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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 Individual Navigation

Create Plan
Employee Profile

Create Plan*—

2. You will need to select a plan template. The Actvity List
template could be the statewide ODE template or LPDC Guidelines
a template that your district has created for you to
use.
(-[ Select Template for Plan ] .

Select Template Owning Committee

Select | Mew Template 2 District LPDC

Select | New 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.

.-1 Development Plan - Header}

Plan Template MNew 2010
* Name Of Plan: \1}
* Select Committee DistrictLPDC ~ @
Approving Supervisor Mone - @
* Applies to Licenses ._?;EEYear—F'rnfessional-Certiﬂc:ate—Elementaryf‘l—a}—IZI3J'14J2IJ[]E—DEJ‘3DJEU‘I¢

% Mission: 1Year Renewal -~ (4
Other Mission Desc: 5!
* Focus: %
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

e Renewal of a 5 Year License

e 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.

f[ Procedure - Professional Development Plan Goals}

* Goal One:

0 072000 ’
* Goal Two:

0 072000 ’
Goal Three:

0 02000 ’

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

{ Save Development Plan }

User Comment: @

HELS

- A

0 0f 1000 Q_D) (11)

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:

Individual Navigation

Employee Profile

View Plan ‘—_

Activity List
View Archived Planis}
LPDC Guidelines

1. Click on View Plan.

2. Click on Edit Plan if you want to make more changes
before submitting
it for approval. If
you do make
changes you can
save your plan

CWiew Ingivideal Prafessionsl Develiopmant Flan -

Pl Templage: Disined Tematale
P of Pan: 2000411 Plan
Commitirs Myme: Digiic LPOC
Apgroving Siperiiion Maroa Finces
fipples 50 Camficae|sr
Canieali Winmmathng

1 it i Wmmes Cheryd Lymn Gronbaugh Carshosns Saetes; Renew
agaln Or SmeIt It Grmdic B Yo ’ asuie Dana: 3940006
Typec Elsmaniany (1-E] EMacive Yoar 2006
for approval' Ol Professions ‘|__‘_. Exp. Dena: 06312014

Plan iasion: Tranedion i 5 Yaer L
Focus: | will bacome 3 laader n amaping lechnalagy

3. If you are ready to
submit your plan
for approval
without any
editing click on
Submit Plan for
Approval.
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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.

Once your supervisor has
approved your plan you

will see the status

Awaiting Committee Approval.

Once your plan has been
approved, an approval date
will display in the approval
date field.
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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.

To revise your plan:

1.

Click on View Plan.

2. Click on Revise Approved.

Approval.

0 of 1000

f[ View Individual Professional Development Plan 1

Individual Navigation

Employee Profile

View Plan ‘—_

Activity List

View Archived Plan{s}

LPDC Guidelines

g

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

Applies to Certificate(s):
Certificate Information

Name: Cheryl Lynn Cronbaugh Certificate Status: Rensw

Grade: & 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/M10/2010

Revision Date:
Submission Date: 06M10/2010

Approval Date: 06M10/2010

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

- Deeelopmant Flan . Heades

F

[
. Plan Tempiste: Diskic Tamataly '#"
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Create Activity

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

1. Click on Create Activity.

Individual Navigation

2. Enter the name of
your activity.

3. Enter the activity
start date or click
on the calendar to
select a date.
Format is
MM/DD/YYYY.

4. Enter the activity
end date or click
on the calendar to
select a date.
Format is
MM/DD/YYYY.

5. Make sure your
certificate is
selected.

6. Select your
attendance
verification
method. You can

- Cliid L. I:rnun IEpmEnl ACLIVILE

Employee Profile

View Plan

Create Activity ‘—
Activity List

View Archived Plan(s}
LPDC Guidelines
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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
o Edit Activity
e Print Activity Detail
e Submit Activity for Approval

Edit Activity

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

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.

AActivity Hatail

Ac ity Bame: IPDF ¥ benar
Bagin Dasa: G&1 12010
End Dees; 061112040
Appis 10 Cerncaiig:
PasTrd L L i s
PRGN P TR UL LG A i b AT L LS
Wi S o  Ba it i S 1
Grede Permanen| Iemue Dinles (OE1FET
Typix Siaf Effciie v 1907
Clmse: Professonal Exp. Dot

Warilic aton Mt Coril cibe of A darda
Vendar HCDCT
ARperang Suparasan. 1

CEUCreal 15
lea=n the mew [IC [ETE softwass

D rripioie

Thir will Locoemess =y irovlsdge =2 chs IFDF sofbtwece.

