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elDP Completed Example Overview

The Completed elDP Example document includes screen captures to show you a completed
version of the VA TMS elDP. This document presents screen shots with field descriptions and
examples and is not designed as a step-by-step guide in creating an elDP. You should use this
document in conjunction with the elDP Job Aids to provide examples of what type of data you
should populate in your elDP.

Here is a screenshot of the main elDP screen, titled My elDP Workspace, showing an elDP in
draft status (i.e., the eIDP has not been submitted to the supervisor for approval).

Welcome B0051 UATSUBORDINATE
A / Talent & Check System | Sign Out
) Management
VA LEARNING UNNERSITY System
My elDP Workspace @
Goal Goal and Plan Alerts Goal Links
‘ oal Status " T T Create elDP
ﬁf;::;‘:sgigqj;s‘ i} Launch Goal Wizard
W Behind (14.29%) : / View Published Goals
View Plan: | FY 2013 Devalopment Plan (Draft) | = | [Fif] Edit Display
Submit for Approval /iy Changes to the Plan requires approval Hide Plan Details
Create elDP Create Goals
Status: Draft
Plan Type: Development
Description: Development Plan for FY 2014
Plan Period: 101112012 to 9130/2013 Detete Pian
Goal Name ,. Plan Name Plan Status Target Date _ Description Coal Status
- Advocates for Veterans Y 2013 Development Plan Draft 9/30/2013 Provide support and guidance to th @ On Targst
& Conflict g FY 2013 D p Plan Draft 9/30/2013 Leam most effective ways of dealit () In Progress
& Data Analysis Skills FY¥ 2013 Development Plan Draft 5/31/2013 Learn Microsoft Excel @ On Target
&= D FY 2013 Develop Plan Draft 6/30/2013 Take ownership of all completed w () In Progress
B Demonsirates effective ... FY 2013 Development Plan Draft 9/30/2013 Improve abilty to speak orally to @ () In Progress
ML Nnmnnetratos affastiuo FY 2013 Develanment Plan Draft Ai31/2013 Improve my ahility to draft repots 0 1m Denarace

Figure 1: Image of VA TMS My elDP Workspace screen showing an elDP in draft staus, the Goal
Status Pie Chart, and developmental goals. The Goal Status field for two of the developmental
goals are in an “On Target” status and four of the goals indicate an “In Progress” status.
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Creating Goals in Goal Wizard

The Goal Wizard is a tool for you to create a goal and enter basic information about the goal.
This page of the job aid provides overviews and descriptions for each field on the Goal Wizard
screen. The pages following provide screen shots showing examples of the completed fields for
both competency-based goals and non-competency-based goals.

Description of Goal Wizard Screen fields:

Goal Name: The Goal Name is a free-text field. You define a brief goal name to summarize the
goal (e.g., “Demonstrates Empathy”).

Goal Description: The Goal Description field allows you to enter additional details to describe
the goal (e.g., “Demonstrates Empathy”).

Start Date and Target Date: You select the dates for each of these fields using the Calendar
icon to the right of the fields. These dates indicate start date for the goal and the target date
for completing the goal.

Goal Type: Using the Goal Type field drop-down list, you determine the type of activity to help
support the achievement of the goal (e.g., “Learning” to indicate an internal TMS item or
“External” to indicate an external activity).

External Activity Name: If you select “External” as the goal type, you then enter a description
of the external activity describing what you plan to complete in order to help support the
achievement of the goal.

Select Item: If you select “Learning” as the goal type, you then click the Select Item link to start
a search for a Learning Item in the TMS. From that search, you can then add the TMS Learning
Item to the goal as part of your elDP.
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Screenshots of a Completed Goal Wizard screen

Example 1: Competency-based Goal

Goal Wizard

&) Help
il Type - Search Competencies Select Competencies - Enter Details
The list below includes all Goals that will be created on your Plan. For each goal, specify the additional goal properties you would
like to set, including the target level you would like to achieve for this goal and an optional stretch target. To confirm creating a goal,

ensure that it is selected for addition. When you are finished, choose the Finished option. To add the selected goals and start the
process over again, choose the Save and Add Another option.

