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This guide provides a general overview on how to record your team’s Achievement & Capability Plans. Dashboard Button ACP dash board — my team’s plans
Department
In this guide:
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* Add a new staff member Pages 4 &5
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* Recording a staff member’s ACP plan details Page 7 & 8
* Review/Approve a staff member’s development Page 9 & 10
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* Closing off a team member’s ACP plan
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Achievement & Capability Planning

Welcome to ACP Online. ACP Online is a tool to record Achievement and Capability conversations.

located at the bottom of the screen.

My ACP My Team

What do | do? If this is your first time in setting up an Achievement and Capability Plan (ACP) for yourself or your team, it is recommended you view the ACP resources

my plan

my past plans

Useful links & tools

acp resources

Recording your Team’s Achievement & Capability Plans - Supervisors

To view your team’s ACPs first click ‘My
ACP’ from the iLearn home page.

Click on ‘my team’s plans’.

You can view who is in your team and
the status of their plans, all in one
screen.

You can also access ACP templates you
have previously set up for your team.

If you are unable to see the ‘My Team’
section contact the iLearn support team
to set-up your access.

From the header, hover the mouse over
the ‘=’ icon and select ‘iLearn Support’
from the menu. You can submit the
request using the ‘Submit Support Ticket’
link located on the left hand side of the
screen.
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Add a team member

€ Back to Dashboard

Team Member

Account, Learner
learner.account@communitites.gld.gov.au

Administrator , Content
Content .Administrator@communitites.qld.gov.au

My Team's Plans

Current
Plan Status

In Progress
Mid Point
Review
Due:
09/06/2014
Closing
Review
Due:
08/12/2014

Not
Recorded

=+ Add Team Member View Past Templates

Action
Required

Mid Point
Review
Overdue
Review &

Approve
Development

Enter plan
details

Progress

Plan Details
tails | X Remove Team Member
Development

| Print Plan

Plan Dezails |
Development
| Print Plan

X Remove Team Member

Recording your Team’s Achievement & Capability Plans - Supervisors

To add a team member, click
‘Add team member’.
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€ Back to Dashboard

My Team's Plans

Team Member

Mo team members recorded

& Add Tearn Member

[ View Past Templates

Current Plan 5tatus

Add Team Member

Search by last name :

citizen

search n

@ *Citizen, Lola (Lola.Citizen@communitites.gld. gov.au) n

Update Team p

Can't find your team member? Submit an iLearn support request now

Recording your Team’s Achievement & Capability Plans - Supervisors

In the search field enter your
team member’s surname and
click ‘Search’.

BH-

Click the ‘radio button’ beside
their name.

sof

Click ‘Update Team’.

-

Note: A notification email will be
sent to the team member to advise
they have been added to your team.

o
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Remove a Team member

My Team's Plans

Current
Team Member Plan Status

Account, Leamer In Progress
Mid Point

Review
Due:
09/06/2014
Closing
Review

Due:
081242014

Action
Required

Mid Point
Review
Overdue
Review &
Approve
Development

Progress

Plan Details |
Development
| Print Plan

X Remove Team Member

Remove a Team Member

By removing Lola Citizen you will no longer be able to view Lola’s plans

Are you sure?

9 ez ) No

Recording your Team’s Achievement & Capability Plans - Supervisors

44 Submit

To remove a team member from
your list, click the ‘Remove Team
Member’ button. A pop up window
will appear.

Click ‘Yes’ to remove then press
‘Submit’.

A notification email will be sent to
the team member to advise that you
are no longer their ACP supervisor.
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Record your team members’ plan details

£ Back to Dashboard

My Team's Plans

Team Member

Administrator, Content

Citizen, Lola
Lola.Citizen@communitites.gld.gov.au

4 Add Team Member

Current Plan Status

Mot Recorded

In Progress

Mid Point Review Held:
241072015

Closing Review Due:
2210172016

[ View Past Templazes

Action
Required

Enter plan
details

Progress

Plan Details | Devth:lpl‘ﬁtl"l: |

Print Plan

Print Mlan

Development

X Remove Team Member

X Remove Team Member

Recording your Team’s Achievement & Capability Plans - Supervisors

To record the details of a team
member’s plan, click the ‘Plan
Details’ link under the ‘Progress’
column. A pop up window will
appear.
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Plan Details

Plan for: Lola Citizen

Select ‘Standard’ as the plan type
Plan type: standard _unless_the team member is undergoing
induction/probation.

