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Finalize Your IDP 

• This module will review all of the activities 
involved in managing your IDP.  

• At the end of this module, you will be able to:  
– View Your IDP 
– Print Your IDP 
– Check Notes From Your Coach or Mentor (Optional) 
– Verify With Your Supervisor 
– Make Edits to Your IDP 
– Submit Your IDP 
– Respond to a rejected IDP 



View Your IDP 

You have options to customize 
the display of your IDP. 
• To view your IDP, navigate to the 

Learner tab and click the 
Individual Development Plan(s) 
link in the Easy Links section 

• Alternatively, you will find the IDP 
Goals Pod on the Learner tab, 
under the Easy Links section. 

• Your IDP workspace will display:  
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View Your IDP (cont.) 

On the My IDPs Workspace you will see options for 
Select IDP and Edit Display. 
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View Your IDP (cont.) 

• The Select IDP drop-down 
menu allows you to chose 
which IDP you would like 
to view. 
 
 

• Edit Display allows you to 
select the fields to display 
on the IDP Workspace. 
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Print Your IDP 

• If you want to review your IDP with a paper copy or an 
electronic file (e.g., Adobe PDF), you can print your 
draft IDP in SATERN.  
— The printout of your draft IDP will include all notes and comments 

added to your plan. 

• To print your draft IDP, select the specific IDP from the Select IDP 
dropdown and click Print IDP. 

 

Click Print IDP. 

Select a specific IDP  1  

2  



Print Your IDP (cont.) 

• Your draft plan report 
will look something 
like this: 

• Print or create an 
electronic file as you 
would any other 
document from your 
browser. 

Your IDP always prints in a standard format, regardless of your display customizations. 
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Check Notes From Your Coach or Mentor 

• If you selected a coach or mentor for your plan, he or 
she will be able to view your IDP in SATERN at any 
point.  

• You should discuss and agree on the following with your 
coach or mentor:  
– Feedback Format: How should feedback be provided? 

• Note comments in the online IDP tool 
• Write comments on a printed draft 
• Hold in-person meeting or phone conference 
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– Timeline: When is the feedback expected? 
• The date that the draft IDP will be ready for review 
• The target date for mentor comments  



Check Notes From Your Coach or Mentor (cont.) 

• SATERN does not provide email notifications or alerts to your coach 
or mentor that your IDP is ready for review. 
– You and your coach or mentor should agree on how you will notify him or her 

when your draft IDP is ready for review.  
• However, you will receive an e-mail notifying you that your coach 

or mentor has made comments: 
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Check Notes From Your Coach or Mentor (cont.) 

• If you print your IDP, all notes made on your IDP will appear on the 
printout.  

• If you choose to view your IDP online, there are several places to 

 

check for notes from your coach or mentor in your IDP.  

– There is nothing to indicate if an IDP contains a note, so unless you 
have received an e-mail notification, you should check the IDP notes.  

– On the IDP Workspace page for a particular IDP, select Add/Edit IDP 
Notes.  
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Click Add/Edit IDP Notes. 



Check Notes From Your Coach or Mentor (cont.) 

• The Edit Goals and Edit Activities sections of your IDP 
will also have an option for notes.  

• These sections will show an indicator (   ) when a note 
has been added.  
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Click to View/Edit 
Notes. 

Indicates a note has been added. 



Check Notes From Your Coach or Mentor (cont.) 

• Any comments will be 
listed under Notes Log 
and will contain your 
reviewer’s name and 
the date and time the 
review occurred.  

• Anyone adding a 
comment will see all 
other comments that 
have been made. 
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Check Notes From Your Coach or Mentor (cont.) 

You can also add notes of 
your own.  
— If, for example, you 

revised your plan based on 
comments received, you 
can document the changes 
you made to your plan and 
how you addressed your 
reviewer’s concerns 
before final submission. 

 

•

 

 Click Done. 

Click Add. 

2  

1  

Checking Private note (for yourself only) will ensure that your coach or mentor and supervisor 
cannot view your notes, but they are recorded in the system and are not truly “private.” 
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Check Notes From Your Coach or Mentor (cont.) 

You must click Save and Close for your changes to save 
properly.  
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Click Save and Close. 



Check Notes From Your Coach or Mentor (cont.) 

