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IPDP Presentation for Setup and New Users
1. Login Screen
a. Forgot Username
b. Forgot Password – Temp password sent to user’s email
c. Register Local User – Employee needs their employee ID which they can obtain from their pay slips so the district doesn’t have to register new users.
2. System/User: Take a look at profile
a. Username/Roles/Dark Mode/Change Password
3. Documentation is located under HELP
a. Select: Plan User Manual
b. Open menu on left side of screen
c. Select Appendix/User Procedures

4. Let’s start with District Manager Setup Procedures
a. Create a Committee
b. Go to Committees in IPDP Menu bar
c. To create a committee click Create
i. Give the Committee a name ex.  School District Name LPDC
ii. Select Chairperson from Dropdown.  The user must have the IPDP Committee Role to be available to be selected from the dropdown.
iii. Select Building Code(s)
iv. USERS - Select Committee members, click ADD
v. Upload LPDC Committee Guidelines (if available) must be in pdf format. (only one can be loaded)
vi. Click SAVE

5. Next we are going to: Plans/Plan Templates
a. Users create their plans
i. Template Label (ex. School District High School Committee)
ii. Plan Focus Label (ex Describe you long-term educational goals)
iii. Specific Committee (from the dropdown select the correct committee)
iv. Minimum and Maximum Goals : Based on how the committee setup the goals there will be a min and max number of goals.  But if the employee wanted to add more goals they could increase the amount in the Maximum Goals field.
1. This will add more Goal Label Fields – Employee can leave the default of Goal # 1, #2, #3 etc, or they can overwrite those defaults and customize the label for each goal. 
2. Ex. Goal #1 What goals do you have for education this year? 
3. Goal #2  What goals do you have for improving your skills this year






6.  Plans - Focus Area Groups (formerly domains)-cannot be changed once saved.
a. Click Add a Group
i. Click on Group Description and add a Group Description Ex. Leadership, Classroom Management, Technology Integration etc..
ii. On the right of the page click on ADD FOCUS AREA for each focus area:
1. Name it Improve Communication Skills
2. Efficient Time Management
3. Delegate effectively
4. Promote Knowledge sharing
b. You can add another Group if desired
c. Repeat the steps above.
d. These are 100% customizable for each Template Type. Could be for Teachers, Treasurers, HR etc..
e. Click Create.
7. Activity/Activity Option Groups (at least one option group must exist before users can enter activities)
a. Create
b. Give it a Group Name ex Independent Studies, Conference, Online Seminar, etc.
c. Option Group Type (Multi-select – multiple options can be selected.  Select – Can only Select one from the list


d. Add Activity Options – click Add Option
i. Enter Option Label and Option Description 
Ex: Conference    description – In person gathering with multiple session
Ex: Online Seminar   description – Session attended virtually
Click Save
Defaults to ACTIVE

To add another option, repeat above steps.

Edit is only available in the Create Mode until you click Create, then the Activity Option is no longer available to edit.  

You do have the option to inactivate an Activity Option you no longer need or want to replace it with another Activity Option.

You do have the option to change the order by clicking the arrows.

Activities will come over from Kiosk, if you used them.


On the Activity Option Groups GRID you have the option to make an Activity inactive by clicking the box next to the activity and click Make Inactive at the top of the grid.

BUT if you didn’t want to inactivate the entire Activity Group, you could click on View you would have the option to inactivate a specific Activity within the group.

8. Activity Verification Method – This is how the employee would verify the Activity Event
a. Example:  Agenda, Brochure, Certificate etc…
b. To create a new Verification Method
i. Click Create
ii. Enter Method ex. Syllabus
iii. Description ex. Overview of course including objectives, assignment and schedule
iv. Defaults to Active
v. Click Create to save






