LEARNATF ly User Job Aid Vareh 1, 2011

MEETING THE CHALLENGE Entering an IDP in LearnATF

1
. Us Password
1 - Log into LearnATF. =
» Reset Password
¢ Easy Links
Approvals Options and Settings
2 On the Home page of LearnATF, Metus Books 24
. navigate to the Easy Links section.
Individual Dewvelopment Plan {1DP) gethibstract
External Requests (SF-152) Stream
Reports
Easy Links
Approwvals Cptions and Settings
3 Click on Individual Development Plan Mews LearnATF Books
. (IDP).
< LearnATF Abstracts
External Requests (5F-152) ATF Podcasztz (Stream)
Repaorts
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My Plans oD

SCrO” down and CI |Ck the C r eat e N ew Below is a list of all your plans. To view a plan, choose the View Plan option for that plan. If you have permission and the plan is editable, choose the Edit Plan

option for that plan. If you have permission and yeu want to begin the process of creating a new plan, choose the Create New Plan option

_ My Plans \

Plan Title Plan Period Plan Status 4. Effective Date Expiration Date Action

If yOU haVe an aCtive IDP in Leal’nATF, Test IDP ATF FY 2011 Draft 9/30/201012:00 AM  9/29/2011 12:00 AM View Plan
4 that Plan will be shown. . ! —
- Motes
Note: |If you a|ready have an active IDP demo ATF FY 2011 Submit/Pending 9/30/201012:00 AM  9/29/2011 12:00 AM po—
. ! EsT EST
you will not be able to create a new IDP. s /]
You may only have one active IDP per
Fiscal Year.
5
e
You have chosen 1o create a new gian. Enter the overall details for Mis plan and selact Add i create he Han
Plan Information
. * Plan Periods Spdeet Cloar
5 The Create My Plan page is now S
- displayed. e e
Ewhd:luuﬂalﬁ

Enter your Plan Title.

Create My Plan el

Note: The t|t|e Sh0U|d be descrlptlve and “You have chesen to create a new plan. Enter the cverall details for this plan and select Add to create the plan,
6 ) help you remember the purpose of your Plan Information 6

IDP. This is a required field. *Do not use @mwp‘ )

“My IDP” or “IDP” as it will make it difficult to

distinguish this IDP from future versions.

Click Select to enter your IDP Period.

Create My Plan

*You have chosen to create a new plan. Enter the overall details for this plan and select Add to create the plan.

Note: IDP Period is a required field. The -
IDP Period specifies the timeframe of your Plan Information -
* Plan Title: ‘ A’

IDP. At ATF, this is based on fiscal years. + Plan Period: l:@

7 If you do not have an Active/Approved IDP

" for the current FY and are trying to enter an
IDP for the coming FY: Create a short-term
IDP that will last from now until the end of
the current FY first.

This IDP can be as simple as one goal
stating you did not use the online IDP for

www.learnatf.gov
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the current FY.

You will not be able to create an IDP for
next fiscal year unless you create and have
a short-term IDP approved for the current
fiscal year or you wait until after the new FY

starts.
Search Date Periods
Enter a value for each field that you want to use to filter your search. Click Search to display the results.
. . Case sensitive search: © Yes N
Click Search to see Date Periods. =
8 - Date Period ID: IS[arl& With j
Description:  |starts With =l 8
-
Date Periods Search | Help
> Search Results

View Item Results

A list of potential IDP Periods are

displayed in the Date Period window. ———
—— Date Period ID Description
9 - Click Select in the row Corresponding ATF FY 2012 ATF FY 2012 Select

to the desired Date Period ID. v 0m AT 0P P 200
ATF-FY-2010 ATF and OJP FY 2010 seg
ATF-FY-2011 ATF FY 2011
JMD-PY-2008 JMD Personnel Year 2009 St
IMD-Y-2010 JMD Personnel Year 2010 St
JMD-PY-2011 JMD Personnel Year 2011 Select
0JP-RP-2011 0P Rating Period 2011 S

Plan Information 10

. . * Plan Title: " ‘
The Date Periods window closes, and < gﬁy Setoct Cowr D

the selected Date Period ID is now
displayed in the Plan Period field.

www.learnatf.gov
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Enter your Plan Purpose.

Plan Information

*PanTitle: [F011 10 ]

Note: This should be a broad statement © e penoss ‘ 11
1 1 i that describes the overall goal of your plan. @ e — ; >
For example, you may enter “Prepare for
entry into first-line management,” or
“Prepare for new job responsibilities.”

Plan Information

The Effective Date and Expiration B
12 Date fields are pre-populated based on e o Jstect
= | the selected Plan Period. You cannot Trective Date:
change either date. Crption ot

If you have an active IDP with
incomplete goals, you may copy those
goals to the new plan by placing a
checkmark in the Select column of the
appropriate row Corresponding to the Copy Goals and Activities from Active Plan

Oal OU WISh to CO i Select All/ DeselectAll
g y py Goal Name Goal Description Target Date ED;;‘::::S"‘ Plan Area C"’"vp‘m PE’(ET’;E;:"Em SE\}
13 L. Complete Master Degree 9/30/2011 No Development Mo
. | You may also copy the activities Select AlLJ Desmreceal
associated with any of these goals by
placing a checkmark in the Select
Copy Activities checkbox.
Note: To copy goals from expired plans,
you must use the Goal Wizard, available
when adding new goals to your IDP.
Copy Goals and Activities from Active Plan
Click Add when all required fields are select AL/ Deselect Al
1 4 Goal Name Goal Description TargetDate  COMPEIENSY gy Complete  PercentToward o
= | complete P g Reraied i e
' Complete Master Dearee 9/30/2011 No Development No ~
Select All / Deselect All
I tivities
14 U=

www.learnatf.gov 4
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. Gi By: |section ¥ Field Chooser || New Goal
The My IDPs and Goals screen is ey

d|Sp|ayed If you Copled any goals from Goal Name & Target Date Priority Percent Toward Target Action Remove

an active IDP, they will be listed here. P Complete Master Degres 02011 i Viewisdotes | O
Mave Goal

1 5 = | Note: You will need to update the target =

dates for the copied goals and activities if

they are in the past or you will be unable to

submit the new plan.

