National Aeronautics and Space Administration

SATERN

System for Administration, Training, and Educational Resources for NASA

Individual
Development
Planning Guide

(Version 1.0)
April 2010

WWW.Nasa.gov



Table of Contents

1 Introduction 3
1.1 Whatis an Individual Development Plan (IDP)? .........ccooiiiiiiiiieiiiine e 4

1.2 Why has NASA integrated the IDP and SATERN? ... 5

1.3 WhOo is invoIved iN the PrOCESS.......cc.uuiiiiiiiee e 5

1.4 IDP ProCESS PRASES .....uuiiee s s 7

2  General Instruction 8
2.1 FOI TNE SUPEIVISOI ....ciiiiiiiiiette ittt ettt e e e e et e e e e e e e st e e e e e e e eans 8

2.2 FOrthe EMPIOYEE ....coiiiiieie ettt e e e e e e e e e 9

2.3 Are YOU Ready t0 BEQIN........couuuuiiii it e e e e e 10

3  PHASE 1: Prepare for Your IDP 11
3.1 ASSESS SKIll NEEAS.......cceiiiiiiiieeeee e 12

3.2 FOrmMuUIating GOalS .......ccoiiiiiiiiii i aaeeaane 12

3.3 Identifying Development ACHVItIES..........coovvviiiiiiiiiieeeeeeee e 13

4  PHASE 2: Create Your IDP 15
0 R AV (o - W @ o - Tod I o) g Y/ =1 o1 (0 16

Y =T 1 YA Yo 10 | GRS 01T V£ o U 17

4.3 NAVIGALE 10 IDP ...ttt 17

N O (= = 1 (= = B V=TV o = T o I 18

T = 0 (=T o o = I 1 0] 0 =1 o] o P 18

4.6 Adding Goals and ACHVIIES..........ceviiiiiiiiiiiiiiiiieeeeeeeeeeeee e e e e e e e e e eeeeeeeeeees 21
4.6.1 Adda Competency-Based GOal...........c.eeeviiiiiiiiiiiiiiieieee e 22

4.6.2 Add a Competency-Based Catalog ltem ...........cccoviiiiiiiiiiiiiiiiiiieeeeeie 26

4.6.3 Add a Non-Competency Based Goal ...............cooeeeiiii, 30

4.6.4  Add an EXternal ACHVILY.........ouuiiiiiiiiiiiiiieee e 34

5 PHASE 3: Finalize Your IDP 38
5.1 VIEW YOUE IDP ...ttt e e e e e e e et e e e e e e e e e nnnnaneeeaeens 39

5.2 PrINEYOUE IDP ..ottt e e e e e e e st e e e e e e e e s aeeeaaeeas 40

5.3  Check Notes From Your Coach or Mentor (Optional) ............ooccveimrieieeiiiiiiiiiieeeeeen. 41

5.4  Verification With YOUIr SUPEIVISOI.........uuiiii i e ee et s e e e e e e eeen e e e e e e eeenees 44

5.5  Make EditS t0 YOUF IDP ....ccoiiiiiiiiiiiie ettt e e 45

5.6 SUDMIt YOUI IDP....cooiiiiiiccce et 46

5.7  1FYOUr IDP IS REJECIEM ...ttt 49

LR S S [ 110> 50

6 PHASE 4: Managing Your IDP 51
6.1  Start WOork 0N ACHVILIES ...coee e 51

6.2 Track Your ProgresSS iNthe IDP........coooiiiiii et 53

6.3 Follow Up With YOUr SUPEIVISOI .....cccooiiiiiiiieece e, 55

6.4  REVISE YOUI IDP ... 56

6.5  Prepare fOr NEXE YEAI ......ccii i e e e e e e e e 56

6.6 Copy Your Current Goals intoa New IDP ..., 57

7  Summary 58
8 Frequent Asked Questions (FAQs) 59
SATERN 5.8 Individual Development Planning Guide Page 2

April 2010



1 Introduction

This guide explains the responsibilities of the employee and supervisor in completing
the Individual Development Plan (IDP), and outlines a step-by-step process for
preparing and creating an IDP. The IDP is developed by the employee and their
supervisor. As the Plan is built, the employee and supervisor will outline developmental
objectives and career goals.

The IDP employs a concept that emphasizes discussion and joint decisions by the
employee and the supervisor, with input from coaches and/or mentors, on the specific
developmental experiences necessary to fulfill the mutual goals of individual career
development and organizational enhancement. Each IDP is uniquely tailored to the
needs of the individual and the organization.

Training and development identified on IDPs does not replace standard training request
procedures. Developmental assignments begin with discussion with your supervisor and
require your supervisor's approval. IDPs are updated annually, or as needed when
significant changes occur, such as, a change in job or change in the way you do
business processes. IDPs are dynamic and like any other “plan”, can, and probably will
change. IDPs serve as a basis for interaction between you and your supervisor in
career planning.

The Office of Human Capital Management strongly recommends the use of IDPs and
firmly believes in the importance of workforce development and the enhancement of
employee skills and competencies. Individual development planning contributes to our
goal of ensuring a more knowledgeable and highly skilled workforce.

This guide will help you to:

Analyze your career goals and objectives.

Learn how to create IDPs.

Prepare your formal IDP.

Analyze the organization’s needs for individual development planning.
Prepare for the employee-supervisor discussion.

Find and use resources for individual development planning.

Prepare, Create, Finalize, and Manage your SATERN IDP.

To print or download a copy of this guide go to
https://saterninfo.nasa.gov/IDP_Guides&Aids.html and click on Individual
Development Planning Guide in the Tools section of the page.
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Definition

The Individual Development Plan (IDP) is a career development tool designed to help
employees identify their development needs in relation to their current and future job
responsibilities, and to document activities they plan to accomplish during the
designated time frame. The plan contains training, education, and development
activities (formal and informal) to acquire the competencies needed to meet individual
planning goals. The IDP focuses on enhancing the competencies the employee needs
in order to improve the Agency’s effectiveness.

Other factors considered are how training and development:

» Help the individual achieve mastery of desired competencies.

= Help the employee remain current with developments in his or her respective
discipline.

= Contribute to preparing the individual for increased responsibilities.

= Promote personal and professional growth.

= Provide structured learning experiences linked to organizational needs, goals,
and job requirements.

Purpose
The purpose of the IDP is to provide employees with an opportunity to:
= Assess their skills and knowledge through self-evaluation and discussion with
their supervisor.
= Document their plans for activities which can prepare them for accomplishing
their career development goals.

In addition, IDPs:
= Establish an agreed-upon set of learning objectives/goals and developmental
activities as part of a formal career development program.
= Serve as another source for providing information helpful to organizations for
monitoring their training and development needs.

Disclaimer: An IDP is not a binding contract. While every effort should be made by both
employees and supervisors to adhere to the plan, circumstances sometimes arise that
require modifying the IDP. Completing an IDP does not imply promotion; it is intended to
address developmental needs and facilitate growth while preparing the organization for
future challenges.

1.1 What is an Individual Development Plan (IDP)?

An IDP is a collection of goals, objectives, and activities for a specific employee
developed collaboratively between you and your supervisor. The IDP reflects the
developmental needs for your current position as well as your future developmental
needs. It identifies training and other developmental experiences needed to achieve
both personal and Agency goals within a specific timeframe.
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An IDP is..

1.2

1.3

An official plannlng document used
to capture training and development
activities as a NASA employee

A tool to help you and your
supervisor communicate about
developmental needs

An opportunity to learn where your
skills fit into NASA'’s current and
future workforce needs

Available to all NASA civil service
employees

An IDP is NOT..

Set in stone; itis a worklng
document which should change as
needs and priorities change

A contract between you and NASA
for training or a guarantee of
advancement

A performance management tool.
Completion of activities on the IDP
is not a factor in the performance
management process

Available to NASA contractors

Why has NASA integrated the IDP and SATERN?

NASA'’s policies support the enhancement of employee skills and the importance

of employee development.

= NASA Policy Directive (NPD) 3410.2F states that NASA supervisors and
their direct reports are responsible for “assessing current capabilities,
determining near- and long-term development and training to enhance
employee performance, and preparing IDP that support job requirements
to include timely completion of supervisory and management training,

career goals, and the agency needs.”

The SATERN IDP offers real-time information through automatic integration with

the learning management system.

= Since the IDP is integrated with the SATERN learning management
system, completed learning events will be automatically recorded in both
the Learning History and the IDP with ease. The IDP functionality in
SATERN is used for recording and documenting training and development
activities, and its use should be preceded by face-to-face career
development conversations between an employee and their supervisor.

The greatest benefit is efficiency, as the IDP is available electronically for review

and approvals by coaches and supervisors.

Who is involved in the process?

Your Supervisor is responsible for:
Working with you to evaluate skill gaps and development needs
Helping you identify training resources and developmental activities

Meeting with you to discuss draft IDPs

Providing feedback on the IDPs
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= Approving your IDP and supporting your training and development
Supervisor-employee communication is key to the success of the IDP process.

If you have a Coach or Mentor:

= Coaching or mentoring programs at NASA can help to improve your capabilities.

= The selection of a coach or mentor is optional and may not be applicable to you.

= |f you select a Coach in your Personal Profile, he/she will be able to view your
IDP in SATERN at any point.

= |tis your responsibility to request an IDP review by your coach or mentor.

= Coaches and mentors can offer comments on the IDP, but cannot approve or
activate the IDP in SATERN.

The Agency acknowledges a distinction between the role of mentors and coaches. For
the purpose of this IDP Guide, the term mentor will be used to refer to both mentors and
coaches. Similarly, the term mentee will refer to both mentees and coaches.
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1.4 IDP Process Phases

The IDP is divided into four phases:
Prepare

Create

Finalize

Manage

N

IDP Process Phases

U RS AR b

;s skill needs

le goals

lontify development
activities

draft IDP
in SATERN

This Guide discusses the entire IDP process flow in detail, providing step-by-step
instructions on how to complete each phase. Some steps of the IDP Process are
performed in SATERN while some are not, but ALL are important.
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2 General Instruction

2.1 For the Supervisor

While the employee is primarily responsible for career planning, an IDP is jointly
developed by an employee and his or her supervisor. The supervisor’s role during
employee and supervisor IDP discussions is to listen, ask questions, and offer
suggestions to help the employee develop a written career plan.

Prior to meeting with the employee you should consider:
= Your employee’s current position and experience.

= The knowledge, skills, and abilities the employee might need to address for
optimum performance of job duties.

= Development assignments that might accomplish training and development
objectives in lieu of formal training.

Note: Developmental assignments are activities approved by the employee’s
management, which could include work assignments in their home organization,
outside their normal work duties, and special assignments or projects outside
their home organization (e.g., Center/Agency teams, special projects, details,
rotation assignments, Source Evaluation Boards (SEB), etc.).

