goal Activity Using AgLearn Items
7. Review the Activities area i S
to confirm your AgLearn
items are now listed as goal
activities.

Activity Name seatun
Vilriting bt Tasdosss BN

Eurineas iriting kot e

8. Select Save and Close.
Save and Close

Adding an External Goal Activity

Achieving your developmental goals may require activities that are not training
related. Activities that don't involve AgLearn resources are called external

activities.
Step  Activity
1. From the My Goals

Workspace screen, hover
over your goal name and
select Edit Goal.

2. Scroll down to the Activities
section of your goal.

3. From the Create New
Activity drop down list,
select Create External
Activity.

4. Enter a name for your
activity.

Improve my business writing skills

Ho Vale
-.?, Updabe Stabus
With increased responsibiities in report
writing, F'm sure | would benefit from
mproving my | | AddrDelete Goal Hotes
Iy .
Target Date: 8/31/2016 (! Publish Goal tz Others

) Remove Goal

Targe1 Duse

S SpasdCloss o

Create Mew Activity -

Create Activity using Learning ltems
Create External Activity

Create New Activity

| ety lotes

Activiey Namse | Submit f least 3 reports for feeatack
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Be sure the target date for
you activity is before the
goal's target date.

Adding an External Goal Activity

S. Enter a target date for your
activity’s completion.

6. Select Save to save the
external activity.

7. Select Save and Close to
save and exit the goal.
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Target Date | 51201 | &

Save

Save and Close

Tip: Additional fields in the external activity form, such as Activity Priority and Target, Stretch and Actual fields are not
required, but can be used to provide additional information. You may wish to identify your activity with a high, medium
or low priority. Target and Stretch goals are associated with numeric goals, such as the example above to “submit at
least 3 written reports for feedback”. The Target activity in this case would be 3 (for 3 reports). A Stretch activity might
be 4 (to submit 4 reports). The Actual field will be updated as the user makes progress on the activity. Target and
Stretch fields are also used with assessed competencies, when added to your plan as goals because of identified
competency gaps. The Target field will be populated with the required proficiency level for your job position. You can
enter a level higher than the required level if you plan to increase your proficiency level beyond the required level.

There is an exception to
this rule. See the task
titted Recalling an IDP
Plan.

Submitting You Plan for Approval

Once you have added at least one goal to your IDP, you will be able to submit your plan for
approval by your supervisor. This will move your plan from Draft status to Pending Approval
status. Once submitted, you'll be able to check on who’s responsible for the next action by

selecting View Plan Approvals
Step Activity
1. Click Submit for Approval.

2. Select Yes to confirm your
understanding that changes
can no longer be made until
the plan is approved or
rejected.

3. Note that the current status
of the plan is Pending
Approval.

View

View Plan: | John Smith FY2016 IDP (Draft) |

Submit for Approval /1y Changes to the Plan require approval

Submit for Approval

) Onece the plan is submitted for appraval, you
u cannot make any changas till the plan 15
approved or rejected. Do you wish to continua?

Yes o

View Plan: My 2016 IDP (Pending Approval) | =
Recall Plan
Status: Pending Appraval
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Submitting You Plan for Approval

4. Select View Plan
Approvals to view the R =
name of the person who Print Plan
must take the next acton. -
View Changes Log
ngegii;;g Vﬁfﬁ":ﬁe')ate S. Note that your name is at FrTEEIn &
Supervisor, indicating he the tOp of the ||.St, along with Step ... Action Name Action Date
or she is the person who the date on which you 0 Submitted 1112015
must take the next action. submitted your plan. :
The actual email may look ; ; . fo.usda,
different depending c))ln 6. Your_ superwsor‘lv]:nll shortly %@? “Etf:ﬁ?f"iﬁﬁ‘é?;ﬂér"ﬁf 2615 8:05 an
your Outlook settings and receive an emailfrom subject: Plan Review
version. AglLearn System instructing — a user m ) has submitted a new plan (M
. 2016 EDP) effecl:'lve (9/30/2015 02:00 aMm america/New york
them to |Og|n to AgLearn This plan requires your review and approval. please log in to
. AagLearn and review this plan as soon as possible. contact
and review and approve your AgLearn A?E"CY Lead 1
|an ?t:@u h::: :ﬁye;:zsﬁg:sgwﬂand'l ngPage/popups /contact. html)
your p .
Keep in m|nd that 7_ From: Aglearn. L System$odo . usda.gov

significant changes
require approval by the
other party.

After your supervisor
approves your plan, you will
receive an email from
AgLearn System. At this
point you can continue to
add goals and activities, or
update the status of your
goals as you make
progress.

