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Employee Profile

The Employee Profile information will display positions, certificates, and your
active individual professional development plan. If you have not started a plan,
nothing will display under the Individual Professional Development Plan
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Creating A Plan

1. To begin the process you will need to click on
Create Plan

2. You will need to select a plan template. The
template could be the statewide ODE template or
a template that your district has created for you to
use.

Individual Navigation

Employee Profile

Create Plan*—

Activity List
LPDC Guidelines

f-[ Select Template for Plan ]

Select Template Owning Committee
Select | Mew Template 2 District LFDC
Select | Mew 2010 District LPDC
Select | District Template | Districtwide
Select | ODE 2008 Statewide
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The first section to complete is the Development Plan Header.

a Development Plan - Header ]

Plan Template MNew 2010
* Name Of Plan: @
#* Splect Commitiee District LPFDC @
Approving Supervisor MNone - @
* Applies to Licenses -_?;BYear—F'mfessiunal-Certiﬂcate—Elementan.rﬁ-a}-EIE:’MJ'QUUB—DEJ’SD!EDM

* Mission: 1 Year Renewal -« 4
Other Mission Desc: |..5}
* Focus: :
_ meC -
0 of 1000

1. The name of the plan can be whatever you want it to be.

. Select the committee that will review your plan. The default is the
committee your building is assigned to.

. If your supervisor is supposed to approve your plan before it goes to the
LPDC committee, select your supervisor's name from the drop-down
menu. If none is selected it will go to the LPDC committee for approval.
None is the default.

. For Mission you need to select if your plan will be for a
e 1 Year Renewal

e Other

« Renewal of a 5 Year License

- Transition to a 5 Year License

. If you selected Other as the type in the Mission you can enter a
description.

. The open text box in Focus lets you type in the areas you want to focus on
when seeking professional development opportunities.



7. Depending on the number of goals that your districts wants completed will
determine how many goal fields that you see.

(-[ Procedure - Professional Development Plan Goals]

* Goal One:

0 of 2000 ’
* Goal Two:

0 0f 2000 ’
Goal Three:

0 of 2000 _

8. Based on the template your district has created for you to use you will see
different Focus Area statements. You will need to select the statements
that your plan will meet by clicking on the box next to the statement.
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9. You can make any comment you want on your plan. You can enter up to
1000 characters and you can use the ABC icon to spell check your
comments.

10.You can save your plan to work on later by clicking on the Create and
Save Plan to Work on Later icon.

11.You can click on the Create, Save and Submit Plan for approval icon to
submit your plan for approval

f-[ Save Development Plan

|

J

User Comment: @

0 of 1000 @

HEL

v =

{n

l Create and Save Plan to Work on Later ” Create, Save and Submit Plan for Approval ” Cancel ]

When you save your plan to work on later you will receive the message that
your plan has been saved successfully.

To go back and work on your plan at a later time:

1.

2. Click on Edit Plan if you want to make more changes

Click on View Plan.

before submitting
it for approval. If
you do make
changes you can
save your plan
again or submit it
for approval.

3. If you are ready to

submit your plan
for approval
without any
editing click on
Submit Plan for
Approval.
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Individual Navigation

Employee Profile

View Plan ‘—_

Activity List
View Archived Plan{s}
LPDC Guidelines




If you submit your plan for approval you will receive a message that your plan
has been saved successfully and submitted to LPDC for approval.

You will receive an email notification that your IPDP has been submitted for
approval.

If your supervisor needs to approve your plan before it is submitted to the LPDC

your supervisor will receive an email notification that they have a Professional
Development Plan awaiting their approval.

Once your supervisor approves your plan you will receive an email notification

that it has been approved. Your plan will then proceed to the LPDC Committee
for approval.

When your plan is in the approval process you can click on view plan to see the
current status.
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Edit Plan

If at some point you need to revise your plan you can make changes to your

plan and re-submit the plan for approval.

