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Login Help
m Case Studies About

Using your choice of an internet browser (IE, Firefox, Safari, Chrome), please enter:

(We support the current version of these plus one version below)

www.mylearningplan.com

Username & password
Username: District e-mail address
Default password: changeme

The first time you log in, MLP will ask you to update your password. You will enter your
changeme password once and your new password twice and save.



Glossary of MLP Terms

User: is anyone in the district who has a MyLearningPlan account

District Admin: staff member who has been given a higher level of rights to
accomplish a task in district (approvals, catalog activity admin, configuration)

Dashboard: front page of MLP (LearningPlan tab)
Activity: term used for workshop, conference, class, etc. in MLP.
Permalink: any blue links that are active in MLP (used to enroll or check status)

Mark complete: some activities ask you to “mark complete” meaning that you
confirm out attended an activity. To check this, click on the blue named activity
and if you see “mark complete” orange bar, click on it and follow the prompts.

Evaluation: you may also be asked to complete an evaluation with an activity-
please click on the activity to see if one has been assigned and complete it by
clicking on the orange bar.



Learning Tab-"dashboard”

FLAMN ~ WISMNAWE » LEARMN ¥ EVALUATE .
LearningPlan

MLFPPDMS ~ News and Info

My Info

Jul 17 - Check out the Conference Day Agenda!
Activity Catalogs

Fill-ln Farms » Attention Required

Activity Proposals

- My Requests - Kelly Schermerhorn

Account Options

My User Profile Actions Activity Title Start Date End Date Formml

Change Password = save as Draft (0 Record(s))

—no records —

= Wait List (0 Record(s))

- no records —

= Pending Prior Approval (1 Record(s))
[mt=n=g=] Analyzing Student Work Sessi...  05/07/2013 06/04/2013 E’ Inservi

= Approved and/or In-Progress (1 Record(s))

[TMan=g=) O test 07/1/2013 07/18/2013 In-Dist

= Instructor Has Confirmed Attendance (0 Record(s))

—no records —

= Awaiting Final Credit (1 Record(s))
[(Mi=nag=) Responding to Emergencies 01/09/2013 02/23/2013 Out-of-

= Denied (0 Record(s))

—no records —




Left side, explained (Under your District name)

My Info:
My Portfolio lists all your activities completed in MLP

My File Library allows you store certificates of completion, documents, artifacts, also if “Team Room”
documents are available to you, they can be stored here “in the cloud”

Activity Catalogs

District catalog-your district catalog offerings

Calendar-same offerings, given in a calendar format

Any other catalogs listed are also accessible to you for registration (regional providers)

Fill in Forms

All forms listed here were chosen by your district-they may have been paper forms that have been
turned into your electronic forms; you complete them online and they will be routed and approved by
your supervisor

Activity Proposals
If your district had this form(s), you would see them listed here to propose a workshop in district

Account Options
User profile -you may be able to edit all information; building, dept., grades, e-mail address
Change password- if you would like to change your password .




- My Reguests - Kelly Schermerhorn

Actions e Activity Title Start Date End Date Formpdame
= Sawe as Draft (0 Record(s))
— no records —
|| = wait List (0 Record({s))
— no records —
= Pending Prior Approval (1 Record(s))
[niansg=) Analyzing Student Work Sessi_ . O5/MO7FI2013 06/042013 E Inservice
| = Aapproved and/for In-Progress (1 Record({s))
(hisnoge] {‘:9 test O7/M11/20132 O7M18/2013 In-District Workshop (no prior _..
= Instructor Has Confirmed Attendance (0 Record({s))
— no records —
= Awaiting Final Credit (1 Record(s]))
[ Manage Responding to Emergencies 01/0942013 02423/2013

Cut-of-Clistrict Workshop
= Denied (0 Record(s))

— no records —

= Recenthy Completed (0 Record(s))

— no records —

Save to Draft-if you started to complete a form and saved as a draft .

Wait List- if you had enrolled and were on a wait list, the activity would be here .

Pending Prior Approval -you have requested an activity and its awaiting your supervisor’s approval.
Approved and/or in Progress -you are able to attend after ALL PRIOR APPROVERS approve you can go to
an activity-click on the blue link to check this status frequently.

Instructor has Confirmed Attendance -if you attended an activity and the Instructor confirmed
attendance.

Awaiting Final Credit-you have attended and returned to complete your attendance, complete an

evaluation (if attached) and now it is in the Final Approvers’ queue to grant final approval (this is where
documentation and proof of attendance may be asked for finalization.)
Denied- if you had an activity denied

Recently Completed —this is where completed activities reside, by year and will get reported to the state
(each state is different) or at the district level. This is where you want all activities to end up.