Recalling a Plan

Normally, once a plan is submitted for approval, no additional changes can be made until it
has been approved by your supervisor. If, however, you submit a plan for approval, and then
realize you still have changes that you would like to make, you can recall the plan before your
supervisor approves it.

Step
1.

Activity

From the My Goals
Workspace, select the plan
you would like to recall.
Note: Only plans that appear
with the phrase (Pending
Approval) are eligible for
recall.

Te: | ]
Lo
Subject Flan Approved

~
This email is to inform you that your Plan, My 2016 IDP, was reviewed and :
approved by TUEE, TR on 11/12/2015 08:07 AM
americafDenwver. Your plan ks now Active.

View

View Plan: My 2016 IDP (Pending Approval) | 4 ]
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Recalling a Plan

2. . —
Select Recall Plan. e
Recall Plan
Once you select Yes, your 3, Select Yes to confirm you
plan will change back to d d and wish Recall Plan
Draft status and the un e_rStanh and wish to
Recall bUtt.on will change continue the process. “ ™ This action will pull your plan back from the
to a Submit for approval . .
button. approval process. Do you wish to Continue®
[ Yes | Mo
! —
4, ivi

Make any goal .OI’ activity View Plan: | John Smith FY2016 IDP (Draft) |« ‘

changes you with to make,

and then Select Smeit fOf Submit for Approval & Changes to the Plan require approval

Approval.
At this point the Recall 5. ;
button appears, because Sh?IeCt .YeS to If onfirm. At Submit for Approval
the plan is now pending this _PO'“L make no .
approval. If you flf\q you additional Changes until _—.  Once the plan is submitted for approval, you
need to make additional your Supervisor approves {4y cannot make any changes till the plan is
changgs before your or rejects your plan. approved or rejected. Do you wish to continua?
supervisor approves the ) .
plan, you must first recall |\ Yes | Mo
the plan.
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Updating the Status of an Activity or Goal

The status of internal activities (those created using AgLearn items) will be automatically

updated as you complete them. External activities will need to be updated by you as will the
associated goals. The following steps show you how to update an external activity and then
how to update the status of a goal once all associated activities have been completed.

Step Activity

1. From the My Goals
Workspace, select the plan
you would like to update.
Note: The plan must be in
Approved status. Plans that
are in Pending Approval status
cannot be edited unless
recalled.

2. Hover your mouse over the
goal you wish to update and
select Update Status.

3. In the Update Status
window, select the activity’s
new status from the
corresponding drop down
list.

4. Select Save.

View
My Goals Workspace

Goal Status

B Complete (0.00%)
In Progress (0.009%)

H Behind (100.00%)

View Plan: | All Active Plans L |

Goal Name | All Aclive Plans
My 2016 IDP (Approved)

S il

Goal Name Plan Hame Plan Stat
Improve my business writing skills
& Im
Ha Val
e B Update Status
With ncreased responsbiilties in report Q Edit Goal
wirting, f'm sure | would beneft from - ...
improving my business writing skils | AddDelete Goal Notes
Target Date: 9/29/2016 s8] Pubiish Goal to Others
B Remowe Goal
Update Status e

Goal ame  Impeove my busingss wiiting sklls

Saatus  Ho Vake L Manually override status

Activitios
Activity Name Status
Bussingss Wikting for Results e

1 Swbmit o least 3 witition reports for fe... | Pl Stared
Weriting fos Business hick Staried

Completed

Save Cancal

Save
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Updating the Status of an Activity or Goal

S. When all goal activities
have been completed, you
can now update the status
of the goal to Completed.
In the Update Status
window, select Manually
override status.

6. From the Status drop down
list, select Complete.

7. Select Save.

8. In the My Goals
Workspace, your goal
status now shows
Complete.

Update Status =
Goal Hame  Improve my busmass witing skdly
Status No Vialue ® [#] Manuslly overide st
Ativites
Activity Name Status
Y Business Writing for Results Al 2l
Y Submit a1 least 3 witithin ieports bod b, | Compietid -
] Witing foo Businoss Compieed
S Cancal
Update Status =
Goal Masd I iy budsniid wiling Skl
Swtus | povalue [¥] Manually ovorride saius
Ho Value
Activitios 1 Progiess
| On Tatpet
Activity Mame Beting Status
1 Business Weithng ansad Al 2
| Subenit ot lnass 3 Compiets | Comeintea
] Wl’iling“bf Busimiras Complated
Save Cancel
Save
ol Hame .. Plan Hams Pian fertun Tarpet Date . Gosi Fiaws
B g oy baminesa i, Uy 79 0P gt TR P Diergiene




