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My Plans

The My Plans page allows the user to view and enter their current plan and view any previous

plans.

Roles: All users with the standard User role.

Create a Plan

1. From the Plans or Main menu, select “My Plans”

2. Click  . If there is not already an active Plan, the Create option will show at the top of

the page. 

a. If there is already an active plan, the plan will show and there will not be a create option.

Users can only have one active plan at a time. Once a plan is “Completed” status, a new

plan can be created.

3. Select a Plan Template. Once the template is selected, additional fields will appear based on

that template setup.



4. Enter Plan information

a. Basic Info

i. Plan Name: Enter the name of this plan. This may include specific details like the year or

certification the plan is intended for.

ii. Approving Supervisor: Select to send this plan to a Supervisor for approval. This field

can also be left blank. If blank, it will only be submitted to the Committee for approval.

1. This field will only be included if the  is enabled.

2. Supervisors will be determined based on the supervisor defined on the USPS Position

screen and the . If no supervisor is defined on the USPS

Position(s), this field will show “No Supervisors found.”

iii. Plan Objective: Select the appropriate objective. Options include One to Five Year

Renewal, Five Year Transition, and Other.

iv. Plan Focus: The label for this field can be customized per template. This can be used to

detail the areas the user wants to focus on when seeking professional development

opportunities. Maximum of 1000 characters.

v. Comments: Additional comments can be entered in this field. Maximum of 1000

characters.

b. Focus Areas: The focus areas in this section are determined by the Plan template setup.

Select the statements that your plan will meet by clicking on the radial or box next to the

statement.

i. Focus Areas with checkboxes allow multiple selections to be made.

Supervisor Configuration

Job Status Configuration

https://mcoecn.atlassian.net/wiki/spaces/IPDP/pages/1244496653/Configuration#Supervisor-Approval-Configuration
https://mcoecn.atlassian.net/wiki/spaces/IPDP/pages/1244496653/Configuration#Job-Status-Configuration


ii. If the Plan Template selected doesn’t have any Focus Areas included, this tab will not

appear when entering a plan.

c. Goals: Select and enter goals.

i. Click  to add a goal to the Plan.

ii. This will open a list of all available goal options. The goal options are based on the Plan

template. Click on the goal to to add it to the plan.

iii. Enter details for each goal in the designated space. Maximum of 2000 characters. The

text for each goal must be unique.



iv. To remove a goal from the plan click 

v. The required number of goals is displayed at the bottom next to the Add Goal button. The

required number of goals must be added in order to save the plan.

d. Professional Certifications

i. Select Certifications: Use the dropdown to select the Certification(s) that the plan

applies to and click Add. Once added, the Certification details will show in the box below.

1. Certifications available in the dropdown will only include Issued status Certifications.

Expired certifications will not be included.

2. To remove certifications, use the checkbox to select rows and click Remove from Grid.

e. Attachments

i. Click  and select a file to upload an attachment (accepted file types include .jpeg,

.png, .doc, .pdf, and .txt). Once the file is successfully uploaded, it will show under File

Name in the section to the right. Multiple files can be attached and the maximum size is

30 MB.  

1.  Download the attached file

2.  Delete the attached file

5. Click on  to create Plan or  to cancel out of the window without saving changes.



Submit a Plan for Approval

Once a plan has been created, it can be submitted for approval.

1. From the Plans or Main menu, select “My Plan”

2. On the Current Plan tab click 

3. The Confirm Submission window will open. Choose the appropriate option

a. Submit for Final Approval: Submit the activity for final approval.

b. Submit for Pre-Approval: If the  is enabled, the submission

window will show the option to Submit for Pre-Approval. 

c. Note: Notes can be submitted to the approver.

4. Click on  to confirm the submission of the plan for approval or  to cancel out of the

window without submitting for approval.

My Plans View Options

The My Plans grid allows the user to search, view, and manage their plans.

Once a plan is entered, the page will show two tabs at the top of the page.

Current Plan

This view shows details of the current active plan.

Basic Info, Focus Areas, Goals, and Approval Trail tabs can be viewed for the current plan info

entered.

Fields with character limits will not allow more than the maximum number of characters to

be entered. If text is copy and pasted into the field, any characters past the maximum

count will be cut off.