= Short-, mid-, and long-range goals for the employee and the training and
development needed for the employee to reach those goals, taking into
consideration the organization’s, Center’s, and Agency’s goals.

1. During the Pre-planning Discussion:
= Discuss short-, mid-, and long-range goals in relation to training and
development.

Note: If a career change is desired, you may wish to refer your employee to
appropriate resources (e.g., HR Development Office, Administrative Officer,
mentor, or someone in the desired career field).

Be open and positive.

Work with the employee to evaluate skills gaps and development needs.
Help employees to identify training resources and developmental activities.
Discuss the Draft IDPs.

Provide feedback on the IDPs.

2. Approval and Validation:
= Approve the IDPs and support the employee’s efforts in participating in training
and development activities.
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2.2 For the Employee

While an IDP is jointly developed by an employee and their supervisor, the employee is
primarily responsible for his or her career planning. Dialogue with the supervisor is
important throughout the development and implementation of an IDP.

The Individual Development Planning process is inherently connected to, and should be
completed in conjunction with, an employee’s annual performance appraisal and
development of new performance standards and elements. IDPs should be used to plan
developmental experiences (e.g., details, course work, special projects, on-the-job
training, education, career development, etc.), which may change from year-to-year as
the mission of the organization evolves.

1. Prior to meeting with your supervisor, consider the following questions during the
preparation stage:
a. What are my short, mid, and long range goals?
b. What skills/experiences do | need to improve performance in my current
job?
c. What activities identified as part of a Center or an Agency Development
program are required or relevant to my needs?
d. Where does my individual developmental needs fit in with the goals of my
organization, the Center, and the Agency?
e. What activities will support my short-, mid-, and long-range goals?
What training is projected to be offered onsite? (See SATERN online
course catalog)

—h

2. Develop a written draft of your IDP, taking into consideration the following:
a. What are my priorities?
b. Are training and developmental activities realistic for the time frame of the
IDP?
c. Do | meet the qualifications for identified activities (e.g., grade,
experience, etc.)?

Meet with your supervisor and/or mentor to discuss.
Begin building IDP in SATERN.
Finalize the IDP and submit for approval.

o 0 bk~ w

Periodically update completion status on activities and goals.

If the IDP is followed closely, you will see that there is no definite end. As you
implement your plans, you move closer to your goals and identify new needs and
possibly more defined goals. You are acquiring the knowledge, skills and abilities you
need to fulfill your potential and increase the level of communication between you and
your supervisor.

Some organizations may have developed an occupational development program(s) or have
identified a targeted training and development curriculum that is specific to the nature of work
that is carried out by that organization. They typically contain a listing of training courses and
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developmental assignments that have been identified as relevant to a specific occupation or
organization and typically the organization’s Training Coordinator can aid employees in
identifying training and developmental activities on the IDP.

2.3 Are You Ready to Begin

SATERN IDP Planning Checklist

This checklist is intended to serve as a guide as you prepare to create your IDP. The
following questions are designed to help you think through the goals and activities
sections of the IDP:

[0 Have you thought about your professional goals and how to reach them?

=  Where would you like to be professionally in two years? In five years? In ten
years?

= What knowledge, skills, abilities, and/or NASA competencies do you need to
develop in each of these timeframes in order to get where you want to go?

= What training or other development opportunities can help you achieve those
goals? (for example training activities, development programs, rotations,
etc.)?

[0 Have you met with your supervisor to discuss your goals and receive input?

(1 If applicable, have you asked your coach/mentor to provide comments on your
IDP?
= Your coach or mentor can be someone with whom you have a formal
relationship, such as in a career development or mentoring program, or a
colleague whose opinions you value and whose input you would like on your
IDP. Either way, it is critical to ask his or her permission in advance.
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3 PHASE 1: Prepare for Your IDP

IDP Preparing Phase

*

skill needs

le goals

identity development
activities

draft IDP
in SATERN

What is Included in this Phase?
» The Individual Development Planning process begins with planning and
preparation.
= In this phase, you gather information that you will need to draft your development
plan.

There are 3 steps in the Prepare phase:
= Assess skill needs
= Formulate goals
= |dentify development activities

Time spent in planning prepares the groundwork for a realistic and worthwhile IDP.
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3.1 Assess Skill Needs

The first step in preparing for your IDP is to evaluate your skills and abilities. Your IDP
generally reflects development needs for your current job position as well as positions
that may be of interest to you in the future.
=  Work with your supervisor to assess your skills and compare to those needed for
your current job.
= |dentify any gaps between current competencies and those required to perform
your job functions.

List the skills and knowledge you need to:
= Enhance your performance in current position or field of expertise
= Address changes in your job role or in the strategic direction of your organization
= Prepare yourself for advancement to another position
= Discuss which areas you should focus on with your supervisor or coach
Checkpoint: Are You Ready to Formulate Goals?
v" You have determined your skill gaps for both job-specific (technical) expertise
and overall development.
v" You have identified the skills, knowledge, and competencies you require and set
priorities regarding which areas you want to develop.
v" You have talked with your supervisor and your coach or mentor (if applicable)
about your development needs.

3.2 Formulating Goals

For the skill needs identified above, you will create realistic development goals that you
hope to achieve.

For each goal, determine if it is:
= Short-Range - Goal you plan to achieve within the next year
= Often focus on development related to your current job assignment or
technical/job specific skills needed now
= Mid-Range — Goal you intend to achieve in 2-4 years
= Often development objectives important for growth within your
present position or for developing a new skill or area of knowledge
* Long-Range — Goal you wish to achieve in 5 years and beyond
= Often development goals that reflect career aspirations, taking on greater
responsibility, or moving to a new area of work

An IDP is designed to be a blueprint for your success.

Some Centers and Leadership Programs specify the date period for IDPs. You may be
required to select:

= Calendar Year: January 1 — December 31

= Performance Year, 1 year: May 1 — April 30

= Performance Year, 2 years: May 1 — April 30
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= Performance Year, 3 years: May 1 — April 30
= SES/ST/SL Programs: October 1 — September 30

Ask your Center Training Office if a certain date period is required. If none is specified,
you may choose one of the date periods specified above.

Checkpoint: Are You Ready to Identify Development Activities?
v" You have outlined development objectives for each of your skill needs.
v" You have determined the timeframe for development (short-range, mid-range,
long-range) for each of your development objectives.
v" You have determined the time period for your IDP.
v" You have discussed your development goals with your supervisor and your
coach or mentor.

3.3 Identifying Development Activities

The last step of the Prepare phase is to define the strategies you will use to achieve
your development goals.

= Opportunities for development .
can take on many forms; Examples of Activities
consider a range of development

activity options > Certification

* For each of your development i Formal Training
objectives, determine what Job EOtaUOﬂ N
strategies would best meet your > On-the-Job Training
needs > Self-directed Learning

= Consider your learning style and > Reading Books
: » Online Courses
timeframe > Col 3

= Use SATERN to research > Sﬁ gge_ asses
available courses and reference Y adowing
materials < entoring

Cross-Training

You will also have the option to assign a priority rating to indicate the importance of
each goal and activity in your IDP.

For each goal and activity determine if the priority is:

= High — Development necessary and directly linked to job assignments, job-
specific skill sets, and will likely lead to improved job performance and ability to
accomplish mission objectives.

= Medium — Necessary to accomplish organization strategic goals and objectives,
not directly needed to perform job responsibilities, but would improve and
enhance job performance.

= Low — The development activity supports goals not directly related to your
current job description, but will appreciably improve your skill set.

SATERN 5.8 Individual Development Planning Guide Page 13
April 2010



Priorities should be assigned to both goals and activities.

In addition, you will have the option of five categories to group your goals in your IDP:

= Academic Goals — Goals that identify or relate to an academic activity.

= Leadership Development Goals — Goals that identify or relate to a capacity to
lead, direct, or manage.

= Personal Growth and Development Goals - Goals that identify or relate to
individual or self improvement.

» Professional Development Goals - Goals that identify or relate to career
advancement or progress aimed to enhance knowledge, skills, or abilities.

= Other Goals — Goals that do not readily identify or relate to Academic Goals,
Leadership Development Goals, Personal Growth and Development Goals, or
Professional Development Goals.

Checkpoint: Are You Ready to Create Your Draft IDP?

v" You have determined the strategies you will use to achieve your goals.

v" You have identified development activities for each of your development goals.

v" You have determined the priority (High, Medium, or Low) for each of your goals
and activities.

v" You grouped your goals by categories (e.g., Academic, Professional
Development).

v" You have set realistic target dates for accomplishing your activities.

This information can be used to complete your draft IDP in SATERN.
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4 PHASE 2: Create Your IDP

IDP Creating Phase

skill needs
late goais development
activities

tify development
activities

draft IDP
in SATERN

.........

What is included in this Phase?
This phase includes all of the steps involved in creating your IDP.

It includes information on:
= Navigate to the IDP in SATERN
= Create a new plan
= Enter plan information
= Add goals to your plan
»= Add development activities to your plans

Time spent in planning prepares the groundwork for a realistic and worthwhile IDP.
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4.1 Add a Coach or Mentor
When you log in to SATERN, your Personal tab will display.

= If you have a coach or mentor that you want to review your IDP, click on the
Profile section of the Personal tab.

System for Administration, Training, and Educatic

) Learning Career Catakog
Click Profile.

g management system. The System for Administration,
3A (SATERN) provides simplified one-s1op access to
+ 10 support larning and development

1. Click on the pencil icon to add or change your Coach/Mentor
2. Click on the yellow Employee Information box to edit
3. Browse to find your coach/mentor, select, and click Save

Edit Employee Information [ )

* Required Fleld(s)

Supenvisor Q  crsteste

s Organization Q TRt
<3) CoachMentor

Supervisor By-pass Flag

— /'1
Employee Information O
User 1D fmivel
Employee Type il Semvice Emplo @

Supervisor

Organization HQ-LEQDO
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4.2 Verify your Supervisor

Check your supervisor to ensure it is the correct one.
= If not, correct and set the Supervisor By-pass Flag to Y (Yes)

Edit Employee Information B3

* Required Fiald(s)

Supernvisor
Organization 4 HO-LE00O

CoachMentor Q, deconnad
)  Supenisor By-pass Flag v
"N (No) ;

Y (Yes)

Employee Information

UseriD
Employee Type SeMGCE EMploye

Supearvisor INDY R STEELE

4.3 Navigate to IDP

You will find the IDP under the Career tab, which is located in the center of the
SATERN navigation bar.