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

Add Goals to your IDP

1 Click New Goal on the right hand side

1
of the page. Group By: [s=ctien =] Fietd(hnﬂse

2
S e

You have chosen to add a geal to your Plan. Enter the details for the goal below or use the Geal Wizard, then choose Save to add the geal to your plan. To cancel,
EhdB&Kthe Back option

“You can fill out the Goal Details section below to add an ad-hoc Goal. If you would like instead to add Goals based on your competencies, add goals for a targeted
job position , copy goals frem other plans or even to adopt another user's Goals then use the Goal Wizard

FY2011 IDP Plan

Plan Period: ATF-FY-2011

Plan Purpose: Professianal DEvelopment
Expiration Date: $/23/2011

Effective Date: 9/30/2010

2 The Add Goal to Plan screen is =
- dlsplayed' * = Required Fields
Goal Details

Goal Type: Other Finished Save and Add Another | | Cancel

Sl — g B—
* Goal Name: | “ Target Date: l:l i)
(1000}

(1000)

Goal Category: | =

Section: |.. plasca Salact Ona -- -

www.learnatf.gov 5
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If you wish, enter a Goal Number.

Note: This is a unique number that

3 ) identifies the goal. You can pick any
number you want as long as you haven't
already used that number. This is not a
required field.

* = Required Fields

Goal Details
coalTyper Othend |
* Goal Name™ * Target Date: l:l
= e m
Goal Description: Target Value: l:l
(1000)
(1000)
Goal Categary: =

Enter a Goal Name.

4 Note: This is a unique name that

= Identifies the goal. It should be

short and specific such as “Project
Management. This is a required field.

* = Required Fields

Goal Details

Goal Type: Other Save and Add Another || Cancel
/|
Goal Description: Target Value: l:l
(1000
(1000)
(Goal Category: I j

Section: | pieasce Select One -- =2

Enter a Goal Description.

Note: This is a description of

5 i what you want to accomplish with
the goal. For example, “gain
experience and training to become
a certified PMP.”

Goal Details

Goal Type:  Other Save and Add Another | | Cancel

+ Goaltame: oy <D, | B
Goal Descrightin: |, e perience and training to become TergetValue: [
certified PP (1000)

(1000)

Goal Category: | =

Section: | picase Seiect One - =

www.learnatf.gov
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6 Click the Section_drop down menu
- and then select the appropriate section.

Goal Details

Goal Type:  Other

* Goal Name: [prgject

Goal Description:  |oain cuperience and training to become
a certified PMP

6

Goal Category:

Sect@n: [short Term Goals (Within 1 Year) |7

Save and Add Another | Cancel
i S—
* Target Date: :l =
o E—

(1000)

(1000)

If you wish, enter a number in the
7 i Priority field to prioritize the goal.

Goal Details

Goal Type:  Other

* GoalName: [progect

Goal Description:  |ozin cyperience and training to become

,ﬂn;‘ Save and Add Another || Cancel
ooy [ —_ ]
* Target Date: l:l i)
Target Value: I:l

can copy the goal to next year’'s IDP when
you create it if the goal is not completed by
the end of the FY. This is a required field.

Section: [short Term Goals (Within 1 Year) =

This is not a required field. acertied pp eon
Stretch Value: I:l
(1000)
Goal Category: | j
Section: |sport Term Goals (Within 1 Year) =
Click the Calendar icon to enter a SosiDetails
Target Date. Goal Type: Other Save and Add Another || Cancel
‘Goal Number: Priority: -
. ) * GoalName: |[p o o * Target Date: ‘
Note: If the goal you are entering is a long CoatDescrption: lm:wnmmmwglmm Tt Vatue: 8
8 term goal, select what you think is a 2 certified Pie B
- reasonable completion date even if it ooy L———————
extends past the current plan period. You Goatcategory: [ =

www.learnatf.gov
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A Calendar pop-up window
appears. Use the Calendar to select

Select Date

February 2011

| close

IF&t:-ruar*_.r ﬂ 2011 g
IﬂIIiHPn'nt Today || I || 2]

Section:

Short Term Geals (Within 1 Year) ¥

a Target Date. Sun |Mon|Tue [Wed|Thu | Fri | Sat
& |7 |8 |3 |10 |11 |12
13 |14 |15 |16 |17 [18 [19 9
20 |21 |22 |23 |24 |25 |26
27 |28
Goal Details
Goal Type: Other Save and Add Anather || Cancel
Goal Number: _ LI Pe—
10 The Target Date field is now * onttames i 0
= | populated with your selection. omteseriton: i cxpriencead king o bocons T ]
srecnvawe [ ]
ot | |

11.

If you wish, enter a number in the
Target Value field.

Note: This is not the estimated cost to
complete this goal. Rather it is the number
you must reach to consider yourself
successful in reaching the goal. For
example, if you want to earn 5 continuing
education units (CEUSs) related to this goal
then enter 5. This is not a required field.

Goal Details

Goal Type:

——

* Goal Name:

Other

" [Project

Goal Description: |oain eyperience and training to become

a certified PMP

Goal Category: | =

Short Term Goals (Within 1 Year) =

Section:

Save and Add Another | Cancel

www.learnatf.gov
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12.

If you wish, enter a number in the
Stretch Value field.