Preapproval Configuration

Once a plan has been Submitted for Approval, the Committee and Approving Supervisor

fields cannot be modified.

https://mcoecn.atlassian.net/wiki/spaces/IPDP/pages/1244496653/Configuration#Preapproval-Configuration


Approving Supervisor: This field will only show if  are enabled.

Total CEUs: Total CEUs are calculated based on approved Activities for each plan. 

Activities using Progress Units other than CEU will be converted to CEUs based on the

State Board of Education LPDC Professional Development Conversion Chart. Please see

the .

 Edit the current plan. 

Certain information cannot be edited like the Professional Certification, Committee, or

Approving Supervisor selected for a plan (some dependent on if the plan has been

submitted for approval). If non-modifiable fields need to be updated, the current plan

should be archived and a new plan created.

 Submit the plan for approval. See the  section.

Supervisor Approvals

SBOE LPDC Resources

Submit for Approval

https://mcoecn.atlassian.net/wiki/spaces/IPDP/pages/1244496653/Configuration#Supervisor-Approval-Configuration
https://sboe.ohio.gov/educator-standards-and-programs/local-professional-development-committees/lpdc-resources/lpdc-resources
https://mcoecn.atlassian.net/wiki/spaces/IPDP/pages/1381433388/Plans#Submit-a-Plan-for-Approval


 Archive the current Plan. This option is only available for plans that have received Final

Approval and all associated Activities have received Final Approval.

When viewing the current plan, an additional tab is available to view details of the Approval Trail.

This can be used to view approval events, notes, and timestamps.

All Plans

This view includes a grid where all plans can be viewed.

Approving Supervisor: This field will only show if  are enabled.

Total CEUs: Total CEUs are calculated based on approved Activities for each plan. 

Activities using Progress Units other than CEU will be converted to CEUs based on the

State Board of Education LPDC Professional Development Conversion Chart. Please see

Once a plan has been created, the Plan Template cannot be changed. If a new Plan

Template needs to be used, the current plan should be completed and a new plan started.

Supervisor Approvals

https://mcoecn.atlassian.net/wiki/spaces/IPDP/pages/1244496653/Configuration#Supervisor-Approval-Configuration


the .

 View Plan

 Edit Plan

  Print Plan-This option will download a printable version of the users plan.

  Archive/Unarchive-Can archive plan once all activities have been approved.  Can

unarchive the plan if there are NO other active plans.

  Delete Plan

See also, the  section below.

Supervisor Plans

Role: Users with Admin, District Manager, or Supervisor roles.

The Supervisor Plans page allows the user to search and view plans that have been created by

users they supervise. 

The Plan Owner column shows which user submitted the Plan. 

Total CEUs are calculated based on approved Activities for each plan.

Activities using Progress Units other than CEU will be converted to CEUs based on the

State Board of Education LPDC Professional Development Conversion Chart. Please see

the .

Supervisors are determined by the Supervisor field on the USPS Position record. In order to

view entries on the Supervisor Plans grid, the logged in user must be set as another user’s

Supervisor on their USPS position and have one of the roles above.

Supervisors will see all plans for all users that they are set as Supervisor on the USPS

record.

SBOE LPDC Resources

A plan can only be deleted if it has not been submitted for approval (status Initiated) and

there are no activities entered for the plan. Archived plans cannot be edited or deleted.

More Information

SBOE LPDC Resources

https://sboe.ohio.gov/educator-standards-and-programs/local-professional-development-committees/lpdc-resources/lpdc-resources
https://mcoecn.atlassian.net/wiki/spaces/IPDP/pages/1381433388/Plans#More-Information
https://sboe.ohio.gov/educator-standards-and-programs/local-professional-development-committees/lpdc-resources/lpdc-resources


 View Plan

See also, the  section below.

District Plans

The District Plans grid allows the user to search and view plans that have been created. This

grid will show all plans created for the district. 

The Plan Owner column shows which user submitted the Plan. 

Effective Date is an optional field available to enter an effective date. This can only be

modified by users with access to the District Plan View for plans that are not Archived or

Denied status. When a Plan includes an effective date, only activities with a start date after

the effective date can be approved.

Total CEUs are calculated based on approved Activities for each plan.