WHLEMA b Wyors | Hama | §eame S atalig WA | reip ] e Logoat a

Welcome Jennifer Myers . 4
10014/ 200% I e Click Career, then IDP.

e Lome 0 DATEST, NABA'YS o Al learmdag managemere pstom . The Seiem 10 Adreinisirason
'rumq i Eo O R OSSUCOL for NASA (SATERN) provides Senpbfed one 5302 stcest D
Mghquaty Fanng pradurts and protesees 8 supgort leamng aned dess pmsnd

YU Tve 1) Aets A Phis b l

SATERN £10v08€ 00 5M0 3CCO20 %0 ParnNg S0robmend and cosiruous I0ampg 1r o NASA
wosEorce Fing Suf more iiisedtion on e BATERN eformubonl Web ate o (orntact pour Conter

yanng offee Cataley
View all available instrwcies lod Bemee
For ansiatande, rentict e MESC Costat Cortas ot £ BT NS0 2 G708 T- 125 o View all svailabe sntine Hemme

VASA- L w00 ginwe s gov

Browes Catalugs

Note: The View Your Competencies selection allows you to view your competency
assignments from NASA’s Competency Management System (CMS).
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4.4 Create a New Plan
Now that you've navigated your way to the IDP, it's time to create your plan.

Veediamm Jenrate Mesr | baame | Gearn Cvtyirg &, | el | o Logout

1DPs

Dt 18 & bt oF M) o 10 S To view i IOF, t900 04 e View 6 2ptun Sor it OF 1004 Sive phamsts 0000 S0 T (08 18 acdlabie, chatas e B8 P 20008 for Tyl DF 1 iy Save Senmms 0000 S08 Yoo sand 18 Segn
re prozess of owating 2 new DF_h00se fie Create New BP coden

Thars ww n0 OFs svatatls

Click Create New IDP.

45 Enter Plan Information

The IDP system requires that you provide some information about your new plan.
» This information will help you find your plan in the future and make sure your plan
IS active on the correct date.

Create IDP

You have chosen 10 create a new IDP_ Enter the overail details for this IDP and select Add to create the IDP

: it = _ IDP Title and IDP Period are the
2 o Select Clsar %
I0P Purpose: | ‘ only two required fields.

Effective Date: |
(MMI/Gyyy )
Expiration Date:
(MMM/dyyyy )

Note: The IDP Title should be intuitive, so that others (e.g., supervisor, coach) can
identify this plan.
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Standard date periods are provided for selection:

Create |IDP

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

IDP Information

View Nem Results

Date Penod 1D

= IDP Title:  [Systems Engineering o |
* IDP Period: | Geiecear
IDP Purpose: b |
Effective Date: \
MM/DDAYYYY)
Exp:ration Date: @ e 1
(MM/DDAYYYY)
@ Date Poriods > -
£ ] e /inasass coenosting,comlates searchinitSear ch.doYsear chType sdbselectorame sCatePerodiotaddD
Date Panods | Seorch | Moy
> Search Results
Search

Description

CY 2610 Calender Year 2010 2aleg
Leadershp Programa FY Leagershp Programs . Facal Year 2000 Salez
20%0
PY 2005 -1 Year Ferformance Yeor 2008 (1 year)
PY 2008 - 2 year Performance Yaar 2008 (2 year) -
PY 2008 - 3 year Performance Year 2008 (1 year) Seles
Recceas oer Page 'VJ&WNM}
(2) Click Select on
applicable Date Period.
Done nasass gpehostng.com )

The IDP Period is the time period during which you intend to reach the goals on the
plan. Standard date periods are provided for selection.

Note: Ask your supervisor or Center Training Office if a certain date period is required.
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Finish creating your Plan:

= Confirm or change the Effective and/or Expirations Date/s.
= Click Add when finished.

Create IDP
You hawe chogen 1o create 8 new 0P Enter 122 averall detats %or thes IDP and select Ad %o create he 109
0P Infermatinn

0P Tithe:  Systen Eogresong
* 0P Petod Pertmnarce Yes 2008 (1 your) et O

.

P Purpese: 7o nupport & 30 4 yyaterss engneerrg

: Effective Date and Expiration
. M09 G

oy = Date will automatically fill, based

oo Qe | on the selected IDP Period.

|
Click Add. —

Note: IDPs created before December 2009 will not have date periods, only expiration
dates.

Let us quickly review:
= |f applicable, you added a Coach/Mentor to your profile

= You created a new plan that contains the necessary plan information: IDP Title
and IDP Period.

= Your Plan Information is complete.

My 10Ps and Goals @

The cetals of fhés ©F are shown below. You may add or edr goats o the IDFs. You may add or edil supportng acinvidas for thoze goads. You must subme the IDP for approval Once your IDP iz approved
by YOUT SUPSPASOr, YOU Wil B alowed 10 undtste e S831us of G0alE 304 AEINIRE YOU My visw 0r 2t notes to this IDF &1 any time To ssiact seothes 0P, howes your mouss over 118 inags by the sida of
the ourrert (DP Ss and selocl s dfferent IDP f you hirse been designated a3 o Coach, pou may iew, updste, o add other users' IOPs

'« Reppred Pelde
0P Titte ; Oysterns Enginesing (Sewc 0P Period : Portiersrxs Yew 2000 (1t o) | Swdect | Cnar
ey ©F)
*1OP Tithe : Sestens Ergren oy IDP P posa ; To Suppsiat 5 ST 10 Syitens erging
D9 Status ;: Drat Varsion : 0 cuet w
Effective Date: <1 2000 * Expiration Date: <000l

SATERN 5.8 Individual Development Planning Guide Page 20
April 2010




4.6 Adding Goals and Activities

The next step in creating your plan is to add goals. You need to have at least one
goal with at least one activity for each goal to submit your IDP for approval

If you created IDPs previously in SATERN, you will be able to copy goals and
activities from your other IDPs:

There are two types of goals: Competency-based goals and Non-competency
based goals.

IDP Flow Chart
IDP GOAL
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4.6.1 Add a Competency-Based Goal

Competency-Based
IDP GOAL

The intent of a competency-based goal is to build skills or develop expertise in a NASA
competency from the CMS.

My IDPs and Goals

w
The detalis of s 1DP are shown Delow, Yeu may 238 or e goals 1o the IDP S You may sdd or et supgofing achvbes r thase goals You must sudmid the IDF for spprowsl. Once pour 1DF 18 approved
By YOur supstasar, wht Wil b slowad 1 SpaR the SUMUS of goats and sctviies. Yo sy vew or sl nates 10 Biy 1OF o) wvy S, To sabect ararivee 108, hove yhur mouss over Bin istags Dy e sale of
e cument OF e ant sakact o dfarent IDF 190U hawe Deee OTIgNAOS 36 & COMCN, YOU Maw vaw, update, or add ofer usens' DFs
* « Mo Fekty

09 Title : Systems Englomenng Seet

0P Period - Petwrarcs Vew 000 (1 pow) Gt | Owwr
< oeopiic] L e Yo y 1

* 0P Title : Syotons Engramey P Purpose © 7o spport » Carser st 1 seslans
0P States : Ot Vershea : 0] %
Effactive Date: <0000 * Expiration Dase: 400000

<@_ [orocm §iatsnes  vrogsmn J 2o | Samt o wrves

Tratre ore 00 goals on s K0P aren Plesse add new goads Sy cicking the New Gout bution

Click New Goal in the
Development tab.
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Use the IDP Goal Wizard functionality to create competency-based goals:

Add Goal to IDP o4
Bach

You have chosen 10 5040 @ 023l 12 your Plan. Entes the 2atals far e goal Delow or wae Ide Goal Waes, then choase Save 19 23d the goal 10 your plan Ta canced, thoose Te Back opien
You can 8 out the Goal Detals sachon below to 304 an ad-hot Goal ¥ you would Iee instead io add Goals Sased on your comaeiencies, 304 goas for » targeted b pestion , copy goas Pam afher plans o even %
SEOLE anciher s ers Goss hen use Ihw Go M Wigard

Systemns Exglicerning

P Perlod: FY 2009 1 Yem

IDP Parpase: To supeon & Carsdr Shi e systinns anginaeing
Explration Date: 4007010

Effective Date: 5172000

Click Goal Wizard.

The first thing you will be asked to do is to select your Goal Type.

Selecting Competency will allow you to search the CMS dictionary and choose a CMS
competency on which to base your plan.

‘A Click Next.
\ Select Add Competency

Related Goals.

When you choose a competency-based goal, you will search the CMS dictionary or
catalog by entering Keywords.

You can choose to:
= Search from all Competencies within the CMS catalog
= Show Only Competencies Assigned to You: this includes competencies
assigned to your job ID and competencies you have added to your CMS profile
= Show Competencies Assigned to Job Position: this includes competencies
related to a specific job ID

Enter the Keywords you wish to 3
e R search for and select your category.
Keywords: - voes pgrescy T Exact Phrase
(= Search from oll Competencies T
ampelenc x| 1o Yeu :’ 2
S 2) [Gick Next.
) Hat Appiicahle
£ Nt Applicable
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When the keyword search returns selections, choose the best fit:

Goal Wizard
hoore ! Select Competencies

e i C ot oo
ompetency seorh Seloct he competency or competencies you wish 10 »0d au goalis) 1o your IDP to candinue, or choose Previows %0 go back and madey your seanh

The bt below containg Sie resclis from your ©
e

 Kaywords:  asdema sngmessing
xact Phrase: Ao

Your Competencies Oty ~o

Job Positiens  (none specfect
Subject Asea: (nooe soec o
Campetoncy Prefile; [nome soec e

Comgetency Descnphon Cumuunygp Rabng Feguited Satng
Computer Gysterma and Engineerng (2 P S TO R
R Cuwent1 0 Raqt
Sysieme Engneenng Cﬁck Next. (O ( - )
Cument1 0 R
Byatemns integraton Enginéansg 00 0 0O
Curren LUl
Geiof1 Al  Dezelect AN

J) Click to Select.

In order to finish adding this goal, you need to enter Goal Details.

There are four required fields:
= Goal Name will default to the competency name, but you can rename it if you
wish
= Target Rating should always be listed as ‘1’
» Target Date is the date by which you want to achieve the goal
= |DP Section ID is the time range to achieve the goal

Jy s Confirm or enter the required goal information. ey e
Selsd AN Dessieni AY
Competoncy Geal * Goxt Name Lant “Targe! Strexch *Taepet Datn ‘DP Sedon D Frionty Selecd Crealo
Mamber Assessment Ratng Rateg MO YY1 Aot Acmes
e 11009}
Systems Sy winva T rgmee 000 ) | | = Pwene Sewct Cra > 2] @
Engnesnng .'j
igied A/ Desslea &
Note: You can set the Priority after you Save the Goal by clicking Edit.
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IDP Section ID
You can create short-, mid-, or long-range goals, though you are not required to have all
three in your plan.

