
 
 

How to Create a Development Plan for a Direct Report 

Meet with your direct report(s) for a one-one-one to discuss their goal progress and 
Competency Descriptions. Use the One-on-one template to guide your meeting. Then, 
determine whether your direct report needs a development plan.  

If your direct report does not need a development plan, indicate in the comments, “No 
development plan needed at this time”, then sign off. 

*If your direct report needs a development plan, it is recommended that you open the 
performance review task during your one-on-one to create a development plan together.  

 

1. Sign in to Cornerstone from the TitanHub > Staff Resources > Cornerstone 

 

 

 

 

 

 

 

 

2. From the Cornerstone Homepage, go to Performance > Performance Reviews 

 

 

 



 
 

3. From your Performance Review Summary page, click on the task. 

 

4. Review the Overview. 

 

 
5. Click on “Get Started”. 

 

 



 
 

6. IF NO PLAN IS NEEDED: From the Development Plan page, click “Save and Continue”. 
Then in the sign off section, indicate, “No plan needed at this time” in the comments 
section. Then sign off and click “Submit”.  

 

 

 

 



 
 

7. IF A DEVELOPMENT PLAN IS NEEDED: Click on “Add Objective”.  

 

 

 

8. Give the Objective a title that corresponds to one of the Objective Categories. Then 
select a category. The objective categories are based on the 7 competencies in the 
Competency Descriptions. After adding a title and category, click “Save”. 

9.  



 
 

 

 

10. Then add Training and/or Action Steps.  
 

a. To add Training and/or Action Steps to the Development Plan. 

 

 

b. Trainings are Cornerstone offered courses.  
i. *Prior to this step, it is suggested that you search for courses from the 

learner homepage, so you can easily identify and choose the course you 
would like to complete.  

ii. Search for a course that relates to the topic you want your direct report to 
learn about.  

Training = Cornerstone offered 
course 

Competencies 



 
 

iii. Choose the training you want to add and click on “Add Selected” This 
training will be added to the Development Plan. 

 

 

 

 

 



 
 

11. Action Steps are independent trainings to help your direct report achieve their goals. 
These can be taking online courses, courses at SPC, attending a conference, or any other 
professional development activity. 

a. Give the Action Step a Title: i.e.: “Take a certification course”   
b. Select an Activity Category. Categories include: Certification course, SPC course(s), 

Conference, etc. 
c. (Optional) Indicate the progress % if this is a step your direct report has already 

started. For example, if they are already halfway through a certification, you can 
type 50. 

d. Click “Save”. This action step will be added to your Development Plan. 

 

 

 

 

 

 

 

 



 
 

12. When you have finished creating the Development Plan, scroll to the bottom of page 
and click “Save and Continue”. 

 

13. Check to ensure that the Development Plan is satisfactory and enter an electronic 
signature and click “Sign”. Make additional comments if needed. 

 

 

 

 



 
 
 

 

14. Scroll to the bottom of page and click “Submit”. 

 

*An additional pop-up will appear to confirm whether you want to Submit. Once you Submit 
here you will not be able to make any changes.  

 

 

 

15. Your direct report will receive an email indicating that a Development Plan has been 
created and that they need to review it and sign off.  

 

 


