INDIANHILLS

COMMUNITY COLLEGE
Computer Tutorial:
My Learning Plan

Purpose: To introduce faculty members to My Learning Plan. Discover and register for new
professional development offerings, request and receive approval, and have it all recorded in your
own professional development account.

Log In to My Learning Plan

Go to www.mylearningplan.com to log in to your My Learning Plan account.

Note: Some images in this tutorial have a blue and yellow color scheme. When My Learning
Plan was purchased by Frontline Education, the color scheme of the system changed, however
the functionality and layout did not.

= Frontline

» education..

Professional Growth
Formerly MLP PDMS and MLP OASYS

Sign In

Username

Password

| forgot my username | forgot my password

Having trouble signing in?

About Frontiine Terms & Conditions  ®© 2017 Frontiine Education. All rights reserved.
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Type your Indian Hills Email address (firstname.lastname®@indianhills.edu) in the “Username”
box and type your password in the “Password” box.

Note: The first time you log in to My Learning Plan, your password is “changeme” (all
lowercase letters with no spaces).

Sign In
Username «fff—

I jordan.mentor@indianhills.edu

Password 1‘—

| forgot my username | forgot my password

Then, click “Sign In” to log in to your account.

Sign In
Username
jordan.mentor@indianhills.edu

Password

| forgot my username | forgot my password

©Indian Hills Community College | www.indianhills.edu | Page 2 of 44



http://www.indianhills.edu/

Your “My Requests” page will open.

Professional Learning Print Screen ﬁ Help & Jordan Mentor [‘E’] Logout
farmerly MLPPDMS
LeamingPlan

Indian Hills CC

Professional Development ~ My Requests - Jordan Mentor ‘_

v & My Info Actions Activity Title Siart Date | End Date FormName
My Portfolic = Save as Draft (0 Record(s})
My File Library — no records —

- Activity Catalogs
@ Wait List (0 Record(s))

Indian Hills PD
Calendar - no records —

T Fill-In Forms S Pending Prior Approval (0 Record(s))
PD Authorization —no records —

v % Account Opfions =@ Approved and/or In-Progress (0 Record(s))

Wy User Proflle
—no records —

Change Password
@ Instructor Has Confirmed Attendance (0 Record(s))

—no records —
L T T e, TR \h.&%i\.ﬁ»'\&,\m B . T T W T T

Change Your Password

If this is the first time you have accessed My Learning Plan, it is very important that you change
your password. You may be taken to the “Change Password” page automatically. If not, select
“Change Password” from the bottom of the menu, on the left side of the “My Requests” page.

{

Professional Learning A

formerly MLPPDMS

Professional Development » My Requests - Dianne Kiefer

v & Mymnfo | Actions Activity Title {
My Partfolic = Save as Draft (0 Record(s)) ¢
0 T '| i
My File Library ety :
- Activity Catalogs

= Wait List (0 Record(s)) J
Indian Hills PD ¥ - — l

- Mo records —
Calendar F
- Fill-In Forms B pending Prior Approval (0 Reonrd(sf
PD Authorization — no records — &
¥ w AscomlPplians = Approved and/or In-Progress (0 Re‘
Wy User Profile e
— no records — ‘¢

Change Password {"Jh j
= Instructor Has Confirmed Attendal i
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The “Change Password” page will open.

pD and Evaluation Frint Screen 6 Help B Logout
PD and Evaluation (formerly MLPPDMS and MLPOASYS)
LeamingPlan

Indian Hills CC

Professional Development Change Password ‘_

- 'ﬁ Site Configuration Instructions
District Profile
Info & Naws 6 Please update your password below. Ensure your password meets the following requirements: All Passwords
must contain at least & characters. The password is case-sensitive.
Programs/Catalogs
Buildings
Input New Password
Depariments
Grades Current Password [
Groups

New Password
Confirm

Position Types

Goals (District)
U show P d
Goals (Building) oW Fasswon

Standards

Rights {Admin)
R T i T Sy M Ve Moy Sy " s e ey ""'\...‘ —y g R et ey, e

Type your current password in the “Current Password” space. Remember, if this is the first time
you have logged into your My Learning Plan account, then your password is “changeme” (all
lowercase with no spaces).

:’ PritScreen | @ Help (3 Logout
Jand MLPOASYS)

LeamingPlan

Change Password

Instructions

@ Please update your password below. Ensure your password meets the following requirements: All Passwords
must contain at least 6 characiers. The password is case-sensitive.

Input New Password

Current Password u—-} | |

Mew Password
Confirm

() Show Password

“'\-“\.ﬁ\e—-\_’ e \.i.........__.,..., *\,..uuq..q‘\__,,s‘_q_h\.n.,.-\_,..__x_

S gl St b O rl"‘
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Type your new password in both the “New Password” and the “Confirm” fields.

Note: Your password must contain at least six characters and it is case-sensitive (capital and
lowercase letters will be seen as different).

:’ & PrintScreen | @ Help & Logout
‘;'ar-j MLPOASYS)

LeamingPlan

Change Password

Instructions

ﬁ Please update your password below. Ensure your password meets the following reguirements: All Passwords
must contain at least 6 characters. The password is case-sensitive.

Input New Password

Current Password

rarnanes

New Password s I.........
Confirm ._’, ressanses

[ show Password

Save

P L SR T e R S 8 rl"n

“\'\ e e T T T B U S VE B e Tt T R S W
Click “Save” to save your new password.

Change Password

Instructions

@ Please update your password below. Ensure your password meets the following reguirements: All Passwords
must coniain at least 6 characters. The password is case-sensitive.

Input New Password

Current Password TR
Mew Password R
Confirm PR

[ Show Password

— [
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Once you have successfully changed your password, the message “The password was changed
successfully” will appear on the “Change Password” page.

pD and Evaluation Frint Screen @ Help E’] Logout

PD and Evaluation (formerly MLPPDMS and MLPCASYS)
LeamingPlan

Indian Hills CC

Professional Development Change Password

- '& Site Configuration Instructions
District Profile
Info & Naws @ Flease update your password below. Please note that your new password will be case-sensitive.

Programs/Catalogs

Buildings Input New Password

Depariments

I The password was changed successfully. ‘—
Grades

Groups

Position Types
B i T e T e e P e e T e ¥ W"“"“ T T e W

Select the “LearningPlan” tab, in the upper-right corner, to return to your “My Requests” page.

.

,===-. Print Screen | ﬁ Help Logout

&' d MLPCASYS)
ﬁ LeamingPlan

Change Password

Instructions

@ Please update your password below. Please note that your new password will be case-sensitive.

Input Mew Password

| The password was changed successfully.

J.v-""“hal*.ﬁ..-"-\.fwww"-o

©lndian Hills Community College | www.indianhills.edu | Page 6 of 44



http://www.indianhills.edu/

You will be taken back to your “My Requests” page.

Professional Learning Print Screen ﬁ Help & Jordan Mentor [‘E’] Logout
farmerly MLPPDMS
LeamingPlan

Indian Hills CC

Professional Development ~ My Requests - Jordan Mentor

v & My Info Actions Activity Title Siart Date | End Date FormName
My Portfolic = Save as Draft (0 Record(s})
My File Library — no records —

- Activity Catalogs
@ Wait List (0 Record(s))

Indian Hills PD
Calendar - no records —

T Fill-In Forms S Pending Prior Approval (0 Record(s))
PD Authorization —no records —

v % Account Opfions =@ Approved and/or In-Progress (0 Record(s))

Wy User Proflle
—no records —

Change Password
@ Instructor Has Confirmed Attendance (0 Record(s))

—no records —
L T T e, TR \h.&%i\.ﬁ»'\&,\m B . T T W T T

Search and Register for Professional Development Classes offered by Indian Hills

From the “My Requests” page, select “Indian Hills PD,” under “Activity Catalogs,” to view the
professional development classes that are currently being offered by Indian Hills Community
College.