= Begin with adding a Short-Range Goal. This is a goal that you want to
achieve within the next year.

*IDP Section ID

| SHORT-RANGE GOALS: 1 YEAR v
— Please Select One -

SHORT-RANGE GOALS: 1 YEAR

MID-RANGE GOALS: 2 -4 YEARS

LONG-RANGE GOALS: § YEARS AND BEYOND
Once you have completed your goal information, click Done.

Click Done. }\

Select IDP Section ID.

Competency Coal * Gost Hame Last *Twpet Steich * Target Date *OF Section ID Prorty Selean Crewe
Humnber #3oessment Ratng Ratng MMGE ATV ) Ade Aaater
sy

Systems Syezrn trgresreg 003 v v 25007000 | SroHT-AMNGE GoALS 1 veaR A %

Let’s quickly review:
» You searched through the CMS dictionary for a competency on which you
wished to base your goal
* You entered the Goal Details required by the IDP tool, including the Section

You have now completed the addition of a competency-based goal.

Development Activities

In order to reach your goals, you will need to engage in some kind of expertise or skill-
building activity. In the IDP, these are called Development Activities. The IDP tool
requires that you add at least one such development activity to each goal.

There are many different types of development activities, including, but not limited to:
= Coursework
= On-the-job training
= Attending professional conferences
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In the IDP tool, development activities fall into two categories:
= Catalog Items: consist of SATERN catalog items
= External Activities: include everything else

4.6.2 Add a Competency-Based Catalog Item

Catalog Items

IDP GOAL |

Go back to the goal you have just created.
Notice the » symbol next to the Goal Name.
= Clicking this button will open up the activities section for this goal.

¥ Section Name: SHORT-RANGE GOALS: 1 YEAR(1)
Goal Name
®

ems Engineering

Click the » symbol.
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The activity menu will drop down below the goal.

¥ Section Mame; SHORT-RANGE GOALS: | YEAR(1)

Gont Mo - Laruel Date Exicete Parcurh Tawand Yargut Remcen
¥ Saztems Engineeng 02009 0 D% rew) Aat Wate) [ x]
0 "

Cumsstd Target 1

¥ Detaily
¥ Activitees 10)

Click Add Activity /

You will be asked to select a development activity type.
= Selecting Search for Activity will allow you to search the SATERN catalog for
applicable development activities.

Add Activity W

(| search for Activty D
Seabeiid

Select Search for Activity

At this point, you may search the entire SATERN catalog for items that will help you
achieve your goal.

You can search using any of the following criteria:
= Keywords — Including SATERN course title and description
= Competency — Only technical and business competencies from the CMS
dictionary have been assigned to learning items

Learning Item Activity Search

Item Type: [¥] instructor-Led [¥] Online other [¥] Blended (Select one or more)

: Keywor ds: [] Exact Phrase
Competency: |Exact Match | Systems Engneering

Rating: | Mrumum v

Do not use Rating as a search criterion.

This example shows a search for SATERN catalog items by competency.
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If you are adding a catalog item to a competency-based goal, the competency-based
goal will automatically appear in the Competency field.

Learning ltem Activity Search

Item Type: Instructor-Led [¥] Online ] other [¥] Blended (Select one or more)
Keywords: | [ Exact Phrase

T Competency: [Exactach W] Systens Engneerna >
Rating: |Mnemun v

After you have entered your _/

search criteria, click Search.

Note: For a broader search, you made need to remove the competency that populates
automatically.

Be aware that competencies have not been assigned to all learning items.

If you perform a search based on a competency, it is possible that the results may not
show all relevant courses, and you may wish to broaden your search.

After you have selected
your items, click Add.

Tiw -
T T (1) | select the desired item/s. | smm—p- -
ANV AN SATRLLITE 1oy WY v L 4 Al lj
e 4 VESCLE (0L V) SYTTENG ENORESSRN) A0 DESIOM Eysterms Engneeneg (1) 0
NTROCUCHON 10 SATSLLIE 3001 W1 Eystems Engneening (1) O
(£ CATILUSE COMMUMCA NON S7STENT SNCRETIING Swstoms Engnearing (1) 0O
MYPRIMAVERA Systems Enginesrieg () 0
PRAAVINA P4 100, BASIC PROJC T MANAGEMENT Systwms Engnwetiog (1) 0
RECUSEMENTS MAMSIEVENT M CRAILE Systems Engnsening (1) 0
SPALE LALINOM AMD TIRARGROR TANON 1 v STEN Systermg Engneering (1) O
PALCE MESDOM ENCELLEMCE PROORAN CRENTANON Eystoms Engnering (1) O

Macords pur Page | ¥ Page | 3 e e [t (43 ot recorssy
Splea Nl I Desolort NI

2o J oo
At this point, you are able to enter Development Activity Details:
Nang o Due Date Tme Bslorite Targets Steich Remove
ADVANCED METHOOS OF SYSTEMS ENGINEERING 432010 Cataog em View/Ads Qo
To change the activity details. | p—) Cb
click Edit. vy
Dot gtz
SATERN 5.8 Individual Development Planning Guide Page 28

April 2010



There are two required fields:
= Activity Name will default to the item name, but you can expand it to be more
descriptive if you choose
= Target Date will default to the plan expiration date, but you can change it to any
date by which you want to complete the activity

Naime « Que Digte e Enanke Tamel { Srefch Remove
ADVANCED METHODS OF SYSTEMS ENOINEERING MIN010 Catdlog e e rhas otes | ©

Confirm or enter the required activity information.

Deta

* Activity Namwe: ADVANCED NETHOOS OF SYSTEMS ENOMEE Priothy. v
Related ltem: ADVANCED METHODE OF SYSTEMS ENGINEERING
—

* Target Date: 0001
ML

st v | cove |

You are also able to add a Priority for these activities:
1. High: Focuses on development directly related to your current job assignment,
technical and/or job-specific skill sets, and support organizational goals
2. Medium: Necessary to accomplish organizational mission objectives, or needed
to carry out your job responsibilities
3. Low: May or may not be directly related to your current job description, but will
appreciably improve your skill set

Priority: | |»

1 « HGH (Directly related o current assignments)
2 - MEDILM (For mission objectivesiob requirements)
3 « LOW (Improve siill setingy not be current job)

Enter the Priority level for these items.

Once you have entered your activity
details, click Apply Changes.

Let us quickly review:
* You searched through the SATERN catalog for items related to your competency
*= You entered the development activity details required by the IDP tool
* You assigned a priority level to your development activity

You have now completed the addition of a catalog item development activity.
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4.6.3 Add a Non-Competency Based Goal

Non-Competency-Based

IDP GOAL |

Now you have created a competency-based goal, and added catalog items from
SATERN to support your achievement of that goal.

You also have the option to add goals that are not based on competencies.
In the next several pages, you will learn how to add a non-competency-based goal to

your plan.

In the Development tab, click New Goal:

=

Click New Goal,
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Now you are ready to complete the details of your goal.

Add Goal to IDP o
- Back

You hiwe choses 30 908 » gowl 00 Your Plan Ertee e detwde 101 the posl telow o1 use e Goal Vazard, Ban thoose Syee ) 008 1o 0oal ) your plan To cancsl shoose the Back telon

VOu Can £ out 00 00al Detiets SRc000 Dakow 10 220 30 Shot 0oL 1T you wosld bk iR a2 99 308 COuS D08 0n your LOMPHINCEs, w30 QDalE D & Bpakid |cb posIon | Logry Qoaks from Ciher plass of dwan Lo
a20pt anathar user's Gosls fon Lie the Doal Wians

Systems Engmesring

0P Period: #'y 20081 Yo

0P Perpase: To supgon a career 3hit 10 systems enginoernng

Expleation Date: 4302010

Effactive Date: S1000

* = Spaees Py
e 3 eI
Gosl Number: Pristity; -
* Goat Heme: * Target Date; =
Goal Description: Target Valus:
P00
Stretch Yalue:!
Gaal Category: v
* Section:  — Pwae Soes e - v

First, add the Goal Name and the Goal Description:
= Goal Name is the name you choose to give this goal

* = Required Fields

Goal Type: Other
Goal Number: |

* Goal Name: [Develop people management skills

Goal Name is a required field.

You are also able to select a Goal Category to provide an optional means of grouping
goals:

Goal Category: |3
*+ Section:

A_cz.pgp.gc 1‘R_eu.1ed to academic activity)

OTHER (No other category apphes)
PERSONAL_GROWTH_&_DEVELOPMENT (For individual or personal davelopment)
PROFESSIONAL_DEVELOPMENT (For career advancement or enhance skills)

Select Goal Category
(Optional).

= Academic Goals — Goals that identify or relate to an academic activity.
= Leadership Development Goals — Goals that identify or relate to a capacity to
lead, direct, or manage.
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= Other Goals — Goals that do not readily identify or relate to Academic Goals,
Leadership Development Goals, Personal Growth and Development Goals, or
Professional Development Goals.

= Personal Growth and Development Goals—Goals that identify or relate to
individual or self improvement.

= Professional Development Goals—Goals that identify or relate to career
advancement or progress aimed to enhance knowledge, skills, or abilities.

You can create Short-, Mid-, or Long-Range goals, though you are not required to
have all three in your plan:

* Section: |- PeaseSelectOne—  [v] Add a Section.

-- Piease Select One —
SHORT-RANGE GOALS: 1 YEAR
MID-RANGE GOALS: 2 - 4 YEARS

LONG-RANGE GOALS: S YEARS AND BEYOND

= Short-Range - Goal you plan to achieve within the next year
= Often focus on development related to your current job assignment or
technical/job specific skills needed now
* Mid-Range — Goal you intend to achieve in 2-4 years
= Often development objectives important for growth within your
present position or for developing a new skill or area of knowledge
= Long-Range — Goal you wish to achieve in 5 years and beyond
= Often development goals that reflect career aspirations, taking on greater
responsibility, or moving to a new area of work

You are also able to add a Priority for this goal.

1

Select a Priority (Optional).

PEERY e TN
* Target Date:

1 - HIGH (Directly redated to current assignments)
Ta'get Value: |2 -MEDIUM (For mission objectivesiob requirements)
(1000 |3 - LOW (inprove skill setimay not be current job)

Stretch Value:
(1000)

1. High — Development necessary and directly linked to job assignments, job-
specific skill sets, and will likely lead to improved job performance and ability to
accomplish mission objectives.

2. Medium — Necessary to accomplish organization strategic goals and objectives,
not directly needed to perform job responsibilities, but would improve and
enhance job performance.