Activities using Progress Units other than CEU will be converted to CEUs based on the

State Board of Education LPDC Professional Development Conversion Chart. Please see

the .

Note:   Initiated Plans must be approved in the  grid.

Role: Users with Admin, Committee Member, or District Manager roles.

 View Plan

 Edit Plan - This option is only available for Approved status plans. When editing through

the District Plans view, only the Professional Certifications can be modified. Other edits can

More Information

SBOE LPDC Resources

Approval menu

https://mcoecn.atlassian.net/wiki/spaces/IPDP/pages/1381433388/Plans#More-Information
https://sboe.ohio.gov/educator-standards-and-programs/local-professional-development-committees/lpdc-resources/lpdc-resources
https://mcoecn.atlassian.net/wiki/spaces/IPDP/pages/1546223628/Approvals#Committee-Pre-Approvals.1


be made by the user the plan belongs to.

  Print Plan-This option will download a printable version of the users plan.

  Archive/Unarchive-Can archive plan once all activities have been approved.  Can

unarchive the plan if there are NO other active plans.

Print Plan 

By clicking on the download icon, a printed version of the Plan along with activities can be

printed for the user.  In the activities section, only those activities that are approved will be

included and calculated into the CEU total.

The report will include plan information, Plan Focus, Plan Goals and Activities by License. 

Export Plans

CSV export is available from the various Plan views.  Click on the Export Grid Items at the top of

the grid.  All filters will pertain to the export.  For example if the grid is filtered for 'returned for

modification' plans those will be the only ones on the export.



Example of CSV

See also, the  section below.

Plan Templates

Plan Templates can be used to create templates that will be used when entering a Plan. This

determines headers, goals, and focus areas that will show when a plan is created.

Roles: Users with District Manager or Admin roles.

Create Plan Template

1. From the Plans menu, select “Plan Templates ”

2. Click 

3. Enter Plan Template information

a. Template Label: Required field. Will be used for the name of the template.

Example: District Template

b. Plan Focus Label: This label will determine the description of the Plan Focus field. If left

blank this would default to Focus. 

Example: Describe your long-term educational goals.

c. Active: If this box is checked, the Plan Template will be active and available to use when

creating new Plans. If unchecked, it will be inactive and unavailable to be used.

d. Specific Committee: If the template is to be used for the entire district then Districtwide

can be selected (default). If the template should be assigned to a specific committee,

select a committee from the drop down list. The committees available are determined on

the  page.

More Information

Committees

https://mcoecn.atlassian.net/wiki/spaces/IPDP/pages/1381433388/Plans#More-Information
https://mcoecn.atlassian.net/wiki/spaces/IPDP/pages/1365770241


e. Minimum/Maximum Goals: Use the +/- to increase or decrease the number of goals to be

included in the Plan Template. Maximum of 20. Users will be required to complete the

minimum number of goals when creating a plan. The Goal Labels in the next section will

increase or decrease based on the maximum number of goals selected. 

f. Goal Labels: The goal labels will be used as the header or description for each goal field on

the Plan. If left unchanged, they will default to Goal #1, Goal #2, etc.

g. Focus Area Groups: The focus area groups allow for adding focus areas or domains to the

template. If no Focus Areas are entered for a Plan Template, the Focus Areas tab will not

display on Plans entered using that template.

Examples: Classroom Management, Content Acquisition, and Technology Integration

i. Click  to begin adding a focus area group

ii. Enter the group description. Max 500 characters.

iii. Click  to add a focus area to the group. Rows for multiple focus areas can be

added at once

iv. Enter focus area descriptions. Max 2000 characters.



v. Each Group can be expanded or collapsed using the arrow   next to the Group Name

vi. Use  to add additional Focus Area Groups or check the box to select a group and

use  to remove a group

4. Click on  to create Plan Template or  to cancel out of the window without saving

changes.

Plan Templates Grid Options

The Plan Templates grid allows the user to search, view, and manage Plan Templates that have

been created.

 View Plan Template

  Edit Plan Template

  Copy Plan Template-can copy the template and make changes to template, goals, groups,

and options PRIOR to saving.

 Print a Report showing the details of the Plan Template

Plan Template Report Example

You must have at least one goal or one focus area on a Plan Template.