Professional Learning

formerly MLPPDMS

Professional Development » My Requests - Dianne Kiefer

- & Myt | Actions Activity Title
My Partfolic = Save as Draft (0 Record(s))
My File Library -- Mo records —

. Activity Catalogs

Indian Hills F'ﬂ@_

= Wait List (0 Record(s))

4 ‘\‘\—1 "‘" oy

- Mo records —
Calendar
- Fill-In Forms B pending Prior Approval (0 Reonrd(sf
PD Authorization — no records — &
¥ w AECOECnanS = Approved and/or In-Progress (0 Re‘
Wy User Profile e
— no records — ‘¢
Change Password j
2 Instructor Has Confirmed Attenda

H ot P b BT onn O b} o—*-"""“)
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The “Catalog: Indian Hills CC” page will open. Scroll through the page to view the professional
development classes that are being offered. Classes will be listed in order by date, with the
closest date being listed first.

Professional Learning Frint Screen 6 Help & Jordan Mentor E’] Logout
farmerly MLPPDMS
LeamingPlan

Indian Hills CC

- E Wigw by Maonth ~ Search Options
August
Q Sean o) |
September
| All Events ¥ | | All Programs ¥ |
QOctober
- Betwesn: |51 08/04/2017 | ang [B 07/31/2018 |
Decomig » Advanced Search Options
January
February
v Search Results (1 -3 of 3)
March
Agril 1. Concurrent Enroliment Instructor Meeting
Program: District Catalog
May Dates: 2/4/2017
June  New T Starii 1y
July Annual meeting with instructors teaching concurrent enroliment classes through participating high scheols.
Instructors will be collabarating with their peers, as well as Indian Hills employees, to gain valuable teaching tips.
Show All

Hours: 4 | Enrolled: 2/77 | Wait: 0/0
"\-—-x e . T T T i T U N e T e T WYY N, Y een L

If you wish to refine your search by searching for classes that are offered during a specific date
range, you may enter the start date and end date in the boxes next to “Between.” Enter the
start date in the first box and the end date in the second box. Then, click “Search.”

% Print Screen | 6 Help & Jordan Mentor 8 Logout

v
%

LeamingPlan

Catalog: Indian Hills CC

v Search Options

[Q Search Term(s) ] m

| Al Events v| | Al Programs v |
Between:  [[] 08/05/2017 | and [ 08/10/2017 | | “cffmmmmmmnnn

» Advanced Search Options

gt P g e JIT o il

.‘\',U\ﬂﬁ\‘u—"-”\"\ s SR L P P o e FEPT T WIPE S TR
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The “Search Results” for the dates you entered will appear.

Professional Learning Frint Screen 6 Help & Jordan Mentor B Logout
farmerly MLPPDMS
LeamingPlan

Indian Hills CC

Professional Development Catalog: Indian Hills CC

- E Wigw by Maonth v Search Options
August
R Semh ot | I
September
| All Events '] [ All Programs ']
October
November Betwesn: |51 08/05/2017 | and B 08/10/2017 |
Decomber » Advanced Search Options
January
February
+ Search Results (1-1 0f1}h
March
April Adjunct Faculty Workshop
Program: District Catalog
Ifay Dates: 2/5/2017
June
July Adjunct Faculty Workshop (Including Title 1X)
Show All Hours: 4 | Enrolled: 4/65 @ ‘Wait: 0/0

Wiewing 1 of 1 total results m

Mt b e T T e M, N e N T e S e, A e L A TR
Click “Advanced Search Options” for additional search options.

Professional Learning Frint Screen 6 Help & Jordan Mentor B Logout
farmerly MLPPDMS
LeamingPlan

Indian Hills CC

Professional Development Catalog: Indian Hills CC

- E Wigw by Maonth v Search Options
August
R Semh ot | I
September
| All Events '] [ All Programs ']
October
November Betwesn: |51 08/05/2017 | and B 08/10/2017 |
Decomber » Advanced Search Options h
January
February
~ Search Results (1-10of 1)
March
April Adjunct Faculty Workshop
Program: District Catalog
Ifay Dates: 2/5/2017
June
July Adjunct Faculty Workshop (Including Title 1X)
Show All Hours: 4 | Enrolled: 4/65 @ ‘Wait: 0/0

e e . T (e W W T e S, P B T T s T
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Select the “Purpose” and/or “Category” from the drop-down menus. Then, click “Search.”

3 PrintScreen | @ Help g JordanMentor (& Logout

- ¥

LeamingPlan

Catalog: Indian Hills CC

+ Search Options

|Q Search Termis) |

| a1 Events v | | AlPrograms v

Between:  [1] 08/05/2017 | ang |51 08/10/2017 |

~ Advanced Search Options

| Purpose: | instruction M | ‘_
fcatecory: | au | —

B T e (e PR ORI P T s T, SR, G L S W O Moy p oy Y

Sl P el P B o gy ,,_‘.s,zn-ul‘

(

The “Search Results” for the options you chose will appear.

Professional Learning Print Screen 6 Help & Jordan Mentor E‘l_] Logout
formerly MLPPDMS
LeamingPlan

Indian Hills CC

Professional Development Catalog: Indian Hills CC

v E View by Month + Search Options
August
(R Sen o s ]
September
| All Events v | | AllPrograms v |
October
o Between:  [5] 08/05/2017 | ang [ 08/10/2017 |
Detember v Advanced Search Options
January
S Purpose: | Instruction \
March Category: | All v
April
May v Search Results (1 - 1 of 1) <(m—
June
7 Adjunct Faculty Workshop
uly Program: District Catalog
Show All Dates: 8/5/2017

Starting Soon

Adjunct Faculty Workshop (Including Title IX)

Hours: 4 | Enrolled: 4/65 Wait: 0/0

Viewing 1 of 1 total results m

e PF SO N VU § At e B VPV PRPUE N "b'\,\u“\—'\.—--"\‘...—‘-‘-ﬁ‘, '\r—.—v%\,‘_’om\ e Vo ¥
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Click the title of a class to view additional information about the class.

ey Y, ey, R T T ey, "l-v-u-"‘-"‘\.rﬂr—h-\ ey, e S
 Search Results (1 -3 of 3)
1. Concurrent Enrollment Instructor Meeting

Program: District Catalog
Dates: 8/4/2017

Starting

Annual meeting with instructors teaching concurrent enrollment classes through participating high schools.
Instructors will be collaborating with their peers, as well as Indian Hills employees, to gain valuable teaching tips.

Hours: 4 | Enrclled: 277 | \Wait: 0/0

2. Adjunct Faculty WmW —

Program: Disirict Catalog
Dates: &/52017

Starting Soon
Adjunct Faculty Workshop (Including Title X}
Hours: 4 = Enrolled: 465  ‘Wait: 00
3. Adjunct Faculty Workshop

Program: District Catalog
Dates: 81002017

Starting Soon
Adjunct Faculty Workshop (Including Title IX)

Hours: 4 | Enrclled: 5/65 | Wait: 0/0

A ngd LRl Tl L prr it oy

B e N T Lo VL, U, T S T S g
The “Activity Registration” page will open.

Professional Learning Frint Screen 6 Help & Jordan Mentor E‘] Logout
farmerly MLPPDMS

LeamingPlan

Indian Hills CC

Professional Development v Activity Registration ‘_

- E Wigw by Maonth + Details
August
: Adjunct Faculty Workshop
September Program: District Catalog
Dates: 8/5/2017
October
MNovember » 1 Meeting(s)
December
# Date Time Location
January
1 Sat Aug 5, 2017 9:00 am to 1:00 pm Aris & Sciences Center, Room 116
February
Adjunct Faculty Workshop (Including Title 1X
ik J ty P g )
H - 4 | Enrolled: 4/65 | Wait: 0/0
Aol ours: nrolled: 4/ ai
May Purposes Instruction

“W\M}’\‘/\W% Sty e W . *‘!r\’h R 0 B0 Ty s et —m—tny
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Additional details about the class, including the “Time,” “Location,” “Purpose,” “Goals,” etc., will
appear on this page.

R i S e R o S o B A S T e o'

{

ﬂ—;——lﬁ Print Screen | ﬁ Help ‘3 Jordan Mentor E] Logout

~ Activity Registration

+ Details

Adjunct Faculty Workshop
Program: District Catalog
Dates: 852017

Starting Soon

» 1 Meeting(s)

LeamingPlan

# Date Time
1z Saft Aug 5, 2017 G:00 am to 1:00 pm

Location
Arts & Sciences Center, Room 116

Adjunct Faculty Workshop (Including Title 1)

Purposes Instruction
Categories All
Goals Curriculum Planning

Instructional Sirategies
Learning Environment

Professional/Fersonal Development

Buildings All

Depariments All

Grades Al

Groups All

Files August_5th_2017_Agenda.pdf
Instructors NIA

Regisiration Cptions Sign Up Now

Hours: 4 | Enrolled: 4/65 | Wait: D0

e T ‘“‘MM ey e B e iy Wy Tt PN ey

If you would like to register for the class, click “Sign Up Now.”

