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INDIVIDUAL DEVELOPMENT 
PLAN (IDP)

MAY 2023Executing the IDP Process within ACT!
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PHASE (1) – CREATE IDP GOALS 
PHASE (2) – CREATE IDP
PHASE (3) – IDP APPROVAL (SUPERVISOR)

PHASES OF IDP CREATION

Taking time to create the IDP Goals enables IDP completion and submission to effectively develop the IDP to 
support the Performance Plan.  
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ACT IDP RESOURCES
ACT RESOURCES TO CREATE IDP GOALS
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ACT
Tools to
create 

IDP

Additional Resources

*Supervisor 

Recommendations

*ArmyIgnitED

*AR 350-1

*FM 6-22 

ACT Tools to create IDP Goals.  Additional resources used include AR 350-1 and FM 6-22 

Goals Management is the Primary Tool in ACT to create the IDP Goals.  All the Goals in Goals Management  
automatically populates the My Current Goalss section on the IDP Page.  Additional Resources include the PDM 
Navigator which allow employees to select Goals based on the Career Field recommendations.  Other options to 
select Goals include the Course Search which provides course selection within the ALMS and ATRRS Catalog.  The 
ACTEDS Plans, located within the Career Program Training Plans Community within the ACT provided 
recommendations for the specific Career Programs.  Finally, other resources in AR 350-1, FM 6-22 and ArmyIgnitED
etc. can be used to develop your IDP Goals. 
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LEADER LINK-UP
Employee/Supervisor Link-Up required for IDP Approval

Select 1st Line Supervisor.  The IDPs can still be created but will remain in Pending status until Supervisor is selected

The IDP can be created without selecting a Leader/Supervisor, however the 1st Line Supervisor must be selected 
before the IDP can be submitted for approval.  The 1st Line Supervisor must accept the Employees request before 
they can approve the IDP.    
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CREATE IDP GOALS 
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GOALS MANAGEMENT 

Under the PLAN Tab on Left Navigation, Select PROFESSIONAL GOAL to create IDP Goals in Goals Management

Goals Management provides the ability to manually create Professional Goals, Personal Goals, and Events.  You 
can determine which goals to add to the IDP and determine the date range for the Goal Completion.  Personal Goals 
and Events are automatically marked Private and not visible, but can be unchecked to be available to add to the IDP.  
Goals Management allows the IDP Goals to be marked as complete by entering the actual completion date and will 
be appear in the Completed Goals Tab.     
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PROFESSIONAL GOAL 

Goals created populate in “My Current Goals” on IDP Page and in Goals Management 

CREATE A PROFESSIONAL GOAL

The Targeted Start Date and Targeted Completion Date needs to be added via the Calendar Selector (Blue Box).  
The Targeted Dates of Professional Goals must be within the IDP Date Range, or an error will appear preventing 
the submission of the IDP until corrected.  Ensure to complete all mandatory fields with the Red Asterisk prior to 
saving the Goal.  These Goals will populate the “My Current Goals” section on the IDP Page and can be added to 
the IDP.
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PROFESSIONAL GOAL (CONT.) 
CREATE A PROFESSIONAL GOAL

Checking IDP Goal(s) provides additional options. This will immediately populate the goal to IDP.  Additional 
information in the drop-down is Optional

When the IDP Goal box is checked, it will automatically populate the Short-Range section on the IDP page.  The 
IDP Goal Range must also be selected prior to saving the Goal.  Ensure the Goals are within the IDP Date range, or 
an error will appear preventing the submission of the IDP until corrected.  All additional information in the drop down 
is optional and will not prevent the addition or submission of the IDP Goal. 
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PERSONAL GOAL OR EVENT (IF APPLICABLE)

Visible to be added to IDP only if “Marked Private” is unchecked 

CREATE PERSONAL GOAL OR EVENT

Personal Goals and Events can be added to the IDP, however is initially Marked Private unless unchecked to be 
added as an IDP Goal.  If unchecked the Personal Goal and Events will populate the My Current Goals section on 
the IDP page and can be added to the IDP. 
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PDM GOAL RECOMMENDATION (OPTIONAL)

Goals created will populate in “My Current Goals” on the IDP Page and in Goals Management

ADD GOALS from PDM Navigator

The PDM recommendations can be added to the IDP page by checking the Radio Button to select the Goals within 
the PDM Recommendations.  By selecting the ADD AS GOAL Tab, this will take you to the Professional Goals page 
to create/modify the Goals within Goals Management.  Ensure the Goals are within the IDP Date range, or a will 
error will appear preventing the submission of the IDP until corrected.



TRADOC G3/5/7, LDD – Victory Starts Here https://actnow.army.mil
00.00.0000 11TRADOC G3/5/7, G-37 – Victory Starts Here https://actnow.army.mil 11

PDM GOAL RECOMMENDATION 

PDM/Career Map Goal Recommendation will populate Goal Name & Description

CREATE OR MODIFY GOAL

The Goal Name and Description will automatically populate from the PDM Goal Recommendation page.  The Goal 
will automatically populate the “My Current Goals” section on the IDP page.
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COURSE SEARCH (OPTIONAL)
CREATE PROFESSIONAL GOAL

Goals created will populate in “My Current Goals” on the IDP Page and in Goals Management 

