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Individual Development Plan
Employee Job Aid

The purpose of this job aid is to provide instruction on
how to enter an Individual Development Plan (IDP) in
the JTMS. An IDP is a roadmap for personal
development. It is designed to help you grow in your
present position as well as set a path for you to gain the
knowledge and skills you will need to attain future
career goals.

NOTE: An IDP is NOT a performance evaluation tool or
a one-time activity.

Log into the JTMS.

From the Home screen, click on the ATF Development
pod. Then click on the Development Plan link.

The Introduction page is displayed.

To Add an Objective, click on the +Create a New
Development Objective at the top right of the screen.

All fields marked with red asterisks (*) are required
fields.
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~  Introduction

The Individual Development Plan (IDP) assists employees in career and personal development. It helps employees reach short and long term career goals. Improves current Kno
Abilities (KSA's) and provides future opportunities. It is a partnership between the employee and the supervisor. Is a tool that involves preparation and continual feedback.

NOTE: An IDP is NOT a performance evaluation toal or a one-time activity.
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&' Add Development Objective -- Webpage Dialog >
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MAAMNMAGEMENT SYSTEM Add Development Objective
FiElds marked with * are reqmred.

The Add Development Objective dialog box

d isp|ays = Action: |Er1|er Employee Goal v|
. . = Goals: Deter lllegal Firearms Trafficking ar

Action — Click the drop-down to select the proper [poter en o v|

action: Competencies: [] 0018-Grade 11_OFM-Accident Investigation .
] ooig-Grade 1 1_DPM-Accountsbility

Enter Employee Goal — Allows you to enter goals [ 0018-Grade 11_OPM-Attention to Detai

to your development plan. You will complete this [ 0015-Grade 11_OPM-Compliance Inspaction

pr‘oceSS for eaCh deve Opment goal_ [ 0018-Grade 11_OPM-Conflict Management
D 0018-Grade 11_0OFM-Creative Thinking

Supervisor Sign-off — For supervisor use only. [ 0018-Grade 11_OPM-Customer Servica
[ 0018-Grade 11_OPM-Decision Making =

Decline to Enter an IDP — If you do not want to
enter an IDP, select this option and click on Save
and Close.

coaching advisor spell check. .. legal scan.__.

Short Term Goals:

Goals — Click the drop-down to select the
category for your goal. This allows you to align

your personal development goals with the ATF ST Seanes [roro112015 |

mission. - IDP End Date: 913012020 |

CompetenCies _ Select from the |ISt Of . Type of Activity: |Deueloprnental Assignments v|

competencies listed. Both the OPM and SkillSoft cpell check  1egal scan
competencies are listed. The SkillSoft _ Gustom Lesrning Activty

competencies are mapped to online courses in

the system that can be added to the IDP.

There are job series and grade specific _ e | |

competencies that employees can select to align

Wlth the|r deve|0pment goa|S. Supervisor Approval: |F0-Fl. SUPERVISOR USE ONLY v|

Note: Most of the competencies are law Supervisor Approval Date:  |[MMDDIYYYY | .

enforcement specific, but they are also available
for budget, IT, and executives ?/ECQS). Cancel | Save & Close
e — )




-‘ USTICE = Add Development Objective -- Webpage Dialog =
L N l Add Development Objective
BAMANAGEMEMT SWSTEM

Add Development Objective
Figlds marked with = ane reguired.
B
Short Term Goals — Enter a description of your e [Enter Employee Soa |
goal. For example, “Improve report writing skills”. Toem [oeter tegal Firsarms Traticking ar |
Competencies: EI 0018-Grade 11_0OPM-Accident Investigation ~~
IDP Start/End Dates - Cannot be changed, they [] 0015-Grade 11_OPM-Accountability
. . . D -Sradse - = tiom =tai
will be available for the current fiscal year. ) oo o
.. [0 oo18-Grade 11_OPM-Conflict Managenment
Type of Activity — Select the activity type from [] 0015-Grade 11_OFM-Crestive Thinking
- [ ooi1e-Grade 1 1_OFM-Customer Service
the drOp dOWn- [ oo1e-Grade 11_DPM-Decision Making R
Custom Learning Activity — If you select “Other”, e coaching adviser spell check... legal scan...
enter the description of the learning activity.
Notes — Enter any additional notes.
= IDF Start Date: |1ﬂ_."ﬂ1.l‘2{l19 |
Supervisor Approval — For supervisor use only. e e et [parsor0zo |
Supervisor Approval Date — For supervisor use Typs of Acivity: |Developmental Assignments |
Only. spell check... legal scan. ..
Custom Learmning Activity:
After all information has been entered, click Save
& Close at the bottom of the page.
Motes: | |
Supervisor Approval: |FOF‘. SUPERVISOR USE OMLY V|
Supervisor Approval Date: |MM|’DD|"‘|"‘|’W | bl

Cancel Save & Close
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Cisplaying 1-1 of 1 Development Objectives