<

{v‘ vt e

\,wﬁ"\—

Groups

Instructors N/A

, & y"\\_mﬁ, Yy ~“\,~“\'_‘*\’\‘ o Vs N Sy,

Files August_5th_2017_Agenda.pdf

Registration Options I W h

e W e T Y s ¥ ‘—‘MM — ‘-A—’“"‘q..m“ e MG gy ety

©Indian Hills Community College | www.indianhills.edu | Page 12 of 44



http://www.indianhills.edu/

The “Message” page will open.

Professional Learning Print Screen 6 Help & Jordan Mentor E‘j Logout

formerly MLPPDMS
LeamingPlan

Indian Hills CC

v @ View by Month

@ Enrolled
August i 25 : S :
You are enrolled in this activity. Please monitor the status of your registration on the LearningPlan tab.
September
October Download Calendar File
November
e Return to Main Retum to Catalog
January
February

\\JW\_W-"”\W“‘\‘_J,‘\;M R T VPO R ——— o Ty Wy RN e S, e

The message “You are enrolled in this activity. Please monitor the status of your registration on
the LearningPlan tab.” will appear.

Note: If you would like to download a calendar file to add to your Microsoft Outlook calendar,
select “Download Calendar File.” Then, “Save” and “Open” the file to add it to your calendar.

? % Print Screen @ Help & Jordan Mentor Eﬁ Logout
b

. LeamingPlan
{
&N

b @ Enrolled
'é‘ You are enrolled in this activity. Please monitor the status of your registration on the LearningPlan tab.

‘ Download Calendar File

“~

i Return to Main Retumn to Catalog

%

A

-

’

'\‘“W‘-‘“»\U\ “*\—.“-\...Q,-sb"\,-o“ﬁ“-.u\voﬂ_‘\,‘\‘. 4
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To continue searching the catalog, select “Return to Catalog.”

t% Print Screen @ Help & Jordan Mentor B Logout

R L

LeamingPlan

v Message

@ Enrolled
You are enrolied in this activity. Please monitor the status of your registration on the LearningPlan tab.

Download Calendar File
| )| —

Ve po ol T f ot v gy

S VNS, VPO s VTIPS 2GRN e WSS SO, e

To return to your “My Requests” page, select “Return to Main.”

E—%j Print Screen @ Help & Jordan Mentor B Logout

R L

LeamingPlan

v Message

@ Enrolled
You are enrolied in this activity. Please monitor the status of your registration on the LearningPlan tab.

Download Calendar File
q Retumn to Catalog

Jrrte ettt o [

Sy A ey Ny e ST S 0T T P OS Nt A s
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Professional development classes for which you are registered will initially appear on your “My
Requests” page under “Approved and/or In-Progress.”

Note: After you have completed an activity for which you registered, you must mark the
activity complete to receive final approval for the activity. Please see the “Mark an Activity
Complete for Final Approval” section later in this tutorial for instructions on how to do this.

Professional Learning

farmerly MLPPDMS

Indian Hills CC

=5 Print Screen

| @ Hep

& Jordan Mentor Ej Logout

LeamingPlan

Professional Development v My Requests - Jordan Mentor

v & Myinfo
My Portfolio
My File Library

- Activity Catalogs
Indian Hills PD
Calendar

v Fill-In Forms
PD Authorization

v 3 Account Options
My User Profile

Change Password

©Indian Hills Community College | www.indianhills.edu | Page 15 of 44

Actions Activity Title VStart Date | End Date FormName
= Save as Draft (0 Record(s)) [
- no records —
2 Wwait List (0 Record(s))
— no records —
= Pending Prior Approval (0 Record(s))
— no records —
=) Approved and/or In-Progress (2 Record(s)) h
Adjunct Faculty Workshop  08/05/2017  03/05/2017 MLP Catalog Registrations
Concurrent Enroliment 03/04/2017  03/04/2017 MLP Catalog Registrations
Instructor Meeting
3 Instructor Has Confirmed Attendance (0 Record(s))
— no records —
= Awaiting Final Credit (0 Record(s))
- no records —
= Denied (0 Record(s))
- no records —
=) Recently Completed (0 Record(s))
— no records — [
% 2016 Frontline Tachnologies Group, LLC. Al
frontline
education
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“Drop” a Professional Development Class

If you would like to cancel or “drop” a class that you signed up for, select the “Manage” button.

=
£ = Print Screen | @ Hep & Jordan Mentor (%) Logout
3 LearningPlan

|+ MyRequestsJordanMentor

Actions | Activity Title StartDate | End Date  FormName

| =@ Save as Draft (0 Record(s))

— no records —

= Wait List (0 Record(s))

— no records -

= Pending Prior Approval (0 Record(s))
— no records --

= Approved and/or In-Progress (1 Record(s))
Collaborate Classroom™  09112/2014  09/12/2014 MLP Catalog Registrations
Overview

=@ Instructor Has Confirmed Attendance (0 Record(s))
I T T e B T T i, W W e e T W L -

et

The “Activity Details” page for the class will open.

& Prntscreen | @ Help & JordanMentor (5} Logout

MyLearningPlan®

PLAN » MANAGE » LEARN » EVALUATE

VILFPDMS "+ Collaborate Classroom: Overview
+ Activity Details 4—

v & Myinio
My Portiolio )
v Collaborate Classroom: Overview Dates: 09/12/2014
My File Library Status: Approved & In Progress
v B Activity Catalogs v TMeging(s)
| Indian Hills PD | I‘ # : Date i Time ‘\ Location | | I
Calendar 1.  FriSep 12, 8:00amto9:00am  A&S, Room 112 S5
il ol 2014
v [# Filkin Forms

PD Authorization In this one-hour class, faculty members will learn how to hold online class sessions in MyHills, where

students and professors can see and hear one another, faculty can show PowerPoint slides and other files to
- * Account Options students, and sessions can be archived for later viewing. Use it for classes, online office hours, group

projects, and more. Helpful teaching tips and effective practices will be shared. (Quality Faculty Plan

My User Profile Instructional Credit: 1 hour)

Change Password | _
Hours: 1.00 Program: District Catalog = Form: Catalog Registration
v Approval Status
Approved and In Progress
Please drop this Activity if you do not plan to attend.
AP PP e P e i .—‘/‘—Mw—\'u——w AL A i Nl T Pan Bt ol Ps
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Under “Actions” select “Drop” to cancel your registration.

r
1 PritScreen | @ Help & JordanMentor (5 Logout
-
s
&

LeamningPlan

~ Collaborate Classroom: Overview

L v Activity Details

Collaborate Classroom: Overview Dates: 09/12/2014
Status: Approved & In Progress

¥
f.] # | Date | Time | Location | |
1: Fri Sep 12, 8:00 am to 9:00 am ALS, Room 112

2014

In this one-hour class, faculty members will learn how to hold online class sessions in MyHills, where
students and professors can see and hear one another, faculty can show PowerPoint slides and other files to
students, and sessions can be archived for later viewing. Use it for classes, online office hours, group
projects, and mora. Helpful teaching tips and effective practices will be shared. {Quality Faculty Plan
Instructional Credit: 1 hour)

Hours: 1.00 = Program: District Catalog Form: Catalog Registration

+ Approval Status

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

« Actions

Pl Lt g N b o

\n....‘ ="y —\,H—\,-"""‘M‘\.ﬁ"-‘-r\, T T B I e L

The “Activity Info” page will open.

MyLearning Plan@ Print Screen | @ Hep & Jordan Mentor (%) Logout

PLAN » MANAGE » LEARN » EVALUATE

 LeamingPlan.