Probation
Select ‘Standard’ unless the team member is orrprooamon

Plan start date:

22/01/2015 Enter the ‘start date’ of the plan.

Select the timeframe for the plan
(normally this is 12 months).

Duration:

12 months

The duration of a Standard plan is normally 12 months.
The duration of a Probation plan depends on the team member's role - see departmental
policy for more information

Due Date of Mid Point Review Conversation:

22/07/2015
Due Date of Closing Review Conversation: 21/01/2016
Click ‘Start Plan’. A pop-up box will
appear.

Start Plan %]

Click ‘Start Plan’. The information will
populate in the ‘My Team’s Plans’
Plan Details screen.

The plan details for Lola Citizen are about to be saved TIPS

The plan will automatically include any development activities from Lola's previous plan that were in The start date will default to the date

progress, not started, or further development was required created and the review dates will
Lola will be emailed, prompting them to record their develepment. You will receive an email notifiying automatical |y u pd ate.

you when this has been completed. NOTE: If you change the start date
and/or the duration the review dates will

automatically calculate.
Start Plan I
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Review / Approve a team member’s development

€ Back to Dashboard After ateam member has entered their

‘Development objectives’, the

! supervisor must approve the team
My Tea ms Pla ns member’s development. You will be
alerted to this under the ‘action
required’ column, and by email.

Team Member Current Plan Status Action Required Progress

In Progress Review & Approve Plan Detaikg | Development emave Team Member
Mid Point Review Due: Development | Print Pla

220712015 To review and approve a team
Closing Review Due: member’s development plan, click the
21/N2N6 ‘Development’ link.

In Pragress Plan Details | Developmment
Mid Point Review Held: | Print Plan

241072015

Clozing Review Due:

2210112016

Citizen, Lola X Remowve Team Member

Lola.Citizen@communitites.gld.gov.au

+ Add Team Member | [ View Past Templates

Recording your Team’s Achievement & Capability Plans - Supervisors Page 9




€ Back to My Team

DEVE'Opme Nt In the development screen, view the

development entered. Tick the box
under Reviewed/ Approved column
and press the ‘Save’ button.

Team Member : Content Administrator

Reviewed/ . ;
Approved Any development activities with the
Development Date Proposed Further by status of ‘in progress’, ‘development
Objective Added Actions Information Timeframe Status supervisor required, or ‘not started’ will
Manage budgets to ensure the 22/01/2015  Learning on-thejob Add any extra notes 02/02/2015 In m aUtomaUCa”y carry across from one
operating expenses are at least 0.5% *NEW * Apply new learning in daily about the Progress plan to the next. Your team member
below budget work development will be able to edit or remove these
objectives if required from their development plan, if
Learming through others needed.
* Work-shadow an experienced
colleague

Learning through formal training If you do not approve a deve|0pment
" Facetoface learning item, leave the box next to the item
un-ticked and discuss it with your

Field of Study team member.

* Accounting > Accounting

Save I!EI:I

Approve Development

Press save to confirm your changes. A pop-screen will appear, click
‘Save’ button.

? Queensland
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Print a team member’s plan

£ Back to Dashboard

My Team's Plans

Team Member Current Plan Status
In Progress

u  Mid Point Review Due:
2200772015
Closing Review Due:
210172016

Administrator, Content

Caontent EArmin =tr=t-_r§:-_n-n- nitites. ald.gov

In Progress

Citizen, Lola

Lola.Citizen@communitites.gld.gov.au
2450712015

Closing Review Due:

220172016

Mid Point Review Held:

Action
Required

Progress

Plan Dezails evelopment

GGz 15

X Rermove Team Member

Plan Deails | Development ¥ Remove Team Member
Print Plan

Recording your Team’s Achievement & Capability Plans - Supervisors

To print a plan, click on ‘Print plan’
link. A pop up window will appear.

If ateam member had a ‘draft’ or
‘current’ plan prior to 8 September
2014, you can access the full plan
(including their deliverables,
development, review and feedback
section) via ‘Print Plan’.
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dprint | | Microsoft word version

A) Click ‘Print plan’ to print the plan;

Achievement & Capability Plan o
B) Click ‘Microsoft Word Version’ to
export to a Word document,
where you can update the

Plan Details document if required.