Note: This is a number beyond the target. If
you reach your Stretch Value number, you
have exceeded the goal. For example, if
your goal is to earn 5 CEUs, you might add

Goal Details

Goal Type:

Goal Number:

* Goal Hame:

‘Goal Description:

Other

* [Project

gain experience and training to become
a certified PMP

Finished | | Save and Add Another | | Cancel

Priority:

" TargetDate: [pg;30/2011 ]

Target Value: [;5
[l
Stretch Val
(108Q

“

Goal Category: I j
a stretch value of 7 CEUSs. soction: :
ection: | short Term Goals (Within 1 Year) ¥
Click Save and Add Another to
continue adding Goals to your IDP.
Follow steps 2 — 12 to enter additional Goal Detalls
p Goal Type: Other m‘ Tancel
Go_als' Goal Humber: Priority:
* Goal Hame:  [prgject * Target Date: ]
13 . | Note: The target date for the goal must be Gost Deseription: |, Target Vaiue:
. . 1000)
after the IDP effective date. If you receive e e 0 besome oot
an error message indicating that you have (1000,
. . Goal Category:
selected a goal completion date earlier than - [
the start date of your IDP, change your
target date and try saving the goal again.
Goal Details
Goal Type: Qther - Sag;ﬁﬁddmnlher Cancel
Goal Humber: Priority:
l 4 Click Finished when you are done " Gostteme: feroject | foreetonte: m
. Goal Description: [ _. Target Value:
- | adding Goals to your IDP. L e a raing toecome ™ o,
a certified PMP Stretch Value:
(1000)
Goal Category: j
The G | t d Group By: [s=tion 7] Field Chooser || Hew Goal
e Goal(s) you entered are now P By:
15 displayed in the Development section ¥ Soctin Name:Short Term Goals (Within 1 Year()
- Of your IDP . Goal Name & Target Date Priority Percent Toward Target Action REtm:wE
P Project Management 9/30/2011 2 0.00% N View/Add Notes o

Maove Goal

Current:0 Target:10
Edit

www.learnatf.gov
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Add Activities to your IDP

Click the Expand icon next to the
goal to which you want to add an
Activity. *The expand icon is the

Group By: [secton

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

Field Chooser || New Goal

€ no activities specified for this Goal.

1 b|ue triang'e_ 1 Goal Name «. Target Date Priority Percent Toward Target Action Remove
. c roject Management 9/30/2011 2 oz View/Add Hotes [x]
. . . =" 15 Move Goal
Note: If the section does not immediately Current:d Target:10 o
expand, make sure to wait until the full
page has loaded and then try again.
¥ Section Name: Short Term Goals (Within 1 Year)(1)
Goal Name « Target Date Priority Percent Toward Target Action Remove
. . ¥ Project Management 9/30/2011 2 0.00% Viewsadd Notes | &)
2 qu s_u_b sections Dgtaﬂs and ST N o
- Activities — are now displayed. Currentd Target0 o

Add Activity ¥

3 Click Add Activity on the right hand
. side of the screen.

» Details
¥ Activities (0)

There are no activities specified for this Goal.

Add Activity

www.learnatf.gov
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Click Search for Activity_in the

Add Activity drop-down menu. » Details
¥ Activities (0) Add Activity W 4
* SearCh for ACthlty W|" take yOU to the There are no activities specified for this Goal. f;::xct::;erwm

4 LearnATF course Catalog where you
- may search and add ATF online or in-
person courses.

Note: To create an activity that is not a
course in LearnATF, skip to step 19.

Project Management

The Add Activity screen is displayed.

Yeu have chosen to add one or more Leaming Item Activities. To complete this process, you must search for the Leaming Item(s) you wish to add. Enter
youssarch criteria below, then choose Search to continue or Previous to cancel

5 Note: This feature allows you to search the Goalliame: Project Management
. LearnATF catalog and select in-person and CoalType: Other

. al e: 9/30/2011
online courses to add to your IDP as contTeraeeher
Learning Item Activity Search

activities.
1temTYPE [ pnstructor-Led I Ontine [¢ Other ¥ Blended (Select one or more)
Keywords: | | T Exact Phrase
Search
Select the ltem T){[)e that garnin Item Activity Search
you would like to include in your msmw-wd ¥ Online 9 Other 7 Blended (Selectons o moe)
search. Keywords: | | exact Phrase

6 Search
-

Note: All Item Types are selected by
default. You can click a checkmark to
remove a type as a search option.

www.learnatf.gov 11
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Enter a search phrase in the
Keywords field.

Note: Keep the keywords entered to a
minimum otherwise you may not find the
course you are looking for in the catalog.
For example, if you are looking for a course
on creating PowerPoint presentations you
should enter only “PowerPoint” as a
keyword so your results will include all
courses with this in the title or description.

Learning Item Activity Search

tem TP B |nstructor-Led ¥ Online # Other ¥ Blended (Select one or more)

Keywurds&werwm )
7

| T ExactPhrase

Click Search.

Learning Item Activity Search

tem TP B |nstructor-Led ¥ Online # Other ¥ Blended (Select one or more)

Keywords: ‘Wwemml \l' Exact Phrase

8

9

Item Search Results

L Competency Description (Rating) Select
. . . Adding Graphics to Presentations in PowerPoint 2007 r
Available Items are dlsplayed n Adding Multimedia and Animations to Presentations r
9 the ltem Search Results section Affirmative Civil Enforcement (ACE) for Auditors, Investigators and Paralegals [NAC Offering) r
- ALS 101 (NAC Offering) r
of the screen. Available Presentation Resources COTR Professional Business - Oral r
Communication (3)
Available Presentation Resources Executive Fundamental Competency: Oral [
Communication (3)
Civil Faculty Develonment (NAC Offerine] r
Item Search Results
Tigl 10 Competency Description (Rating) Select
€ dding Graphics to Presentations in PowerPoint 2007 p r
. . . Adding ons r
:I O To see the details of an item in the Affirmative Civil Enforcement (ACE) for Auditars, Investigators and Paralegals NAC Offering) r
- search results, click the Title. ALS 101 (NAC Offering) r
Available Presentation Resources COTR Professional Business - Oral r
Communication (3)
Available Presentation Resources Executive Fundamental Competency: Oral [
Communication (3)
Civil Faculty Develnnment (MAC Offarine) r

www.learnatf.gov
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11.

11

The ltem Details screen is shown.

e
‘ Item Details

——

¥ Item Summary

Course mo_bgpp_alZ_dt_enus
Revision: 8/8/2008 09:06 AM EST

Adding Graphics to Presentations in PowerPoint 2007

charts ta enhance your presentations appeal.