MLPPDMS . Actwity Satus
~ dy Myinfo v Activity Info <fm—

My Portfolio
My File Library Collaborate Classroom: Overview Dates: 09/12/2014
Status: Approved & In Progress
- Activity Catalogs + 1 Meefing(s)
Indian Hils PD
: |
i Calendar | # | Date | Time | Location | !_ 3
i 1.  FriSep12, 800 amto @00 am A&S, Room 112 .
#i jlLin Fg 2014 pmnd™
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Information about the class you would like to drop will appear on this page. Type the reason for
dropping the course in the space provided. Then, click “Drop this request.”

Print Screen | ﬁ Help ‘, Jordan Mentor E Logout

LeamningPlan

L
Y
!

~ Activity Status

+ Activity Info
Collaborate Classroom: Overview Dates: 09/12/2014
Status: Approved & In Progress
~ 1 Meeting(s)
# Date Time Location
1. FriSep12, 8:00 amto %00 am A&S, Room 112
2014

In this one-hour class, faculty members will learn how to hold online class sessions in MyHills, where
students and professors can see and hear one another, faculty can show PowerPoint slides and other
files to students, and sessions can be archived for later viewing. Use it for classes, online office hours,
group projects, and more. Helpful teaching tips and effective practices will be shared. (Quality Faculty
Plan Instructional Credit: 1 hour)

Hours: 1.00  Program: District Catalog  Form: Catalog Registration

» Reason for Drop

Please indicate why you are dropping this request

—

Characters |eft 2000

['_.Retum___J I Drap this reqywt_l ‘—

bl o et gk O e P v AT E T Pfris oyt

Q'\... e bttt b gy, N e Sty iy Ny ey e T e P e e
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The “Message” page will open.

MyLe arn i n g Pla n® printScreen | @ Help &, JordanMentor () Logout

PLAN » MANAGE » LEARN » EVALUATE

MLPPDMS = Message <7_

= & My Info
My Portiolio

0 Request has been dropped.

My File Library Please confirm that any arrangments related to this request are also cancelled
- Activity Catalogs (cancel substitutes, cancel funding requests, etc.).

Indian Hills PD

Calendar

The message “Request has been dropped” will appear.

I o Request has been dropped.

Please confirm that any arrangments relaied to this request are also cancelled
(cancel substitutes, cancel funding requests, etc.).

~ Message

o Request has been dropped.

Please confirm that any arrangments related to this request are also cancelled
(cancel substitutes, cancel funding requests, etc.).
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Once you have registered for the course(s) you would like to take, it/they will appear on your
“My Requests” page.

Note: After you have completed the activity for which you registered, you must mark the
activity complete to receive final approval for the activity. Please see the “Mark an Activity
Complete for Final Approval” section later in this tutorial for instructions on how to do this.

MyLe arn i n g Pla n® 5 PrntScreen | @ Help ‘, Jordan Mentor (2} Logout

PLAN » MANAGE » LEARN » EVALUATE ﬂ
LeamningPlan

Indian Hills CC

VILPPDMS

v & My Info [ Actions Activity Title Start Date End Date FormName “ ‘
My Portfolio = Save as Draft (0 Record(s))
My File Library — o records —
- Activity Catalogs
Indian Hills PD i i 2
Calendar —no records -
- @ Fill-ln Forms = Pending Prior Approval (0 Record(s))
PD Authorization — no records —-

v ¥ Account Options

= Approved and/or In-Progress (4 Record(s))

My User:Erotila Collaborate Classroom:  09/15/2014  09/15/2014 MLP Catalog Registrations
Change Password Ovelview,
Collaborate Classroom: 09/12/2014  09/12/2014 MLP Catalog Registrations
Hands-On
Collaborate Classroom: 09/12/2014  09/12/2014 MLP Catalog Registrations
Content Creation
Collaborate Voice Tools: 09/12/2014  09/12/2014 MLP Catalog Registrations
QOverview

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

— no records —

= Awaiting Final Credit (0 Record(s))

— no records —

= Denied (0 Record(s))

— no records —

= Recently Completed (0 Record(s))

—no records -
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Upload Files to your “My File Library”
You may need to upload files that offer additional explanation for an activity for which
you would like to receive QFP approval, or to prove your attendance at an activity. You

can do this by adding the files to your “My File Library.”

Select “My File Library” from the menu, on the left side of the “My Requests” page.

MyLearningPlan®

:
PLAN » MANAGE » LEARN » EVALUATE (
/
p

MLPPDMS |~ MyRequests JordanMentor 1

+ & Mylnio Actions | Activity Title

Wy Portfolio = Save as Draft (0 Record(s))

My File Library ‘— e J

- Activity Catalogs !
§

F 4

= Wait List (0 Record(s))
Indian Hills FD

= " || —no records --
Calendar

= Fill-in Forms = Pending Prior Approval (0 Record(s))

PD Authorization — no records -

> *I Aeunt Ostione = Approved and/or In-Progress (4 Record(s¥

My User Profile Collaborate Classrool
Change Password O
I e S SN U Y o wd e p ARG oI
The “My Files” page will open.
. @ -
MyLea rnlng Plan % Print Screen ‘ @ Hep & Jordan Mentor (2} Logout

PLAN » MANAGE » LEARN » EVALUATE

MLFPPDMS | = My Files - Jordan Mentor 4—

v db Myno ' File Name | Type | File Size (kilo... | Date Added
My Portfolio | — No Files —

My File Library |@ acarie| | petete File| | Z Archive File|
Activity Catalogs

Indian Hills PD } 1: v District Files - Indian Hills CC |

Calendar | FileName | Type | File Size (kilo... | Date Added
. Fill-in Forms qfp professional development form.doc DocC 31 06/19/2014
PD Authorization PD Authorization DoC 54 06/19/2014

:‘x’w _\ouqt‘g.Mions.r’_J e POt I hmn o S L gh g e o in i o peon sl g
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Select “Add File.”

I
Plan@ = Print Screen | o Help & Jordan Mentor ﬁ Logout

SALUATE

File Mame | Type | File Size (kilo... | Date Added
| — No Files —

|(€3 Delete File| | & Archive Fie|

|+ DiswictFiles_Indian Hilscc

| File Name | Type File Size (kilo.. Date Added
@] ufe professional development form.doc boc kLl 06192014 |

PD Authorization Doc 54 06M19/2014

’ -‘r“"“

The “Upload File” page will open.

MyLea n i ng Pla n® 5 Print Screen ’ @ Hep & JordanMentor () Logout

PLAN » MANAGE » LEARN » EVALUATE G

MLPPDMS
- & wyinbo + Upload File <

My Portiolio
My File Library Upload Files

v Activity Catalogs 1. Click the button below to select a file
[ | Browse...

Indian Hills PD
|| 2. Enter a friendly name for this File
Calendar (optional, maximum 50 characters):

- Fill-In Forms =l | |
PD Authorization

upload button:

v P& Account Options
My User Profile

Change Password ~ Options

B St PR i e Y e e S S S St S ey e Y Y
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Click “Browse...” to locate and select the file you would like to upload.

x
i{ Print Screen | o Help & Jordan Mentor ﬁ Logout
-

L1

LeamingPlan.

~ My Files - Jord
| + Upload File

Upload Files
1. Click the button below to select a file

| I Browse... Ih

2. Enter a friendly name for this File
{optional, maximum 50 characters):

3. Click the upload button:

o
ad

~ Options

J & f“.ff""f‘-\-i_-.._-.

S e T T T PR T G s T G S TR Yy Yy Ay

Once you have selected the file, it will appear in the box.

PrintScreen | @ Help & JordanMentor () Logout

LeamingPlan

%y | ~ Upload File

Upload Files

I C\Users\nstabile\Desktop\Practical Strategies.pdf I Browse. ..

2. Enter a friendly name for this File
(optional, maximum 50 characters):

3. Click the upload button:
S

~ Options

J s '“."h""\-:_-.._-.

B o T T W A W e, S W N B e e e B e
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You may add a different name for the file in the “friendly name” box, if you wish.

Print Screen | o Help & Jordan Mentor E Logout

{
!

LeamningPlan

—=

~ My Files - Jord
| + Upload File

Upload Files

1. Click the button below to select a file

iC:‘uUserﬁhstabile\Desktup‘tPracﬁca[ Strategie_s._pdf | Browse...

2. Enter a friendly name for this File

rmmmeﬂﬁ‘_

APy FT

S e T T T PR T G s T G S TR Yy Yy Ay

Once you are ready to upload the file, click “Upload.”

