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[bookmark: _Toc377413193][bookmark: _Toc379270033]I. Employee View	
[bookmark: _Toc374694514][bookmark: _Toc377413194][bookmark: _Toc379270034]Navigating to My IDP
1. Go to https://actnow.army.mil
2. If this is your first time logging in, click “I accept.”  Then sign into ACT with your CAC or AKO name and password.

[image: ]


3. The first main tab you will see is the Civilian tab.
4. Within the Civilian tab, click the My IDP (Individual Development Plan) sub-tab at the far right.

[image: My IDP_Civilian]

5. The My IDP portlet is where you will create your action plans for IDP goals and IDP training goals.  Within the IDP portlet in ACT, you can view and edit IDP Training goals.
[bookmark: _Toc374694515][bookmark: _Toc377413195][bookmark: _Toc379270035]Setting Goals within an IDP
1. An IDP is composed of IDP and Training goals previously created in ACT.
[image: ]
2. If no goals are set, the IDP will be blank.  
3. There are several places in ACT where you can create goals for your IDP.  Here, we will go over creating goals using My Activities, My Planner, or My Notices.
4. Professional Development Model (PDM) recommendations are established by your Personnel Proponent in My Planner. 

Note: If your PDM is blank, your Career Program data may not be available yet.
[image: My Planner_Civilian]
[image: My Planner - display]
a. PDM Categories include: Key Assignments, Competencies, Leader Development, Professional Development, Occupational Development, Academic Training, Certifications, and Mandatory Training.
i. You can create goals from these PDM recommendations by selecting the radio button of a recommendation. The goal will be included in the IDP once it is designated as an IDP Goal. 
[image: ]

b. Users can also establish non-source system courses as goals.  Select the Create Professional Goal button at the bottom of the right-hand side of the portlet. 
[image: ]
This loads the Create a Goal notice, where Users can populate the Complete by, Subject, IDP Goal, and Notes fields and click Add Professional Goal to submit the new IDP goal.
[image: ]
5. IDP goals can also be added into the IDP from My Activities.

[image: My Activities_Civilian]

a. In My Activities, you can see a summary of goals you have previously created and create more goals by selecting the Create Personal Goal button.

[image: ]

a. When selecting the Activity name, you will be brought to its details page, where you can edit various details of the goal (e.g. IDP Goal designation, Target Completion Date, Actual Completion Date) or Delete the goal if no longer applicable.
 
[image: ]


6. Finally, IDP goals can be created from My Notices. This portlet contains Career and Training Recommendations made by Supervisors/Mentors and Career Administrators, which Users can make into IDP goals.

[image: ]

7. Clicking on the hyperlinked Notification name brings up its details, which include the Notice Originator, Date, Subject, Priority, Notice Expiration, Course ID, Class ID, Start Date, School Name, and any Leader Notes.   
[image: ]
In addition, clicking on the Course ID displays more course details, such as the Course Name, the Scope of Course, and the Source of the course (e.g. ATRRS). Clicking on the hyperlinked source system name opens the source system website in a new window.
[image: ]
To make this recommendation a goal, select the Create New Goal button.
8. Next, fill in the Complete by Date, add any Personal Notes, if necessary, and check the IDP goal, if applicable.  If this is an IDP goal, select the Term, Priority and add any Associated Cost, if necessary. Click Create New Goal to save the goal.
[image: ]








[bookmark: _Toc377413196][bookmark: _Toc379270036]Creating a new IDP
1. To create an IDP, click on the My IDP sub-tab in the Civilian tab.
[image: My IDP_Civilian]
2. [image: ]Next, click on the Create New IDP button.

3. To begin, select a Start Date and an End Date to set the time frame of the IDP.  Setting the IDP’s time frame enables the system to populate your IDP with previously saved IDP Goals whose Targeted Completion Dates fall within that selected time frame.  
a. For example, if the timeframe is set to start on 1 July 2013 and end on 30 June 2014, the IDP goals that will populate into the new IDP are ones you previously determined to be completed during that designated 12-month period (July – June).