Length: 1.50 Source: Non-Government
CPEs: Credit Hours:
1DP:

® Help

Go to Content

Add to To-Do List

Description: Microsoft PowerPoint 2007 is a useful authoring application tool for creating dynamic slide show presentations.
This course demonstrates how to create visually appealing presentations using PowerPoints design templates
and implementing new Microsoft Office 2007 themes. The course also explores the introduction of SmartArt in
PowerPoint 2007, a feature that allows you to add some glamour to your presentations by using colors and
shapes to emphasize text and data. Also covered are the various ways of incorporating diagrams, tables, and

Contact:
Contact Hours:

Delivery Method: Web-Based Asynchronous {Self-
Paced)

Audience: End User

12.

After reviewing the ltem Details,
select the Back link within the
application.

Item Details

13.

To add an item as an Activity,
place a checkmark in the Select
column, next to the Item Title.
You can select multiple items if
you wish.

Item Search Results

Title
Adding Graphics to Presentations in PowerPoint 2007

Competency Description (Rating) sf fn

13

14.

Click Add.

Item Search Results

Title

Addine Graohics to Presentations in PowerPoint 2007

@14

Select All / Deselect All

Competency Description (Rating) Select
~

15.

The Activity is added beneath the
appropriate Goal.

Note: The Type of the Activity is listed as
Item. This indicates that the activity is part
of the LearnATF catalog and will be added
to your To-Do List after your IDP has been
approved. The target date you enter for
each Item type activity will be the required
date for the item when it is added to your
To-Do List. The target date will default
automatically to the goal target

date

» Details
¥ Activities (1)

Name a

Adding Graphics to Presentations in PowerPoint 2007

Due
Date

9/30/2011  Item

Type  Priority

15

areq ang

Add Activity W

Target /

Stretch Action Remaove
View/Add Notes o
Edit

View Item Details

www.learnatf.gov
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17.

Click the Calendar icon next to the
Target Date field. Use the calendar

Adding Graphics to Presentations in PowerPoint 2007 9/30/2011 Item

If you wish to edit the target date > Details

of the Activity you just added, i ) - ]
. H - H jame a ~3 riori arget ion emove

16 click the Edit button in the Action i e - -

- Column Of the rOW Correspond|ng Adding Graphics to Presentations in PowerPoint 2007 $/30/2011  Item View/Add Notes 0
o Gt J

to the new activity. verimsme 1.0
W Activities (1) Add Activity W
Name & 3:; Type  Priority ;‘::E:: Action Remove

View/Add Notes o
View Item Details

18.

to select a new target date " Activity Name:  [aading Craphcs to Presentations in Pove] Pronty: [ ]
Related Item: Adding Graphics to Presentations in PowerPoint 2007
* Target Date: [08/01/2011 1 7
(MM/DDSTTYY)
¥ Activities (1) Add Activity W
Due - Target [ -
Name — Type  Priority T Action Remove
Adding Graphics to Presentations in PowerPoint 2007 9/30/2011 Itsm View/Add Notes Q

Click Apply Changes.

View Item Details

e B—

To create an Activity that is not
available in LearnATF, click Add

¥ Activities (1)

Due

Target /

‘ Add Activity b 4

* Activity Name:  [adding Graphics to Presentations in Powe
Related Item: Adding Graphics to Presentations in PowerPoint 2007
* Target Date: |08/01/2011 m
(MM/DDSYYYY)
Appty Changes ' ancel
18
 Details 1 9

Name « s Type  Priority et Action Remove
19 . | Activity in the expanded goal to -
which you wish to add the
activity.
. . 20
2 (). | cClick Create New Activity. w Actvties (1)
Name & Due type priony et/ Create Hewmivi:s-

>

www.learnatf.gov
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2 1 The Add Activity pop-up window
= | appears.

21 Add Activity -Project Management

* = Required
Activity Type ! External

*  Activity Mame : | |

* TargetDate: [g/30/2011

(MMJ/DD/YYYY)
priority : | |

o E—

(1000)

{1000}
m Cancel

Enter a description in the Activity
Name field.

Note: This is a required field. Be
brief and specific in this description.
2 2 . This is an Activity that you are
taking part in outside of LearnATF.

For example, a non-ATF sponsored
conference or External Training that
requires an SF-182 request.

Add Activity - Project Management

* = Required

Activity Type :  External 2 2

Activity Name : |Graph1’c; Conference |

The Target Date field defaults to

the target date of the associated

2 3 Goal. If you wish to adjust the target
= | date, click the Calendar icon and

use the Calendar to change the

date.

Add Activity - Project Management

=

= Required
Activity Type: External

* Activity Name : |Grapn|c5 Conference

If you wish, enter a number in the

24 i Priority field for this Activity. This is
not a required field.

Add Activity - Project Management

* = Required
Activity Type:  External

* Activity Name : |GraphicsConference |

* TargetDate: [g/30/2011 [l ]

<t — >

www.learnatf.gov
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Enter a number in the Target Value
field.

2 5 Note: The Target Value is the
- number you must reach to consider

yourself successful in completing
the activity, not the cost for the
Activity. This is not a required field.

Add Activity - Project Management

* = Required

Activity Type : External

* Activity Name : |Graph1'cs Conference |

* TargetDate: [g,30,2011
(MM/DDIYYYY)
Pririty : [, |

.
e 25
(1000)

Enter a number in the Stretch
Value field.

2 6 - Note: The Stretch Value is a
number beyond the Target. This is
not a required field.

Add Activity - Project Management

* = Required

Activity Type:  External

* Activity Name : |Graph1’c5 Conference |

* TargetDate: 5307011
[MM/DDAVYYY)
priority : [; |

Target Value :

400

27/ | Click Add.