The Course Search contains courses from the ALMS and ATRRS Catalogs that can be added to the IDP.  The 
search can be narrowed by using keywords i.e. CES for CES Courses, or ALMS / ATRRS for quicker access to Army 
/ Civilian Courses.  Once the Course is selected, ensure the class dates are within the IDP date range. 
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COURSE SEARCH (CONT.)
CREATE PROFESSIONAL GOAL

Courses selected will populate in “My Current Goals” on the IDP Page and in Goals Management 

Check the Radio Button to select the Class.  Select the CREATE GOAL Tab to create the Professional Goal within 
Goals Management.  Once the Course is selected, ensure the class dates are within the IDP date range. 
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COURSE SEARCH (CONT.)
CREATE PROFESSIONAL GOAL

Goals created will populate in “My Current Goals” on the IDP Page and in Goals Management 

The Goal Name and Description will automatically populate from the Course Search Recommendation page.   The 
Goal will automatically populate the “My Current Goals” on IDP page.
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CREATE IDP 
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CREATE IDP
First Time IDP creation 

This Page displays the IDP instructions for First-Time IDP creation ONLY.  Step by Step process is provided below. 

Utilize the created IDP Goals to assist with a smooth transition to complete your IDP. 
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CREATE IDP

Select CREATE NEW IDP to begin IDP process.  Step by Step process is provided below 

Select CREATE NEW IDP to begin the IDP process.  The Step-by-Step process highlighted in the “My Current 
Goals” section will assist with successfully completing your IDP.  The IDP Help Button will also provide you with 
additional training material within the ACT Knowledge Base Training Community. 
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CREATE IDP (CONT.)

Select Goals from “My Current Goals”. Add Goals to IDP using ADD GOALS TO IDP Tab and select SAVE

To create an IDP, select the intended Goals from the My Current Goals section.  Select the ADD GOALS TO IDP 
Tab to move goals to the IDP section on right side of page.  The Goals can be moved from Short Term to Long Term 
(if needed), by checking the IDP Goal in the Short Term IDP section and then selecting the SWITCH GOAL TERM 
Tab.  The Targeted Start Date and Targeted Completion Date needs to be added via the Calendar Selector (Blue 
Box).  Ensure the Goals are within the IDP Date range, or an error will appear preventing the submission of the IDP 
until corrected.  Select the SAVE Tab to save the IDP as a Draft before submission. 
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SUBMIT IDP

SUBMIT the IDP for Supervisor Approval

Select SUBMIT to send IDP to the 1st Line Supervisor for Approval.  Ensure the Supervisor is selected, or IDP will 
remain in DRAFT (Saved) status until Supervisor selection completed.   
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WITHDRAW / EDIT IDP (IF APPLICABLE)

IDPs may be Withdrawn/Edited (or Deleted) by the Employee until Approved by their Supervisor

The IDP can be Withdrawn/Edited (or Deleted) at any time prior to Supervisor Approval.  Once Edits are made, the 
IDP must be resubmitted to 1st Line Supervisor for Approval.  
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IDP APPROVAL
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IDP APPROVAL
Supervisor Reviews and Approves Employee’s IDP

Select the REMINDERS icon to view items. Select REVIEW IDPs

1st Line Supervisor receives an email notification and a reminder on the ACT Dashboard to Review and Approve the 
Employees IDPs.  Select the Review IDPs hyperlink to go to Employees IDP Approval section.  
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APPROVE IDP (CONT.)

Supervisor Approves IDP

Select Employee with PENDING REVIEW status awaiting IDP approval.  Select APPROVE.  The approval status 
will appear in the IDP Status within the Career Dashboard.  1ST Line Supervisor will have visibility of the IDP 
Completion on the Dashboard. 
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EMPLOYEE APPROVED IDP 



TRADOC G3/5/7, LDD – Victory Starts Here https://actnow.army.mil
00.00.0000 25TRADOC G3/5/7, G-37 – Victory Starts Here https://actnow.army.mil 25

EMPLOYEE APPROVED IDP

IDP Status after Supervisor Approval

The Approval Status is visible along with the IDP information, once Supervisor Approves.  The IDP can also be 
printed or saved. 
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IDP COMPLETION STATUS
IDP COMPLETION STATUS ON CAREER DASHBOARD

View IDP Status Approved, Pending Review, Draft Saved, and Past Due (Employee & Supervisor View)

Employees IDP Status on the Career Dashboard.  The IDP Status are tracked as Approved, Pending Review, Draft 
Saved, and Past Due. 
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IDP COMPLETION TIPS

▪ Develop IDP Goals prior to starting IDP

▪ Goals Management is the Primary method to create IDP Goals 

▪ Ensure IDP Goals are within the IDP Start and Completion Dates

▪ If there is an error (Warning Triangle), usually one or more of the Goal Dates are outside of the IDP Dates

▪ The Associated Course error (Warning Triangle), does not prevent the submission of the IDP

▪ Goals Management can be used to Edit/Change Goal Dates or IDP Goal 

▪ 1st Line Supervisor selection is required to submit IDP for Approval

▪ 1st Line Supervisor must accept Employee’s request to Approve IDP

▪ IDP End Date can only go out to 3 years from the IDP Start Date in ACT for Army Civilians
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IDP POC:  Mr. Pedro Canela    pedro.l.canela.ctr@army.mil

ACT Program Manager:  Mr. Tyrone Johnson   tyrone.johnson6.civ@army.mil

ACT IDP POCs
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Questions?

ACT Help Desk Email:
usarmy.jble.tradoc.mbx.hq-tradoc-incopd-act-

servicedesk@army.mil
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