PrintScreen | @ Help & JordanMentor () Logout

§
;

LeamingPlan

=

%y | ~ Upload File

Upload Files
1. Click the button below to select a file

iC:\Usershstabile\Desktup‘tF'racﬁca[ Slrategie_s._pdf | Browse. ..

2. Enter a friendly name for this File
(optional, maximum 50 characters):

upload button:

L Bt i B

i o T B Py O T e i VU T e B e O
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The file you uploaded should now appear on your “My Files” page.

Note: If the file does not appear, refresh the page.

My Le arn i n g Pla r]® &) Print Screen [ @ Hep & Jordan Mentor Logout

PLAN » MANAGE » LEARN » EVALUATE

MLPPDMS

v & My Info File Name | Type ‘ File Size (kilo... ‘ Date Added
My Portiolio ‘@ Practical Strategies.pdf 4 PDF 80 09/17/2014
My File Library
Activity Catalogs
Indian Hills PD

| AdaFile| (€ Delete Fie| | E Archive Fite|

Calendar

7 File Name | Iype J File Size (kilo... ‘ Datg l}dgedi
v Fill-in Forms qfp professional development form.doc boc 31 06/19/2014
PD Authorization PD Authorization poc 54 06/19/2014
v ¥ Account Options .
My User Profile

Change Password

B e o USSR S S e e a O OV SRR S T T Y S SR S
Submit a “PD Authorization” Form

If you would like to request pre-approval for QFP credit for an activity not listed in the Indian
Hills PD catalog, you must submit a “PD Authorization” form.

From the “My Requests” page, select “PD Authorization” under “Fill-In Forms.”

MyLearning Plan@ Print Screen | @ Hep ‘, Jordan Mentor () Logout

PLAN » MANAGE » LEARN » EVALUATE

LeamningPlan_

MLPPDMS

| v & Myinfo Actions | : Activity Title | Start Date : EndDale | | FormName |
| My Portfolio O Save as Draft (0 Record(s)) ‘
1 P
My File Library ey
v Activity Catalogs
= Wait List {0 Record(s))
- Indian Hills PD - =
| e (| —no records —- It
v Fillin Forms S Pending Prior Approval (0 Record(s))

PD Authorization ‘— —no records —

- % Account Options

= Approved and/or In-Progress (4 Record(s))

iy User Profile Collaborate Classroom:  09/15/2014  09/15/2014 MLP Catalog Registrations
Overview

Change Password
Collaborate Classroom: 08/12/2014 091272014 MLF Catalog Registrations
Hands-On

Y e R B BT e S i AP Y e MNP BV L
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The “Professional Development Authorization” form will open.

Note: Fields outlined in red are required.

My Le arn i n g P|a n0 3 Print Screen ’ @ Hep &, JordanMentor (5 Logout

PLAN » MANAGE » LEARN » EVALUATE

PROFESSIONAL DEVEL OPMENT AUTHORIZATION

To obtain approval of an activity for attaining a required p y or for continui credit, complete J

MLFPPDMS
v & My Info

My Porifolio

this authorization and forward it to your division dean.

My File Library
v Activity Catalogs
Indian Hills PD

Title of Activil
Calendar vity | |
. Fillin Forms Activity Format [ — Click To Select — V]
PD Authorization Activity Description
v ¥ Account Options
My User Profile
4
Change Password Characters left 2048
Website for Description |
S S et P P st (o g o d a0 8 o o J it AT P it e T g

Under “Activity Details,” type the name of the activity in the “Title of Activity” box.

i PrintScreen | @ Help & JordanMentor () Logout

PROFESSIONAL DEVELOPMENT AUTHORIZA

To obtain approval of an activity for attaining a required competency or for continuing development credit, complete
this authorization and forward it to your division dean.

o

] Title of Activity —’ I Practical Strategies to Increase Student Engagement and Leamning I

% | Activity Format | — Click To Select — v
Activity Description

Characters left 2048
T e Nrmatt Ny » T R T e I T
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Click the drop-down arrow next to “Activity Format.”

{ Print Screen | ° Help & Jordan Mentor ﬁ Logout

PROFESSIONAL ELOPMENT RIZA

To obtain approval of an activity for attaining a required competency or for continuing development credit, complete
this authorization and forward it to your division dean.

| Practical Sirategies to Increase Student Engagement and Leamning | |

\;' Title of Activity
£ [ — Click To Select —

Activity Format

i
7 Activity Description
<
Characters left 2048
e SN, IR T, T RS, W O Y R
Then, select an option from the drop-down menu.
% i3 Printscreen | @ Heip & JordanMentor () Logout

¢

1
)

PROFESSIONAL DEVELOPMENT AUTHORIZATION

To obtain approval of an activity for attaining a required competency or for continuing development credit, complete
this authorization and forward it to your division dean.

I Practical Strategies to Increase Student Engagement and Learning

Title of Activity

t | Activity Format —>
P Conference/Workshops

.| Activity Description Curriculum Dev. i

Early Childhood Development |

5 English Proficiency

v In-Service Program
‘o Other

School Program

Special Education

3

i Website for Description |
*

}
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Next, type the description of the activity in the “Activity Description” box.

Print Screen | o Help & Jordan Mentor E Logout

y“w v

LeamingPlan

PROFESSIONAL

To obtain approval of an activity for attaining a required competency or for continuing development credit, complete
this authorization and forward it to your division dean.

Activity Details |

{. 3

b
‘"’I Title of Activity | Practical Sirategies to Increase Student Engagement and Learning |
t Activity Format | Other v
s Activity DESCﬁDﬁUn+ In this webinar, we will explore techniques that have been
proven to increase student engagement snd learning. We
will also discuss how to implement these technigues in an v
L Characters left 1858
g, TSP H‘JWW&W‘H&- -~y

Enter a web address in the “Website for Description” box, if relevent.

PROFESSIONAL DEVELO

7

To obtain approval of an activity for attaining a required competency or for continuing development credit, complete

this authorization and forward it to your division dean.

;.; Activity Details

Title of Activity | Practical Strategies to Increase Student Engagement and Learning |

Activity Format | Other M

Activity Description In this webinar, we will explore technigues that have been
proven to increase student engagement and learning. We

will also discuss how to implement these technigues in an v

%_. Characters left 1858

Py Website for Description | |
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Under “Dates/Times/Location,” choose the number of times you will meet for the activity from
the “# of Meetings” drop-down menu.

Note: “1” will be selected, by default.

g‘-’\-\_ R T i SRR X G e W 0 i W, Y sy '185?".1
3 i

Website for Description , ‘

ey e

Dates/Times/Location

#of Meetings—> (1 [V

MeetingDate 1

Meeting 1 Date
Start & End Time ( 00 [v[To | 0 V]

Location | |

Attach Documentation
e ""»w*““—mw“*’\_‘ A N ’h\'“ e e \ i

Type the date(s) of the activity in the “Meeting Date” box(es). Dates should be typed in the
format mm/dd/yyyy.

Note: You may also click the calendar icon to select a date from the calendar.

ﬁ"—"\-&- e T N s Wl an W e e o Chastarsen '135?“1
] ‘ |

Website for Description | |

3 ’1'-:"”:, >,
e

[ oot e fnen,

Dates/Times/Location

# of Meetings [1 v

MeetingDate 1

Meeting 1 Date —’
Start & End Time [™] :00 [v]To MEINM|

Location | |

Attach Documentation
et N "-"W"‘"‘w’—\*w”*’\‘ Nve N ’\-.\“‘w ——a S . \ ot
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Select the start and end times for the activity from the “Start & End Time” drop-down menus.

D T N D e i e O T B s P Dy S

Website for Description | |

Dates/Times/Location

# of Meetings 1 |
MeetingDate 1
Meefing 1 Date 11/07/2014
Start & End Time—bl 10AM  |v]| 00 [wlTo f12Pm [v] 00 v

Location |

Attach Documentation

You must scan your documents and attach it to your MY FILES area of the File Library. Once uploaded as a personal

file, you will see it below. Please attach the upload of the receipts/certificate verifying your attendance at this
conference.

Pt el gt et

Nt M M N g Rt iyt N R, Pttt oy My, ey
Type the location of the activity in the “Location” field.