                                 
Procedures for Users
1. My Plans – In this grid users can see the status of their plans.  If a plan is needed follow these steps: (max 1,000 characters)
a. Click Create
b. Basic Info Menu Select Plan Template (that was already setup)
c. Plan Name ex. Employee’s Name 2025-2030
d. Approving Supervisor – only populate if plans will be approved by Supervisors (if this was not selected in the configuration it will not be an option) This can be left blank.
e. Plan objective – Five Year Renewal 
f. Plan Focus -EX. My focus is to renew my license.
g. Comments – optional
h. Focus Area Menu Users will see the options that were setup initially. They can select their focus areas.
i. Goals Menu Users will click Add Goal.  User will notice the minimum number of goals required.
i. Click Add Goal.  Pop up list are the Goal Labels to select from. These questions can be answered as the goals are reached.  Responses must be unique.  The system will not let them enter the same response in every goal.
ii. Click Create to save
j. Professional Certification Menu Lists user’s certification- When creating a plan, select all certifications that apply.
k. Attachments upload attachments to plan 
l. Click Create
m.  Submit for Approval when ready
n. Note: Optional
o. Plans can be Edited after approved.
p. Approval Trail to view status of approval
q. When plan is approved email notifications will be sent
r. In the Plan Menu – View Current Plan and a history of all plans.
s. All Plans the create button is no longer available because the plan has been created. Users can only have one active plan
1A.  Once a plan has been submitted for approval, the Supervisor and/or LPDC Committee (depending on district configuration) will receive an email that a plan has been submitted for approval.
a. If the district is configured for the Supervisor to Pre- Approve or Final Approve the PLAN, the Supervisor’s IPDP screen goes directly to HOME where Activities and Plans can be Supervisor Pre-Approved and/or Supervisor Final Approved.
b. If Supervisor is NOT required to approve activities and plans then the Committee Members HOME menu will just provide for Activity and Plan approval by committee members.  



c. Committee Member – Can see all plans 
a. DISTRICT PLANS menu
b. Users Without Approved Plans menu
i. Select users without plans and send an email from this menu.
c. Approvals – Approve/Return/Deny options
i. Activity Approvals 
ii. Plan Approvals
d. Users My Plans  
a. Current Plan options
i. Basic Info -includes Total CEU’s once activities are approved.
ii. Focus Area
iii. Goals
iv. Professional Certification
v. Attachments
vi. Approval Trail
e. Users My Activities (if submitted once completed)
a. Grid of all activities whether active or archived
b. Create an activity from this menu
c. BASIC INFO option
d. Verify the correct approved plan name is displayed
e. Activity Name – ex Online Class
f. Start Date – beginning date of activity
g. End Date- last date of activity
h. Approving Supervisor – do not use if supervisor does not have to approve
i. Description – ex. Class starts in August. Can get verification on first day of class
j. Focus – ex. Technology Learning


k. PROGRESS option – 
i. Progress unit: select from drop down menu ex. Quarter hours (once this is approved the system will convert to CEU’s)
ii. Vendor – optional ex. Technology Institute
iii.  Verification Method – Select from drop down that was configured by LPDC Committee.  Ex. Syllabus (if that is one of your district’s options)
iv. Comments – optional ex. Syllabus will be available on the first day of class
l. OPTION GROUPS option – These are custom options setup by committee members.
i. User will select any that pertain to activity for user
1. Course Type - check box if applicable
a. College
b. Professional check box if applicable
2. Another Activity - check box if applicable
a. None
b. Department Meeting
c. School Inservice 

3. Events - check box if applicable
a. None
b. Conference – In Person Event
4. Independent Study - check box if applicable
a. None
b. Self-Taught Book Course
c. Self-Paced Online Class
m.  Professional Certifications – Select certificates that apply – this will show certificates applied to the plan.  (Certifications will update on a regular basis once district IPDP is live)
i. You can select just one of the licenses if the activity only applies to a specific license.
n. Attachments – option to upload attachments
o. Click create to create the activity
i. In My Activities select the activities you want to submit for approval
p. COMMITTEE MEMBER can go back to their HOME page to approve, return or deny activities and/or plans with options to make notes for any changes that they can make such as changing from quarter hours to semester hours.

NOTES: User can go to My Activities or My Plans to check the status or make updates and resubmit.  
Good idea to filter by current plan or Status so you are not seeing the archived plans also.  
Users can add attachments in Activities

Once activity is complete, make any necessary notes, add any attachments and submit activity for final approval.

Once Plan is approved, the CEU’s will be added to Plan/Basic Info


ROLES – Any user with District Manager role can see all menu items (including Supervisor)

ADD’L NOTE: Plan Archive button will not be available until all activities have been approved.

User will be prompted, when archiving a plan, THIS CANNOT BE UNDONE.  Once you archive the plan you cannot unarchive it.  The plan can still be viewed. 
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