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Before You Start: Supervisors have the ability to run a report to see which employees 
have submitted an IDP and the status of the IDP. 

1. 
On the Home page of LearnATF, go 
to your Easy Links and click on 
Reports. 

  

2. In the Report list, click on Individual 
Development Plans (IDP). 

3. 
Select whether you want to run the 
report for yourself, those who report 
directly to you or everyone in your 
reporting chain. 
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4. 

 
Decide whether you want to run your 
report to your Browser or to a Local 
File where you can save or print the 
report. 
 
If you are familiar with Microsoft 
Excel, you can run the report in CSV 
format and sort the report as 
needed. 
 

 
 

5. 
There are several options for 
searching, but it easiest to run the 
report by leaving the date perimeters 
empty and grouping the report by 
Plan Period. 
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6. 

You have additional options for 
including Notes that have been 
added to the plan by you or your 
employee, grouping Goals by 
Category or Priority and viewing 
any Changes that were made to the 
plan. 
 
Note: If you choose any of these options, 
it is best to run the report in HTML or 
PDF format instead of CSV. 

 

 

7. 
Once you have set up the way you 
want the report to run, click on Run 
Report. 
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