Individual Navigation

To revise your plan: Emplovee Profle
View Plan ‘——
1. Click on View Plan. Activity List

View Archived Plan(s}
LPDC Guidelines

2. Click on Revise Approved.

,-[‘Jiew Individual Professional Development Plan ]

Plan Template: District Template
Name of Plan: 2010-11 Plan
Committee Name: District LPDC
Approving Supervisor: Marcia Principal

Applies to Certificate(s):
Certificate Information

Name: Cheryl Lynn Cronbaugh Certificate Status: Renew

Grade: 8 Year Issue Date: 03/14/2006
Type: Elementary (1-8) Effective Year: 2006
Class: Professional Exp. Date: 06/30/2014

Plan Mission: Transition to 5 Year License
Focus: | will become a leader in emerging technology
Plan Status: Approved

Creation Date: 06/10/2010

Revision Date:
Submission Date: 06/10/2010

Approval Date: 06/10/2010

PRINT Development Plan ” Revise Approved ][ Archive Plan ” Create Activity
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Create Activity

After you have an approved plan you can then create activities.

1. Click on Create Activity. Individual Navigation
Employee Profile

View Plan

Create Activity ‘—
Activity List

View Archived Plan(s)
LPDC Guidelines

2. Enter the name of
your activity.

~Crma Lir I:rnwn IEpmenl ACTvELY

2

3_ Enter the activity Pk ranhied by 500 asiarcl, (1S reosved. Sakss Mal ot anaitives ndltals sootional mais rlvmraien B SRSNSD o T andiieiaidbal
start date or click * actmty s l 2k
on the calendar to | " i sssn it el (&
% pctirty End Date: o
SeIeCt a date' * Subac PlantCadicatian ¥ ?‘Jlﬂ-l|F'|H1-3T‘:\.-‘-I'-‘:\:|5.-:sr-nal-"'..Hrr-.ak-El_-m-nlanl'l-m-|:|3.1J.';l|:|]r.--1|:.',.|]l._':|u.k‘5}
Format iS * orifenion Mailo | Cotheas o dbandante - I@-}
MM/DD/YYYY. SEs
Approviag Jupeeoe e - @.}
4' Enter the aCtiVity Ermar oove off U BoBovdng Cramifor Mekds
end date or click Sumeshr Hius L o e A
on the calendar to W Gapsrioon:
select a date. i
Format is -3
O oer 1080
MM/DD/YYYY. AT
5. Make sure your il
certificate is — - &
selected. Commerk |
12k
6. Select your
attendance D 100t
verification

method. You can

choose form Certificate of Attendance (CEU), Transcript, Agenda,

Brochure or Meeting Outline.
7. Enter the sponsor of the meeting.

8. If your supervisor needs to approve your activity before it goes to the
LPDC for approval then select your supervisor's name in the drop down
box. If you do not need supervisor approval then leave the default of

None in the box.

9. Enter the Semester Hours, Quarter Hours or CEU Credit earned for this
activity. If you struggle figuring what the CEU credit will be for an activity




enter the number of seat hours for the activity and it will be converted to
CEU Credit when you click Create Activity Request.

10. Enter the description of the activity. You can enter up to 1000 characters
and can you click on the ABC icon to spell check this field.

11.Describe how this activity fits with the focus of your plan. You can enter up
to 1000 characters and you can click on the ABC icon to spell check this

field.

12.Enter any comments for this activity. You can enter up to 1000 characters
and you can click on the ABC icon to spell check this field. This field is

optional.

When you click on Create Activity Request you will receive the following

message.

Your activity has been saved but is NOT YET SUBMITTED for approval. You can attach documents by going
to the edit screen before submitting the activity for approval.

At this point you can
- Edit Activity
« Print Activity Detail
« Submit Activity for Approval

Edit Activity

Will take you back to the screen
where you can change the name,
date, description, etcB

Print Activity Detail
Allows you to print the information
regarding this activity.

Submit Activity for Approval

Will submit the activity to go through
the approval process. Once you
click Submit you will then be able to
attach attendance verification before
the final submission of the activity.

A Aciivity Datail

|= Retwrm to Previows Page |
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Attaching Attendance Verification

Before you submit your activity for approval you can attach your attendance
verification to the activity.

13.Click on Add New Attachment

) - Activity Attachments |
to this Activity.

Add New Attachment to this Activity

nao Activity Attachments found

14.Click Browse to locate a copy of your CEU, Transcript, Agenda, Brochure,
or Meeting Outline.

Activity Attachment Create/Edit ]

[ Cancel ] [Add Attachment

* Attachment

15.0nce you have located the file you want to attach click Add Attachment.

16.0Once you have added the attachment you will see the attachment
displayed.

