Using Activity Proposals

Step 1: Submit  an Activity Proposal form on MyLearningPlan.com

· Log into www.MyLearningPlan.com
· Click the appropriate form title on the left side of the screen.
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· Complete and submit the form.   

· Once approved, this activity will be reviewed added to the catalog.  This may take several days to complete.  If you’ve enabled email notification in your MyLearnignPlan.com account, you will be notified when this is completed.

· Please note that you are NOT automatically added to the activity roster.  You must register for the activity once it is added into the catalog.

Step 2: Access Instructor Tools (Optional)

-     Please note:  Your organization may not use this function.

· If your organization has assigned you as the instructor for this activity, you may access the Instructor Tab to access the instructor tools.

· Log in to www.MyLearningPlan.com
· Click the INSTRUCTOR tab and select the activity you would like to print the sign-in sheet for.  
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Safe Schools Workshop
This workshop is focused on emphasizing the recent Safe Sachools initiative.

Dates: Aug 16 - Aug 16 Hours: 4.00  #Enrolled: 0/15 Cost: $ 25.00

Instructor Functions for this activity:
View Roster Select this function to view the current class roster

Print Sian-In Sheet  Select this function to Print the sign-in sheet (requires Adobe
Acrobat Reader)

Activity Attendance  Select this function to enter attendance infa after the class has
been completed (requires Internet Explorer v4.01 or higher)
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Email Functions Select this function to send email messages to participants

Download Roster  Select this function to Download the roster in MS-Excel Farmat





- Note the PRINT SIGN IN sheet feature.  Use this to collect attendance.

Step 3: Submit Attendance

· Note:  Your organization may NOT require you to perform this step.

· Note:  You MUST use INTERNET EXPLORER version 5.0 and above to perform this step

· Gather the printed attendance sheet with all attendee’s signatures.

· Log in to www.MyLearningPlan.com
· Click the INSTRUCTOR tab and select the activity you’d like to submit attendance for.

· Click the ATTENDANCE LINK

· Add attendee’s by inputting their last name.  When they appear in the box on the right, click their name and they will be added to the roster at the bottom of the screen.  Make sure your name is listed in the roster or you will not receive credit.
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-
Update each individual’s hours as is necessary.

- 
Click SAVE when finished.

Step 4: Send paper sign in sheet to your organizations professional development office.

· If required by your organization, send the printed sign-in sheet to the appropriate office.