Add Activity - Project Management

* = Required

Activity Type : External

* Activity Name : |Graprncs Conference |

* TargetDate: [5/30,2011
(MM/DD/YYYY)
Priority = |1 |

(1000)

Stretch Value :
27

{1000}

14

‘m ancel

www.learnatf.gov
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» Details
W Activities 12} Add Activity W
The Add Activity pop up window — Due Ly TR/ action —
.. Date Stretch
2 8 closes, and the activity that you Adding Graphics to Presentations in PowerPoint 2007 9/30/2011  ltem View/Add Notes [x]
= | created is added beneath the Eait
associated goal. View Item Details

Graphics Conference 9/30/2011 External 1 B5 /95 View/ Add Hotes a
28 Edit |

Copy Goals/Activities from Previous Plans using the Goal
Wizard

1
Click New Goal on the right hand side J—
1 - of the screen. Group By: [sector =] View Changes: [t - l|w

2

e —
‘ Add Goal to Plan @ Help

‘You have chosen to add a geal to your Plan. Enter the details for the geal below or use the Goal Wizard, then choose Save to add the goal to your plan. To cancel,

. endtedthe Back option.
2 The Add Goal to IDP screen Is You can fill out the Goal Details section below to add an ad-hoc Goal. If you would like instead to add Goals based on your competencies, add goals for a targeted
-

. job position , copy goals from other plans or even to adopt another users Goals then use the Geal Wizard
displayed.

FY2011 IDP

Plan Period: ATF-FY-2011

Plan Purpose: Professional Development
Expiration Date: 9/23/2011

Effective Date: 9/30/2010

www.learnatf.gov 17
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Add Goal to Plan @'rels

Yeou have chesen to add a geoal te your Plan. Enter the details for the geal below or use the Goal Wizard, then choose Save to add the goal to your plan. Te cancel,
ndidé& the Back option

*ou can fill out the Goal Details section below to add an ad-hoc Goal. If you would like instead 1o add Goals based on your competencies, add goals for a targeted
job position , copy goals from other plans or even to adopt another user's Geals then use the Goal Wizard

3 Click Goal Wizard on the right hand FY201110P
- side of the screen. PlanPerod: ATEFY2011

Plan Purpose: Prafessional Development

Expiration Date: 9/29/2011
Effective Date: 9/30/2010

Goal Wizard @'Hel

‘You have chosen to add a geal to your plan. Specify whether you wish te add a competency-related geal, copy goals from another Plan or you wish to Adopt another
Usgsapublished Goals. If you have a Targeted Job Position, you may choose to directly search for Competancy based goals for your targeted Job position. Ifyou
wigh to cancel adding a goal, choose the Back option.

4 ) The Goal Wizard screen is displayed. Faaoe

Plan Period: ATF-FY-2011

Plan Purpose: Professional Development
Expiration Date: 9/29/2011
Effective Date: 9/30/2010

Choose Goal Type

' Add Competency Related Goals

" Add Goals from Other Plans

Goal Wizard @ Help

You have chosen to add a goal to your plan. Specify whether you wish to add a competency-related goal, copy goals from another Plan or you wish to Adopt another

Se Iect the A d d G 0 al S fr O m Ot h er m”éﬁ:g}igﬁzi gz;\:l;‘?;z ;I;‘aergae;g:;lgtl‘);osmon‘ you may choose to directly search for Competency based goals for your targeted Job position. If you
IDPs radio button. FY2011 IDP
Plan Period: ATF-FY-2011
5 - Plan Purpose: Professional Development

Note: ATF currently only uses
Competency Related Goals for Executive Effective Date: 9/30/2010

IDPs.

Choose Goal Type

Expiration Date: 9/29/2011

€ Add Competency Related Goals

Click Next to continue.

i Ch Goal T
6 . Note: You can only proceed if your R LE
previous IDP was approved by your : Adg Competency Related Gosls
i *  Add Goals from Other Plans
supervisor.
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Select Plan

Previous || Next

Effective  Expiration

the goal.

Note: You can also select goals from an
expired IDP.

Plan Title Plan Period Plan Status Select
Date Date v
. . . FY2011 IDP ATF FY 2011 Superseded 9/30/2010 9/29/2011
7 A list of your previous IDPs is 0w 12:00 A
H EST EST
- d Isplayed . Test Plan ATF FY 2011 Superseded 9/30/2010 9/2%/2011
12:00 AM  12:00 AM
EST EST
FY10 IDP Expired 9/30/2009 9/29/2010
11:00 PM 11:00 PM
EST EST
Click the Select radio button next to
the IDP from which you want to copy — o N e oual_ )
ate ate v
FY2011 IDP ATF FY 2011 Superseded 9/30/2010 $/29/2011 (¥

12:00 AM - 12:00 AM
EST EST

Click Next to continue.

Prm

10.

A list of Goals from the selected IDP is

Select Goals

Select All / Deselect All

shown. - , :
Goal Name Ez=m] Target Date Priority Target Rating Stretch Rating Select
ption Competency
Complete Master this is a test 9/30/2011 1 r
Degree idp plan
Select All / Deselect All
Click the Select checkbox next to a ———
| | goal or multiple goals to add them to Setect AL £ st A
.
yOUI’ new IDP. Goal Name Des?i:(‘.m Target Dats Priority Target Rating Stretch Rating c;:;:‘;fw
Complete Master this is a test 9/30/2011 1
Degree idp plan

www.learnatf.gov
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1 2 _ | Click Next to continue.

. . . Goal Detail
13 The Goal is displayed and you can edit esimenlE S—
. elect Al eselect Al
= | any of the goal detalils. R ————
* Goal Name Da[eg Priority * Plan Section ID Ra(?ng Rating Related Cnpv select
S Miotic] {1800] Competency  Activities  to Add
Complete Naster Degree ] ] lm I:l I:l r F
]
Select Date |ch5&
February 2011

]
IF&t:-ruar*_.r ﬂ 2011 =
Click the Calendar icon to add a new
14 | Taetbae (<0114 [print] [Today L2

