
Community Member 

Guide to 

My Learning Plan with 

Frontline



Our Targets and Goals…
Learn how to CREATE YOUR ACCOUNT and 

LOGIN TO MYLEARNING PLAN

Learn how to NAVIGATE MYLEARNING PLAN

Learn how to SET PERSONAL GOALS

Learn how to enter HISTORICAL PD 

REQUEST FORMS

Learn how to request a PD TRANSCRIPT

Review COMMUNITY AND SUB 

RELICENSURE GUIDE



✓ MyLearningPlan.com is an on-line professional development 

management system that helps track the necessary points needed for 

Kansas Educator Licensure

✓ Allows access to create and update personal goals at the beginning of 

each licensure cycle

✓ Track your professional development hours

✓ Provide personal availability to your completed hours and professional 

development plan

What is My Learning Plan?



Welcome Email from My Learning Plan

Click to Create an Account



Creating a MyLearningPlan Account

1. Create Username

2. Create Password



Navigating
“My Learning Plan”



Return to the Dashboard 

by clicking Insights

MyLearningPlan Dashboard 



My Info

• Links about you and 

your information

• Document files

• Professional 

development point 

portfolio 

• Download unofficial 

Transcripts

My File Library allows 

you store certificates of 

completion

My Portfolio is a list of all your completed 

activities



Learning Plan is your activities and 

status

Learning Plan



District catalog: catalogs the User has 
access to review and see about enrolling 
in for internal and sometimes, External 
activities

Activity Catalogs 

All in-district activities require prior approval 

and enrollment. Please call Mary Cooper, 

913-993-8658 for available activities and to 

register



CATALOG PROPOSAL is used by instructors to present new 

activities

CONFERENCE REQUEST is used to gain prior approval for 

future activities

INDIVIDUAL PROFESSIONAL GROWTH PLAN is used to set 

goals and your area of focus for growth

MENTEE/MENTOR LOG is used to record interactions between 

mentees and mentors

HISTORICAL PD REQUEST FORM is used to record prior PD

Forms 
are electronic forms



Entering goals



2. Click on 

INDIVIDUAL 

PROFESSIONAL GROWTH 

PLAN
1. CLICK ON 

FORMS

First Step of the IPGP
(INDIVIDUAL PROFESSIONAL GROWTH PLAN)  

✓ Set your personal goals



✓ Select “NONDISTRICT” 

as the school

✓ Select Grade level

✓ Click ADD NEW 

PERSONAL GOAL 3. Select “ADD NEW PERSONAL 

GOAL”

Setting GOALS



Setting GOALS



By clicking on Learning Plan 

you can monitor the status 

of goals and activities

New Goals 

entered



Entering Professional
Development



HISTORICAL PD REQUEST FORM

✓ Entering your PD/activities for licensure 

College credits

New learning

1. Select “FORMS” 

2. Select “HISTORICAL PD REQUEST….”



Complete HISTORICAL PD REQUEST 

FORM



SUBMIT

Final Step!



Upload Certificates and 
Documentation

✓ Click “MY INFO” 
✓ Click “ADD FILE”



Request an official PD transcript for Relicensure

1. Go to SMSD.org

2. With your cursor on Human 

Resources click “LICENSURE”

3. Select “REQUEST A PD 

TRANSCRIPT”

4. Submit short online form

Transcripts may be requested through an 

online process. Please follow the steps 

below to receive your signed and sealed 

official PD transcript.

Make online 

request for 

PD 

transcript

Official 

transcript will 

be printed, 

signed, sealed 

and sent to 

you.

Include the official, sealed PD transcript 

in with your relicensure application to 

KSDE. Also include official university 

transcripts in your packet when using 

graduate credits to relicense.



Have additional questions or 
need more support?

▪ For questions or support about My Learning Plan, email 

PGSupport@frontlineed.com or call 1-866-504-8222. 

▪ For questions about licensure, contact a KSDE Licensure 

consultant at 785-296-2288.

▪ For questions about official Shawnee Mission School District PD 

transcripts, please contact Amanda Miller at 913-993-6278 or 

amandamiller@smsd.org.
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