MY LEARNING PLAN
A GUIDE FOR PARTICIPANTS
(view this Guide online at www.aps1.net)

“MyLearningPlan.com is a web-based service for tracking
Professional Development activities for educators.
Teachers use their private ID and password to maintain
records of all activities, setup and view their individual
learning plan/portfolio… School administrators use this
site to approve activities and print reports. All users
benefit from a streamlined workflow that automates
many tasks and provides better, faster access to records
and information.”
(www.mylearningplan.com)

rev. 8/25/2008

Contents:

Logging in

……………………………………………………………….1

Changing your password

…………………………………………… 3

Changing your username …………………………………………….. 4
Checking your profile …………………………………………………

6

Adding a Personal Goal from your IPDIP …………………………… 7
Signing up for a course ……………………………………………….

9

Dropping a course …………………………………………………… 12
Proposing a course not in the District Catalog ……………………

14

Reading the Notices and News ……………………………………... 16
Online Help and Tutorials ……………….…………………………… 17

LOGGING IN
Open your Internet browser and go to www.mylearningplan.com
This screen will appear:

Type your APS email address, e.g., jsmith@aps1.net for your User Name.
Type your password (the same as your email address) and click “LOG IN.”

User Name

Password

Click LOG IN
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This will bring you to a screen called “Learning Plan.” It might look something like this:

From this screen you can:
¾ Change your password
¾ Change your username
¾ Update your personal profile
¾ Add your personal goals
¾ Go to the District Catalog
¾ Propose a course not in the District Catalog
¾ See the status of your courses, both in progress and completed
¾ Read notices and news items pertaining to the Andover Public Schools
We will look at each of these items on the following pages.
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CHANGING YOUR PASSWORD
Click “Change Password” on the lower left of the screen.
The Change Password screen will come up as shown:

Old password

New password

New password again

Click Submit

Type your old password.
Type your new password.
Retype your new password to confirm it.
Click the “Submit” button at the bottom of the screen.
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CHANGING YOUR USERNAME (optional)
Click “Change User Name” on the lower left of the screen.
The “Change User Name” screen will appear.

Change
User
Name

Your User Name

Type your new user name in the box.
Press the “Submit” button.

A new screen will appear, and you will be asked to type your current password and
press “Submit.” This is done to verify that you own the account. No one else can change
your user name. (see next page)
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Type Password

Press SUBMIT

The “User Name Changed” screen will appear telling you an email has been
sent to you to confirm the change.

Press “Return” to go back to your Learning Plan page.
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CHECKING YOUR PROFILE
On the left side of your screen, under “My Info,” click “My User Profile.”

Your
profile

The following screen will appear:

Scroll down to verify that all the information is correct. If you have to make a change,
make sure you press the “SAVE” button on the bottom of the page.
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ADDING YOUR PERSONAL GOALS FROM YOUR IPDIP
Learning
Plan tab

Add New
button

On the Learning Plan tab, click “My Personal Goals” to see this screen.
Then click the “ADD NEW” button. The following screen will appear:

Active

Save
Give your goal a name, then type a description. Click the “Active” button, and make sure you
click the SAVE button when you’re done.
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When you sign up for a course in the district catalog, make sure you check off one of your
personal goals. They will all be displayed on the Sign Up screen. Only you will see your own
personal goals when you sign up for a course.

Check off a Personal Goal
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SIGNING UP FOR A COURSE
On the left side of your screen, under “Activities” click “District Catalog.”

Scroll through the catalog listings until you find the course you want. You will see
the dates of the course, the credits and hours, the maximum number of seats, and
the number of people enrolled. At the end of the course description you will see
the minimum number of people who must enroll in order for the course to run.

Course Name

Maximum
participants
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Click on the course name. You will see a lengthier description of the course
including the name of the instructor, the meeting times, and the appropriate
schools, departments, and grades if applicable. (Option: clicking on the
name of the instructor will allow you to send an email to the instructor.)

One of the
Months

Click on the button on the right to “Request Approval.” Depending on the type of course
you choose, one of two things will happen:
(A) If approval is required, your request will be sent to the appropriate
person. The course will appear on your Learning Plan page under
the section “Awaiting Pre-Approval.”
(B) If no approval is required, you will automatically be enrolled in the course
as long as there are seats available . The course will appear on your
Learning Plan page under the section “Approved and In Progress.”
If you do not want to sign up for the course, click your “Back” Button or click on “one of the
months” to return to the catalog.
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My Portfolio

Awaiting Pre-Approval
Approved and In Progress

Awaiting Final
Credit

Once you have signed up for a course:
¾ If the course requires prior approval, the name of the course will appear under the
section called “Awaiting Pre-Approval.”
¾ If the course does not required pre-approval of if you have already received the preapproval, the name of the course will appear under the section called “Approved and in
Progress.”
¾ If you have completed the course but have not yet received credit for it, the name of the
course will appear under the section called “Awaiting Final Credit.”
¾ When you have received final credit for a course, it will appear under a section that
appears called “Most Recently Completed.” (not shown above) Click on a course name
to Print a Certificate.
¾ When the “Most Recently Completed” section is full, you can always see a complete list
of all the courses you’ve taken by clicking on “My Portfolio.”
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DROPPING A COURSE
If you sign up for a course but later decide to drop it, go to your Learning Plan page, find the
course name and click on it.

Click on the
name of the
course you
want to drop.

When this screen appears, click the red “Drop” button at the bottom of the page.

DROP
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DROPPING A COURSE
When this screen appears, click the “Yes” button at the bottom of the page to confirm the drop
of the course.

Yes

When this screen appears, you have successfully dropped the course.
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PROPOSING A COURSE NOT IN THE DISTRICT CATALOG
Click on the “Course Proposal Form” on the left side of your screen:

The Course Proposal Form will appear. Fill in all required fields. Required fields are
surrounded by a gray color. If you inadvertently miss a required field and try to save the form,
you will be notified in red at the top of the screen. (See next page)
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If you receive an
error, follow
directions to save
form.

IMPORTANT:
Select ONLY
ONE Objective

Click
SUBMIT
After you click the “Submit” button on the bottom of the screen, you will be notified that the
course you proposed is awaiting approval.
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READING ANDOVER NOTICES AND NEWS ITEMS
From time to time there may be information or news items of interest to you. If so, a special
“Info” section will appear here above your requests.

If there are items in the “Info” section, click on the one you want to read.
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.

ONLINE HELP AND TUTORIALS
Any time you need help on the web site, just click the “?” / “Help” button in the upper
right side of your screen.

A new screen will appear:
You will have the ability to access help the using the following options:
Keyword Search
Manuals
Contact Us
Click on a topic to receive more information.
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