FY 2013 Development Plan
Plan Period:

Expiration Date: 9/30/2013
Effective Date: 10/1/2012

* = Required Fields

Previous Finished Save and Add Another Close
Select All / Deselect All
Goal Details
. * Start Date * Target Date
Competency Goal Name Last Assessmerg (MMDDAYYY) (MMDDYYYY) Select to Add
Demonstrates empathy Demonstrates smpathy 0.00 i 1 rﬂﬂ#j v

10012002 | =0 (0302013 | 152
? ? T Select All/ Deselect All

The Competency and Goal
AD‘ Name fields are automatically | privacy Statement | Secu
il populated with the Accessibility | Disclaimer
competency name. The
employee can then edit the
Goal Name field.

Select Start Date
and Target Date
fields for the goal

Figure 2: Image of VA TMS elDP Goal Wizard screen highlighting Competency, Goal Name,
State Date, and Target Date fields. The Competency and Goal Name fields are automatically

populated with the competency name. You can then edit the Goal Name field and select the
Start Date and Target Date for the goal.
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Example 2: Non-competency Based Goal with an External Activity

Goal Wizard = &

& Help

The list below includes all Goals that will be created on your Plan. For each goal, specify the additional goal properties you would
like: to set_ including the target level you would like to achieve for this goal and an optional stretch target. To confinm creating a goal,
ensure that it is selected for addition. When you are finished, choose the Finished option. To add the selected goals and start the
process over again, choose the Save and Add Another option.

FY 2013 Development Plan

Plan Period:

Expiration Date: 9/30/2013

Effective Date: 10/1/2012

= Required Fields Previous Finished Save and Add Another Close

Select All / Deselect All

Goal Details
* Goal Name Goal Description aonate et Date | /Goal Type Select to Add
Diata Analysis Skills Learm Microsaft Excel 1040172012 Ihﬁ 05/21/2012 "m‘i :Extemal Zl -
* External Activity Mame * Attend Excel Seminar
Select All / Dese c-?.-“-.'l
In the Extemal
Fora non- Sel:;trtdgt:tsef:r:;he - Select “Extemal” Activity Name
competency goal, Target Date field lameg] from the Goal Type field, type a
enter a Goal Name arg ate fields drop-down menu descn" tion for
and Goal Description for the goal P
the extemnal
activity to

support the goal

Figure 3: Image of VA TMS elDP Goal Wizard screen highlighting Goal Name, Goal Description,
State Date, Target Date, Goal Type, External Activity Name fields. For a non-competency based
goal, enter a Goal Name and Goal Description. Select dates for the Start Date and Target Date
fields for the goal. Select “External” from the Goal Type drop-down menu. In the External
Activity Name field, type a description for the external activity to support the goal.
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Example 3: Non-competency Based Goal with a TMS Learning Item

Note: The TMS Learning Item will not appear on the Goal Wizard screen after you select it. The
Learning Item will be shown later on the Edit Goal screen.

Goal Wizard = £

& Help

The list below includes all Goals that will be created on your Plan. For each goal, specify the additional goal properties you would
like o set, including the target level you would like 1o achieve for this goal and an optienal strefch target. To confirm creating a goal,
ensure that it is selected for addition. YWhen you are finished, choose the Finished option, To add the selected goals and start the
process over again, choose the Save and Add Another option.

FY 2013 Development Plan

Plan Period:

Expiration Date: 9/30/2013

Effective Date: 10/1/2012

= Roquired Flelds Previous Finished Save and Add Another Close

Select All f Deselect Al

Goal Details
* Goal Name Goal Description " Start Date * Target Date Goal Type Select to Add
(MMDDNAYYY) (MMDDNY YY)
Conflict Management Learn most effective way: 10:/01/2012 ﬂ 09/20/2013 2] _Li‘aming El v
T f f Sebect lem
|~ Select AllS elect Al
Select dates for Select “Leaming”
Enter a Goal
A[ Name and Goal the Start Datg and - from the Goal Click the “Select
- Description Target Date fields [is Type drop-down ltem™ link to select a
for the goal menu leaming item from
the TMS to support
the geal

Figure 4: Image of VA TMS elDP Goal Wizard screen highlighting Goal Name, Goal Description,
Start Date, Target Date, Goal Type, Select Items checkbox fields. Enter a Goal Name and Goal
Description. Select dates for the Start Date and Target Date fields for the goal. Select
“Learning” from the Goal Type drop-down menu. Click the Select Item link to select a learning
item from the TMS to support the goal.
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Editing Goals

On the Edit Goal screen, you can add additional information about a goal. Some of the fields on
this screen are pre-populated with the basic goal information from the Goal Wizard. You must
complete the other fields on the Edit Goal screen itself. Here are the descriptions of the fields,
followed by a screen shot of a completed Edit Goal screen.