Sun |Mon|Tue |Wed|Thu | Fri | Sat 14
1 2 3 4 5

& Fi g £l 10 |11 |12
13 |14 |15 |16 [17 (18 [19
20 |21 |22 |23 [24 |25 |26

27 |23
. . Goal Details
1 5 The Target Date field is now populated Setect ALY Deselect Al
= | with your selection. Taest  Sweth e com  selex
* Goal Name Priority * Plan Section ID :;?)[;g\g F:?)[:I;g EmEaEy e o

www.learnatf.gov 20
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Edit any additional details of the
Goal. Make sure to select the
Section of the IDP the Goal should
be placed in. If you wish to copy

the Activities with the Goal, place a

Goal Details

Select All / Deselect A

- Goal Name e iy ORI R I o<
checkmark in the Copy Activities o A G o  Comeelera ioiies  wddd
1 6 checkbox [complete Master Degree | [02/24/2011] Short Term Goals (Within 1 vear @] | | || @ o
Note: All the Activities associated with this
Goal will be copied. If you do not want all of
the Activities on your new IDP you can
remove one or more of them once they are
added to your plan
17
* - Required Fields Previous m Cancel
1 7 Click Save and Add Another to copy Goal Details
= | more Goals from a previous IDP. Select AlL/ Deselect Al
* Goal Name [E:v%ri:tw Priority * Plan Section 1D E%j; Eta;tz;nc; COF:;ZZ‘:W A:fi:?(‘."'es f:fd‘;
[compiete Master Degree | [0z/2412011 Short Term Goals (witmin 1 vear) =] | | [ ] o o
T . 18
Click Finished when you have copied
all the Goals that you need from "« Reauired Feds provg [T | Dhve e ot | [Gancet
previous IDPs. Goal Details
1 8 Select All / Deselect All
- Note: “A Section ID is required” error . < Target - ) ) Taiger  Swetch g Copy  Select
message indicates that you did not specify e e A Gooy ooy Comeetenor  Advies oA
Whethegr thlS iS a |0ng te?‘/m or Short teﬁ)’m Complete Master Degree | [ozr2ar2011] Short Term Goals (Within 1 Year) v I:l I:l ~ =2
goal.
The My IDPs and Goals screen is
Q|splayed and the Goal that you copied Group By: [ =] Ficta Chooser | ew Goal
19 is shown on your IDP. T
‘Goal Name a Target Date Priarity Percent Toward Target Action Remove
» Goal 1 2/28/2011 View/Add Notes o
Mave Goal
Edit

www.learnatf.gov
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Submit to your
Supervisor for
Approval

After you have added all Goals and Activities to your IDP, you
must submit it to your supervisor who will review and approve or
reject your IDP. When the plan is awaiting approval, it is in a
submitted/pending status.

If your supervisor rejects your IDP, revise it based on your
supervisor's recommendations and re-submit for approval.

If there is not a Submit button, then a supervisor never approved
your previous IDP.

Click Print Plan icon to carefully review
1. your IDP before submitting for
approval.

lall Plans || View/Add Notes | | Save
[ Development |
Title: | Add Description
Group By: [section ¥ Field Chooser || New Goal
¥ Section Name: Short Term Goals (Within 1 Year){1)
Goal Name « Target Date Priority Percent Toward Target Action Remove
¥ ECQ 2 Leading People: Conflict Management 2/25/2011 1 0.00% . [x]

————
o 0 Move Goal

Currenti0 Target:1
Edit

2 The My IDP screen is displayed,
- showing all information from your IDP.

2 ¢ wyip D

Users

User ID:
User Name: User, Demo
My IDP
Plan Title: deme Plan Period: ATF-FY-2011
Plan Status: Submit/Pending Version: Current
Effective 9/30/2010 12:00 AM EST Expiration 9/29/2011 12:00 AM EST
Date: Date:

Plan Areas
Plan Area: Development Title: Description:

Group By
Details: Section: Decline to Enter an IDP

www.learnatf.gov
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3 Press and hold the Ctrl and P keys or Ctrl} +| P
. right click your mouse and select Print.

LI 21|

General | Dptionsl

i~ Select Printer

Add Prinker HP Colar
Laser]...

Click Print in the Print dialogue < | ,
screen, and retrieve the document from Sttus:  Ready I~ Pinttofie _Fisferences |

H Location:
4 the printer you selected. Carefully i Find Prrier..
review your IDP, and make any
—Page Range

necessary corrections. Al e ]
Enter either a gingle page number ar a single

€ Selection. € Curent Page
T L
page range. For example, 5-12

" Pages: I'I
4
‘ ’ Canicel | Appli |

After reviewing your IDP and making
any necessary changes, click Submit
for Approval on the right hand side of
the screen.

Warning: Once you have submitted your
IDP, you cannot make any changes to it
until your supervisor either approves or
rejects it.

My Plans and Goals @® Help

The details of this plan are shown below. You may updale the Status of Geals and Activilies. Additionally, you may add or edit Goals to the Plans. You
may add or edit supporting Activities for those Goals. However, if you have made changes since the Plan was |ast approved, you must submit the Plan
for Approval again. Only approved Goals and Activilies are reflected in the Performance Review. You may view or add noles to this Plan at any time. To
select another plan, hover your mouse over the image by the side of the current plan Title and select a different Plan. If you have been designated as a
Coach, you may view / update or add other Users Plans.

Plan Title : FY2011 IDP (Select
Other Plan)

Plan Period : ATF FY 2011

Plan Purpose : Professional Development

Version :|{ (current) x

Plan Status : Active/Approved
(Expires 216 days
from now) B

Effective Date: 3/30/2010 & This plan contains changes that have not been approved. 5

