LEARNAT F'V Supervisor Job Aid yarersion 10

MEETING THE CHALLENGE How to review and
approve an IDP

IMPORTANT:

e |IDPs must be entered and managed through LearnATF. There
are no more paper based IDPs (formerly ATF F 6231.1).

e |DP action is required each year and coincides with the fiscal
year.

e |f an employee declines to submit an IDP, they must

B efo re YO u Start . acknowledge that they do not want to enter an IDP in

LearnATF.

e 1% line supervisors review and approve IDPs within LearnATF.
Training Coordinators do not have access to approve IDPs.

e |f you have questions about IDP requirements, contact the
Continuing Educating Branch (CEB).

e |f you have difficulty navigating the IDP, contact the ATF Help
Desk at 1-877-875-3723.

. LEARNATF"™
When you log in to LearnATF, you Home i Eployes

1 will see an Alert on the upper right of vandy Downing Goldstein
your screen.

2 Click on the You have pending
. approval requests link.
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Pending Reviews and Approvals WD

This view shows you all of the review and approval actions you have been asked to perform. Itis divided into two primary sections: reviews and approvals for
performance management Activities, such as competency assessments (only if available); and apprevals for training requests. You may switch between sections by
clicking on the appropriate section ger Within each section you will find a list of Specific reviews or approvals you are being asked to perform, categorized by

Performance Management (1) Training (1) L
Training
¥ Internal Training (0)
. . & A ' Direct Reports Only
The Pen d | n CI ReV | eWS an d No items were found using this search criteria.
3 Approvals page is displayed. Click EpS——
-
the Pel’fOI’m ance Mal’] aq em ent tab ¥ Enter Reasans for Approvals or Denials. & Al " Direct Reports Only VNexl'
User Name « Title Price  Type Action [Approve All/Deny Alll
#Romero, Mario M Test 0.00 EXTERNAL LEARNING REQUEST  ~ approve © Deny @ Skip
¥ E-Signaturs Verification (0)
& Au ' Direct Reports Only

No items were found using this search criteria.

¥ Subordinate Plan Approvals (1)

Your pending IDP approvals are oo Seore ot
4 displayed. Click on Review beside 4

=
User Name PlanTitle Plan Period  Plan Status « Effective Date  Approval Date  Expiration Date  Review Type

the employee you would like to Romero, Mario M Test  ATFFY 2011 Submit/Pending 9/30/2010 9292011 Mew Plan< F— )
review first. —

Mario M Romero X
LEARNING TECHHOLOGIES TRAIMING SPECIALIST / Learin...
Learning Technology Branch

Plan Status : Submit/Pending Version : 0 {current)
(Submitted for
approval on
2/8/2011) »

Effective Date: 9/30/2010 Expiration Date: 3/23/2011

Print Plan | List all Plans | | View/Add Notes | | Approve | Reject

Your employee’s IDP is displayed. [ Development '\
5 . Select the blue triangle next to a

Goal Name to review the Goal it | |44 Description
Description and any associated Group By: [s=ten =] View Changes: 1o |
Activities. ES ¥ Section Name: Short Term Goals (Within 1 Year)(1)

Goal Name ~ Target Date Priority Percent Toward Target Action Remove
est 8/16/201 View/Add Nates
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If you wish to add notes, comments
or feedback, Click View/Add Notes.

——
If‘ Development ‘\

| | Add Description

. itle: |
Note: Comments in the Notes ™
6 . section are visible by your S~ N e B

employees and they cannot be ¥ Section Name: Short Term Goals (Within 1 Year)(1)

— 6 -
deleted once entered unless you I —— e e e Ve
check “This is a private note”.

Mario M Romero
LEARNING TECHNOLOGIES TRAINING SPECIALIST / Learnin...
Learning Technology Branch

When you have reviewed the IDP, m—
Click Approve or Reject. PRSI WAL
approval on
2/8/2011) W
If you approved the IDP the fective Date: 9/30/2010 Expiration Date: 9/29/2011 7

7 employee will receive a notification prioe | it ot pans mmm
. indicating it is approved. If you J/ e\

rejected the IDP, set a time to meet
and discuss the changes you would )

like your gmployee to make before T s e
resubmitting for approval.

| [Faapeserpton

¥ Section Name: Short Term Goals (Within 1 Year)(1)

Goal Name « Target Date Priority Percent Toward Target Action Remove

B Test 8/16/2011 View?Add Notes

Mario M Romero
LEARNING TECHNOLOGIES TRAINING SPECIALIST / Learnin...

Learning Technology Branch

My Plans and Goals @ Help ]

The details of this plan are shewn below. You may update the Status of Geals and Activities. Additionally, you may add or edit Goals te the Plans. You
may add or edit supporting Activities for those Goals. However, if you have made changes since the Plan was last approved, you must submit the
Plan for Approval again. Only approved Geals and Activities are reflected in the Peformance Review. You may view or add notes to this Plan at any
time. To select another plan, hover your mouse ever the image by the side of the current plan Title and select a different Plan. If you have been
designated as a Ceach, you may view / updale or add other User's Plans.

8 Clle the x in the upper rlght hand Plan Title : Test (Select Other Plan Period : ATF FY 2011

Plan)
corner to close the IDP. Vi s
Plan Status : Active/Approved Version :lm

(Expires 232 days
from now) B

Effective Date: 9/30/2010 Expiration Date:[g,29,7011 |

Print Plan || List all Plans | | View/Add Notes

| Development |

Title: 1 Add Description

—— e §
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