Mew Category
You Wi | | n OW See the Development Objective Visibility # Mofes Short Term Goals IDP Start Date  |DP End Date  Supervisor Approval Competencies  Action
has been created and listed beneath the iy
introduction section. »1_1 hid therkane
conference 0018-Grade
TO Ad d a N eW Lea rn i ng Activity fo r th e takes plal_“,e Streamline all processes and find better ways to utiize our system functionality. 1W01:2018 08v30/2018 Approved 11;;’:21
’ o . . . in June :Hir'kng.
specified objective click the blue Add New 2019 ear oG
Learning ACtiVity Iink. :u_stc-mer

Service

To search the JTMS catalog, click Find in A . o
catalog. You can search by course name, » A
category, subject area, source, delivery
method and by rating.

Click Search By Competency, to search for

Mew Category

courses cate go rized by different Visibility # Nofes Short Term Goals IDF StartDate IDF End Date  Supenvisor Approval  Competencies  Action
CompetenCies. 0018-Grade
11_OPN-
Aftention to
Note: Not all competencies have associated it e,
. . conference 0018-Grade
CO U rseS, h OWGVG r S kl | ISOft CO m pete n C I eS Public takes place Streamline all processes and find better ways to uliize our system functionality. 1W01/2018  09/30/2019 Approved 11,_;?”1-
: in June Trinking
have the most options b Tk
11_oPm-
Click Create Custom Activity, to enter an Customar

activity that is not listed in the catalog.

Learning Acfivities

=+ Add New Leaming Activity

Find in catalog
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Narrow Courses:
Records per Page: 5 [v] Page 1 Go of72 | Nexts

v
Category Personnel Recovery | (COURSE INTR.C5-0029)

Instructor-Led .‘a
Online i = Oniine Course @ Already Assigned

. - e |
Once yOU |Ocate d Course, C||Ck the course g:;emm Course provides an o'._re_n_fi_ev.rofPersonnel Recovery (FR) and the terms,
title or click Assign to Learning Plan. S Foncepts andrespensiies more
QuickGuide i

Collection

You will be brought to the course details
pa ge . ¥ Subject Area

DEA Online Catalog =
Alcohol and Tobacco Diversion

Click Add to Learning Plan, click Done. Antirust Offerings >

Arson
ATF Basic Training

(RF EAS HET S T Property Custodian Sunflower Roles & Responsibilities (COURSE ITEU-CS-0133)

ATF Systems .{a
Budget and Finance k = Oniine Course

Property Custodian Sunflower Reports Training (COURSE ITEU-GS-0137)

= Oniine Course
3

The Property Custodian Sunflower Reporis Training provides an overview
on reports. The course demons more

0.00 USD

Canine Courses =
Career Development The Property Custodian Sunflower Roles & Responsibilities Training
View all provides an overview on the roles more

«— Back

Property Custodian Sunflower Reports Training

The Property Custodian Sunflower Reports Training provides an overview on reporis.
The course demonstrates how to generate the most commonly used reports.

1 HOUR(S)

LENGTH

1 subject area more ~

COURSE ITEU-CS-0137

(rev.1 7/23/2013) 3
Add to Leaming Plan >

[ Online Course

A9 Target audience: Property Custodians
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You will be returned to the introduction
page and will now see that the Learning
Activity has been added to your goal.

To remove a goal that was added, click

on the 3 dot icon in the Action column

beside the activity you want to remove,
click Delete.

Repeat the prior steps to include
additional objectives/goals and learning
activities.

Once complete, go back to the
Development Objective and select
Supervisor Sign-Off. Click Save and Close.

Notify your supervisor that your IDP has
been completed. They will now be able

to log into the JTMS and manage the IDP
through the approval process.

New Category
Visibility # Motes Short Term Goals IDF Start Date 1DF End Date Supervisor Approval Competencies  Action

0018-Grade
13_OPM-Self
Management,
Public 1.1 Edit test 100012018 09/30/2019 0018-Grade

13_OPM-
Stress
Tolerance

Learning Activities
+ Add New Leaming Activity

Employee Name Status Completed Date Action

Property Custodian Sunflower Reports
» SMPROCTOR Tromng O Planned
Edit Development Objective

Edit Development Objective
Fields marked with * are required. ]
* Action: Supervisor Sign-Off hd
* Goals: Manage Cur Workforce “
Competencies: [] 0018-Grade 11_OPM-Accident Investigation -

[ 0012-Grade 11_OPM-Accountability

[1 0018-Grade 11_OPM-Attention to Detail

[] 0018-Grade 11_0OPM-Compliance Inspection

[ o018-Grade 11_0OPM-Conflict Management

[1 0018-Grade 11_OPM-Creative Thinking

[ o018-Grade 11_0OPM-Customer Service

[] 0018-Grade 11_0OPM-Decision Making hd

coaching advisor spell check... legal scan...

Short Term Goals: test W
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