
IDP Userguide – without 
Template



IDP – Individual Development Plan|without template
The IDP workflow allows for the 
creation of the plan, add or 
personalise objectives, actions and 
talking points and for the 
Employee to ‘save’ the plan

Once objectives and actions are agreed 
in your review, the Manager ‘approves‘  

the Plan, from their profile and the 
Employee ‘approves’ from their profile

The Status will move from ‘Not started’ 
to ‘Agreed’. As updates are made the 
status moves to ‘on-going’ , at the end 

of year/plan the Manager closes the 
Plan to move it to ‘closed’ status

You can copy any objectives from a 
closed plan to a new/live plan if you 
wish for the following year



Creating a development plan

1 Access your Development Plan 

from your home screen
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Creating a development plan

1 Access can also be navigated 

on the left-hand side menu

Click ‘+ Create a new Plan’
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Creating a development plan

1
Preloaded templates can be 

selected from the drop-down 
menu

The 1-5 steps show you where 
you are in the plan creation

Start and End dates can be 
changed using the calendar icon

On this view, Managers name 
can be completed (this is not  

mandatory), add comments or 
documents 

Click save and next step
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Creating a development plan
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The 1-5 steps show you 
where you are in the 
Creating a Plan process

Use the free text area to 
provide a Plan Summary

Remember to Click ‘Save 
and Next Step’

For an expanded view 
click the arrow



Creating a development plan
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Add you Objectives and 
Actions by selecting 
from the drop-down 
menu

Dates can be amended 
here

Click ‘Save and Next 
Step’
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Creating a development plan
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Select Objective 
and click ‘Save 
Objective’

You can add actions 
linked to the 
objective or 
complete later in 
the following steps

Click ‘Save and Next 
Step’
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Creating a development plan
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Add more objectives 
here

Add Actions to 
deliver your 
objective here

Actions can be 
linked to a saved 
objective or be kept 
as a stand-alone 
action

Click ‘Save and Next 
Step
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Creating a development plan
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Action Start and End 
dates can be amended 
here

Action templates can 
be selected using the 
drop-down menu

Click ‘Save Action’ to 
stay on the page and 
add more

Or click ‘Save and Next 
Step’
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Creating a development plan
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The list of objectives 
show here

As objectives are 
saved, they will 
populate into the 
Action ‘Link to this 
objective’ drop down 
menu 

Click ‘Save and Next 
Step’
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Creating a development plan
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Both Objectives and 
Actions will now appear 
on your profile, you can 
add more from this view 
too

Click ‘Save and Next 
Step’
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Completing a development plan
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Click ‘View Competency’ 
and the right-hand panel 
will appear 

Data from your current 
Assessment area(s), 
where a gap between 
current indicator and Job 
Level Requirement was 
identified will be listed. 
This assists you in 
building in an objective or 
action to close the gap 
into your IDP
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Creating a development plan
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Using the Touchpoint drop 
down select the type of 
meeting. The first one 
should always be the 
‘Kick-Off’ template where 
you agree with your 
Manager to approve the 
plan. Dates can be 
amended using the 
calendar icon

Step 4 is highlighted for 
you to add Touchpoints

Click ‘Save and Next Step’
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Creating a development plan
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Once saved more 
Touchpoints will appear 
for you to add

Dates can be amended to 
suit your diary using the 
calendar icon
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Creating a development plan
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Once saved Touchpoints 
can still be amended or 
deleted

More touchpoints can be 
added by clicking here

Click ‘Save and Next step’



Reviewing a development plan
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1 You now will review 
your plan scrolling 
down the page. View 
all items you have 
completed and then 
click ‘Save plan’
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Approving a development plan
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This is the view (Current 
plan) on log in showing 
the timeline you created

The Red Reminder Bar 
will stay in view until the 
plan has been approved 
by you

Click ‘Approve plan as 
employee’

The Red Reminder Bar 
will not show once 
approved
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Updating a development plan

1

2

To update click in the 
plan and 3 dots on the 
right

From the menu select 
‘Update progress’



Updating a development plan
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The right-hand panel 
will slide out, you can 
update progress from 
this view

If you make any 
changes the ‘Save 
Progress’ will turn 
Blue and you will have 
to click complete the 
update
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Updating a development plan
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To update individual 
touchpoints, 
Objectives or Actions 
click on the title from 
this view and the panel 
will appear

Here you can add a 
comment or upload a 
document and click 
‘Save’

You can add endless 
comments, but cannot 
edit one once saved
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Updating a development plan
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On log in you will now 
have this view to your 
current plan, if you 
have more than one 
plan use the drop-
down arrow to view 
and select one

You can always add 
objectives and new 
actions from this view
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