Description of the Edit Goal screen fields:

Goal Name: This field is populated by the Goal Wizard. For of a competency-based goal, the
goal name is the same as the title of the competency. For a non-competency development
objective, the goal name is the name you entered in the Goal Wizard.

Description: You complete this free-text field to further describe the goal.

Priority: You should complete this free-text field to indicate the prioiry of the goal (e.g., “High,
Medium, or Low”).

Start Date and Target Date: These fields are populated by the Goal Wizard. You can modify
them from this screen.

Section: You should select either “Short-Term Goal (1 year)” or “Long-Term Goal (2-3 years)”
from the drop-down list.

Status: The goal status field indicates how far along the employee is in completing the goal.
The employee selects a goal status option from the Status field drop-down list.

Activities: This field is populated by the Goal Wizard. If applicable, you can create additional
developmental activities from this screen using the Create New Activity field drop-down list.



CAREER PLANNING | VA TMS elDP

Example 4: Screenshot of a Completed Edit Goal Screen

Edit Goal For a competency-related goal, the ]
Goal name is populated from the
FY 2013 Development Plan (Development) Goal Wizard and is the title of the | Goal Notes
Goal Name Fllf Demonstrates effective written communication skills | competency Competency
Desc"lpﬁan Improve my ability to draft reports, create written summaries of meetings, and pen clear and succind meeting notes for weekly *
status meetings E_
= ~ -- -
Enter a priority in the optional In the Description field, enter a
Priority free-text field description to further document the goal
[ Priority | High ] |Star1 Date | 10/1/2012 |[] TargetDate =| 5/31/2013 =
]
- " Secti ¥ -
In the Section drop-down field, select | or g0 Term Goals (1 year) |

either Short Term or Lond Term Goal

Related Competency Den

Status | in Progress Change the goal status by The Goal Wizard populates the

selecting an option in the .
Status drop-down box Start Date and Target Date fields

Activities Create New Activity b

Activity Name Status

siness Writina: How to Write € The supporting activities appearin the
Business Writing: How to Write Clearly and... ‘_____...—--— Al:ti\n'ity Name section

Business Grammar: Sentence Construction

Any changes made to the Actnities are not saved until the Goal is saved Save Save and Close Clase

Figure 5: Image of VA TMS elDP Edit Goal screen highlighting Goal Name, Goal Description,
Priority, State Date, Target Date, Status, and Activities fields. For a competency-based goal, the
Goal Name field is populated from the Goal Wizard and is the title of the competency. In the
description field, you enter a description to further document the goal. Enter a priority in the
optional Priority free-text field. In the Section drop-down field, select either “Short Term
Goasl” or “Long Term Goals”. Change the goal status by selecting an option in the Status drop-
down list. The Goal Wizard populates the Start Date and Target Date fields. The supporting
activities appear in the Activity Name section.
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Completed Approved Plan

Here is an example of a completed and approved elDP. Note the Plan Status, Goal Status, and
Goal Details summary.

Welcome BO051 UA

Talent &
Management
’ System

The Goal Status pie chart shows an
overview of the status of the elDP goals

Organization

View Plan: | FY 2013 Development Plan (Approved) | = i Edit Display

Hide Plan Details
The Plan Status shows Approved

sows Coupons D% PP o
Plan Type: Development Add/Edit Plan Hotes
Description: Devaloprment Plan for FY 2014 Overview of Goal Details :um
Plan Period: 12092 to 930/2013 -

WViews Changes Log

l ..... S o

Goal Name _ Plan Name Plan Status Target Date . Goal Status
& Advocates for Veterans FY 2013 Development Plan Approved a3N2013 @ On Target -
& Conflict Managementi FY 2013 Development Flan Approved 32013 @ In Progress
& Data Analysis Skills FY 2013 Development Plan Approved S312013 @ On Target
#& Demonstrates accountability FY 2013 Development Flan Approved 63072013 @ In Progress
#% Demonsirates effective oral c... FY 2013 Development Flan Approved 32013 (@ In Progress
ML D aine oMo sk FY 2013 Newednomant Plan Anocoved SMA12013 4 A Drnnemen

Figure 6: Image of VA TMS elDP Workspace screen highlighting Goal Status Pie Chart, eIDP Plan
Status, and Goal Details Summary fields. The Goal Status Pie chart shows an overview of the
status of the elDP goals. The plan status shows approved. The overview of goal details shows
the Goal Name, Plan Name, Plan Status, Target Date, and Goal Status.
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