3. Low — The development activity supports goals not directly related to your
current job description, but will appreciably improve your skill set.
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Finally, select your Target Date:
= Target Date is the date by which you want to achieve the goal.

l-]"rgel Date: ooz EJ ) Calendar - Mozilla ... [:lf[:”f;(‘

. goehosting. com

Select Date Close
September 2013

-

[Septamber v 2013 |8
« € prnt Today > »

Set a Target Date, considering I Sun Mon|Tue|Wed Thu|Fri|Sat
the Section selected.

Let’s quickly review

The required fields of our goal to Develop people management skills:
= Goal Name
= Section
= Target Date

'« Regeree Temy

Goal Type: Cthar L v

Goal Number:

o Goal Namw: Zeseup 300 masagement sion it 0W080T

GO DeSsCription:  © woull W2 15 Deaason 10 & Balershumatagemes! i
Llrmutety | WOkt B 13 becorw & Teem Laad

Gool Cotegory: | LEATERTHE_DEVELOPUIENT (Sl cazacty tn mad doact o Patage
+ Soction: | WDAANGE QOALS 1. & VEARS ¥!

03

When complete, click Done.

You have now completed the addition of a non-competency-based goal.

w  Section Meme: WD-RANGE GOALS: I - 4 YEARS(1)

oot Homg « Taeaet Date Blat Peicare Temms Targe Removw
» Develop peopte management shits 90302012 mpiove stil sedimay not he v ARS ety Q
carrent ot ALY
(=2
SATERN 5.8 Individual Development Planning Guide Page 33

April 2010



4.6.4 Add an External Activity

External Activities

IDP GOAL ||

SATERN catalog items are an effective way to build skills, but there are many other
options available, including, but not limited to, academic courses, professional
conferences, and seminars.

In order to add non-SATERN-based development activities to your plan, you will add

External Activities. In the next several pages you will learn how to add such external
activities to your plan.
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Go back to the goal you have just created. Notice the » symbol next to the Goal Name.
= Clicking this button will open up the activities section for this goal.

Goal Name Target Date
@)evelop people management skills 9/30/2013

Click the » symbol,

The activity menu will drop down below the goal, allowing you to add an activity.

Gosl Meme « TamstCak Eriosty Percent Toward Target Ramoe

¥ Owmicp seopis manapement $hely 001 Imeeaes S8l selinay not b Vi1 hos Sates o
Cument 08

Doty
¥ Actreition (D)
Thare 318 no actwbes specibed for tuis Goel

| Click Add Activity. |

You are now able to Create New Activity or Search for Activity:
= Create a New Activity will allow you to create a development activity that is not
in the SATERN catalog.

[Add Activity W]

AR

Select Create New Activity.

In order to finish adding this activity, you need to enter the development activity details.
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For an external activity, there are two required fields:
= Activity Name should describe the activity in enough detail for a reviewer to
understand
= Target Date is the date by which you want to achieve the activity

vﬂ_y Develgp‘p.e_(iple management skills . Entorthe required activity
Activity Type : External Activities (Acthvities Not in the Catalog su information, along with any other
Courses, Conferences, and Seminars) information you would like.
* Activity Name : |Leadership Developmert Assigrment &
* Target Date : am00013 i \
DO YYY )
Priority : Target Date will default to the
Target V":‘_'Ugo= plan expiration date, but you can
BN change it to any date by which
(1000) you want to achieve the goal.
This date does not need to match
the expiration date you entered
for the plan.

You are also able to add a Priority for this activity:

Priority:

];?:ge‘ Value: 1 - HIGH (Dwrectly refsted to current assignments)
Mol 2 < MEDILM (For mission objectivesiob requirements)
Stretch Value : 3 - LOWY (improve skil setimay not be current job)

Enter a Priority level for this activity
(optional).

1. High — Development necessary and directly linked to job assignments, job-
specific skill sets, and will likely lead to improved job performance and ability
to accomplish mission objectives.

2. Medium — Necessary to accomplish organization strategic goals and
objectives, not directly needed to perform job responsibilities, but would
improve and enhance job performance.

3. Low — The development activity supports goals not directly related to your
current job description, but will appreciably improve your skill set.
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The Target Value is the number for a value-based activity

Example: for 480 hours of an external activity, the target value = 480
Leave this field blank if the activity is not measured numerically

‘e Reed
Acliv“y Type . Exemal Activities (Activities Not in the Catalog such as Academic

Courses, Conferences, and Seminars)
* Activity Name : Lesdershp Development Assigrment

* TargetDate : sn02013 0
IMMODAYYYY)

Priority : | 3-LOW (improve skl .'el!lnuW
Target Value : 20

1000)
Stretch Value : 520
(1000)

Click Add when finished.

= .,

Enter a Target Value for
a numerical measure
of completion (optional).

You can set a
Stretch Value for a
numerical measure

above the Target Value

\ Anos for exceptional
performance.
You have now completed the addition of an external activity.
Goal ame « Tagel Date Pty Baccent Toward Targel Remow
¥ Domiop peopie management Sty WI013 o) NS et 0
P Detaits
Marma » Dot Twme By Sang Taeoqt! Remove
Qaie 5 Skalch
Luadarsnp Demizpmant 2302013 Extomal Acrabas (ACes Mot in e Catalog such as Academic PeotSanes ABO( ol Ak o
Assiprimant Courses, Confalences, and Seminars 000% Maies
Curment Tet

Note: Remember that external activities require submission of an SF-182 External

Training Request.

Let’s quickly review:

activity
= Activity Name
= Target Date
*= You assigned the optional fields:
= Priority
= Target Value

You selected Create New Activity to create a non-SATERN-based development

You entered the required development activity details required by the IDP tool:
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5 PHASE 3: Finalize Your IDP

IDP Finalizing Phase

s skill needs

late goals

Identify development
activities

[ 2 create _

draft IDP
in SATERN

3. Finalize

What is included in this Phase?
This phase includes all of the steps involved in finalizing your IDP.

It includes information on:
= Viewing Your IDP
Printing Your IDP
Checking Notes From Your Coach or Mentor (Optional)
Verification With Your Supervisor
Making Edits to Your IDP
Submitting Your IDP
If Your IDP is Rejected
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5.1 View Your IDP

You have options to customize the display of your IDP.

To view your IDP online, navigate to the Career tab then IDP. Your IDP will display:

]
My IDPs and Goals “
Tha oatads of s OF 20 shown Delow. You may 23d or gt goals 2 tha IDPS YOU May 302 of I8 SUpgoring JCIADNS Mo NOSA JOME You st subent f1e 1D far ap peovad. Oeca your OF < aperawad
By your supenesor, you Wik Be alowed 1 update e styilus of poas and actvties You maw view ar add nates to tNe DF st arw Ime To select anziher iDP, hower your mogse over the tmage by fie sde of
e currser OF N0 ) 36000t & Prent IDF 11 g0 i Doen detipn Med i 3 SO, yiu mdy dow, UDda, (¢ 800 o1 uoers' IDP s
* o Peapied Fediy
0P Thly ; Systanc Ergnirio) (e P Period : Polovace Ve 20
Ot V)

+ 1DP THle ; Svstwrss brgreers

9 States - Drdt
Effective Date: 70 0005

LR Sewct | Cew "
0P Purpese ;1o nopst & come 938 % systens
Yerston : 0imarert) w
* Expleation Date: 4500000

(TS [ T [
oo N

¥ Sectien Memo! MID RANGE COMLS: 7 - 4 YEARS(1)

Gl Mome « Target Daje Erigal Ptz ent Towwes Target Remow
¥ Develop prople managemert skifs W20V 2 tmgrove skl setmay nat be [P re— Qo
cutrerd (o9
Mot
(=0
*Daterh
¥ Activivien (1) ATty W
Heatne - (e Tipe Enorly L!.zl.’ Remove
i T
Lansershe Owmbop QAN Edwrmal Actvibes (AcIvDes Notin Itw Catslog such sy OJT Acsdemc For mawon checivesiot ARSjtan VoW AG) Wites o
Az goment Coursas, Confammnces, Saminas)

nRegaemonts
bunt

On the My IDPs and Goals page, you will see options for Group By and Field Chooser:

(| croup oy PR
o by, D

The Group By drop-down menu allows you to view your IDP by Section,
Category, or Priority.

Group By:

Section
Maone
Category
Priority

¥ Section ANGE GOALS: 2 - 4 YEARS(3)

Goal Name
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= The Field Chooser button allows you to select the fields to display on the IDP
screen and their order.

———————————————————————————————————————
Field Chooser

1 Goal Name l:l Goal Status l:l Related Competency
2 Changes l:l Description l:l Goal Weight
Target Date |:| Aligned Initiatives |:| Goal Categary

Priority |:| Goal Mumber |:| Section

Percent Toward Target l:l Supporting

5.2 Print Your IDP

If you want to review your IDP with a paper copy or an electronic file (e.g., Adobe PDF),
you can print your draft IDP in SATERN.

= The printout of your draft IDP will include all notes and comments added to
your plan.

To print your draft IDP, click on the Print IDP button on the My IDPs and Goals page.

My IDPs and Goals @

The detals of tes DF 3ee shiown Below. YOUu iy 599 0r 608 goals 10 e ©Ps. YU My 800 0f 208 Supporting a(tMbes e Ihese goats You Must sULMA I IDF e approval Onts your I0F i3 apgrowd
by your superesol, you wil! be slowed to update the status of goals and sciwlies. You may view or add noles 1o his I0P 3t any Sme. To sefect anather IDP, hover your mouse over the msage by the side of
the curent IDP ftie and select a dfferent IDP If you have been designated as 3 Coath, you may vew, codate, o add ofher users' ©Fx

* v Begured Fiekis

0P Titte : Systems Enginesang Cownc OP Period : Fertomance Yew 2000 () vonr] | Seimet | Clas ey
Civar O)
* DP Title | Syttern Spremeyg 0P Purpose : 1o suzpoort & corme stef 10 2ysbens
DP Status : Dot Yersion : 0 (curwrt) w
Efective Date: 41 003 * Explration Date: 4200000

Click Print IDP.

(b e e
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Your draft plan report will look something like this:

IDP
A M e g
Loames Name: MYERS, JENNFER F
My 1DV
1D Titke 1DF Penoa CY 2010
1D Statun Version C
Effectve Date Expiration Date 127312010 1200 AM EST
Siperviscr, NUBBARD NGEBE UtS&2010 12
Act in acatonal gosts All Notes appear
in printout.
Descniption
Croup By
Details: L= 1D ][N AL YEAR

Print or create an electronic file as you would any other document from your browser.

Note: Your IDP always prints in a standard format, regardless of your display
customizations.