B T N W i e o i Wy W S L D
Website for Descripion | |

Dates/Times/Location

# of Meetings 1 M

MeetingDate 1

Meeting 1 Date 11/07/2014
Start & End Time [10AM  [v[00 [v]|To [12PM  [v]:00 [v|
Location _> Iwebinar I

Attach Documentation

You must scan your documents and attach it to your MY FILES area of the File Library. Once uploaded as a personal

file, you will see it below. Please attach the upload of the receipts/certificate verifying your attendance at this
conference.

P B A S

‘,’ﬁ"‘\‘“ Mt Ny Mg g o —h e e W et s+ T s S SR
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Under “Attach Documentation,” you may attach additional documentation to the form.
However, prior to attaching the file(s), you must upload the file(s) you would like to attach to
your “My File Library” (shown earlier in this tutorial). Once you have uploaded files to your “My
File Library,” they will appear under “Attach Documentation,” when you fill out the
“Professional Development Authorization” form. Also, once you have attended the activity, you
may need to upload a receipt/certificate verifying your attendance.

— PPN -~ -"“\m'\f\'m‘x&“\ *ﬁ\_‘
Location l webinar

, | Attach Documentation <_

You must scan your documents and attach it to your MY FILES area of the File Library. Once uploaded as a personal
file, you will see it below. Please attach the upload of the receipts/ceriificate verifying your attendance at this

| conference.

Doc(s)

Provider

i1
§
[y
\ Supplemental Registration [] - Practical_Strategies.pdf (77k) [View
s
>
5,
’
& | Provider | — Click To Select — v

N“‘,—.h/“ﬁ-c ;\""_ﬁz S [ NPy Sy —_— — — L

If you have uploaded a file to your “My File Library” that you would like to attach to the form, it
should appear in this area. Check the box next to the document to attach it to the form.

Location l webinar
¥ Attach Documentation
¥
p You must scan your documents and attach it to your MY FILES area of the File Library. Once uploaded as a personal
g file, you will see it below. Please attach the upload of the receipts/ceriificate verifying your attendance at this
conference.
P RN S S 5
\ Supplemental Registration - Practical_Strategies.pdf (77k) | View 4—
i Doc(s)
s
,; Provider
’
& | Provider | — Click To Select — v
. »‘MHMW O L T o) __ -~y -~ _—
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If you wish to select a provider for the activity, click the drop-down arrow next to “Provider.”

Supplemental Registration - Practical_Strategies.pdf (77k)
Doc(s)

Provider

Provider [ — Click To Select — — |

IT not on list, enter here [ l

Portfolio Processing
e T VO O i P e U VRIS W e B

P

Then, select “Indian Hills CC” or “NOT ON LIST — ENTER BELOW” from the drop-down menu.

{-w % B i e B e Tl W s T B o Sy N e
4 Supplemental Registration - Practical_Strategies.pdf (77k)

& Doc(s)

b :

+ | Provider

&

,‘ Provider — Click To Select —

1 Indian Hills CC

be If not on list, enter here —NOT ON LIST - ENTER BELOW--

Portfolio Processing
~'\,a—c‘_ > e »‘\wuw\y\,\—&‘/\oﬂ\“mﬂ’\w.—\-

pr

If the provider of the activity is not Indian Hills Community College, please type the name of the
provider in the box next to “If not on list, enter here.”

B e S o N e R i Ton T N e i B W, B

Collaboration and Relationships
N Aag b e a4 AL COROUNICNON g | ¢y 4 B e S W U A

Y| Provider
2
[
§|  Provider [ -NOT ON LIST - ENTER BELOW- v
s If not on list, enter here IAcademic Academy of Higher Ed I
% | Portfolio Processing
-
) Select a Purpose(s) Cuiture
t\ Instruction
- Applied towards: Goal : COLLEGE CULTURE/DIVERSITY/PERSONAL DEVELOPMENT
A
(3
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Under “Portfolio Processing,” next to “Select a Purpose,” check the box for the type of QFP
credit the activity will provide. You may choose “Culture” or “Instruction.”

Portfolio Processing

~ v oy > e o

e A A A i R e e |

Select a Purpose(s)

[ Cuiture
Instruction

Applied towards:

&

J\LI\&MJQJ\ '.."‘ 3 f\"M""”wwm\.’.“

Goal : COLLEGE CULTURE/DIVERSITY/PERSONAL DEVELOPMENT
Collaboration and Relationships

Communication

Community College

Contribution to the College

Diversity

Ethics

Professional/Personal Development
Goal : INSTRUCTION

Assessment

Curriculum Planning

Instructional Strategies

Learning Environment
Professional/Personal Development

Student Learning
Technology Related to Leamning

Then, select the “Goals” of the activity. Check options under “College Culture/Diversity/Personal
Development” if you chose “Culture” for your “Purpose.” Check options under “Instruction” if
you chose “Instruction” for your “Purpose.” Be sure to check ALL of the goals that apply.

\-W«Mﬁ—d.—\a.‘mv 0"\..@“"""'\-.—'\_..— han S Woon, Wi, 2 P Wl g,

Portfolio Processing

)

Select a Purpose(s)

Applied towards:

Contact Hours

[ Cuiture
] Instruction

Goal : COLLEGE CULTURE/DIVERSITY/PERSONAL DEVELOPMENT <—
[] Collaboration and Relationships

[ Communication

[0 Community College

[ Contribution to the Coliege

[[] Diversity

[] Ethics

[] Professional/Personal Development
Goal : INSTRUCTION ‘_
[] Assessment

[ Curriculum Pianning

[ Instructional Strategies

[ Learning Environment

[] Professional/Personal Development
Student Learning

[¢] Technology Related to Learning

<'¢""‘¢J“ 'v".‘q‘(‘"""'r’\"-‘/ \, (\"!“"’-’OII

New Faculty Level 2 Competency:

T T v T ey i TS e PV o e e ey S
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Type the number of contact hours in the “Contact Hours” box.

RN, WWW W“ Rang WL SRS
[] Professional/Personal Developme
Goal : INSTRUCTION
[[] Assessment
[J Curriculum Planning
[v] Instructional Strategies
[«] Learning Environment
[ Professional/Personal Development
[/ Student Learning
Technology Related to Learning

Contact Hours el

New Faculty Level 2 Competency:

Only those trying to obtain Level 2 Competency needs to fill this section out.
"M"Mb’“w "H *“_,“ Doy, Ay s T B 'ﬁv’\‘ P \;“»»“Q—."W

P e N e

New faculty members who are trying to obtain their Level 2 Competency need to complete the
section “New Faculty Level 2 Competency.” Be sure to check ALL that apply.

g i, T e, T T, W et S S ~~\w ”‘W‘\ﬂ"‘w
@'New Faculty Level 2 Competency: ‘

\ Only those trying to obtain Level 2 Competency needs to fill this section out.

Choose all that apply [ Curriculum Design
[] Evaluation & Assessment of Students
[] Methods of Teaching Adults
[[] Methods/Teaching-Learning Processes

Costs

\tv-n\.—"‘—‘w\"\“ﬁ

Type the cost of the activity in the box next to “Registration Fee.”

ev“—"\"‘"\ L et U S R O e o P "‘\.WM'\.
'i Costs

t Registration Fee —>

l Payment

T Payment Type [ — Click To Select — |
\l“-“' - o~y Mh—‘.ﬂ_“‘a‘.q ...“_"\- ey h_y\."ﬁ e
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Then, click the drop-down arrow next to “Payment Type.”

L S e T o W e T et T o oy WL S . Y

j Please keep your answers short and direct. You are limited to 2048 characters in the response field. |

‘J,
¢ | Payment

2 Payment Type [ — Click To Select —
T

:f Relevance

. ]

-

‘

-

|

ey, M, N et Ny e ™ n‘r,y‘\.. s T WL, DTS W _.‘_...4_".4.‘_,.
Select the payment type from the drop-down menu.
Note: “District” refers to “Indian Hills Community College.”

Y e TN s ey A b g R AN Yyt Py, A

| Please keep your answers shori and direct. You are limited to 2048 characters in the response field.

¢ | Payment

\ Payment Type # — Click To'Select —

b District pays upfront

% No cost

¢ Relevance I Participant pays and is reimbursed on successiul completion
b

>

4

*

. " 'i*“'\”’\w‘ ?H‘\» B W e W L, UIPAOTS A WP »-\-0‘1 e

Under “Relevance,” explain how the activity is relevant to your current teaching assignment in
the box provided.