User Profile Building

Basic Infarmation Select Building(s)

Enter your last and first name. If you would like to be notified via email when your raquests are approved, check Yes to Email Nofification and
indicate a valid email address.

Last Name ‘ Schermerhom ‘

Fisthame el |

Email Notiication Preferences

Please Email Me About

Pending Approval Nofficaion @ Yes () o Department(s)
New Aty Noffcaton Oves @ o

Department
Approval Notification OYes  ®No parimen

Upcoming Actities Reminder @ ves () o

#days priorto

ActivityStart Date

(Max=14)

NoffyuponTeam Roomposting () Yes @ No

Email Address ‘ kschermerhom@mylezmingplan com

HTHL FormatedMessage? () Yes @ Mo

My User Profile- where you get to set some of your
preferences

I A o

I I i |

District Office

Douglas Macdonald Middle Schoal
Howell Ave K-2

Ivan Dretzky High Schoal
Kennedy Elementary School
McCarren Elementary
Rogers Elementary School
Scenario Elementary School
Scenario High School
Scenario Middle School
3mith Elementary School
Wilson Secondary School
Central Office - DOE

Administration

Art
Business/Computers
Communications
Elementary
English

Foreign Language
History

Libraries
Mathematics
Music

Murse

Physical Education
Science



VILPPDMS

District catalog (screen shot)

Catalog: Hidden Valley School District

v ﬁ View by Maonth
Algust
September
Qctober
November
December
January
February
March
April
May
June

July

» Search Options

q Search Term(s)

| All Events v‘ | All Programs v‘

Between: (3] 08/15/2013 | ang |2 05/3/2014

k Advanced Search Options

» Search Results (1- 11 of 11)

1. 203 PLC: Analyzing Student Work

Program: District Catalog
Dates: 1/2/2013 to 6122013

In this 2nd/3rd grade PLC, participants will leam and practice a systematic process for analyzing student work to identify evidence of
student understanding. Teachers will:

Review learning goals and anticipated student responses from their lesson plan.

Look for specific evidence of understanding in student work samples.

Discuss discrepancies in interpretations.
Collaboratively consider implications forinstruction, including feedback to students, additional instruction, and revision of the lessan plan.

Hours: 20 Enrolled: 710 Wait: 010

Any blue link is a permalink. You can enroll from there.
You can also click on “advanced search options” to see more.



Calendar (screen shot)

| Calendar - Hidden Valley School District

== May Jun Jul Aug Sep Oct Mov Dec Jan Feb Mar Apr May ==

August 2013

Add Event | Search | Print

DAY [MOMTH] LIST

Monday Tuesday Wednesday Thursday Friday Sat'sun
August 1 2 3
1p-4p Differentiation: 1p-4p Differentiation:
Building Lesson Plans |Building Lesson Plans 4
= to Meet the Meeds of A |to Meet the Meeds of A
% Diverse Classroom Diverse Classroom [2]
5 G 7 8 g 10

1p-4p Differentiation:
Building Lesson Plans

* |to Meet the Needs of A n
% Diverse Classroom [3]

12 13 14 15 16 17
E 18
=

Registration links in the calendar are purple and open a new window to register.

If an activity is purple and highlighted, you are currently registered for that activity.
The date in yellow is the current day.



« Activity Registration

» Details

Differentiation: Building Lesson Plans to Meet the Needs of A Diverse Classroom

Program: District Catalog
Dates: 8M/2012 to 8/5/2013

» 3 Meeting(s)

# Drate

1. Thu Aug 1, 2013
2. Fri Aug 2, 2013
3 Mon Aug 5, 2013

Time Location

1:00 pm to 4:00 pm Hidden Valley Conference Room
1:00 pm to 4:00 pm Hidden Valley Conference Room
1:00 pm to 4:00 pm Hidden Valley Conference Room

Learn how to individualize your instruction without creating 20 different lesson plans. Diagnose your students’ needs and how to adjust
your lessons to meet those needs. Develop a differentiated unit plan you can use immediately to help all of your students meet the

objectives of your unit.

@

Purposes

Goals

Buildings
Departments
Grades
Groups

Instructors

Registration COptions

District Credit
Career Ladder

MNew District Goal

Incorporate inclusion strategies

Review and incarporate current research findings
Evaluate new programs and systems critically

All
All
All
All
Sharon Holliday ()

Sign Up Now

Credits: 1 Hours: 8 Enrolled: 5/40  Wait: 015

After looking in the catalog and clicking on an activity. This is an example of a screen shot.
Read through the description (session info) and choose the blue button to register.