5.3 Check Notes From Your Coach or Mentor (Optional)

If you selected a coach or mentor for your plan, he or she will be able to view your IDP
in SATERN at any point.
* You should discuss and agree on the following with your coach or mentor:
» Feedback Format — How should feedback be provided?
*= Note comments in the online IDP tool
=  Write comments on a printed draft
= Hold in-person meeting or phone conference
= Timeline — When is the feedback expected?
= The date that the draft IDP will be ready for review
» The target date for mentor comments
= SATERN does not provide email notifications or alerts to your coach or
mentor that your IDP is ready for review.
= You and your coach or mentor should agree on how you will notify him
or her when your draft IDP is ready for review.
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= However, you will receive an e-mail notifying you that your coach or mentor
has made comments:

SATERN IDP Note Notification

NASA-satern@nasa.gov
Sat 1/16/2010 5:01 AM
* Myers, Jennifer . (HQ-LE0OY)[1EM]

This email is to inform you that ROBINSON, YVETTE D (Coach) has added a note 1o vour IDP Systems Engineering
The details follow

IDP: Systems Engineering

Goal: Develop people management skills

Activity: Leadership Development Assignment

Note:
Consider the Leadership in Action course offered by the Strozzi Institute

= If you print your IDP, all notes made on your IDP will appear on the printout.
= If you choose to view your IDP online, there are several places to check for notes
from your coach or mentor in your IDP.
= There is no indicator to show if a particular section contains notes, so
unless you have discussed it with your coach or mentor or receive an e-
mail notification, you should check all possible locations.
= The first place your coach or mentor can enter notes on the overall plan is
on the IDP home page, under View/Add Notes.

¥ Actiwition (1) AT Actistty @

Marme « Que Iipe Exioety Tamn) Acton Remove

Lale Skenh
Leacership Development NIN0Y3 Esternad Acivibes (Actrebies Not in ihe Catalog such as Academ Improve skl setmay nod be 480/ 0
Assignment Cowses, Confemnces, and Seminars) cyment job

[ Click View/Add Notes.
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= Each section of your IDP will have an option to View/Add Notes
one to see the notes for that section.

. Click on each

My IDPs and Goals )
Teo dotady 0FTWs 0F e SAIwE battw Y04 riar 211 00 OB 2000 b0 e K0P You iy 000 of 068 SU0OXAY X IvRES 151 THO5e BON TOU st Sebrnt 10 ©F Kr sapsval Ones poar 107 1 30peoved
By VRO SC0OARRt wd Wil e BBWAE 10 LROate e TR OF DOME SN0 SO YU MY wew OF 334 1ok s 10 195 OF o 30w e To seect anatar IDP aver vau! MEET0 OVE! T ARage Iy e Side of
T ument ©F 90 308 o0t 3 S8t IDF 100 2570 DA8S Gognated 3 5 Coach, yau maw view, Ledate, of 280 ofbar vuery’ Dy

*« Arpare aten
B0 Tife ; SV Ergmenrng (e DF Poriod ; Petwmrss vew J000 (7 swwr] | Semet | Ouee o
S £F)
1P Tile & Settows Srrewey P Parpens | 16 sawwn! o wen ool o sosteny
OF Saatin : Dot Vorrhon | 1 comwt W

I Hactive Date: <) 200 = Dapliation Bune: + 000710 @

r——— =

Click View/Add Notes.

¥ Soctin e MU RAMGE GOALS. 2 - 4 YEARY 1)

U oere - TastOee Eaaen Purvest Tuwwst Targel
¥ Dewebar pa00re MANIeTIe Yirhy 0012 Iraone Lk rotTeay nat by
canee jan
*Detam
¥actmitien (B
N - Dse Ta Saoxty Lanasl(
Lesdersrng Devenprrand WID01Y  Detwrnsl Actnbues Actvien M0t ie Boe Caleng such o8 OUT Acsderse o sanseon cteectvesiot 480/ 0
Mngrrent Cornn Cotmens, Sersnes meeerts

= Any comments will be listed under Review Notes and will contain your
reviewer’'s name, his or her role, and the date and time the review occurred.
= Anyone adding a comment will see all other comments that have been made.

Coachidentos, ROBINSOW, YVETTE D« (1572010 10.20 AW EST
Convigar the Lesdership b Actun tsurne ofersd by e Shos b

T —— L ——
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*= You can also Add Notes of your own.
= If, for example, you revised your plan based on comments received, you
can document the changes you made to your plan and how you
addressed your reviewer’s concerns before final submission.

Activity Notes

Batk
Betow you wil Pnd Te comere nofes 0 0y 0P el I svariabie, yOou mary St 304 nodes Yaing e sres srovded snd chaooaing e A coson T4 go back to Be P, choass the Back opion

Leader ship Developinein Assigrament

Click Add. | ~

L] s 18 2 prvace nate

Coachilanior; AOBINGON, YVETTE D~ 1AY0 10 25 AW EST
COonuism e Leatwoahg o ACSOnN COourss ofsred by T SHODN it

Note: Checking This is a private note. will ensure that your coach or mentor and
supervisor cannot view your notes, but they are recorded in the system and are not truly

‘private.”

= |If there are no comments for a particular section, the Review Notes section will
state that.

gegis nole m

< Theee &re i nale s e Bt gesl

-

Let us quickly review:
* You checked for comments in the Notes section of your printed IDP.
= You checked for comments by viewing your IDP and checking the View/Add

Notes section for each goal and activity.

5.4 Verification With Your Supervisor

Prior to submitting your IDP:
= Contact your supervisor to let him or her know you would like to discuss your

draft.
= This can be a formal or informal meeting. The purpose is to review your
draft plan with your supervisor and receive/integrate feedback prior to
submission.
= You may want to print a copy or e-mail an Adobe PDF file of your IDP to
review during this meeting.
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= Check to ensure that you have the correct Supervisor indicated in SATERN by
returning to the Personal tab and click on Profile:

Click Profile.

If the supervisor listed is not correct, change it by:
1. Clicking on the pencil icon
2. Clicking on the yellow Employee Information box to edit
3. Browsing to find your supervisor, setting the Supervisor By-pass Flag to Y

(Yes), and clicking Save.

Edit Employee Information (X}

* Required Field(s)

& geelio

Organization
Coach/Mentor Q,  Csshuklin
Supervisor By-pass Flag: [N (o) ¥

Y (Yes
- @
Employee Information O

User 1D;

— S Supervisor:

5.5 Make Edits to Your IDP

At this point in the process, you have reviewed comments from your coach or mentor (if
applicable), and you have talked with your supervisor about your draft IDP.
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You may now wish to make final edits to your IDP before submitting it to your supervisor
for approval.

= To make edits to your plan, click Edit on the on the View IDP screen.

= To delete a goal or an activity, click on the Remove icon in the last column.

¥ Section Mame: MIDRANGE GOALS: 7 - 4 YEARS(T)
Gaod Nomwt ~ Taroet Do oy Precen! Towwrs Tasget Remove
¥ Develop poogle Managoment shiba YI02012 Imgeove skl se¥may notbe Ve 0ed Nertee o
cumem ob
Click Edit. =
o ——

Note: If you want to set the Priority of a competency-based goal, you can only do so in
the Edit function.

5.6 Submit Your IDP

Once you have discussed your plan with your supervisor and integrated any comments,
you are ready to submit your IDP for approval.

Personal Learming “ My Imployees

My IDPs and Goals “

The detaits of thas IDP are shown Below . YOUu friky 8094 0f 608 poais 20 B 1098, You misy #0d 0f 601 supporting scivies Ror IN0E4 GO, You musl sutenit e 0 for appeowsd. Once your IDP 18
spproved by yoor supenasor, you wil be alowed 0 updSate the status of goals and aciwlies. You may view or add roles to this [DP ot any ime. To selec! anather IDF, hover youw mowse over the image
oy the cide of the current IDP 38 and selec! 3 dffecent ©F_ I you have Bean designated a5 a Coach you may view, update, oc add other users’ IDPs

* = Reped Fekss

IDP Title : Systems Engneerning (Seiea 0P Pesiod : Pertormancs Ve 2000 1 ywur | anct | Couw a
Strer OF)
* IDP Title : Systens Erngrescry 0P Puepose : To sppor & 5t 10 3y slims enged
0P Status : Draf Version : Ocourst) =

Effective Date: =0 0000 * Expitation Date: 2200000
[t § i L [ e i |
T em—————

Click Submit for Approval. /

Note: You need to have at least one activity for each goal to submit your IDP for
approval.

Your screen will now show that your IDP Status is now Submit/Pending.

My IDPs and Goals v

The detalis of #5435 IDP are shown below. You may add or et goais % e IDP. You may add or edt supporing actvies for those goals. You must scomit the OF for approval. Once your IDP is appeoved
by your supenssor, you wil be allowed %0 update Te stabas of poais and actviies You may wew o a0d no%es 2 his IDP at any ime To selact ancihar IDP, hover your mouse ovar e mmage by the sioe of
the cumsnt IDP 31 20d sedact 3 Afemnt I0P . I you have Desn 0Signated 3G a Coach, you may vew, updatd, of asd othes users' DPs

P Tithe ; Systemns Enginssting (Geect 0P Perind : Pertormance Year 2009 (1 yeod) ' F e ' i ha

0P Purpose : 7o suppon a career shitto systems engieering

10P Status : SubmitPending (ELtimfies Version : 0 icurert)

for approval on A3/2009) »

Dhate; 43022010

Click the » symbol. oot 0 st ot i |
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= If you click on the » symbol next to the Submit/Pending status, you can view
who currently has your draft IDP:

IDP Status : SubmitPending (Submitted Version : 0 (currert) v
for annroval on L42010)
Effective Date: 5/14 Step | Action? Name Approved P10
No. Date
1 Submitted |MYERS, 171412010
2 HUBBARD,
ROBERTJ
Title;

Your supervisor will be notified by email that there is an IDP awaiting approval:

From: <NASA-satem @nasa gov>

Date: Fri, 15 Jan 2010 11:27:00 -0600

To: "Hubbard, Robert J. (KSC-BAE00)" <robert | hubbard @nasa gov>
Subject: SATERN IDP Review

MYERS, JENNIFER F has submitted 2 new Plan. This new plan (Systems Engineering) is for MYERS, JENNIFER F and requires yvour
Review and Approval. Please log in to SATERN and review this IDP as soon as possible. Contact your supervisor if you have any
questions.

Once your IDP has been approved, three things will happen:
1. You will receive an email notifying you that your IDP has been approved and is
active:

Inactive SATERN IDP Approved

- NASA-satern@nasa.gov
Sent: Tue 1/26/2010 4:41 PM
To ® Myers, Jennifer F. (HQ-LEOOO)[IBM]

This email is to inform you that your IDP Systems Engineering was reviewed and approved by HUBBARD, ROBERT 13
on 1/26/2818 ©84:48 PM EST. Your IDP will be effective from 4/38/2818 12:88 AM EST.
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2. Your SATERN home page will automatically update your Learning Plan with any
SATERN catalog items included in your IDP.

