
Team Member Guide: 
Viewing and Recording your development plan 
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Adding development objectives 
This guide provides a general overview on how to view and record your development objectives. 

For ACP Team Member 

Last Updated February 2022 (Version 1.0) 

Dashboard Button ACP dash board – my plan  

Department CYJMA 
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• View your past plans Pages 17 
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Viewing your Plan Details For ACP Team Member 

Last Updated February 2022 (Version 1.0) 

Dashboard Button ACP dash board – my plan  

Department CYJMA

You can view the dates of your current plan at any time. 

From the iLearn home page click ‘My 

ACP’. 

1 1 
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Click ‘my plan’. 

2 2 
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Click on ‘Plan Details’ to view your 

plan details.  A pop up window will 

appear.  

3 

3 

After viewing your plan details in 

the pop up window, click ‘Close’. 

4 

4 
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Click on ‘Development’ to record 

your development plan details. 

5 

5 

In the development screen, build 

your development plan by adding 

new development objectives.  Click 

the ‘Add’ button.  A pop up window 

will appear. 

6 

6 

Adding development objectives 

Before you can add a development objective your supervisor must  create a new plan.  Once a 

plan has been created, you can add development objectives. 
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In the ‘Capability Development’ pop 

up screen, type in the details of 

your Development Objective. 

7 

7 

Select a subject from the drop down 

list. 

8 

8 

Select the development activities 

you plan to undertake. 

In this example see 7a, b, c. 

9a, b, c 
9a 

9b 9c 
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Add any extra notes about the 

development objective you plan to 

undertake. 

10 

Click ‘Add Development’. 

The details of your development 

objective will be populated in the 

‘Development’ screen. 

13 

Select the date for completion of 

the development activity. 

11 

From the status drop down, select 

the option which best describes 

your progress. 

12 

10 

11 

12 
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Continue to add new development 

objectives as required by clicking the 

‘Add’ button. 

14 

14 

When your development plan is ready, 

click ‘Submit for Approval’ to send it to 

your supervisor. 

15 

15 

A pop-up box will appear, click ‘Submit’. 

Your supervisor will be emailed letting 

them know you have submitted a 

development. 

16 

When your supervisor has 

Reviewed/Approved your development, 

the check box will change from blank to 

ticked. 

TIPS 

16 
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Update a development objective 

You can update the status of development objectives at any time. 
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To update a development objective click 

the ‘Edit’ button beside the required 

objective requiring the update.  A pop up 

window will appear. 

17 
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In the Edit screen update as required then 

scroll down to the ‘Status’ field, update 

details and click ‘Update Development’. 

18 
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Remove a development objective 
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To remove a development objective 

click the ‘Remove’ button beside the 

objective that requires removing.  A 

pop up window will appear. 

19 

Click ‘Yes’ if you want to delete this 

development objective. 

20 

19 
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View and Print your plan 

On the ACP dashboard, click ‘my plan’. 

21 21 
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To print your plan click the ‘Print Plan’ 

link. A new screen will appear with a 

printable version of your plan.  

22 

If you had a ‘draft’ or ‘current’ plan prior 

to 8 September 2014, you can access the 

full plan (including your deliverables, 

development, review and feedback 

sections) via ‘Print Plan’. 

TIPS 

a) Click ‘Print’ to print the plan; or

b) Click ‘Microsoft Word Version’ to

export to a Word document, where

you can update the document if

required.

23 
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23a 

23b 
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24 

If you selected the ‘Microsoft Word 

Version’ option a pop-up box will 

appear at the bottom of your screen. 

Click ‘Open’. 

Go to Word to view the document. 

24 
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The plan will be downloaded in a 

Word document format and can be 

edited as required. Save the plan. 

25 

Please note : You will need to save 

and store your plan locally, as you 

will not be able to load it into iLearn. 

TIPS 

25 
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Click ‘my past plans’. 

26 

26 

View your past plans 

You can still print and view past plans after they have been closed by your supervisor. 
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a) Click ‘Print’ to print the plan; or

b) Click ‘Microsoft Word Version’ to

export to a Word document, that you

can save.

28 28a 

28b 

27 

To view a past plan click the ‘Print Plan’ 

link. A new screen will appear with a 

printable version of your plan.   

27 
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29 

If you selected the ‘Microsoft Word 

Version’ option a pop-up box will 

appear at the bottom of your screen. 

Click ‘Save’ to save your plan as a 

Word document. 
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