“Sign up now” button means no approvals required for this activity- “Request Approval” means supervisor will need to approve before attending.



If the activity you want to attend is NOT originally listed in MLP

e Loginto MLP, under “Fill-in Forms” locate the Out-of-District
Conference Form:

All areas that are RED are required.
Please scroll down through the
whole form and give as much detail
as you can. If not, you may be asked
by your Supervisor for more info
before they will approve it.

Teachers use this form to request approval to attend an out of district conference.

Conference Detals

This section containg infomation abautthe canference.

Canference Name

Ay Formal —ClkTo Selct— /| | Click on “submit” to get approval or
“save as draft” if you begin a
request and need to come back and
edit.

Description

Characters [eft 2000
URL for Description

Oates



| have attended the activity, now what?

v Activity Details

Following up on
Integrating the Internet into Classroom Instruction Dates: 05/23/2012

Status: Approved & In Progress your aCtiVity iS
+ 1Meeting(s) important. If
# Date Time Location it does NOT
1. Wed May 23, 2012 4:00 pmto 6:00 pm HS3

move down to
the “Recently

This activity will focus on strategies to effectively use the internet to enhance classroom instruction.

E’ Hours: 2.00 | Program: District Catalog  Form: Catalog Registration Completed” section,

- Aol Stats it will not count on a
report.

Approved and In Progress
Please drop this Activity if you do not plan to attend.

+ Actions

'ﬁ In the “Activity details”

VmeessLorLal Development Course Evaluation . ﬁ [ a secti on, rea d what

[ Revise/Resubmit Form a [ View/Print Form 6 OpthﬂS are available
to yOul.

[ Drop ﬁ

Log back into MLP, click on the activity that you want to confirm. In “Activity details”, view what you are
asked to do under Actions (i.e., complete the evaluation.) “Mark complete” is white until you complete
the evaluation. Certificate links will be here for your CTLE record keeping.

If you did not attend, click “delete/drop”. (White out means it is not available)



This is where you want your

activities to end up so they
count!

I Recently Completed (69 Record(s))

(Manage) testfile attach 08/01/2013 0810112013 Activity Proposal
(Manage) 0 07/09i2013  0709/2013 PLC/ Team Leaming Log
m Peer CoachingLog Form Sub...  07/01/2013 071022013 Peer Coaching Log Form
m test dept. 041302013 04/3012013 Activity Proposal
m TestProposal Addingto Catalog 034322013 0311312013 Activity Proposal

| View My Profolio | for full st

Once you have marked your attendance complete, this activity will move into the
“Recently Completed” section on your Learning tab.

You do have the ability to view a full listing by clicking on the View My Portfolio button.

ONLY activities in the Recently Completed section will be reported.



v Completed Acthiis:
Date Co...  Actvity e

| 3 2013-2014 (2 Activties
071082013 0
0710212013 Peer Coaching Log Form Suomitied 71112013

B 2013-2013 (3 At
| 10422012 PLC- Matn

‘ 092612012 SLO Development
08132012 Data Refreat

\J 011-201 (4 Activites)
| 081102012 Writers Workshap
110412011 Historical PD Hours

0900302011 Peer Coaching Log Form Submited 81122011
09022011 POP 2010-2011 Lisa

Hars

Creds

An example of “My Portfolio”

“My Portfolio” is accessible

from your Learning Plan tab.

It consists of activities that may
have been transferred over
previously and any new activities
that are in a completed state .

You can edit how you would like to
view on the left side after clicking
on My Portfolio-by purpose, goal,
current year, etc.

Please review your hours and
report any inconsistencies to the
MLP Support Admin — Kristin

Weaver.



Click on the blue ?

Help...

MyLearningPlan Help Print =~ Reset

Documents and Webinars

=l Help Manual
# ] MLP - District Admin
H [_] MLP - District Config
&[] MLP - Instructor
&[] MLP - Teacher/End User
H [_] Oasys - Configuration
& ] Oasys - District Admin

You can access the User folders that contain help items, tutorials and webinars.
or contact MLP at info@mylearningplan.com.

If you need a password change, you can edit in your user profile under “Account
Options.”

If you forget your password, e-mail info@mylearningplan.com and they will send it
to the e-mail address they have on file.

You may also contact your in-district MLP Support Admin — Kristin Weaver for
further assistance.


mailto:info@mylearningplan.com
mailto:info@mylearningplan.com
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