Characters left 1918

Finish
e Y - Na “'\"MA\ ———— N ey oy, Ny e S s g Sy

;Hp,..,_‘_‘ ‘\F‘Fw,‘\",“‘"\' S W, Y TRy A T, e . -
% | Relevance <_

%

e

ﬁ | Please keep your answers short and direct. You are limited to 2048 characters in the response field.

-

L How is this activity relevant | T will use the atrategies and technigues that I learn about

o to your current teaching in this webinar to keep students =ngaged when teaching online
g assignment? courses.

," 8|
¥ i
4

-
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Once you have completed the Professional Development Authorization form, click “Submit.”

Note: Select “Save as Draft” if you would like to save the form to submit at a later time.

hﬂﬂmhwf#'ww—rﬂi‘,“”

Characters left 1918

Finish

R T T et ¥

The activity will now appear on “My Requests” page under “Pending Prior Approval.”

% Print Screen | 6 Help

h Jordan Mentor EJ Logout

LeamingPlan

SR e

| - MyRequests-JordanMentor

Actions Activity Title Start Date End Date FormMame
= Save as Draft (0 Record(s))
— no records —
= Wait List (0 Record(s))
— no records —
= Pending Prior Approval (1 Recnrd[s)]h
anage Practical Strategies o o704 11072014 PD Authorization
Increase Student
Engagement and Leaming
= Approved andfor In-Progress (2 Record(s))
[Manage | @ Collaborate Classroom: 0efM11/2014  08M11/2014 MLF Catalog Registrations
Hands-On
@ @ Collaborate Classroom: 09/11/2014  09/11/2014 MLP Catalog Registrations
Content Creation
= Instructor Has Confirmed Attendance (2 Record(s))
Collaborate Woice Tools: 02M11/2014  0911/2014 IMLP Catalog Reaqistrations
Cwverview
Collaborate Classroom: 09/11/2014  09/11/2014 MLF Catalog Registrations
Cwverview

=2 Awaiting Final Credit (0 Record(s))

— no records -

= Denied (0 Record(s))

— no records —

f“‘r""‘"#d’ M‘f\f"‘("r""l-ff,h‘"""'v’t"r““" R i

.-__M""‘—l-v i P *hﬂﬂ ‘*Hﬁ‘m.‘ﬂ -\p*—"hf""\..“_ e W h-h-/
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Mark an Activity Complete for Final Approval

After an approved activity has been completed, you must mark the activity complete to receive
final approval. This must be done for activities that you selected from the “Indian Hills PD”
Catalog and for activities for which you filled out a “PD Authorization” Form. If you filled out a
PD Authorization Form, you must also add proof that you attended the activity before HR can
make the final approval for QFP credit. On the “My Requests” page, click the “Manage” button
next to the activity you would like to mark complete.

-~

ég Pla n® Print Screen | 0 Help ‘, Jordan Mentor E’] Logout
!N » EVALUATE

‘ LearningPlan

5 |
4 |

~ My Requests - Jordan Mentor
Actions | Activity Title | Start Date End Date FormName

@ Save as Draft (0 Record(s))

— no records -

= Wait List (0 Record(s))

— no records -

=@ Pending Prior Approval {0 Record(s))

— no records -

@ Approved and/or In-Progress (3 Record(s))

Practical Strategies to Increase 11/07/2014 11/07/2014 PD Authorization
Student Engagement and
Learning
Teaching Adult Learners 09M12/2014 09M12/2014 PD Authorization

49 Collaborate Classroom: Hands-  09/11/2014 091172014 MLP Catalog Registrations
On

@ Collaborate Classroom: Content  09/11/2014 09r11/2014 MLP Catalog Registrations
Creation

@ Instructor Has Confirmed Attendance (1 Record(s))

Collaborate Classroom: Overview 09/11/2014 091172014 MLP Catalog Registrations
= Awaiting Final Credit (0 Record(s))
e e R R e T T & e S o W TP s W B N s

Iqw'mlw'ﬂ/‘wﬁﬁ‘*ﬁwﬂ‘wmm

The “Activity Details” page will open.

My L earn i n g P' a n® printScreen | @ Help &, Jordan Mentor Logout
PLAN » MANAGE » LEARN » EVALUATE

[ LearningPlan L
Indian Hills CC

VILPFPDMS v Teaching Adult Learners

v & Mymfo + Activity Detals e

My Portfolio
Y Teaching Adult Learners Dates: 09/12/2014
My File Library Status: Approved & In Progress
” Activity Catalogs v 1 Meeting(s)

Indian Hills PD # Date Time Location

Calendar 1. FriSep12, 9:00 am to 10:00 am  webinar
R 2014
ill-|n Forms
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Scroll to the bottom of the page and select “Mark Complete.”

Note: The “Activity Details” page for an activity from the “Indian Hills PD” Catalog will look
slightly different from the “Activity Details” page shown below.

z g Plan® PrintScreen | @ Help &, JordanMentor (2 Logout
{q » EVALUATE [—L
LeamningPlan

&

~ Teaching Adult Learners

(r« il 5T

\f-.f"ﬁ..f"fwﬁ' r-‘;d"p(qu;{.rwm.f .l il e Al g

+ Activity Details

Teaching Adult Learners Dates: 08/12/2014
Status: Approved & In Progress
+ 1 Meeting(s)

# Date Time Location
1. Fri Sep 12, 9:00 am to 10:00 am  webinar
2014

This webinar will discuss the similarities and differences of traditional and non-traditional students. It will also
focus on teaching strategies that work well when teaching non-traditional students.

Farm: PD Authorization

~ Approval Status

# Administrator Approval Type | Comments Status

1. Darlas Shockley Pre-Approval
2. Matthew Thompson  Pre-Approval
3 Bonnie Campbell Final Approval

Please use the 'Mark Complete’ bution (below) to submit this request for final approval. If an evaluation has
been assigned, you must complete the evaluation before you can use the Mark Complete button. Any
required evaluations will be listed below.

+ Actions
| Mark Complete O] ((ReviseiResubmit Form | O]
 View/Print Form @ | [ Download Calendar File. )

"'-\‘-‘hwﬂ““kh‘%”w‘ﬂ'ﬂ‘ﬂ-‘&‘hw.“m" T
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The “Activity Completion” page will open.

H ® Print Screen | Help Jordan Mentor Logout
MyLearningPlan & 0w & 8
PLAN » MANAGE » LEARN » EVALUATE

LearningPlan
Indian Hills CC
MLFPDMS
- h My Info General Info
My Portfalio
- User Jordan Mentor
My File Library Building Arts & Sciences
- Activity Catalogs Submitted 9/18/2014 3:00 pm
Dates 911212014 10 811272014 §
Indian Hills PD
Calendar Reference ID D17220-A0-L40663582
- Fill-in Forms Activity Summary

PD Authorization

Activity Title Teaching Adult Learners
v &R Aocourt Options Dates 9/12/2014 9:00 am to 9/12/2014 10:00 am
My User Profile
Change Password 1. Proof of the number of contact hours (If continuing professional development)
2. Proof of the sponsoring agency/business/instiution, ete.
W ser o o = e W«wy-d'w—\‘fmr\f dand I e P d™ P s

If you filled out a “PD Authorization” form for the activity, be sure to check the box next to the
file that proves your attendance for the activity under “Transcripts/Certificate of Completion.”
Remember, you must upload the file(s) you would like to attach to your “My File Library”
(shown earlier in this tutorial).

General Info
User Jordan Mentor
Building Arts & Sciences
Submitted 9/18/2014 3:00 pm
Dates 9/12/2014 to 9/122014 (g
Reference 1D D17220-A0-L40663582

Activity Summary
Activity Title Teaching Adult Learners
Dates 9/12/2014 9:00 am to %/12/2014 10:00 am

| 1. Proof of the number of contact hours (if continuing professional development)

2. Proof of the sponsoring agency/business/institution, etc.
3. Proof of completion (certificate, transcript, efc.)
4. Copy of a brochure, program, etc. of the activity if available

Transcripts/Certificate of Completion ‘—

You must scan your documents and attach it to your MY FILES area of the File Library. Once uploaded as a personal file, you will see it below.
| Please attach the upload of the receipts/certificate verifying your attendance at this conference.