Plan for: Content Administrator
Supervisor: Manager Account
Plan type: Seandard

Flan start date: 22 Jan 2015

Duration: 12 months

Due Date of Mid Point Review Conversation: 22 Jul 2015

Date of Mid Point Review Conversation:
Due Date of Closing Review 21 Jan 2016

Date of Closing Review Conversation:

Development Dare Proposed Further Rewviewed!
Objective Added Actions Information Timeframe Status Approved
Manage budgas oo ensure the 22002015 Laarming on-the-fab Add arvy extra notes about the 2Feb 2015 In Ll
operating expenses are at least 0.5% *NEW = Apply new learning in developrment objectives if Progress
| S " . ’ Queensland
Recording your Team’s Achievement & Capability Plans - Supervisors Page 12 Q
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Cont... Print a team member’s plan

€ Back  dprint | B Microsoft word Version

Achievement & Capability Plan

Plan Details

Plan for: Content Administratgr
Supervisor: Manager Account
Plan type: Standard

Flan start date: 22 Jan 2015
Duration: 12 months

Due Date of Mid Point Review Conversation: 22 Jul 2015

Date of Mid Point Review Conversation:
Due Date of Closing Review Conversation: 21 Jan 2016

Date of Closing Review Conversation:

DEVEIO pment If you selected the ‘Microsoft Word
Version’ option a pop-up box will
Develonmen Diat, Progosed ' 20 e desed appear at the bottom of your screen.
. Click ‘Open’.
Do you want to open or save plan.doc (16.3 KB) from capability.veracity.com.au? Open Save - Cancel 3
— S —— = Go to Word to view the document.

Recording your Team’s Achievement & Capability Plans - Supervisors Page 13




Cont... Print a team member’s plan

W = 90 a8 |+ plan - Microsoft Word | Table Tools |_ o
File Home Insert Page Layout References Mailings Review View Acrobat Design Layout
% cut TmesNewRom - 10 A° A" | Aa | B IS« 1S - = 31 _ #Fnd - The plan will be downloaded in a
) oy B 1 | asmoca aspoct AaB AaBb aasbcer A S Replace Word document format and can be
aste  Format Painter B 7 U ~abes x, X° v . é' E == IE' O R Thormal |TMNoSpaci.. Headingl Heading2 Heading3 |- Change s Select~ Q . . .
v Styles - F edited as required. Save the plan in
Clipboard [P} Font F] Paragraph [P Styles P Editing A . .
— the required directory.
Navigation vKIE-|-1-|-2-|-3-|-4-|-5-|-6-|-?-|- G (10 1 11c | B8 1 13 (44 15' | 16 (47 *1B' | 18 120 (21 22+ 1 23 (24 (25 1| 26 | 27 I 281
Search Document R~ . s
1EE . .| Achievement-&-Capability -Plan¥

= IR
4 Achievement & Capability ...

Penpetels | plan-Details]

Development

Plan-for:-= Content- Administrator: @
Supervisor: = Manager-Account=

Plan-type:-= Standard =
Plan-start-date: = 22-Jan-2015z
Duration: = 12-months=

. IMPORTANT: You may wish to cut

o and paste the content of your
Due-Date-of-Mid-Point-Review-Conversation: 22-Jul- 20152 @ template into a new ACP Word
Date-of:Mid:Point-Review-Conversation:-= = : template, and/or you can use this
Due-Date-of-Closing Review-Conversation:-= 21-Jan-2016= e .

. version to record new plans.

Date-of-Closing-Review-Conversation: = =

Please note : You will need to save

Development9] and store your template locally, as
- you will not be able to load it into
Developments Date- Proposeds+ Furthers Timef Statuss iLearn.
Objectivex: Addedc Actionsz Informationc:
Lewmning-on-the-jobY
*— Apply-new-learning-in-daily-
work®
o)
Leaming-through-othersT
»— Work-shadow-an-experienced-
. . colleaguey
Manage-budgets-to-ensure-the-operating- 22/01/2015- Add-any-extra notes-about-the- 9 Feb-2015¢ In-
expenses-are-at-least-0.3%-below-budget= *NEW- - development-objectives-if required= Progress
Leqing thrguchprualiaine]

Recording your Team’s Achievement & Capability Plans - Supervisors Page 14




Access ACP Templates created before 8 September 2014 upgrade

€ Back to Dashboard
If you want to use an ACP template
: you had previously set up in the
My Tea ms PlanS system as the basis fo.r anew plan,
you can view and edit it in Microsoft
Word.
Action
Team Member Current Plan Status Required Progress
Administrator, Content In Progress Plan Details | Development | X Remove Team Member
Content. Administratori@oommunitites. gld.gov.su - Mid Peint Review Due: Print Plan
2200772015
Closing Review Due:
21012016
Citizen, Lola In.F’mg.ress . -: an E__E:E":s’ | Development X Remove Team Member
Lola.Citizen@communitites.qld. gov.au ;q‘ifdﬁgf::;::“"""”"d: Print Plan
Closing Review Due:
2200172016

Click the ‘view past templates’
button. A list of shared templates
will appear.