[image: ]









4. ACT will refresh and populate the IDP Goals you set within that time frame.  Click Save. 
[image: ]

5. The IDP is now saved and set to a “Draft” status. 
[image: ]

[bookmark: _Toc377413197][bookmark: _Toc379270037]Editing Your IDP
1. To view and edit an IDP goal and IDP training goal details, click Edit at the bottom of the screen. In addition, Users have the option to delete their IDP while it is still in the “Draft” status by selecting Delete, also located at the bottom of the screen.
[image: ]
2. Next click the goal in the Goal Description column within the table labeled IDP GOALS or TRAINING GOALS.
[image: ]
3. This brings you to My Activities.  Here, you can modify details such as the “Target Completion Date,” the “Actual Completion Date,” the “Priority Level,” the “IDP Goal Range,” “Associated Cost,” and any other notes related to the goal. 
[image: ]



4. You can add additional goals within the My Activities, My Planner, and My Notices portlets.  
[image: ]Note: The caution triangles indicate that the User has not yet associated a course with their goal.  This is a feature that can be edited in My Activities.

5. 
6. 
7. 
8. 
9. 
5. To return to your IDP once edits have been made, click My IDP to return to the My IDP portlet.
[image: My IDP_Civilian]

6. Finally, click Update to include the new changes in your IDP.
[image: ]	
[bookmark: _Toc330971372][bookmark: _Toc338826016][bookmark: _Toc374694518][bookmark: _Toc377413198][bookmark: _Toc379270038]Submitting your IDP
1. When you are ready to submit, click the Submit button at the bottom of the page to send the IDP to your Supervisor. 
[image: ]
2. The status of the submitted IDP will change from “Draft” to “Pending Approval.” The Supervisor has the option to Approve, Reject, or recommend the Employee Adds Goals to the submitted IDP.
a. If approved by the Supervisor, the IDP status will change to “Final.” 
b. If the IDP is rejected or the Supervisor recommends that you add goals, you will be able to edit the IDP and make changes accordingly. The Employee should then resubmit the IDP for approval. 
[image: ]
3. To view archived IDPs that have been previously approved, select from the drop-down menu at the top of the portlet. Search for the previously Archived IDP by its Start and End date.
[image: ]
[bookmark: _Toc377413199]



[bookmark: _Toc379270039]Including Supervisor Changes into your IDP
Supervisors may return IDPs with suggestions to add goals into the IDP.  Added goals are highlighted in yellow on the returned IDP. 
[image: ]
1. Users have the option to add or reject the Supervisor-recommended goals.  Selecting the green “checkmark” accepts the goal, highlighting it in green, while selecting the “X” rejects the goal to highlight it in red.
[image: ]
2. Next, select Process Changes at the bottom of the screen to finalize your changes. 
[image: ]
3. Accepting the goals includes the goals into your IDP.  Press Submit to resubmit your IDP for approval from your Supervisor.
[image: ]



4. This is the view of a finalized IDP, which can be signed by the Employee of the Supervisor.
[image: ]
[bookmark: _Toc379270040][bookmark: _Toc374694520][bookmark: _Toc377413201]II. Supervisor View 
[bookmark: _Toc379270041]Approving IDPs as a Supervisor
Supervisors will have the ability to approve IDPs directly within ACT.
1. To approve/reject your Employees’ IDPs, go into the Supervisor tab and then click the sub-tab My Employee IDPs. 

[image: ]


2. View your Employees’ submitted IDPs in list form.  Click on the name of the Employee whose IDP you would like to review.
[image: ]
3. Supervisors make immediate changes by selecting appropriate buttons next to the IDP Goals and Trainings specified in their Employee’s IDP.  These changes can be made without the Employee’s agreement.
[image: ]
Supervisors approve or reject the IDP by clicking the Approve and Reject buttons at the top of the page.  Supervisors then have the ability to add comments to support the approval or rejection.
[image: ]
4. Supervisors make recommended changes by selecting the Add Goals button at the top of the page. 
[image: ]
[bookmark: _Toc374694521][bookmark: _Toc377413202][bookmark: _Toc379270042]Adding Goals into your Employee’s IDP
Clicking Add Goals loads My Planner.
[image: ]


1. Supervisors add recommended goals by populating the PDM Recommendations portlet and selecting the Add as Goal button. 
[image: ]
2. Added goals are highlighted in yellow.  Supervisors send recommended changes by selecting the Send to Employee button.  

[image: ]

3. When the edited IDP is returned, Supervisors again have the option to approve or reject the IDP by clicking the Approve and Reject (with comments) buttons at the top of the page. 
[image: ] 
Have additional questions? Email us at act.now@us.army.mil
February 2014
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