Let us quickly review: 
• You checked for comments in the Notes section of your 

printed IDP. 
• You checked for comments by viewing your IDP and 

checking the Notes sections of your IDPs, goals, and 
activities. 
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Verification With Your Supervisor 

Prior to submitting your IDP: 
• Contact your supervisor to let him or her know you 

would like to discuss your draft.  
– This can be a formal or informal meeting. The purpose is to review 

your draft plan with your supervisor and receive/integrate feedback 
prior to submission. 

– You may want to print a copy or e-mail an Adobe PDF file of your IDP 
to review during this meeting. 
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Verification With Your Supervisor 

• Check to ensure that you have the correct Supervisor indicated in 
SATERN by returning to the Learner tab and clicking on your name 
in the Learner Card 

 
 

 
 Click on your name.  
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Verification With Your Supervisor (cont.) 

If the supervisor listed is not 
correct: 
1. Click the pencil icon (     )in the 
Employee Information section.  

1   

 
2. Browse to search for and select your 
supervisor. 
3. Set the Supervisor By-pass Flag to         
Y (Yes). 
4. Click Save. 

2  

 4 
 3   
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Only set the Supervisor By-pass Flag to Yes (Y) if you 
have changed your supervisor. In addition, before 

changing your supervisor, be sure any old IDPs have 
been approved to avoid routing errors. 



Make Edits to Your IDP 

• At this point in the process, you have reviewed comments from 
your coach or mentor (if applicable), and you have talked with 
your supervisor about your draft IDP. 

• You may now wish to make final edits to your IDP before 
submitting it to your supervisor for approval. 

• To make edits to your plan, click Edit IDP on the IDP Workspace.  

Click Edit IDP. 

You can only edit the IDP Name, Description and IDP Period using Edit IDP. 
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Make Edits to Your IDP (cont.) 

• To delete a goal or an activity, from your IDP workspace, hover your 
mouse over the title of the goal or activity and click Remove 
Goal/Activity. 

Click Remove Goal (or 
Activity). 
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Submit Your IDP 

• Once you have discussed your plan with your supervisor and 
integrated any comments, you are ready to submit your IDP for 
approval.  
 

Click Submit for Approval. 
 

You need to have at least one Goal for each IDP to submit your IDP for approval. 
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Submit Your IDP (cont.) 

• Your screen will now show that your IDP Status is now 
Pending Approval. 
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Submit Your IDP (cont.) 

• If you need to make changes to your IDP prior to 
approval, click Recall IDP.  
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Submit Your IDP (cont.) 

• Click View IDP Approval log to see status of your draft IDP: 

Click View IDP Approval log. 
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Submit Your IDP (cont.) 

• Your supervisor will be notified by email that there is 
an IDP awaiting approval: 
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Submit Your IDP (cont.) 

Once your IDP has been approved, three things will 
happen: 

1. You will receive an email notifying you that your IDP has been 
approved and is active: 
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Submit Your IDP (cont.) 

2. Your Learning Plan will 
automatically update with 
any SATERN Learning Items 
included in your IDP with a 
due date. 
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Submit Your IDP (cont.) 

3. Your IDP Plan Status will be updated. 
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Submit Your IDP (cont.) 

If your IDP is denied, three things will happen: 
1. You will receive an email notifying you that your IDP has been 

rejected: 
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Submit Your IDP (cont.) 

2. Your IDP Status will be listed as Rejected. To view the reason for the 
rejection, click Add/Edit IDP Notes to see what guidance your supervisor 
is giving you.  
 
 
 
 

 
 
 

Click Add/Edit IDP Notes. 
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When you click Add/Edit IDP Notes, your supervisor’s 
comments will display in the Notes Log: 

Submit Your IDP (cont.) 
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Submit Your IDP (cont.) 

3. Once you have considered your supervisor’s 
comments, you can edit or add new goals or activities 
before resubmitting your IDP for approval.  
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Click Submit for Approval to 
resubmit your IDP. 

 



Summary 

Before submitting your IDP, remember to: 
• Check notes from your coach or mentor (if applicable). 
• Discuss your draft with your supervisor. 

– You may want to print or e-mail your draft IDP for your discussion. 

• Make any necessary edits and notes you would like to 
add. 

• Verify your supervisor in SATERN and make a change, if 
needed. 
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IDP Flow Chart 
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