[PDP - Creating and Submitting Activities
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This document is intended to assist district employees with creating a plan activity, then submitting the activity for

approval using the Individual Professional Development Plan (IPDP) application. Activities can only be created once a
plan is approved. When entering data, fields marked with a purple dot - are mandatory fields that must be completed
before proceeding.

Individual Professional
Development Plan

1. Login using the appropriate District Link (URL) found on LACA’s IPDP page.

Pancake Local Schools

from the navigation menu on the left side. () Home 2

B My A
B My Activities

2. Click I8

3. Click * @== 3t the top of the Activities grid. If there is not an approved plan, the
“Create” button will NOT be displayed.

E] My Plans

Q My Professional Certifications

4. Enter the following Plan Information (District may dictate how certain information is @ Help
entered) by clicking on the various tabs below:
Baig nko Prai i Dpticn Gnoups P P s Cortificat Al
Basic Info:

e Plan Name This is a Read-Only field that shows the current active plan that the activity will be applied to
e Activity Name Enter the name of the activity
e Approval Status This is a Read-Only field that tracks the progress of the activity approval
e Start/End Dates Enter the start and stop dates of the activity
e Approving Supervisor (if applicable) Select to send this activity to a Supervisor for approval. This is only
available if the district has enabled the Supervisor Configuration.
e Description Enter the description of the activity
e Focus Describe how this activity fits with the focus of the plan (1000 character maximum)
Progress
® Progress Unit Choose the unit type for the credit earned for the activity
e Progress Value Enter the number of units earned for the activity (up to three decimals)
e Vendor Enter the Vendor/Sponsor of the meeting if applicable
e Verification Method Choose the method used to verify the activity. Methods are customized by district.
e Comments Enter any comments for the activity (1000 character maximum)
Option Groups
e Select the applicable Activity Options from the available selection. Options are customized by district.
Professional Certifications

e Use the dropdown to select the Certification(s) that apply to the plan/activity, then click #%

Attachments

e Ifdesired, click Po2dFles- and select a file to upload an attachment. Once uploaded, the file will display in
the “File Name” section to the right.

5. Once all Activity information has been entered as desired, cIick to create the activity.

6. Activities can be reviewed by clicking the : menu option, then clicking the view icon ( ® ). Each part of

the Activity Information areas entered above can be edited if needed by clicking L =i (only if the activity is in the
Initiated or Returned status). Once all changes have been Saved, the Activity can be submitted for approval.



https://www.laca.org/IPDP.aspx

7. To submit an activity for approval, click .

8. Choose the appropriate Approval Option (“Submit for Pre-Approval” or “Submit for Final Approval” as directed by
the district configurations).

9. If desired, Notes can be used to communicate additional information to the approver.

10. Click m to confirm the submission of the activity for approval. Once the activity has been submitted for
approval, the Approval Trail tab will be added and allow you to view the current progress of the activity’s approval.
Based on district setup, emails may be received once an activity is Approved, Denied, or Returned for Modification.
Returned activities can be edited and re-submitted for approval.

Additional information for creating/submitting activities may be found in the IPDP User Manual.
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https://mcoecn.atlassian.net/wiki/spaces/IPDP/pages/1558872134/Standard+User+Plan+Activity+Procedures#Create-an-Activity