Pervanal Learning Caro y Raporns
Leaming Pan
Welcome JENNIFER MYERS ~ Juwm ~
e Laaming Cannta
AN aime s SATESN, NASA'S ofcial leamsn Curmert Reglstratons en
Traning, and Edvcadons Resouces e NA 48l T35
Pph ekl DRNNG ProOuCts and POSCo s30T Cuniihom Swlie
L ing Hisk Yau hawe N Alerts o ths tme
BATERN prowoes deddizp acceds 1o Yanny : A
warkiarce. Find aut mare isfsrmation on e Fston Leaming anom
Taneg ofcn Bowl T ow Catalog
- Teninirg st . View all svallable stiuctor ded Hemse
Forassistance, tantst! e NSEC Cantact Carter ot 1-§77-NSEC- 122 (RTT4T2- 2130w View all svailable sading lamss
NALA- LENIN pRONEN LA Qv frowas Cataluge
) sonal ‘
Thie Presanal meny prevedes you with 10815 10 manags yout Pratie and Regonal Sutngs " »
]
20 earring Goal Name Twe Target Dak t;umm Toward
The Lestmang mers corfans mast of e tools Tiat you wil sccess the mos! equardy, the . o
\ 051 ANPOMAI O which |18 Tue Laseniog Pias The Laiming Plan alows pou 1D 6c<ess your Human Captel Managunment Cwmizpment 12017007 0o0%
255Qted 0obne NTISY 0T regrsdnt In NEIUING lernng Sestenss frgresmy Development Wied 000%
ot
The Career many diows 00 1 create an hdsdusl Develcoment Phan (108 % autine
QU and Paising and Sevedpeten! schwles ¥ athiovw ose gouls
G te y >
1 Catalog
|} The Catalog canans &l of e Maming Bams 9 which sou have attess You T™TO Toe Tyoe  Regures iy
.n‘ by Sstuec! Aven of use the Smple of Advanced Searches 1o 102 whit you ame ook PEQLIEMENTS MANAIENVENT M ORADLE ~
| Il B

3. Your IDP Plan Status will be updated.

|

My 1DPs and Goals @

The datads of ia plan are showe below You may update the Etatus of Goals and Actwties. Adaitonally, you may add or ode Goals 20 the Plans You may 3dd or edi supporing Actviies for hose
Coats However, ITY0U Rave Made Changes 3ince 1o Plan was 1381 approved, you Must SUDME e Flan for Appeoval again Ondy sppeoved Goals 30d ALNSes s 1eNecid 1 e Parmimancs Redew
YOU rruy view O 80 notes 10 Tis Plan o1 any ime To select anuiuer plam, Hover your mouses over e image by the side of the cument plan Tie and sefect o difierant Pian If you have besn designated
a5 3 Coach, you miay wew/ Update or 208 ofer User's Plans

P Tile : Srstams Engiresnng {ssiect DP Period : Caleadar Vew 2010

Ot OF)

0P Purpese : TO SUpport 3 &5l o Syskms engneering

/l;;;n : ACTWApDIUved (Exires 250 Version :[1 tourerts B
Says rom now)

 PrreeseOate; 1112010 piration Date: 13515010

reoion | Lot ot ioes J Vmrha it

Note: You can only have one active and approved IDP at a time. Therefore, if you have
two active IDPs and the periods overlap, the later one will supersede the previous IDP
when it is approved.
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5.7 If Your IDP is Rejected

If your IDP is rejected, three things will happen:
1. You will receive an email notifying you that your IDP has been rejected:

SATERN IDP Rejected

NASA-satern@nasa.gov
Fri 1/15/2010 12:13 PM
# Myers, Jennifer £. (HQLEQO)[IEM)

This email is to inform you that your IDP, Systems Engineering, for MYERS, JENNIFER F was reviewed but
rejected by HUBBARD, ROBERT J on 1/15/201€ 12:12 PM EST. Please log in to the system to review the
comments from HUBBARD, ROBERT ). You may modify the IDP and re-submit it for approval at any time.

2. Your IDP Status will be listed as Rejected and a link will be provided that will
direct you to View Notes from your supervisor, which should guide further edits.

o e ] R

Actiza

A At

Systems Engineenng Calendar Yoar 2010 2010 12,00 AM EST 1N00 1200 AMEST View 100

Hotes

Click View Notes, [

= When you click View Notes, your supervisor's comments will display:

IDP Review Notes

- Back

Balow you will find the current review notas for this IDP entry. To go back 1o the IDP, choose the Back option
Systems Engineering

IDP Period: PY 2009- 1 Year

IDP Purpose: To suppor a shiftto systems engineering

Expiration Date: 4/30:2010

|_IDR. Sass00mRepssten:

HUBBARD, ROBERT J 141472010 03,04 PM EST
Please add additional goals
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3. Once you have considered your supervisor's comments, you can add new goals
or activities or click Edit to make any changes to your existing goals and
activities before resubmitting your IDP for approval.

¥ Section Name: MID-RANGE GOALS: 2 - 4 YEARS(1)

Goal Name « T I Prionty Percont Toward Target Remove

¥ Develop people management skills 2012012 Improve skl iew /Al Hote %]
setmay not be

current job

Click Edit, |

5.8 Summary

Before submitting your IDP, remember to:
= Check notes from your coach or mentor (if applicable)
= Discuss your draft with your supervisor
* You may want to print or e-mail your draft IDP for your discussion
= Make any necessary edits and notes you would like to add
= Verify your supervisor in SATERN and make a change if needed
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6 PHASE 4: Managing Your IDP

IDP Managing Phase

s skill needs

le goals

Identify development
activities

[ 2 Croate |

draft IDP
in SATERN

What is included in this Phase?
This phase includes all of the steps involved in managing your IDP.

It includes information on:
= Starting Work on Activities
» Tracking Your Progress
= Following Up with Your Supervisor
= Revising Your IDP
= Preparing for Next Year
= Copying Your Goals into a New IDP

6.1 Start Work on Activities

Once you have submitted an IDP and it has been approved/activated, you will be able
to:

= View or add notes to any of your activities

»= View item details for SATERN offerings

»= Request a schedule for instructor-led SATERN offerings
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= Register for scheduled SATERN offerings
= Launch SATERN online content
= Track your progress on any of your activities

For any activity in your IDP, you will be able to view and add notes about the activity.
* Inthe View/Add Notes section, you can add details about the activity (e.g.,
program dates, contact information).

* Section Mame: MDBANGE COALS: 7 - 4 YEARY(T)

Gont Mame - Torad Dule Pty Porcwr] Towws Turpl Rumae
¥ Davelop p000te managevert shls W01 npeoe SN Satinay pol be Ve ihad Nt o
cusent 30
Click View/Add Notes.
FOetaly
¥ hvivitan (1) Iy v
fame o Dug T Extarny Tl Resow
Qs Srexhy
Leadershp Oevelopment 302012 Edemyl Atvies Dciviies Notinthe Cstsog such a5 OUT Acaderie  For mission chjecivesiod 409/ lw‘
Assignment Courses, Conferances, Seminars) regirements

To view detailed information about any SATERN offering, click View Item Details.
» |If you are ready to begin an online offering, click Launch content.

Name « Due Iwpe Eriority Status Target! Remove
Date Stretch
COMMUNICATION 1273012011 Catalog em In progréss View ! A32 Hotes 0
AND LEADERSHIP 1

Eant
—— Launch content

View |teas Detads
Click View Item Details for /
full course details.

If the item is instructor led, then one of two buttons will display.

Click Launch content to
begin a course.

You can:
= Request Schedule for an unscheduled offering

HO-HRU-MERIT SYSTEM PRINCIPLES AND 1273122012 Catalog Must be 1/ A s

PROHIBITED PERSONNEL PRACTICES tem registered |
< Request Schedule |

View item Detads
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= Register for a scheduled offering
1. Click on Offering Details

Hame « Due Date Tips Bronty Status Target ! Syreich Acton Remove
APPEL- FUNDAMENTALS OF SYSTEMS ENGINEERING 22010 Catadog ltem Wust be registares View/ Aot o
Nt
=
Offerng
=1
Yiew item
Setan

2. Under Available Scheduled Offerings, click on Register

——
< ¥ Awsllabie Scheduted Offerings >

Qi Snae Enz Losatan watane Seats Boce Acson
| V129010 0808 AN PST ANA001) 05 58 U PET KASS ANES COMTRENCT » ot

CENTER (ARC) - ARC-NADS iy

(BLOB 3, SALLACON [ >
L V12010 06 08 AM ESY AQNUN) 0596 PV EST GSPCBumng t - 055 Buianyg M o Fiew Ctsts

1-Asem E1600 (S0

Seprvey

6.2 Track Your Progress in the IDP

To track your progress, go to the My IDPs and Goals screen.
*= You will see that your IDP Status is Active/Approved.

My IDPs and Goals

The details of this plan are shown below. You may update the Status of Goals and Activities. Additionally, you may add or edit Goals o
Goals. However, If you have made changes since the Plan was 1ast approved, you must submit the Plan for Approval again. Only app
You may view or add notes to this Plan at any ime. To select another plan, hover your mouse over the image by the side of the curren
as a Coach, you may view / update or add other User's Plans

IDP Title : Systems Engineering (Select IDP Period : Calendar Year 2010

IDP Purpose : To support a shift to systems engineering

IDP Status : Active/Approved (Expires 323 Version :| 1 (current) »]

days from now) »

Effective Date: Expiration Date: 12212010

When you update your progress, your plan will automatically calculate your progress
toward your goals.

The two screen shots will show you how to track progress on your activities on External
Activities for a Competency-Based Goal with no Target Value.
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= This means that the activity is not numerically measured.

Gool Normw « Target Dot Eraoty Poecont Toward Target Actian Remove
» Sruems Crgneenng V010 000% wsa 1Akt Pk o
0 o
CumantD Tasget! vebonre
far

FOetan
¥ Activivies (1)

Mame - Qe Iine Loy Gty Ackon
Qutn X e
UMD ENPN 041 Seaterms Concnprts, W00 Evemial Actwies (Achvties Not i the Catalog such 38 Acasemx retSlanes ¥ P AOT T
Wiunh snd Procesing Courses, Cosfsesnces, ang §eerinars)
Tt
Lpaate Aetvity
St

The Status column allows you to select the level of progress you’'ve made toward
completing your activity. You can choose from three options: Not Started, In Progress,
or Completed.

= Be sure to save your recorded status by clicking on Update Activity Status.