Aciraty Facue

Dt v

Crastion Date: (FTEHH0
ILEET Bl Ddiee (BT 10
Sutwmitied Diate
AppHnoiad D1
Dbl DAl
ACT Ry SibRs Mol Sudmilel

| Edin mctiwity || PRINT Activite Detail || Submit sctivite For Rpproval |
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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

' D Activity Attachments |
to this Activity.

Add New Attachment to this Activity

no Activity Attachments found

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

Activity Attachment Createl/Edit ]

’ Cancel ] [Add Attachment

# Attachment

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

16.0nce 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 Name Date/Time Updated

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

Activity for Approval.
T ﬁE't’i‘Ji'EF'Staer»rﬁfsahnﬁmﬁ'a"”‘"”- ST i £ e e G
| Edit Activity | | PRINT Activity Detail | | Submit Activity For Approval | ; |
NI =T R T T P ST O ﬂ_,__ﬁfa_.f”'f

You will receive the message that your activity has been saved and submitted for
approval.
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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 1 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.

r-[Acti\rity Change History B ]

Date/Time ¥ User Name User Note System Note

06/10/2010 03:46 PM | ESPRIN@NCOCC K12.0H.US Meed more documentation | System updated activity license status to Returned
06/10/2010 03:42 PM | ESTEACH1@MNCOCC.K120HUS | - Activity submitted by user

06/10/2010 03:41 PM | ESTEACH1@MNCQCC.K120HUS | - 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.

4 Aciisilies Alrasdy Approved

You also have the option to run interactive reports

Filter
Filter will allow you to take the
display that you see in the 4} Rowe 15 = | Do il
activities approved section and -
narrow your results. ¥ st
Zphumin L 0 1 Espiizagiin
Akl M -, m -

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

Caimel Bl
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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. To
remove a filter you can click on the red X.

Sort

Sort will allow you to take the 18 gort

display that you see in the activities v . .

Column Direction Mull Sorting

approved SeCtion and Sort your 1 -Select Column - * Ascending + Default -

reSU|tS. 2 -Select Column - v Ascending « Default -
3 -Select Column - * MAscending ~ Default -

You can have multiple sorts on the 4| - Select Cotamn- + Ascending <~ Defaul .

information' 5 -Select Column - v Ascending ~ Default -
6 -Select Column - * Ascending ~ Default -

Cancel Apply

Control Break
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
control break on Vendor, each leave will =
have a heading and all requests for the Column Status
leave type will be displayed under that 1 - Select Column - i * Enabled -
heading. You can have multiple control 7 _Select Column - v Enabled +
breaks on the information.

3 -Select Column - + Enabled -

4 -SelectColumn - + Enabled -

5 -Select Column - + Enabled -

6 -SelectColumn - * Enabled =

Cancel | | Apply |

Highlight
Highlight will allow you to take the —
display that you see in the activities o
approved section and highlight the =
specific data. You can select the E'__f,'uﬁ 08
background and text color and Higkgn s | Aow |
whether or not you want a row or cell BaskprinG Calr SE5FFES B oo foraen muict (oranact (nadl
highlighted. For example if you want Tes Calar #CC000 I oo b ovanged e
to highlight all the CEU Credit you i Bt e
would select the column of CEU Credit Lacwu Tips . Bick Luiwr -
and use the operator of = and the oncal | [ Dukn | Aoy

14



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

colors you chose.

You can have multiple highlights.
red X.

Compute
Compute will allow you to take the
display that you see in the activities

approved section and computed columns

to your report.

Aggregate

Aggregate will allow you to take the
display that you see in the activities
approve section and select specific
functions such as count, sum,
average, etc. You can use the
aggregate multiple times with the

same information. Once you choose
your function your information will be

displayed on the last line.

Chart

=

To remove a highlight you can click on the

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.