& Add Team Member B View Past Templares E

0 Queensland
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Cont.... Access ACP Templates created before 8 September 2014 upgrade

€ Back to My Team

Templates

My Template Library

Title SORT A-Z Team SORT A-Z Type SORT A-Z

Shared Template Library

Type SORTA
Title SORTA-Z TeamSORTAZ 2
2012 Plan with
Mid Point
Review
2012-13 Achievement Plan Compliance Plan with
Review and Mid Point
Operational Audit  Review
2012-13 Business Plan Service Plan with
Operations Mid Point
Review

Duration SORT 1-12 Created By SORT A-Z
Duration
SORT 1- Created By SORT A-
12 Z
3 months 4 Print Template
12 = Print Template
months
9 months

I. 4 Print Template m

Recording your Team’s Achievement & Capability Plans - Supervisors

To view or print a template, click
‘Print Template’ to the right of the
required template.

sy AR

2 Queensland

Page 16
J Government



Cont.... Access ACP Templates created before 8 September 2014 upgrade

Title:
Team:

Type:

Created:

No.

Duration:

< :- 24a g R l B Microsoft Word Version 24b

Template

2012-13 Business Plan
[DCCSDS] 01.1,6.10.4_Service Operations
Plan with Mid Point Review

9 months

Author's Names
28/11/2012

Deliverables Key Activities

Financially sustainable service delivery No expenditure is undertaken that is not
budgeted for. Cost savings within operational
budget are identified.
Maintenance contract reviews undertaken

Workforce managed within agreed financial Establishment to be managed in accordance
controls with allocated headcount,

Do you want to open or save template.doc (24.3 KB) from capability.veracity.com.au?

Success Indicators

Service delivered within approved budget

Report on savings and savings opportunities
(Quarterly)

Employee expenses are contained within
approved budget FTE

Open || Swe || Cance SIS
_l

In the pop up window - either

a) click ‘Print plan’ to print the
template; or

b) click ‘Microsoft Word Version’
to export to a Word document.

If you selected the ‘Microsoft Word
Version’ option this window will
appear.

Click ‘Open’.

Go to Word to view the document.

Recording your Team’s Achievement & Capability Plans - Supervisors
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Cont.... Access ACP Templates created before 8 September 2014 upgrade

Wl = 9~ 008 =
File Home Insert

e y

Page Layout

template - Microsoft Word

References Mailings Review View Acrobat

Robust-workforce-which-is-able-to-move-into-other work-areas-
with-no-skills gaps=

Developed-function-descriptions-and -skills-1f

Maintain-operational -services within-SLA -targets

Operational -Services-are-delivered-within-bs
the-15-Service Level-Agreements-per-SLA 1]

Service benchmarks-identified-and-achievable -and -measurable-
performance-targets-set-for 1&1-servicesx

