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An Introduction

What is it?
MyLearningPlan.com is a web-based service for tracking Professional Development activities for
educators. Teachers use their private id and password to maintain records of all activities, setup and
view their individual learning plan/portfolio, participate in online learning modules, and print
completion certificates. School administrators use this site to approve activities and print reports.

Why is it important?
The district maintains a record of all your professional development hours and inservice credits on MLP.
You should check periodically to see if the district’s records are accurate. You can also browse the
district’s catalog to see if there is anything you would like to sign up for, or even offer a workshop
yourself by posting it on MLP.

How does it work?

1.
2.

~

Go to www.mylearningplan.com

Type in your user name and password and

click Login.

Call Brittany Kurz @ 274-2354 if you do not know
your MLP login.

See your building Technology Mentor if you need
assistance using MLP.

You can change your user name and password by going to the blue menu bar on the left and
clicking on “Change password” and “Change username.”

Checking your MLP Profile: Go to your start page — click on the “LearningPlan” tab at the top
if necessary. At left, click on My User Profile

Account Options:
My User Profile
Change UserName
Change Password

In the profile page that appears, verify the information that is already entered. Be sure your
correct ICSD email address has been entered. You can add other addresses, separated by
commas. Be sure the email notification options are all set to Yes.

Select the appropriate Buildings, Departments and Grades that you are affiliated with.
Scroll to the bottom of the page and click Save.

Looking at the sidebar, you can view
your certification information if you
wish, or add your goals.

The initial MLP screen is “My
Requests.”

This screen lists all the activities you
have recently received credit for or
are signed up for, or requested credit
for. You can return to this screen by
clicking the tab at the top of the
page.
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1 My Info:
My Portfolio
My Personal Goals
My Certificates
Activity Catalogs:
District Catalog
TST BOCES
Calencar

Fill-In Forms:

Preapproval Request

Activity Proposals:
Tech Mentor Proposal
Admin: Activity Prop

Account Options:
My User Profile
Change UserName
Change Password

D T

Activity Proposals View Archived (25)

Drafts

Tech Forum New York City [Delete]

Apple Fast Facts - iLife 06 [Delete]

Apple Computer: Reaching All Learners [Delete]
David Warlick [Delete]

Apple Fast Facts: Podcasting and Blogging [Delete]

Awaiting Pre-Approval
None
Approved and In Progress

Tomorrow's Tools Today: Leveraging Emerging Technologies for Teaching and Learning
1CSD Differentiated Instruction, turning the challenge into a reality

Awaiting Final Approval
ICSd Staff Developers' Meeting 3/9/07
Most Recently Completed

ICSD Secondary Literacy Academy: Session 1

ICSD Secondary Literacy Academy: Session 3

ICSD Staff Developers' Meeting September 21 2007

ICSD Creating and Developing Professional Learning Communities
ICSDTI07 SMART Board Workshop 5-15-07

[view My Portfolio for full list]

A. Yale and R. Sevilla Technology Staff Developers Summer 2008



10. You can get more information on the activities in your “My Requests” area by clicking on them.

11. Clicking on “My Portfolio,” on the " .  Help @ Logout
. . . . y an
Sldebar at the tOp Wlll glVe y'ou a hSt Plan - Manage  Learn - Evaluate LearningPlan  Instructor District Admin
of everything you have credit for [
Porolle Yiews: |
over the last several years. \;;;;:;:}_;“*\;m.emmm
:::: zy :’:‘“ Date Completed Activity Title Hours Credits
U 2007-2008
Transcript:

. . . . . print POF 2/12/2008 | 1CSD Secondary Literacy Academy: Session 3 6.00  0.00
Vlerng the DlStl‘lCt Catalog Of Offerlngs — 12/12/2007 | 1CSD Secondary Literacy Academy: Session 1 6.00  0.00
1) From the main MLP page (Click the e 9/21/2007 ICSD Staff Developers' Meeting September 21 ;(jziroml 131552 :Zz

LearningPlan tab if necessary) click on Ve 20062007
District Catalog in the Sidebal‘. ;::::::':: 5/17/2007 | 1CSD Undoing Racism 18.00  0.00
. 5/16/2007 ' ICSD Creating and Developing Professional Learning 5.50 0.00
2) The catalog of future events will load. et et Communites
. . . . 5/15/2007 ICSDTIO7 SMART Board Workshop 5-15-07 3.00 0.00
3) You can Search Wlthln a Certaln tlme 5/8/2007 SICT\ZS::V‘\‘]E[:S;\[grr;;:ssg—atlezg‘es for Increased Student 550  0.00
period by entering the dates in the
boxes: View by Month:
August
Search Options September
that o activities [8/18/2008 EE and [11/30/2008 FE October
Search term: | November
. December
View Now | [advanced search on/off]
January
February
4) Or, you can click on an upcoming month to see activities for that month. —p = March
April
.o . . May
5) Ifyou find an activity that you would like to learn more about, click on the June

name of the activity (it is a blue link.) Y
6) Once you have chosen a workshop you would like to attend, you can click the

SIGN UP NOW

“Sign Up Now” button to enroll.
7) If you need to drop an activity you have already signed up for, go to your main MLP page, select the
activity by clicking on its name, click the Drop button.

Requesting Preapproval for an activity outside of ICSD/TST BOCES
1) From the main MLP page (click LEARNINGPLAN), click on Fill-In Forms:
Preapproval Request. » Preapproval Request

2) Fill in all areas of the form.
Choose one or two goals. The goals have been taken from the ICSD Professional Development
Plan.
Both the hours and credits field must have something entered — enter a zero if no credit is being
requested!

3) You can use the Comments section at the bottom of the form to let the Staff Development office
know of any difficulties you encountered or questions you have.

4) Click the Submit button at the bottom of the page.

5) Ifrequired fields are not correct/filled in, the form will re-appear with red text indicating which
specific fields need attention. Fix the entries, scroll to the bottom, and click Submit.

6) After the activity has been approved, it will appear in your “Approved and In Progress” area
on your main page. Important: Once you have completed the activity, you must click on the
link (blue title of the activity in your main page) and indicate that you have completed it.
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Filling out an online evaluation of an activity in MyLearningPlan

1. In order to complete an online evaluation for an activity in MLP, you must first be signed up for
that activity. Be sure that you have signed up for “ICSD New Teacher and Educational Support
Professional Orientation - Day 3”

2. On your main MyLearningPlan page (click the LearningPlan tab towards the top) you will find

ICSD New Teacher and Educational Support Professional Orientation - Day 3 under the Approved and In

Progress arca.

Click the title of the activity.

4. On the screen that loads, you will find a link to the online evaluation for this event under the
Actions area. Click here!!!

Actions
Please complete this evaluation form after the activity is completed.

[98)

Professio
Mark Complete Select this option when you have completed both the activity and
the evaluation form and you wish to request final approval.
View/Print Form Select this function to view or print the full request form.
Drop Select this if you wish to DROP enrollment in this activity.

5. Answer the questions and click Save at the bottom.
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