¥ Section Mame: SHORT RANGE COALS: | YEAR(Y)
Gou Meeme + Tasmat Datn Enoes Forcort Toward Targat e Pamowo
¥ Sewms Engnising FETTAY 0.00% e et N x]
| E—
In the Status column, use the e eyl v
drop down menu to select a level
s of progress
¥ actwnties (1) p og S @ A3 Mty W
Natng « Qus Achon Romows
UMD EnEM B41 Systams Concests, BG12090  Extemad Acvizes (AtviBes Not in he Casa Academi Vi ebd destmz Qo
1s5ues and Processes Courses, Cordelences, and Saminars)

| Click Update Activity Status. [/

The next screen shot shows you how to update progress on an External Activity with a
Target Value.
* In this example, the activity is a development rotation that will last for 480
hours (12 weeks), and of which 40 hours have been completed.

W activitien (1) N Sctiety W
M Cus Tme Exior Stmey Teast/ Acin Rumow
Lewseeytep Dewiepment SO0201T  Edsmal Ao (AL e Nelin e Cotang Juch a8 Acacemsc Coutmes,  Improve sl sty oo Be  NOSIMed | e Ty ey (%]
ASsagRment Comlerences. and Somnars) cument ot 000%
Lt
Cuvere
UStete Actreey
f
Uetn

Note: Target Value must be less than the Stretch Value.

SATERN 5.8 Individual Development Planning Guide Page 54
April 2010



This example uses hours as a measurement but you could also use days, weeks, or
months.

Tipe Encaty Slovey Target Anon Remove
Sheich

117

Ladderthp Devesopment F02013  Edemal Ackwilies (Acvies Notin the Catslog such as Academic Courses Imerove 3Kl sebimay 0ol be nProgress 280 /920 Mot Male o
Aasigamen Sarfeances dod Sarmensns 0

@ In Progress updates / Cune

automatically to reflect the
percentage of the target value that

has been completed. @ ]
l Click Update Activity Status. J

@ Enter the number of hours you
have completed in the Current
column.

There are two types of activities that you do not need to update manually:
1. Catalog Items in SATERN will automatically record completion.
2. External Activities requiring a SF-182: if you complete a SF-182 to enroll or
register for a development activity, the NSSC will record completion of your
activity.

When you complete a catalog item or an activity that requires a SF-182, the activity will
automatically be listed in your Learning History.

6.3 Follow Up with Your Supervisor

It's a good idea to meet with your supervisor about half-way through the year. Your mid-
year performance review is an opportunity to do so.

These meetings provide an opportunity to discuss:
= Your progress on your development activities
= Your satisfaction with the activities
= Any mid-year adjustments to your IDP
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6.4 Revise Your IDP

If mid-course adjustments or changes are necessary, you can revise your approved IDP
by:

= Going to the Career tab and selecting IDP

= Selecting the IDP you wish to revise

= Clicking Edit next to the goal and/or activity

Gosl Neme « Parcert Toward Target Tamt Date S G291 Stalus Actan Ao
v Srstems Eagnemrie 0.00% N0 e Ak Mk Q
(1] - I

Cunentd Target!

— D

¥ Activittes (4)

A

Cas pric s gty Saue Taeaat) Actian Romawe

Qae -1 5]

¥010 Catalog tem vyt te )
ropstered

LL__X

AFPEL. FUNDAMENTALS OF SYSTEMS W
ENOINEERIND

When you revise your IDP, the IDP will receive a new version number.

= All previous versions will remain, and you can view them by choosing the desired
version in the Version drop down.

Also, when you revise your IDP, whether adding or removing goals or activities, you will
be required to re-submit your IDP for approval.

My IDPs and Goals v

The Sstals of Bus ptan see shown Below You may upaste the Staus of Gomts and Activbes Additonaly, you msy 804 of edt Goals 0 e Plans You may 893 0f 0 supporing Acinies fr Ihote Goss
Howewer, if you have made changes since the Plan was last approwed, you must subme e Flan for Appeoval again. Only approved Goals and Acthities are refected In the Performance Review You may
viow Oof a0d 00les 10 this Plan & any trre T2 ekect anidhar plan, Dover your mouse aver e image by he side of 1e cument plan Tite and seledt 3 dferent Plan ¥yow hawe been designated as a Coach
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6.5 Prepare for Next Year

It is never too early to start thinking about the next year.
Prepare for further development by:
= Thinking about new goals that build upon the ones you have already set and
achieved
= Being on the lookout for new learning opportunities
= Discussing your ideas with a coach or mentor
= Creating a draft IDP for the upcoming year
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6.6 Copy Your Current Goals into a New IDP

If you would like to build on your current goals in the coming year, you can copy your
goals into a new IDP

= Gotothe My IDP and Goals page and click List all IDPs.

My [DPs and Goals ”
The Oulads of ek pAan S1e ANews BOROW. You My v Ol e Blabes f GO arfc Achaien ASSBONMNy yOu My 402 of e Goats 10 De Pland. You may 20 of $01 suppaiing Actiies Mt Ihote Geate Mowewr, i pou hnve
made chaNDes sinoe the Fan was last 3poroved. 100 must sebmi the Pian for A0proval sgain. Oaly aporoved Goals and Achvlies 3e sefocted in e Pedormance Review You May vew O 332 motes %0 S Flan 3t any 3me To
BANCH A0 RIAA NOVEY 1M MOSSE vl I IMA0E Dy e SH00 OF Mve COTent pAan TG 26d iect & OFG0Rrt F1an. £ y0u Nive 5040 Oetpiated a8 & CORCN. y0u My view | LOOIN OF 300 0T Usels Plam

0P Tithe ; Soyrterns Ecguesang Ces 0P Peclod ;: Calandas Yeur J010 an
s O

NP Purposs : T2 MO & sH8 K sriems stgneasng

100 Status : Acbgprowd (e 117 Version : v
Gs Yom row) &
Effective Date: V12070 Expiration Date; 121

Once on the IDPs screen, click Create New IDP button to create a new IDP.

IDPs -
B0 00 2001 o 30 e TDPS T wow 30 108 Gnosss 10 Vi D9 000N 10 T DR I 500 v SEOARssn and 1o 108 & $05a0m. (NSS40 7 £ D6 00n0n 18 M 1DF 17 yiu st DO BN 000 sy wae100 DAgE IVE pOO000E OF Cresanyg »
rew TF hocse P Croate lhew TF cpton

e I foda i RS Shates - e D Sanieten Dim

Lrrwra Esgnaenng CMoaw Yeu 2010 AW O 12090 2 00 AM ERT

TRVZ0 1200 A EXT

Click Create New IDP. /

You will enter your plan information as usual, but you will select the option to Copy
Goals and Activities from Active IDP.

1. Select the goals you would like to copy by checking the appropriate boxes in the last
column.

2. Click Add button.

Select the
appropriate goals
and activities.

Copy Goals and Activities froem Active I0¢

-

Samaar! L ¢
Coa Hae Coal Descriphon Tame D Competency IDPAes  Comolgte Porcent Toward Seclect
g fatatea -
Systema Engneerning 932010 Yea Development No

Click Add.
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/7  Summary

The Individual Development Planning functionality in NASA’s SATERN learning
management system provides a real-time tool to help you manage your development
goals and activities. As priorities and needs change, you should revisit your IDP; if you
do not accomplish everything, it may indicate a change in priorities. Communication
between you and your supervisor is a beneficial aspect of creating an IDP.

The IDP tool in SATERN is available 24/7 and is accessible via the Web.

Support for the IDP in SATERN is available via the NSSC Contact Center and through
your Center Training Office.

Job aids and FAQs can be accessed at https://saterninfo.nasa.gov.
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8 Frequent Asked Questions (FAQS)

1.

Who is responsible for completing the IDP?

Both the supervisor and the employee are responsible for developing the IDP. While
the employee completes the IDP with the cooperation and assistance of the
supervisor, it is the supervisor who approves the IDP.

Is it mandatory to have an IDP?

The Agency supports employee growth and development and strongly recommends
the use of Individual Development Plans (IDPs) to capture all career development
activities. The IDP form in SATERN is recognized as the official development
planning document within the Agency. While there is no Agency requirement for
every employee to have an IDP, if a Center has a requirement for an IDP,
employees must use the IDP form in SATERN. It should be noted that IDPs will be
required for employees who participate in formal Agency development programs
(e.g. SESCDP, NASA FIRST, MLLP).

Who can create an IDP in SATERN?

Any NASA civil service employee can create an IDP in SATERN. The IDP is not
available for use by contractors.

Why should | create an IDP?

Individual development planning offers you the formal opportunity to collaborate with
your supervisor in designing a strategy for career growth. The IDP allows you to
document short-range, mid-range, and long-range career goals, as well as the
training and development activities required to reach each goal. This electronic
document can then be updated as you complete these activities, providing a
comprehensive view of skills and competencies over time.

What if | didn’t receive the training and development on my last IDP?

IDPs are used by civil service employees as a systematic means of planning
individual training and development to meet short-, mid-, and long-range goals. An
IDP does not guarantee training, development opportunities or advancement. It is an
opportunity to address individual and Agency goals, and to prepare the individual for
future opportunities.

When should | create an IDP?

While it will not be a factor in your performance summary rating, the IDP process will
coincide with the performance appraisal period (May 1% — April 30™). You and your
supervisor will meet within this timeframe to discuss goal-setting and development
activities that will help build skills.
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7. What happens to my IDP after it is approved?

Within your office, your supervisor can use IDPs to coordinate training and
development opportunities. Consult your supervisor or Training Officer for more
information.

8. What if I'm a supervisor?

As a supervisor, you have an important role in the IDP process and are encouraged
to meet with your employees to discuss developmental goals early in the year. You
are the only person who can approve and activate an employee’s IDP in SATERN.

9. What if I'm a coach or mentor?

An employee has the option of routing his/her IDP to a coach or mentor for review.
As a coach or mentor, you can offer comments on the IDP but cannot approve or
activate the IDP in SATERN.

10.Can | have multiple IDPs?

Only one IDP can be active in SATERN at a time. Employees who need to have
program goals as well as goals that relate to their current job function (e.g., those
employees who are patrticipating in formal Agency development programs like
SESCDP, NASA FIRST or MLLP) can create separate goals and development
activities for each purpose and name them accordingly.

11.Can | change my coach or mentor in my IDP?

Yes, you can change your coach but you can only have one coach or mentor. You
can also add a coach or mentor at a later time if you do not select one when you
initially create your IDP.

12.Can | select a coach or mentor who is not at my Center?
Yes, your coach or mentor can be any civil servant employee.
13.Can the target dates for a goal or activity exceed the IDP expiration dates?

Yes, you can choose any target dates. For example, for mid-range and long-range
goals, it would not be unusual for target dates to extend beyond a one-year period.

14.Where can | get more information?

For more information on using the IDP in SATERN, contact your Center’s Training
Office or go to https://saterninfo.nasa.gov.
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Notes...
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