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(Revision Date: October 10, 2024) 

Purpose 
The purpose of this job aid is to guide you through the step-by-step process of navigating your 
My Development Plan (MDP). 

In this job aid, you will learn how to: 

• Task A. Use Best Practice 

• Task B. Access My Development Plan 

• Task C. Navigate My Development Plan 

• Task D. Create Development Goal 

o Create a New Development Goal 

o Copy Goal from Previous Goal Plan 

• Task E. Add Learning Activity to Goal 

o Add TMS Learning from Library 

o Add TMS Learning By Attribute 

o Create External Learning 

o Link External Learning to Another Goal 

• Task F. Maintain or Edit Development Goals 

o Edit Development Goal & Learning Activities 

o Delete Development Goal & Learning Activities 

• Task G. Edit & Print My Development Plan 

  



 

 

Before You Begin! 
VA’s paper-based Individual Development Plan (IDP) is now the electronic My Development 
Plan, or MDP. MDP is available for VA employees and should only be used for professional 
development purposes. Any development goals and activities will not be used to assess or 
evaluate employee performance. MDP is a tool to help the employee enhance competencies, 
skills, and abilities in the current position and help prepare for a future role. 

Before you create your MDP, you must validate your Supervisor/Manager using the 
Validate/Update Manager tile on your TMS Home Page. This important step allows your 
Supervisor/Manager to review, update, and certify the conversation about your development. 

On the My Development Plan page, your Supervisor/Manager can review and edit your MDP. 
Supervisors/Managers are advised to have a conversation with you about any changes to your 
plan prior to making any modifications. 

Support for MDP 
Visit the VA Learning Online Resources MDP Webpage for more information, including step-
by-step instructions for employees and managers. This site can only be reached from the VA 
network. 

• Copy/paste this link to a new browser window: 
https://dvagov.sharepoint.com/sites/VAHCSC/SitePages/My-Development-Plan.aspx 

• For OIT employees, please contact VAITWDTMS@va.gov 

• For more TMS resources, please visit the TMS Resources website 

What’s New for FY25 
Navigation Changes 

• Access MDP using the My Development Plan main menu selection or the Quick Card 
on the Home Page 

Layout Changes and New Features 
• Goals are now displayed as cards 

• Add learning activities to a goal using the Manage Learning button 

o Add Internal Learning By Attribute or From TMS Library 

https://dvagov.sharepoint.com/sites/VAHCSC/SitePages/My-Development-Plan.aspx
mailto:VAITWDTMS@va.gov
https://www.hcsc.va.gov/TMS/


 

 

o Create External Learning 

o Link External Learning (to multiple goals) 

• Managers-Supervisors-Matrix Managers search using the People Selector on the left to 
view direct-matrix reports’ plans 

Terminology Changes 
• Competencies, skills, or tasks are now called Attributes 

• The Search by Competency feature is now called By Attribute 

• The Create Custom Learning feature is now called Create External Learning 

 
Task A. Use Best Practice 
• Employee- Open My Development Plan to add or edit a development goal. 

• Employee- Observe the Not Reviewed visual cue for each goal prompting you to contact 
your Supervisor/Manager and discuss your development needs and help you identify 
appropriate learning activities to accomplish the goal. 

• Supervisor/Manager- Review each goal. Click the Edit Development Goal link. On the 
details page, toggle the Manager Reviewed drop-down list from Not Reviewed to 
Reviewed, and save the change. 

• Employee and Supervisor/Manager- Observe the Reviewed visual cue on the goal 
indicating the conversation about the goal was completed. 

• Employee- Set a calendar reminder to return to MDP every September 1st to update the 
status of your goals and activities and add completion dates. 

  



 

 

Task B. Access My Development Plan 
1. From the VA TMS landing page, select the Home dropdown menu. 

2. Select the My Development Plan option. This will navigate you to the My Development 
area of the TMS. NOTE: Selecting the My Development Plan tile under the Quick Actions 
section will also navigate the employee to the My Development area. 

 
  



 

 

Task C. Navigate My Development Plan 
1. On the My Development Plan page, select the Fiscal Year dropdown icon to select the 

current Fiscal Year’s Individual Development Plan. 

2. The Goal Ribbon displays the number of goals on your MDP as well as the status of each 
goal (Not Started, In Progress, On Target, Behind, Ahead, Complete). 

3. The Introduction link expands and collapses the Introduction section. It is important to 
review this section before working on the My Development Plan. 

4. The Short-Term (0-1 Year) section displays all short-term goals. NOTE: The goal 
summary includes the title of the goal, the Due Date, the status of the goal which can be 
edited, the number of learning activities, the number of attributes, and the More Actions 
icon. 

5. The Long-Term (1+ Years) section displays all long-term goals. NOTE: the More Actions 
icon (…) displays a dropdown menu with the following actions: Edit Goal, Delete Goal, Add 
TMS Learning from Library, and Create External Learning. 

6. The Create Goal button allows you to create a goal from scratch or copy a goal from a 
previous goal plan. 

7. The Print to PDF icon allows you to print your MDP. 

  



 

 

Task D. Create Development Goal 
Create a New Development Goal 
1. Select the Create Goal button in the upper right corner of your My Development Plan. 

 
2. Select the Create from Scratch option. 

 
  



 

 

3. Enter the desired field(s) on the Create Development Goal page. These fields include 
Goal Name, Category, Expected Outcome, Estimated Cost, Actual Cost, Goal Start Date, 
Goal Due Date, Attributes, Status, Date Completed, and Manager Reviewed. NOTE: The 
Goal Name and Status field are required. 