Print Plan || List all Plans | | View/Add Nof submit for Approval

Expiration Date:|g /29,2011

www.learnatf.gov
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e

¢ My Plans and Goals @ Help

The details of this plan are shown below. You may update the Status of Goals and Activities. Additionally, you may add or edit Goals to 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
You are returned to the M y IDPs and for Approval again. Only approved Goals and Activitiss ars reflscted in the Performanca Review. You may view or add notes to this Plan at any fime. To
H select another plan, hover your mouse over the image by the side of the current plan Title and select a different Plan. ITyou have been designated as a
Goal S screen. An Al el’t On the rlght Coach, you may view/ update or add other Users Plans.
hand side of the screen indicates the Plan Title :FY2011 IDP (Select  Plan Period : ATF FY 2011
. Other Plan)
6 plan has not been approved. This Plan Purpose - Prafessionsl Develapment
. means that your supervisor has not yet Pl ot Active Approved Verson: [ crrent 7]
. (Expires 216 days
logged into LearnATF and approved from now) B
Effective Date: 9/30/2010 Expiration Date: & This plan contains changes that have not been approved.
your IDP. You do not need to take any
action. This plan is pending approval. You can continue to make changes; however, you cannot submit for approval until the submitted version is either
approved or rejected.
Print Plan || List all Plans || View/Add Notes
Once approved by your supervisor, 7

your |DP Status will display as [ v

. . Plan Title Plan Period Pe Ll Effective Date Expiration Date Action

7 A _I’OVGd and you W|” re-Cel\_/e an Test Plan ATFvafamzmuwz:uuAM w:mmw 12:00 AM View Plan

. email from LearnATF indicating that = = =
your supervisor has approved your

IDP.

It is important that you maintain your IDP throughout the year. You
should periodically update your Activities and progress toward meeting
your goals.

I I . Note: Activities that are based on LearnATF items will be automatically
M ain tal n yo ur I D P . updated as you complete each item, or completion is recorded based
on your participation in the training event.

L Py ri
1. | LogintoLearnATF. { asswo >ﬂ

\ Resat Pacse
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2 On the Home page of LearnATF,
. navigate to the Easy Links section.

Q Easﬁjn ks

Approvals Options and Settings
ez Bookz 24

Individual Development Plan (IDP) gethbstract
External Requests (5F-152) Stream

Reports

3 Click on Individual Development Plan
- (IDP).

Easy Links

Approwvals

Cptions and Settings

Mews

Individual Development Plan [1DP

Learn&TF Books

Learn&TF sbstracts

External Requests (5F-152)

ATF Podcasztz (Stream)

Reports

4 Click on the View Plan to open the IDP
. you wish to update.

' My Plans \

4

Plan Title Plan Period
Test Plan ATF FY 2011

Plan Status «

Effective Date Expiration Date i
Active/Approved 9/30/2010 12:00 AM 9/29/2011 12:00 iew Pan
EST EST

Notes

5 i To update a goal click the Edit icon.

¥ Section Name: Short Term Goals (Within 1 Year)(5)

Goal Name + Target Date
P ECQ 2 Leading Peopls: Conflict 2/25/2011
Management

Percent Toward Target Goal Status Action Remove
0.00% View/addotes| @
P —
Move Goal 5
Current:0 Target:d -
Fdit
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v Seg'm Name: Short Term Goals (Within 1 Year)(5)

To VIeW a'n aCthIty’ CIICk On the ) ‘Goal Name + Target Date Priority Percent Toward Target ‘Goal Status Action Remove
6 Expand icon next to the Goal you wish chueatdingpeome: Conflict 212512011 1 00 Viewisdarotes| €
- - = —_— nagemen -

to view an Activity for.

Move Goal

Current:0 Targst:d

Friit

i 1 i Section N 2 Short Te Goal: fithin 1 Ye 5
To update an Activity click the Edit ¥ Sectlon Name: Short Term Goals (Within 1 Year)®)
. ‘Goal Name v Target Date Priority Percent Toward Target ‘Goal Status Action Remove
- Icon. # ECQ 2 Leading People: Conflict 2/25/2011 1 0.00%
Management

‘View/Add Notes
Maove Goal 7

Current:0 Target:1 O
Feit

Project Management 9/30/2011 2 0.00% On Target View/Add Notes 0
P — |
Move Goal
Current:0 Target:10 ot
P Details
W Activities (3) Add Activity W
o . . Name I'));“ee Type  Priority Status :E;;{ Action Remave
To Update an ACt|V|ty that is not item A Manager's Introduction to Business  9/30/2011  Item Available View/ Add Notes [x]
3 : | s |
based (not in the LearnATF catalog) ™ et
8 and for which a Target Value was not | cowcmen |
- . . View Item Details
_entered’ SeIeCt Update ACtIVItV Status Adding Graphics to Presentationsin  9/30/2011  Item Available View/ Add Notes [x]
Icon. PowerPoint 2007 — |
:
Go to Content
View Item Details
Graphics Conference 9/30/2011 External 1 Not Started / 85/ 95 View? Add Notes [x]
0.00% 78

Current: Update Activity Status

To update the status of a Goal,
indicate the level toward your Target
Value that you have accomplished in
the Current field and select the

Update Goal Status icon. ¥ Section Name: Short Term Goals (Within 1 Year)(3)
Goal Name « Target Date Priority Percent Toward Target ‘Goal Status Action Remove
¥ Mentoring 4rziom 6 0.00% View/Add Notes (x]
9 . *If you have exceeded the Target, be T |

sure to indicate by how much. i

Edit

Note: You and your supervisor can also
enter notes concerning your progress
towards an activity at any time by clicking
the View/ Add Notes icon.
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10.

The Percent Toward Target is
updated to reflect your current
progress. (This only applies to Goals
with a Target Value.)

¥ Section Name: Short Term Goals (Within 1 Year)(3)
Goal Name ~ Target Date Priority

¥ Mentoring 4/12/201 6

Currenti15  Target:

Corrents

10

Percent Toward Target ‘Goal Status Action Remove
¥ hcad View:/ Add Notes. [x]

| —
0 1

Move Goal

Update Goal Status

Support

Edit
If you have completed a Goal that does
1 1 not ha_ve a target (_)r StreFCh Value . ¥ Section Name: Short Term Goals (Within 1 Year)(3)
- associated, first click Edit in the Action pr— e priority = Percent Towsra Target action semove
Column Of the Corresponding goal. P Continue to become procient in Tier 2 HD 9/29/2010 2 [ viewscavtes | ['x)

M‘:::Da >1 1

12.

Place a checkmark in the Completed
field.