Benchmarks-for-current-services-defined:=

Documented user profiles-and-key-business-processes<

A-model-exists-which-defines regional rolesy

Solutions-are-strongly-aligned to-business needs
+

2a % cut _ .. P &4 Find The template will be downloaded in
= .. TimesNewRom =12 = A" A" Aav | %) (2 iS-UEC EE A asoeat | ambca AaB assee AaB L A S X P
paste B I U-aex |- A === = . _ ) _ o fac Rep a Word document and can be
. F Format Painter u - ®, X oy~ M- % === = é' < TMormal | T Mo Spaci.. Headingl  Heading 2 Title | s alng'E R Sele ) )
_ tyles : edited as required.
Clipboard ] Font ] Paragraph [ Styles [F] Editin|
?-|'1'I'2'I'3'I'4'I'5'I'6'I'?'I'S'I39'I'l{)l'I'll'll'll'll'll'I'1I4'I'15:I'16':'1?'I'IIS'I'l?'I'ZD'II'Zl'II'ZZ'I'Ill'I'Zﬁtl'I'ZS'II'ZS'II'Z?'I'ZIB'I'29I'I'3D'II'31'I:!Z'I'!?
Templateq]
T
Title:- 2012-13 -Business-Plany
Team:- [DCCSDS]-01.1.6.10.4_Service -Operations|
Type:- Plan-with-Mid-Point-Reviewq
Duration:- 9-monthsT
Created:- Author’s-Names+
26/11/20129
T
: il TIPS
No.z Deliverablesx Key-Activitiesz Success-Indicatorso IMPORTANT: You may wish to cut
No-expendifure-is undertaken that isTOU DUAGEIEA o COSt | i ey e and paste the content of your
1= Financially-sustainable-service-delivery= savings-within-operational -budget-are-1dentified = template intO anew ACP Word
Main . reviews - undertakens -on-savines-and-savines- ities q
1e_nancccontrac1rewew5}m en - Report-on-savings-and -savings-opportunitie: template, and/or you can use this
e suent to be managed in accordance WIth lloced” | Employes-expenses are contained withinap version to record new plans.
2 Workforce-managed-within-agreed-financial-controls=

Please note : You will need to save
and store your template locally, as
you will not be able to load it into
iLearn.

Recording your Team’s Achievement & Capability Plans - Supervisors
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Enter the date of the Mid Point Review conversation

You should meet with your team member’s to review their ACP halfway through the plan
(known as the Mid-Point Review). You need to record the date of this conversation in the
plan details.

£ Back to Dashboard

From the ‘My Team’s Plans’

My TeamlS Pla ns screen, click the ‘Plan Details’ link

beside the team member’s name.

Action
Team Member Current Plan Status Required Progress

Administrator, Content In Progress

Caontent. Administratori@oommunitites. ghd.gov Mid Point Review Due:
2200772015
Closing Review Due:
21/0172016

sl Development ¥ Remove Teamn Member

. In Progress Plan Details | Development
Ctizen, Loka Mid Point Review Held: Print Plan
2450772015
Closing Review Due:
22/0172016

M Bemove Teamn Member
Lola.Ctizen@communitites. qld.gov.au

& Add Team Member m‘."new Past Templates

50 Queensland
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Cont.... Enter the date of the Mid Point Review conversation

Plan Details Enter the actual date of the ‘Mid Point
Review’ conversation.

Plan for: Content Administrator

IMPORTANT: You will need to ensure a
Midpoint Review date is entered in this
field. Leaving this field blank prevents
you from entering the Closing Review

Manager Account
Plan type: Standard

Plan start date:

22/01/2015 = date.
Duration: 12 months
Due Date of Mid Point Review Conversation: 22/07/2015 =
Date of Mid Point Review Conversation: | = E
Due Date of Closing Review Conversation: 21/01/2016
Date of Closing Review Conversation: -
Close Update Plan
Click ‘Update Plan’.
Recording your Team’s Achievement & Capability Plans - Supervisors Page 20 Queensland
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Closing off a team member’s ACP

When you have met with your team member to complete a final review of their ACP, you
need to record the date of the conversation in ACP online. You can then close off the plan.

Plan Details

Plan for: Content Administrator

Current supervisor: Manager Account

Plan type: Standard

Plan start date: 22/01/2015 =
Duration: 12 months

Due Date of Mid Point Review Conversation: 22/07/2015 e

Date of Mid Point Review Conversation: 23/07/2015 i

Due Date of Closing Review Conversation: 21/01/2016 i

Date of Closing Review Conversation: 18/01/2016 =

Close Close Off Plan |F

Recording your Team’s Achievement & Capability Plans - Supervisors

Enter the actual date of the
‘Closing Review Conversation’
here.

To close off the plan press the
‘Close Off Plan’ button. A pop up
window will appear.

50 Queensland
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Cont....Closing off a team member’s ACP

Plan Detail :
an Detalls Click the ‘Yes’ button.

You are about to close off Content Administrator’s plan, ready to start a new
plan.

Are you sure?

Plan Details

Lola Citizen's plan has been closed. -
33

You can return at any time to this page to view your team's past plans.
Select ‘Close Window’ to exit the

To start a new plan for Lela Citizen or enter details for anether team member, return to "my team’'s

. message.
plans” on the dashboard.
The closed plan will be archived

and accessible via ‘my team’s
past plans’.

Close Window

You will be taken to the ‘My
Team’s Past Plans’ page.

0 Queensland
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