When editing a Plan Template, new focus areas can be added but previous focus areas

cannot be removed. When adding new focus areas the options can be modified during the

initial create/edit process of those options. Once saved, options cannot be modified if

edited again.



Activate/Inactivate Plan Templates

The Plan Templates can be activated or inactivated in groups using the first column of the grid

to select. Rows can be individually selected with each checkbox, or the box in the top row can

be used to select all.

Once records are selected, the options for Make Inactive or Make Active will become available

at the top of the grid.

 Mark all selected records inactive. If a option group is already marked as inactive, it

will remain inactive.

 Mark all selected records active. If a option group is already marked as active, it will

remain active.



Users Without Approved Plans

This page displays a list of users that do not have an approved plan. This grid can be sorted or

filtered to view basic user information (name, username, email). Only users that are enabled on

the Users grid will be included.

Use the  email icon to send a notification to an individual user on the grid. A pop up

message will display to confirm sending the reminder email. Click  to send the email.

Click  to cancel.

Use the selection box on the grid to select multiple users for email reminders. Use the

selection box at the top of the grid to select all. Once selected, use the  button to send

emails to all selections. A pop up message will display to confirm the number of users that will

receive the reminder email. Click  to send the email. Click  to cancel.



There are three different email types - No Plan has been created, Plan has been created but

not submitted, Plan has been returned for Modification. Depending on Plan activity by each

user, they will receive the appropriate email type. 

The Subject and Body of these email types can be customized in the 

.

More Information

Viewing the Approval Trail

When viewing the plan , an additional tab is available to view details of the Approval Trail.

This can be used to view approval events, notes, and timestamps.

Plan Approval Statuses

The Approval Trail on each Plan includes an “Action” which is also called “Status” on the Current

Plans grid, Supervisor Plans grid, and District Plans grid. This can be used to filter plans for easy

viewing.

When clicking on the filter, the dropdown will include the following statuses to choose from.

Plan Reminder Email

Configuration

Initiated The plan has been created but it has not yet been submitted for

approval.

Submitted for Pre-

Approval

The plan has been submitted for pre-approval. This will only be

available when the  is enabled.

Status Description

Preapproval Configuration

https://mcoecn.atlassian.net/wiki/spaces/IPDP/pages/1244496653/Configuration#Plan-Reminder-Email-Configuration
https://mcoecn.atlassian.net/wiki/spaces/IPDP/pages/1244496653/Configuration#Plan-Reminder-Email-Configuration
https://mcoecn.atlassian.net/wiki/spaces/IPDP/pages/1244496653/Configuration#Preapproval-Configuration


Initiated

Returned for Modification

Submitted for Pre-Approval

Submitted for Final Approval

Supervisor Pre-Approved

Supervisor Approved

Pre-Approved

Approved

Archived

Denied

Applicable Certifications & Applicable Certifications Expirations

Applicable Certifications and Expiration Dates are available to add to the Plan grids. Use the 

icon to add these columns to the grid.

Submitted for Final

Approval

The plan has been submitted for final approval.

Supervisor Pre-

Approved

The plan has been pre-approved by the Supervisor. The Committee

can still pre-approve this plan.

Supervisor Approved The plan has been approved by the Supervisor. The Committee can

still approve this plan.

Pre-Approved The plan has been pre-approved. This will only be available when the 

 is enabled. The plan can still be submitted

for final approval.

Approved The plan has been approved.

Returned for

Modification

The plan was returned for modification. The plan can be edited and

resubmitted for approval.

Archived The plan and all associated activities have been archived.

Denied The plan was denied and cannot be modified or resubmitted for

approval.

Preapproval Configuration

The grid will sort in the following order when entering the Plan screen:

https://mcoecn.atlassian.net/wiki/spaces/IPDP/pages/1244496653/Configuration#Preapproval-Configuration


The Certifications that will appear in this column are specific to the Certifications that were

selected on the Professional Certifications tab when the Plan was created. Use the 

 pages to see all Certifications for an employee. When these columns appear on

the grid, they will include all licenses selected for the plan in each row. Expiration dates will

appear in the same order as the licenses appear.

Professional

Certifications

https://mcoecn.atlassian.net/wiki/spaces/IPDP/pages/1562738713
https://mcoecn.atlassian.net/wiki/spaces/IPDP/pages/1562738713

