
Creating a Development Plan: 
 

1. On the main screen, click “Home” 

at the top to drop down the menu 

bar.  Then choose “Development.” 

 

 
 

2. Select “Create a New Development 

Plan.” 

 

 
 

3. A new window will open.  Input the 

Development Plan, Start Date, and 

Due Date. 

 

You may also input a Status.  (This 

field is optional.) 

 

If desired, input a Purpose (Current 

Role, Future Role, General 

Skillset). 

 

 
 

6. If applicable, select Add Learning 

Activity. 

 

 
 



Creating a Development Plan (cont.):  
 

7. Input the due date and learning 

activity.  Select the Green plus   to 

add the learning activity.  Select the 

red “X” to delete or cancel input of 

a learning activity. 

 

 
 

8. Select Save and Close to save the 

Development Plan and return to the 

Development page. 

 

 
 

 