4. Select the Save button. 

 
  



 

 

5. The new development goal has been added to your My Development Plan. 

 
  



 

 

Copy Goal from Previous Goal Plan 
1. On the My Development Plan page, select the Create Goal button. 

 
2. Select the Copy from Goal Plan option. 

 
  



 

 

3. In the 1. Select Goals window, select the Goal Plan dropdown menu. 

4. Select the Fiscal Year MDP that contains the goal you wish to copy from the dropdown 
menu. 

 
5. Check the box next to the development goal you wish to copy to your current Fiscal Year 

MDP. 

6. Select the Next button. 

  



 

 

7. In the 2. Edit Goals window, select the Edit icon to make any changes to the goal before it 
is copied to your new plan. 

8. Select the Next button. 

 
  



 

 

9. In the 3. Copy window, select the Copy button. 

 
10. The new development goal has been added to your My Development Plan. 

  



 

 

Task E. Add Learning Activity to Goal 
Add TMS Learning from Library 
1. Select the More Actions icon in the upper right corner of the goal. 

2. Select the Add TMS Learning from Library option from the dropdown menu. 

 
  



 

 

3. Search by keyword to find courses that can be added as a Learning Activity for your 
development goal. 

4. (Optional) Refine your search by specifying the Learning Type, Source, Delivery Method, 
Rating, and Categories. 

 
  



 

 

5. Once you have found the course, select the Add to Learning Plan link. 

 
  



 

 

6. The status of the course will change to Assigned. 

7. Select the Done button. 

 
  



 

 

Add TMS Learning By Attribute 
If your organization is using Attributes (Competencies, Skills, Tasks, etc) connected to the 
various positions of the VA employees, you may use the By Attribute feature to find curated 
TMS Learning Items by attribute. 

1. Select the goal to navigate to the Goal Details page. NOTE: You could also select the 
More Actions icon next to the goal as shown in the Add TMS Learning from Library 
workflow. 

 
  



 

 

2. Select the + Manage Learning link. 

3. Select the Add TMS Learning from Library option from the dropdown menu. 

 
  



 

 

4. Select By Attribute to display all TMS Learning Items that are associated with the Attribute 
(Competency) attached to the goal. 

5. The Attribute is identified in the upper left corner. In this example, the Attribute attached to 
this goal is Change Management. 

6. Review the TMS Learning Items that are associated with the Change Management 
Attribute. 

7. Check the box in the Select column to choose which Learning Item will be assigned to 
your Direct Report. 

8. Select the Assign button. 

 



 

 

9. A pop-up window will appear, confirming that the Learning Items were successfully 
assigned. Select the OK button. 

 
10. You will be returned to the By Attribute page. Select the Done button to close the window. 

 
11. The assigned Learning Item will be displayed on the Goal Details page. 



 

 

 
  



 

 

Create External Learning 
1. Select the + Manage Learning link. 

2. Select the Create External Learning option from the dropdown menu. 

 
  



 

 

3. In the Create External Learning window, enter details about the external event. NOTE: 
The Learning Activity Name and Status fields are required. 

4. Select the Save button. 

 
5. On the Goal Details page, the external learning event you created will appear under the 

External Learning section. 

 



 

 

Link External Learning to Another Goal 
1. Select the + Manage Learning link. 

2. Select the Link External Learning option from the dropdown menu. 

 
  



 

 

3. The Link External Learning pop-up window displays external learning activities created for 
other goals that can be linked to your goal. Check the box next to the External Learning 
you want to link to this goal. 

4. Select the Link button. 

 
  



 

 

5. As an example, for this job aid we are using the CPR Certification Training external 
learning activity is now linked to the Increase Proficiency in Customer Service Relations 
goal. The CPR Certification Training was originally created as an external learning activity 
for the CPR Certification goal. 

 
  



 

 

Task F. Edit, Delete, and View Audit History of a Goal 
1. Select the Goal you want to edit from the My Development Plan page. 

 
2. Select the Edit Goal button on the Goal Details page. 

 
  



 

 

3. Edit any of the fields on the Edit Development Goal page. 

4. Select the Save button. 

 
  



 

 

5. To view the Audit History of the goal, select the View Audit History button. 

 
6. Select the Record on the Audit History pop-up window.  

7. The Record Details will display on the right. 

8. When you are finished reviewing the Audit History, select the Close button. 

  



 

 

9. To delete the goal, select the Delete Goal button. 

 
10. On the Confirmation pop-up window, select the Delete button. 

 
  



 

 

Task G. Edit & Print My Development Plan 
1. Select the More Actions button next to the development goal that needs to be updated. 

2. Select the Edit Goal option from the dropdown menu. NOTE: You can also edit a goal from 
the Goal Details page which is featured in Task F. 

 
  



 

 

3. Edit the desired field(s) on the Edit Development Goal page. These fields include Goal 
Name, Category, Expected Outcome, Estimated Cost, Actual Cost, Goal Start Date, Goal 
Due Date, Attributes, Status, Date Completed, and Manager Reviewed. 

4. Select the Save button. 

 
  



 

 

5. To print your My Development Plan, select the Print to PDF icon. 

 
6. Check the boxes to indicate which Display Options and goals you want to print. 

7. Select the Print button. 

 
  



 

 

8. On the Print Preview window, select the Print button. 
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