MyLearningPlan.Com

First Time Login for Administrators
Step 1:  Launch browser and open http://www.mylearningplan.com
Step 2:  Select the LOGIN button in the top right corner of the screen

Step 3:  Login using the following convention


Username = full email address


Password = abcdefg


Example:  Michael Johnson’s email is mjohnson@GreatRiver.org


Username = mjohnson@greatriver.org


Password = abcdef

Step 4: Update the “User Profile” by clicking the link called “My User Profile”

· Verify all info on the screen (name, home building, home department, grade levels).

· Set Email Notification options and input your email address in the field that is provided

· When finished, choose the SAVE button at the bottom of the screen

Step 5:  Update your “Certificates” by clicking the link called “My Certificates”

· Click the UPDATE button.  Your certificate data will be downloaded from the state department of education (in KS, NY,MN, OH, and PA only)
Step 6:  Select the “District Admin” tab that is located along the top of the screen.  This will access the Administrative features of the web site.

Step 7:  Review the items in the “Pending Pre-Approval” and “Pending Final Credit” section.  

· To review a request, select the title of the activity.

· Review the information on the form as you would for a paper approval form.

· Leave comments to the next approver or to the submittor.

· Assign a budget code to the request (if appropriate)

· Select the appropriate “Approve”, “Deny”, or “More Info” buttons (selecting “More Info” will return the request to the submitter for more information) 

· Repeat this process until all approval requests are processed.

· Please note:  If you would like to receive automated email notifications whenever items are waiting in your approval bin, update your “User Profile” so that Email Notifications = YES and input your email address.  Please see Step 4.

