
IDP User guide – With 
Template



IDP – Individual Development Plan with Template
The IDP workflow allows for the 
creation of the plan to be built, 
add or personalise goals, actions 
and talking points and for the 
Employee to ‘approve’

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

the Plan, from their profile and you 
approve from Employee 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
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Completing a development plan

1 Select the 
Development Tile 
from your welcome 
page
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Completing a development plan
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Your IDP has been 
loaded to your profile 
by your organisation

Here you will see the 
plan and timelines

The red reminder bar 
remains until you have 
completed, saved and 
approved your plan
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Completing a development plan
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Select ‘Touchpoints’ 
to open the right- 
hand panel

Here you can adjust 
the date, add 
comments and 
documents

Click ‘Save’
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Completing a development plan
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Add a comment opens this 
view

Use the free text box to 
add your comment, 
‘Submit’ will turn blue 
when text is entered

Your comment will appear 
below with a date stamp of 
when the comment was 
made once ‘Submit’ has 
been clicked

*Comments cannot be added 
to once submitted
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Completing a development plan
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Click Documents And 
then ‘Browse files’

The File search box will 
appear, once document 
has been found and 
selected the ‘open’ will 
turn blue, click to 
upload
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Completing a development plan
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A confirmation box will 
appear

A date stamped 
uploaded document will 
show in the right-hand 
panel
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Completing a development plan
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Click on the Objective 
title

You can alter the dates 
using the calendar 
icons

Click ‘save’ once 
completed
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Completing a development plan
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Status of the objective 
can be updated by 
ticking the required box

Use the free text box to 
add a description 

Click ‘Save’ 
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Completing a development plan
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You can use these tick 
boxes to update the 
status of individual 
activities

Or open up the plan 
progress from the plan 
name

‘Save progress’ 
highlights in Blue when 
changes are made. Click 
to save your updates
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Completing a development plan
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You can 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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Completing a development plan
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Progress of Meetings, 
objectives and Actions 
can quickly be Ticked 
(Whilst in the meeting 
or after)

Click ‘Save Progress’
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Completing a development plan
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Once the kick off 
meeting with your line 
manager has been 
completed and 
objectives have been 
discussed and updates 
made

Click ‘Approve plan as 
employee’
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Completing a development plan

1 You have now 
updated and 
approved your plan; 
your Manager will 
approve from their 
view to move it to 
‘Approved’ status. 
Every time you log in 
you will now see your 
updated plan, 
timeline, and 
progress



IDP Manager’s Approval | Individual Development Plan
The IDP workflow allows for the 
creation of the plan, add or 
personalise Objectives, actions and 
talking points and for the 
Employee to ‘approve’

Once objectives and actions are agreed 
in the ‘Kick-off’ Meeting the Manager 

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