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Staff undergoing a professional development plan will fill out a document known as an “SOEI Form” 
alongside a PDP Coordinator. The form is filled out by the staff member and acknowledged before being 
sent to the PDP Coordinator for review. Forms are filed out and sent back and forth between the staff 
member and the PDP Coordinator through SuccessFactors. 
 
For more information regarding PDPs, please refer to the Teacher Development Staff Intranet page. 
 
If you need support regarding SOEI forms, please contact tequestions@mpls.k12.mn.us via email. 
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(STAFF MEMBER) PDP Goal Setting​ 2 
(STAFF MEMBER) PDP Progress Report #1​ 4 
(STAFF MEMBER) PDP Progress Report #2​ 4 
(STAFF MEMBER) PDP Final Reflection​ 5 
(ALL) Acknowledgement and Signature​ 6 

Staff Member Acknowledgement and Signature​ 6 
PDP Coordinator Acknowledgement and Signature​ 6 

Special Functions of the SOEI Form​ 7 
Actions​ 7 
Print or Save as a PDF​ 8 
📎 Evidence Attachment​ 8 

Who Fills Out The Form On Each Step? 

Step Description Who? 

1 PDP Goal Setting Staff Member 

2 Progress Report 1 Staff Member 

3 Progress Report 2 Staff Member 

4 PDP Final Reflection Staff Member 

5 Acknowledgement & PDP Coordinator Review Staff Member & 
PDP Coordinator 

 

(ALL) Access Your SOEI Forms 

A.​ Go to SuccessFactors. 
B.​ Select “Home.” 
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C.​ In the dropdown menu that appears, select “Performance.” 

 

​  
 

D.​ In the “Forms” box, select the form you want to work on. 
​

 
​  
 

(STAFF MEMBER) PDP Goal Setting 

A.​ Answer the questions in the text box. Repeat for every question. 
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​  
B.​ Next, you need to add at least one (1) competency that you want to work on. To start, click 

“Add.” 
 

​  
 

C.​ Click the dropdown menu that applies to your role. 
D.​ Choose a Domain. 
E.​ Check the box of the competency you would like to add.  
F.​ Click “Add.” 

 

​  
 
Repeat this for each competency you want to add. You must add at least one (1) competency. 
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G.​ Next, select “Save and Send to Next Step.” In the pop-up that appears, select “Save and Send to 
Next Step.” 

​  

​  
 
(STAFF MEMBER) PDP Progress Report #1 

A.​ Scroll down to the “Progress Report 1” section. Set a date for the progress report. 
B.​ Answer each question in the text box. Repeat for each question. 
C.​ Then, select “Save and Send to Next Step.” In the pop-up that appears, select “Save and Send to 

Next Step.” 
 

​  
 

(STAFF MEMBER) PDP Progress Report #2 

A.​ Scroll down to the “Progress Report 2” section. Set a date for the progress report. 
B.​ Answer each question in the text box. Repeat for each question. 
C.​ Then, select “Save and Send to Next Step.” In the pop-up that appears, select “Save and Send to 

Next Step.” 
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​  

(STAFF MEMBER) PDP Final Reflection 

A.​ Scroll down to the “PDP Final Reflection” section. Answer each question in the text box. Repeat 
for all reflection questions. 

B.​ Then, select “Save and Send to Next Step.” In the pop-up that appears, select “Save and Send to 
Next Step.” 

 

​  
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(ALL) Acknowledgement and Signature 

STOP! 
 

Please ensure you have reviewed the SOEI Form before moving forward with this step. 

 

Staff Member Acknowledgement and Signature 
 

A.​ Access the form and click “Acknowledge.” 

​  
​  

B.​ In the pop up that appears, click “Acknowledge.” 
 

​  
​  
 

PDP Coordinator Acknowledgement and Signature 
 

A.​ Access the form and click “Acknowledge.” 
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​  
​  

B.​ In the pop up that appears, click “Acknowledge.” 
 

​  
Great work! The SOEI Form has been completed! 

Special Functions of the SOEI Form 

You have access to some special functions of the SOEI Form. You can access them on the top right corner 
of the screen. 
 

 
 
Note: The “History” links are non-functional for our purposes. 

Actions 
The “Actions” button has three links in a drop down menu. They are: 

1.​ Legal Scan the Form: This is non-functional for our purposes. 
2.​ View Form Information: This will show you at what point of the process you are in, what needs to 

be done, and what specific individual is responsible for that part of the process. 
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3.​ Add To Outlook: If you’ve added a date for the pre-conference / post-conference section, you can 

click this button to create an appointment that will include the individuals needed for that part of 
the process. 

Print or Save as a PDF 
At any time during the process of filling out this form, you are able to print or save the form in its entirety 
by clicking this link. 
 

📎 Evidence Attachment 
You can attach files as evidence by pressing this button. This is available to both observers and teachers. 
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