
Instructions for Completing IDPs in AgLearn 
 
-From the AgLearn “Home” page click on the IDP Goals icon on the right side of the page to 
view the “My Goals Workspace” page shown below.  Select Create Plan. 

 
 
-Fill in information to name your plan.  Use something easy for your supervisor to identify you 
and the plan year, (i.e., Carter-FY2014). 
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-On the “Add Goal” screen – select “Goal Wizard.” 

 
 
 
-If you want to import open goals from your FY13 IDP, choose “Add Goals from Other Plans.” 
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-You will get a choice of the goals to import.  Select all that you want to carry over.  Then click 
on Next. 

 
 
-Enter a new target date and click in the “Select to Add” box.  Click on “Save and Add Another.” 
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-If you completed a competency assessment, this time choose – Add Competency Related Goals 
& Click Next.  (If you did not complete an assessment, skip to the instructions below beginning 
with an asterisk (*). 

 
 
-Choose “Show Only Competencies Assigned to You.” 
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-This will bring up the list of competencies from your competency assessment.  Yellow items 
indicate competency gaps.  Select those items that you and your supervisor feel you need to 
work on during the upcoming FY (your competencies may take up more than one page or 
screen).  Then click on Next. 

 
 
-Add target dates and check the “Select to Add” box.  If you want to add activities, check 
“Create Activities” box.  If you are done adding goals, click on Finish and  proceed to add 
activities. 

 
5 

 



-*If you did not complete a competency assessment, select Add Goal from the “My Goals 
Workspace” page and proceed with the goals you and your supervisor agreed to.  Include target 
dates and add activities if desired. 
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