B R B Y e B sl il & T el & s olie i

Please attach any [| - Practical_Strategies.pdf (77k) [Vi=w)
receipts/certificate of completion @ Teaching_Adult_Learners.pdf (77k) [Visw] ‘_
Comments

p

B T T T T L W e WA Y g, WL VRGN . Y -, ’
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Then, click “Submit.”

Note: The section “Transcripts/Certificate of Completion” will not appear for activities from
the “Indian Hills PD” Catalog. The rest of the page will look similar.

z
b Print Screen | e Help h Jordan Mentor E’] Logout

M |

4
} LearningPlan
5
b

J\' y Compbn '

| General Info
User Jordan Mentor
Building Arts & Sciences
Submitted 91872014 3:00 pm
Dates 9/12/2014 10 9/12/2014
Reference ID D17220-A0-L40663582

Activity Summary

Activity Title Teaching Adult Learners
Dates 91272014 9:00 am to 912/2014 10:00 am
1. Proof of the number of contact hours (if continuing professional development)

2. Proof of the sponsoring agency/business/institution, etc.
3. Proof of completion (certificate, transcript, etc.)
4. Copy of a brochure, program, etc. of the activity if available

Transcripts/Certificate of Completion

You must scan your documents and attach it to your MY FILES area of the File Library. Once uploaded as a personal file, you will see it below.
Please attach the upload of the receipts/certificate verifying your attendance at this conference.

Please attach any (- Practical_Strategies.pdf (77k)
receipts/certificate of completion & - Teaching_Adult_Learners.pdf (77k) [Miew |

Comments
Comments This webinar will help me to understand, and teach, Adult Learners.
Characters left 1981
Finish

] —

“--M-\.n-\.-\u-ﬁ b DpRRE St SRS o TR T S T VN "‘\.‘ R . I S
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Once the activity has been approved by HR, it will temporarily appear on your “My Requests”
page under “Recently Completed.”

Note: The approved activity will also appear on your “My Portfolio” page, which is described
next in this tutorial.

LearningPlan

;
1
QE PrintScreen | @ Help b JordanMentor () Logout
%
»
b

Actions Activity Title Start Date | End Date | FormName

2 Save as Draft (0 Record(s))

— no records -

= Wait List (0 Record(s))

— no records -

2 Pending Prior Approval {0 Record(s))

— no records -

=@ Approved and/or In-Progress {3 Record(s))

Practical Strategies to Increase  11/07/2014 11/07/2014 PD Autherization
Student Engagement and
Learning

@ Collaborate Classroom: Hands-  09/11/2014 09/11/2014 MLP Catalog Registrations
©n

& Collaborate Classroom: Content  09/11/2014 09/11/2014 MLP Catalog Registrations
Creation

@ Instructor Has Confirmed Attendance {1 Record(s))
Collaborate Classroom: Overview  09/11/2014 09/11/2014 MLP Catalog Registrations

2 Awaiting Final Credit (0 Record(s))

— no records -

@ Denied {0 Record(s))

— no records -

= Recently Completed (4 Record(s))
s

Manage Teaching Adult Learners 0922014 09r2/2014 PD Authorization
Manage Collaborate Voice Tools: 09/11/2014 091172014 MLP Catalog Registrations
Overview

View My Portfolio | for full list

/""“*J"W' I L i B e e L i i Stk iR il ™ 2 Sl
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View Completed Activities

From the “My Requests” page, select “My Portfolio” under “My Info,” to view the professional
development classes that you have already completed.

PLAN » MANAGE » LEARN » EVALUATE

Myl_ear'ningplan® % Print Screen ‘ @ Heb ?

MILFPDMS P My Requests - Jordan Mentor

Collaborate Classroom: 09/11/2014 09/11/2014
Content Creation

BTNy S et RV Y S o R P e t™ g P

+ & Myinio Actions | Activity Title StartDate  End Date
My Portiolio h = Save as Draft (0 Record(s)) 1
My File Library R f
v Activity Catalogs
= Wait List (0 Record(s)) ?
Indian Hills PD i
—no records —
Calendar ,
& @ Fill-in Forms | @ Pending Prior Approval (1 Record(s)) ¢
PD Authorization Practical Strategies to 11/07/2014  11/07/2014 (
Increase Student ; ¢
- * Account Options Engagement and Learning J
My User Profile = Approved and/or In-Progress (2 Record(s)) ’"
Collaborate Classroom: 09/11/2014  09/11/2014 1
Change Password Hands-On F

Your “My Portfolio” page will open.

My L earn i n g P I a n® 5 Print Screen | @ Hep & JordanMentor (%) Logout

PLAN » MANAGE » LEARN » EVALUATE ¥

MLPPDMS

+ & Mynfo + Completed Activities:

View Current Year Date Comple...  Activity Title | Hours |
View By Purpose (current)

© 2014-2015 (1 Activity)

View By Goal 09/11/2014 Collaborate Voice Tools: Overview 1.00
View All 1.00 0.00
View In Progress | 2013-2014 (1 Activity) i
t z IR == |
View Denied Requests - 11/15/2013 Managing Your Classroom [historical activity] 4.00
I 4.00 0.00
~ [E Transcript
3 2012-2013 (1 Activity)
Print transcript = R =
04/05/2013 Assessing Student Success [historical activity] 1.00
Download Transcript to Excel 1.00 0.00
6.00 0.00

& oor
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Activities that you have completed will be listed under “Completed Activities.” The title, date,
and number of QFP credit hours will appear for each activity. Select an activity to view
additional details.

~ My Portfolio

+ Completed Activities: ‘—

| Date Comple... | Activity Title | Hours |

© 2014-2015 (1 Activity)

09/11/2014 Collaborate Voice Tools: Overview 1.00
1.00 0.00

e,

= 2013-2014 (1 Activity)
11/15/2013 Managing Your Classroom [historical activity] 4.00
4.00 0.00

= 2012-2013 (1 Activity)

04/05/2013 Assessing Student Success [historical activity] 1.00
1.00 ooof
6.00 0.00
Export

/\-I*-h-t‘ T e P LN
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The “Activity Details” page will open.

My Le arn i n g Pla n® & Printscreen | @ Help & JordanMentor () Logout

PLAN » MANAGE » LEARN » EVALUATE [—L
LeamingPlan |

| v Managing Your Classroom [historical actviy)
+ Activity Details <

MLFPPDMS
v & My Info

My Portiolio

Managing Your Classroom [historical activity] Dates: 11/15/2013
Status: Completed

My File Library

| + B Actwvity catalogs Y, {Meelinofs)

Indian Hills PD # | Date | Time | Location ‘
Calendar 1. FriNov 15, 8:00 amto 12:00 pm IHCC Center for Teaching and Learning
2013
+ [# Fillin Forms |
- Managing Your Classroom workshop
PD Authorization
. —’«M 'MO‘MJHN’-‘”WI‘J'“xd”NMW“
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Details about the completed activity will be available on this page.

Print Screen @ Hebp ‘, Jordan Mentor Logout

LearningPlan L

~ Managing Your Classroom [historical activity]

¥
9
§
H
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1
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¥
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et
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+ Activity Details

Managing Your Classroom [historical activity] Dates: 11/15/2013
Status: Completed
+ 1 Meeting(s)

# Date Time Location
1. FriNov 15, B:00 am to 12:00 pm  IHCC Center for Teaching and Learning
2013

Managing Your Classroom workshop

Hours: 4.00 | Form: PD Authorization

~ Approval Status

# Administrator Approval Type = Comments Status :
1 Bonnie Campbell Final Approval i
|T you have any guestions regarding the approval of this request, please contact the appropriate approver(s) listed
above.
+ Actions
[ Print Certificate | @ | [ Revise/Resubmit Form | @
[ View/Print Form | @) [ Download Calendar Fils )

s M by s e T et e N N e e Ay N L e

Congratulations! You now know the basics of how to use My Learning Plan.

Office of Online Learning

Looking for more computer tutorials? Please visit: www.indianhills.edu/tutorials.

For further assistance on this topic or other technical issues, please contact the IT Help Desk
Phone: (641) 683-5333 | Email: helpdesk@indianhills.edu | Web: www.indianhills.edu/helpdesk
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