
IDP Userguide - Manager



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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Manager | Approving a development plan

1 Ensure you are viewing 
as a line Manager

Click ‘Team Plans’
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Manager | Approving a development plan
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The Plan Status Bar 
gives an overview of 
where your direct 
reports are in the IDP 
workflow

The list of your team 
will appear here

To select an 
individual, click on the 
highlighted plan name 



1

Manager | Approving a development plan
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The Employees IDP Plan 
will show this view

The Red Reminder Bar 
will stay in view until 
approved

You can click on the 
individual items to 
review and add 
updates/comments

Once mutually agreed 
click ‘Approve plan as 
Manager'
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Manager | Approving a development plan
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Clicking on the title 3 dots 
and selecting update 
opens the right-hand 
panel

You can view the 
employee’s progress

You can see the employee 
has approved the plan 
and can use the tick box 
from here to ’Approve’ too
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Manager | Approving a development plan
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Click the Tick Box to 
Approve your 
Employee’s plan

Click ‘Save Progress’ to 
complete the Approval
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Manager | Approving a development plan

1 The red reminder bar 
has now been 
removed as the plan 
has been approved by 
both Employee and 
Manager and is in 
‘Approved’ Status



Manager | Dashboard View

On your Manager 
Dashboard there are 2 
tiles:  one shows  the 
numbers of IDP’s  and 
their status in the  
workflow and the second 
shows the % of 
Approvals for Employees 
and Line Manager
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