- Activity Attachments |

[ Add New Attachment to this Activity

Download
Attachment

Download | Activity Form.pdf | 08/07/2010 02:09 PM
1-1

File Hame Date/Time Updated

17.0nce you are ready to submit the activity for approval click on Submit

Activity for Approval.
O Ry Sthtud NOCSUBHEA ™~ TN S T gt
| Edit Activity || PRINT Activity Detail || Submit Activity For Approval | {
R B R e e L e e

You will receive the message that your activity has been saved and submitted for
approval.

11



View Activities

Click on Activity List to review your activities.

You will see
< Activities Not Yet Submitted
« Activities Awaiting Supervisor Approval
« Activities Awaiting Committee Approval
« Activities Returned for Modifications
« Activities Already Approved
» Activities Denied

Any activities in these sections can be viewed by clicking on the View icon.
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Activities Not Yet Submitted

When you are creating an activity before you submit the activity for approval you
can save the activity to allow you to edit the activity later. Any activities that have
been saved and not submitted will be displayed in this section.

Activities Awaiting Supervisor Approval

This section will display any activities that you have submitted for approval that

needed your supervisor’s approval first before going to the LPDC.

Activities Awaiting Committee Approval

This section will display any activities that you have submitted that are awaiting

approval from the LPDC.
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Activities Returned for Modification
Any activities that the LPDC have returned for additional information will display
in this section.

1. Click on View next to the ,[ Activity Change History
activity

2. Click on the + in the Activity Change History section

3. The reason why the activity was returned will be displayed under the User
Note. You can then edit the activity and re-submit the activity for approval.

-[ Activity Change History & ]

Date/Time ¥ User Name User Note System Note

06/10/2010 02:46 PM | ESPRIN@NCOCC.K12.0HUS Meed more documentation | System updated activity license status to Returned
06/10/2010 02:42 PM | ESTEACH1@MNCOCC K120HUS | - Activity submitted by user

06M0/2010 03:41 PM | ESTEACH1@NCOCC KAZ0HUS | - Activity created by user

Activities Deleted
Any activities that you have deleted will display in this section.

Activities Already Approved
Any activities that the LPDC have approved will display in this section. In this
section you can run interactive reports by clicking on the down arrow by the gear.

o Actreifies Alrandy Approved

. s e e e e e

You also have the option to run interactive reports

Filter
Filter will allow you to take the
display that you see in the X Rows 15 = || gl
activities approved section and .
narrow your results. il
CodiETin L = 1T = S

Under column you choose what
you want to filter on, such as
activity name, vendor,

Caieed By

13



verification method, start date, etc.

Based on the column filter you use you then will be prompted to select an

operator like =, >, <, etc...

You can have multiple filters. In the example below the filter was used to

display just requests for sick leave that were greater than 1 day.
remove a filter you can click on the red X.

Sort

Sort will allow you to take the
display that you see in the activities
approved section and sort your
results.

You can have multiple sorts on the
information.

Control Break

14
2 Sort

o TS B o B o

Column
- Select Column -
- Select Column -
- Select Column -
- Select Column -
- Select Column -

- Select Column -

Direction

Ascending
Azcending
Ascending
Ascending
Azcending
Ascending

To

MNull Saorting

* Default
* Default
v Default
* Default
* Default
* Default

Cancel

Apply

Control Break will allow you to take the display that you see in the activities

approved section and create breaks in
the data. For example if you do a

control break on Vendor, each leave will

have a heading and all requests for the
leave type will be displayed under that
heading. You can have multiple control
breaks on the information.

Highlight

Highlight will allow you to take the
display that you see in the activities
approved section and highlight the
specific data. You can select the
background and text color and
whether or not you want a row or cell
highlighted. For example if you want
to highlight all the CEU Credit you
would select the column of CEU Credit
and use the operator of = and the

Control Break

Calumn

Status

i~ Salect Column -

- Select Column -

- Select Column -

- Zelect Column -

1
2
3
4 -Select Column -
A
B

- Zelect Column -

oS
RET )

Fequance 10

Erabiei | Y=

Highig Tops | Fliow |

Backpraund Cawr searFed

Fead Calar| ACCDOME

Highlight Condilion
Calyrmn

LiaiGr Thss

-

-

Enabled
Enabled
Enabled
Enabled
Enabled
Enabled

-

-

Cancel | | Apphy |

@cd
B]

Cperator

Puil el Lo | B o | e % L]

hiefiowt [or=en] o et [orgng et | red]

Expreasion

QK Lo

sl

T T
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expression of CEU Credit. All the sick leave would be highlighted with the

colors you chose.

