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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.  
 

 
 

http://www.indianhills.edu/
http://www.mylearningplan.com/
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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). 
 

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

 
 
  

http://www.indianhills.edu/
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Your “My Requests” page will open. 
 

 
 

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. 
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The “Change Password” page will open. 
 

 
 
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). 
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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). 
 

 
 
Click “Save” to save your new 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. 
 

 
 
Select the “LearningPlan” tab, in the upper-right corner, to return to your “My Requests” page. 
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You will be taken back to your “My Requests” page. 
 

 
 

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. 
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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. 
 

 
 
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.” 
 

 
 
 
  

http://www.indianhills.edu/
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The “Search Results” for the dates you entered will appear. 
 

 
 
Click “Advanced Search Options” for additional search options. 
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Select the “Purpose” and/or “Category” from the drop-down menus. Then, click “Search.” 
 

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

 

http://www.indianhills.edu/
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Click the title of a class to view additional information about the class. 
 

 
 
The “Activity Registration” page will open.  
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Additional details about the class, including the “Time,” “Location,” “Purpose,” “Goals,” etc., will 
appear on this page.  
 

 
 

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

 

http://www.indianhills.edu/
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The “Message” page will open.  
 

 
 
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. 
 

 
  

http://www.indianhills.edu/
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To continue searching the catalog, select “Return to Catalog.” 
 

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

 

 
  

http://www.indianhills.edu/
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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. 
 

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

  

http://www.indianhills.edu/
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Under “Actions” select “Drop” to cancel your registration. 
 

 
 
The “Activity Info” page will open. 
 

 

http://www.indianhills.edu/
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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.” 
 

 
 
 
 
 
 
 
 
 
 
 
 

http://www.indianhills.edu/
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The “Message” page will open.  
 

 
 
The message “Request has been dropped” will appear. 
 

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

 

http://www.indianhills.edu/
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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. 

 

 
 

  

http://www.indianhills.edu/
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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. 

  

 
 
The “My Files” page will open. 
 

 
 

http://www.indianhills.edu/
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Select “Add File.” 
 

 
 
The “Upload File” page will open. 
 

 
  

http://www.indianhills.edu/
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Click “Browse…” to locate and select the file you would like to upload. 
 

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

 

http://www.indianhills.edu/
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You may add a different name for the file in the “friendly name” box, if you wish. 
 

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

 

http://www.indianhills.edu/
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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. 
 

 
 

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.” 
 

 
 

http://www.indianhills.edu/
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The “Professional Development Authorization” form will open. 
 
Note: Fields outlined in red are required. 
 

 
 
Under “Activity Details,” type the name of the activity in the “Title of Activity” box. 
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Click the drop-down arrow next to “Activity Format.” 
 

 
 
Then, select an option from the drop-down menu. 
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Next, type the description of the activity in the “Activity Description” box. 
 

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

 
 
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. 
 

  
 
  

http://www.indianhills.edu/
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Select the start and end times for the activity from the “Start & End Time” drop-down menus. 
 

 
 
Type the location of the activity in the “Location” field. 
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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.  
 

 
 
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. 
 

 
 
 
  

http://www.indianhills.edu/
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If you wish to select a provider for the activity, click the drop-down arrow next to “Provider.” 
  

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

 
 
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.” 
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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.” 
 

 
 
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. 
 

 
 

http://www.indianhills.edu/
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Type the number of contact hours in the “Contact Hours” box. 
 

 
 
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. 
 

 
 
Type the cost of the activity in the box next to “Registration Fee.” 
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Then, click the drop-down arrow next to “Payment Type.”  
 

 
 
Select the payment type from the drop-down menu. 
 
Note: “District” refers to “Indian Hills Community College.” 
 

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

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

 

http://www.indianhills.edu/
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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. 
 

 
 
The “Activity Details” page will open. 
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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. 
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The “Activity Completion” page will open. 
 

 
 
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). 
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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. 
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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. 
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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. 
 

 
 
Your “My Portfolio” page will open. 
 

 

http://www.indianhills.edu/


©Indian Hills Community College | www.indianhills.edu | Page 43 of 44 

 

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. 
 

 
 
The “Activity Details” page will open. 
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Details about the completed activity will be available on this page.  
 

 
 
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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