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Department CYJMA 

In this guide: 

• Setting up your team’s plans

• Add a new staff member Pages 4 & 5 

• Remove a staff member Page 6 

• Recording a staff member’s ACP plan details Page 7 & 8 

• Review/Approve a  staff member’s development Page 9 & 10 

• Print a staff member’s ACP plan Pages 11, 12 & 13 

• Access ACP templates developed before 8 September 2014 Pages 14, 15, 16, & 17 

• Enter the date of the Mid-Point Review conversation Pages 18 & 19 

• Closing off a team member’s ACP plan Pages 20 & 21 

Recording your Team’s Achievement & Capability plans 

This guide provides a general overview on how  to record your team’s Achievement & Capability Plans. 
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To view your team’s ACPs first click ‘My 

ACP’  from the iLearn home page. 

1 1 

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. 

2 

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. 

2 

TIPS 
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Add a team member 

To add a team member, click 

‘Add team member’. 

3 
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In the search field enter your 

team member’s surname and 

click ‘Search’. 

Click the ‘radio button’ beside 

their name. 

Click ‘Update Team’. 

5 

6 

Note:  A notification email will be 

sent to the team member to advise 

they have been added to your team. 

TIPS 

4 
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Remove a Team member 

7 

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’.  

8 

A notification email will be sent to 

the team member to advise that you 

are no longer their ACP supervisor. 

TIPS 
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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. 

9 

Record your team members’ plan details 
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Enter the ‘start date’ of the plan. 

Click ‘Start Plan’.  A pop-up box will 

appear. 

13 

10 

Select ‘Standard’ as the plan type 

unless the team member is undergoing 

induction/probation. 

10 

11 

12 

13 

Select the timeframe for the plan 

(normally this is 12 months). 

11 

12 

The start date will default to the date 

created and the review dates will 

automatically update. 

NOTE:  If you change the start date 

and/or the duration the review dates will 

automatically calculate. 

TIPS 

14 

Click ‘Start Plan’.  The information will 

populate in the ‘My Team’s Plans’ 

screen. 

14 
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To review and approve a team 

member’s development plan, click the 

‘Development’ link. 

15 

Review / Approve a team member’s development 

After a team member has entered their 

‘Development objectives’, the  

supervisor must approve the team 

member’s development.  You will be 

alerted to this under the ‘action 

required’ column, and by email. 

TIPS 
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In the development screen, view the 

development entered.  Tick the box 

under Reviewed/ Approved column 

and press the ‘Save’ button. 

16a, b 

Any development activities with the 

status of ‘in progress’, ‘development 

required’ or ‘not started’ will 

automatically carry across from one 

plan to the next. Your team member 

will be able to edit or remove these 

from their development plan, if 

needed. 

TIPS 

16a 

Content Administrator 

A pop-screen will appear, click 

‘Save’ button. 

17 

16b 

17 

If you do not approve a development 

item, leave the box next to the item 

un-ticked and discuss it with your 

team member. 

TIPS 
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Print a team member’s plan 

To print a plan, click on ‘Print plan’ 

link. A pop up window will appear.  

18 

If a team 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’. 

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

or

B) Click ‘Microsoft Word Version’ to

export to a Word document,

where you can update the

document if required.

19 
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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. 

20 

Cont… Print a team member’s plan 
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Cont… Print a team member’s plan 

The plan will be downloaded in a 

Word document format and can be 

edited as required. Save the plan in 

the required directory. 

21 

IMPORTANT: You may wish to cut 

and paste the content of your 

template into a new ACP Word 

template, and/or you can use this 

version to record new plans. 

Please note : You will need to save 

and store your template locally, as 

you will not be able to load it into 

iLearn. 

TIPS 

21 
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Access ACP Templates created before 8 September 2014 upgrade 

Click the ‘view past templates’ 

button.  A list of shared templates 

will appear. 

22 

If you want to use an ACP template 

you had previously set up in the 

system as the basis for a new plan, 

you can view and edit it in Microsoft 

Word.  

TIPS 
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To view or print a template, click 

‘Print Template’ to the right of the 

required template.  

23 

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



 Recording your Team’s Achievement & Capability Plans - Supervisors  Page 17 

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

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.

24 

If you selected the ‘Microsoft Word 

Version’ option this window will 

appear. 

Click ‘Open’. 

Go to Word to view the document. 

25 
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The template will be downloaded in 

a Word document and can be 

edited as required.  

26 

26 

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

IMPORTANT: You may wish to cut 

and paste the content of your 

template into a new ACP Word 

template, and/or you can use this 

version to record new plans. 

Please note : You will need to save 

and store your template locally, as 

you will not be able to load it into 

iLearn. 

TIPS 
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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.  

From the ‘My Team’s Plans’ 

screen, click the ‘Plan Details’ link 

beside the team member’s name.  

27 
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Enter the actual date of the  ‘Mid Point 

Review’ conversation. 

28 

Click ‘Update Plan’. 

29 

Cont…. Enter the date of the Mid Point Review conversation 

28 

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 

date.  

TIPS 

29 

Content Administrator 

Manager Account 
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Enter the actual date of the 

‘Closing Review Conversation’ 

here.  

30 

Closing off a team member’s ACP 

To close off the plan press the  

‘Close Off Plan’ button. A pop up 

window will appear. 

31 

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. 

30 

31 

Content Administrator 

Manager Account 
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Select ‘Close Window’ to exit the 

message.  

The closed plan will be archived 

and accessible via ‘my team’s 

past plans’. 

You will be taken to the ‘My 

Team’s Past Plans’ page. 

Cont….Closing off a team member’s ACP 

Click the ‘Yes’ button. 

32 

Administrator, Content 

Content.Administrator@communities.qld.gov.au 

Citizen, Lola 

Lola.Citizen@communitities.qld.gov.au 

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

plan. 

Are you sure? 

32 

33 

33 