You can have multiple highlights. To remove a highlight you can click on the

red X.
= Commgrate
Campuiaiiin - ey Corpuinton - =
Com pute Column Hasing Famnak hasi
Compute will allow you to take the Computin. &
display that you see in the activities
approved section and computed columns
to your report. Calumns Kaypad Furitsions
B EcEal Mame : i n o vl
. DEaciEion PR A0 _BONMTHE
O- Acihity Blabus BE R CASE
E Flan Sialis A CAST
F. Ba@nCuls o CEL
& Enn Daid L A 2HA
Zrecria 3 campulabion paing codumn pliazag
Examiplici
1 BT
2 RITCAPIBT, TMITCAPIE)
3. CASEWHEM A= 10 THEN B + C ELEE BEMO
Cancei
Aggregate
Aggregate will allow you to take the
display that you see in the activities :
approve section and select specific Download and Save to CSV file
functions such as count, sum, . Rows | Al e 38
average, etc. You can use the
aggregate multiple times with the ¥ |Aggregate
same information. Once you choose Aggregation | - New Aggregation -
your function your information will be Function | Count
displayed on the last line. Column
Chart
Chart will allow you to take the display that you see in the activities approved
section and see that data as a chart. The available chart types are horizontal
bar, vertical bar, pie or line.
Label - SelectColumn - ~ Axis Title for Label
Value -SelectColumn- = Axis Title for Value
Function - Select Function- -
Sort Default A
Cancel Apply

15
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Flashback

Flashback will allow you to view data as it existed at a previous point in time.
Enter the time in minutes and you will see the data as it appeared at that
point.

rﬁ_—} Flashback

A flashback queny allows you to view the data as it existed at a previous point in time.

As of minutes ago.

[ Cancel ] [Apply]

Save Report

Once you have generated a report with the results you want, you have the
option to save the report for future use. Once you click on the save report
you will be prompted to enter a report name and description.

The next time you go into the —EH Save Report
interactive reports, the report
you will saved will be available
on a tab for you to view. Description

Mame

Cancel | | Apply |

Reset
Reset will reset the report to its default settings incase you just need to start
over.

16



Archive Plan

When you need to start a new plan:

1. Click on View Plan. Individual Navigation
Employee Profile

View Plan *—
Create Activity

Activity List

View Archived Plan{s)
LPDC Guidelines

2. When your plan is displayed click on Archive Plan.

+ ¥iew indidua( Fratessronni Davsiopment Plan

Flen Tempiete: Diiic Tamplaks
Pl of Pla: 201011 Plan
Commities Bama: Clsind LPOIC
AppTaving St Mards Princge

hippkes i Comalicasisr
(RS T TN T P

Hmmes Chend Lymn Coon bonsg b Caraficne Beaies: R eney |
Giidic B Yaiar bisdii Desa: 540208 |
Types Elrmanian 1161 Emciive Yoar: 2000 |
Tl Profies S0 el Emmmuu|

Pl bl shont: Tiad s o 5 Ve e Licinss
Focws; | will bacome o beader in amaipng bechnalogy
Pl Snarie! AR iNeT

Craaiin Dea: 35792070

Rawizion Dese;
Subiniaabon Dapa! 010000

Aprereegl Data: 1000

| PRINT Daselupment Plan | Resvise Appreed || Arckive Plan | Creste Actiny |

3. You then need to click Ok to archive your plan.

ﬂ Ere TRl 008 §Te0 wilrd 10 ARCHTVE this planT

o [
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View Archived Plans

To view past year’s plans:
Individual Navigation

1. Click on View Archived Plans Sy Lt

View Plan

Create Activity
Activity List

LPDC Guidelings

View Archived Plan{s) ‘_

A list of archived plans will be displayed.

View Plan Name Creation Date i Date Approved Date  Archived Date = Ci i Hame Chail Name  Chail Username Supervisor Name
MyPizn | D2NAZ0I00 ) 0242010 Japar0 Jenaz? | pistictLPoC Marcia Principal | esprin@ncoccki2.ohus | Marcia Principal
Plan 2 g?;f‘{%i‘m g%’;g‘goMm g?;gugi‘m g?;‘nugi‘m District LPDC Marcia Principal | esprin@ncocc.k12.oh.us
021142010 02/14i2010 0211472010 02i14/2010
Iy
Plan 0323 Pl 0324 PM 0325 Pl 0328 PM District LPDC Marcia Principal | esprin@ncocc.k12.0h.us
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2. Click on View to display the plan.
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