¥ Section Name: Short Term Goals (Within 1 Year)(4)

Goal Name a Target Date Priority

P Continue to become Proficient as Tier 2 2/28/2011 2
HD Suppart

Goal Type:  Other

it S—

* Goal Hame:

[continue to become Proficient as Tier 2 HD Suppart

Goal Deseription: - [gecone proficient with providing Plateau Tier 2 Help

Desk support for end users, training specialist and
training coordinators

Goal Category: | =l

Section: + Term Goals (Within 1 Year)
Complets

Percent Toward Target Goal Status Action Remov

View/Add Notes 0
Mave Goal

Priority: I:Z
* TargetDate: [375/2011 )

(MM/DD/YYYY)

Target Value: I:
(1000)
Stretch Value: |:

(1000}

13.

Click Apply Changes.

¥ Section Name: Short Term Goals (Within 1 Year)(4)

Goal Name & Target Date Priority
¥ Continue to become Proficient as Tier 2 2/28/201 2
HD Suppart

Goal Type: QOther

* Goal Hame:

[continue to became Proficient as Tier 2 HD support]

Goal Description:  [pome proficient with providing Flateau Tier 2 Help

Desk support for end users, training specialist and
training coordinators

Goat category: | |
Section: [short Term Goals (Within 1 Year) =
Completed: [

Percent Toward Target ‘Goal Status Action Remove

View/Add Notes. [x]
Mave Goal

s
" Target Date: [3/28,2011 [iss)

(MM/DD/YYYY)

(1000)
{1000}

13—
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i e DOSSHORL
1. Log into LearnATF. Leer D [
T v

N)

Q Easﬁjn ks

Approvals Options and Settings
2 On _the Home page of LearnATF, Mets Books 24
. navigate to the Easy Links section.
Individual Development Plan (IDP) gethbstract
External Requests (5F-152) Stream
Reports
Easy Links
Approwvals Cptions and Settings
3 Click on Individual Development Plan Netis LearnATF Books
= (IDP).
LearnaTF Abstracts
External Requests (5F-152) ATF Podcasztz (Stream)
Reports
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4 ) Click Create New IDP.

My Plans @ Help

Below is a list of all your plans. To view a plan, choose the View Plan option for that plan. If you have permission and the plan is editable, choose the Edit Plan
option for that plan. If you have permission and you want to begin the process of creating a new plan, choose the Create New Plan option

r 5
. My Plans \

Plan Title Plan Period Plan Status 4. Effective Date Expiration Date Action
Test IDP ATF FY 2011 Draft 9/30/2010 12:00 AM $/29/2011 12:00 AM View Plan
EST EST
Delete
Notes
demo ATF FY 2011 Submit/Pending 9/30/2010 12:00 AM. 9/29/2011 12:00 AM View Plan
EST EST

Notes 4
‘ Create New Flan .

Enter “Decline to enter IDP for
5 ) FY20XX” with the final two Xs
indicating the Fiscal Year.

Create My Plan ® Help

You have chosen to create a new plan. Enter the overall details for this plan and select Add to create the plan.

Plan Infor 5

* Plan Title: |D€Cliﬂ€ to enter an I1DP for FY2011 D

Click Select to find your IDP Period.

Create My Plan @'rel

Yeu have chosen to create a new plan. Enter the overall details for this plan and select Add io create the plan.

Plan Information

*PlanTitle:  [necline to enter 2 IDP for Fr2011 ~ |

* Plan Period:

7 Click Search to see Date Periods.

Search Date Periods

Enter a value for each field that you want to use to filter your search. Click Search to display the results.

Case sensitive search: 0 Yes % No

DatePeriodID:  [Startswitn 7|
Description: |starts itn =

.
c=
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Date Periods Search | Help

> Sgarch Results

View Item Results

A list of potential IDP Periods are

8 displayed in the Date Period window. rees el 2 S
. Click Select in the row corresponding ATF Fr 2012 ATF FY 2012 o
to the desired Date Period ID. ATF-FY-2009 ATF and OJP FY 2009 =g
ATF-FY-2010 ATF and OJP FY 2010 sleg
ATF-FY-2011 ATF FY 2011
JMD-PY-200% JMD Personnel Year 2009 Select
JMD-PY-2010 JMD Personnel Year 2010 Select
JMD-PY-2011 JMD Personnel Year 2011 Select
QJP-RP-2011 QJP Rating Period 2011 Select

The Date Periods window closes, and
9 the selected Date Period D is now —

dISpIayed in the Plan Period field. *Panperiod: [irrvaor st Cloar < Plan Period |

Plan Information

The Effective Date and Expiration
1 O Date fields are pre-populated based on

Plan Information

* Plan Title:

. * [Fraont o |
the selected Plan Period. You cannot . P
change either date. Plan Purposes_J l
Efective Date

MMSDD /Y
Expiration Date:
MM/ DDSYTYY

19/29/2011

Create My Plan oD

You have chosen to create a new plan. Enter the overall details for this plan and select Add to create the plan.

Plan Information

*PlanTitle: [peciine to enter a 1DP for FY2011 |

1 1 Click Add when all required fields are « Panpenos: [ et
- | complete. mp— |

Effective Date: [q/3/2010

MM/DDITYYY

Expiration Date:  [g70/2011

MM/DD/YYYY
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of the page.

l 2 Click New Goal on the right hand side

Title: |

= 12

Group By: [sction ¥

== >

enter IDP”

l 3 Enter a Goal Name, ie — “decline to

Goal Details

Goal Type: Other

< * GOALNAme:  [neciine to enter an IDP P

Save 2 eter
R E—

an 1DP.

14 Under section, select; Decline to Enter

Goal Details
GoalType: Other

* GoalName: peciine to enter an 107

Goal Description:

Goal Category: [ =l

i —
* Target Date: l:l ]

(1000}

(1000}

1 5 Select a target date before the end of
= | the plan period and click Finished.

Goal Type:  Other
Goal Humber:

" GoalHame: [neciing to enter am 1DP

Gaal Deseription:

Gost Category: [ =

Section: [Decline t Enter s 1DP =]

15

gr—
([ Fintsnen | ) save anc acs another || canced

Priority:

" Target Babes (g 342001 |
Target Value: |
(1000)

Stretch Value: |
(1000
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