[
Camputaian -Mew Compulpbon- »
Eiumn Hasdng Foommak Maci
Campigation &
Columing Kaaypad Finctiong
B Aokl Mame . 5l b n “B3
. Deatrgion R g ALl MONTHE
O Akt S 4 CAZE
E Plan Stalis CAET
F. BaginDuk n GEL
& EnoDala il AL CHR
Cyerls 3 comeutahan uaing column dliasa s
Esampies
1 [B+C0
2 NITCAPIESE, TMITCARIE)
3 CASE WHEM &= 10 THEME + G ELEE BEHD
Canzst
Download and Save to CSV file
2. Rows | Al e 38
% Aggregate
Aggregation | - New Aggregation -
Function | Count
Colurnn |1
[1T] Chart
@ = N
Chart Type ) Hil - St
Label -Select Column- ~ Axis Title for Label
Value -SelectColumn- - Axis Title for Value
Function - Select Function- =
Sort Default A
Cancel Apply
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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.

'i‘_—} Flashback

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

As of minutes ago.

[ Cancel ] [.ﬂ.pply]

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 o
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.
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Archive Plan

When you need to start a new plan:

1. Click on View Plan. Individual Navigation
Employee Profile

View Plan *_

Create Activity

Activity | ist

View Archived Plan{s)
LPDC Guidelines

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

+ ¥iew indiidual Frofessionai Bevelopmant Flan

Flan Templete: Dixiicd Tamplale
Rarma of P 2010-11 Plan
Commities Mame: Qivnd LFOG

Apprawing Sgeratuo s Princpa

hppkes i1 Comticms| r
Cariic 16 W e

Hames Chenyd Lirn Cronbough Carghconde Baies: Reney |
Gamde: B Yaar b Dama: 05140008
Types Ebamaniany (1-6i Elacine Yore: 2006 |
Chirbsl Prodic si el Exp. Didta! HES02014 )

Pl Il sdiont: T Siboi b 5 Yoo Ucenis
Focws; | will bagome 5 leader n amaping chnalgy
P SN A T

Cruaean eoa: 35102010

Bawizion [see;
Supdmies on [asa!l Q510200

Apgpeoal Dage; G100

| PRINT Development Plan | Reeie Aggrevd || frckive Plan | Cresioe acidty |

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

ﬂ B T SURE e Wl [0 ARCHIVE this planT

| ok ‘|| Cancel |
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View Archived Plans

To view past year’s plans:
Individual Navigation

1. Click on View Archived Plans Employee Profie

View Plan

Create Activity

Activity List

View Archived Plan(s) ‘—
LPDC Guidelines

A list of archived plans will be displayed.

View Plan Name Creation Date i Date = Appi Date Archived Date C i Name Chail Name Chail Username Supervisor Name
wypian | P2AAERI0 | DA ey I | DismaLpDc Marcia Principal | esprin@ncaoccki2.ohus | Marcia Principal
Plan 2 ggf;;%%‘m g?;g%i‘m g%’;:%%‘m g?;g‘g?wm District LPDC Marcia Principal | esprin@ncoccki2.oh.us
Plan g?;;‘%ﬁ;u g?;fgi‘w g?;;‘%%m g?;g‘g?ww District LPDC Marcia Principal | esprin@ncoccki2.oh.us

=3

2. Click on View to display the plan.

J Wiww individual Brofessisnal Development Bian |

< REbprs in HﬂhlnP‘m|

Fimn Cwmer Emily Teacha
P Tarmpkali DVEITed Timplate
Heme o Plar: Uy Flan
Coraines Hame: Disired LPOC
Appereang fupsrdran Waco Principoal

Agplbrs 1o CenAcaleds )

Pl Msciiic Roareiiial ©f 5 Vol Lioafo e
Farue brus
Plai St e srchRiied

Craation Date (42016
Resiminn Duale: 12142010
Sy b s Dt D 010
approvsl Dol (ZLZ110
Archiwiad Dot 1435010

| PRINT Deveiopomest Fisn |

L flan Focus |

MAAN N A M ey -

FinZirs - Do 0 Dbt e 1ol AR5 ] G0 BoCad & &S00 00 SEHC TR CARy WINT piad PRI |0 00 00 @ie)adi m Erolicd S0l eamg uf

il i bt . i BT | B o WA RO Ml by i M FObke ) iind & {

Teachers mpsryiend s EiE vared pysesamenes i mam insimeaon, e ke and apee s cens Barpie, sl
id TaEchers iEwolvl Gl MRS W 3 Rl 55 ol SOTEaT1 G 0 CFdiad < Gl Ted [0 G o (G Do 1 P TRITTYIGNOCN ol e g Dl
W

e e S ek et

e I s et e o [ Rt s . .
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