
HOW TO “MARK 
COMPLETE” A 
PROFESSIONAL 
DEVELOPMENT DAY IN  
MLP



AFTER ATTENDING PD
• You’ve attended your professional development (PD) day. 

Now what?
• You need to log into MLP and mark the activity as 

“Complete”



Step One: Log into MLP directly at 
www.mylearningplan.com

• Your user name is your district 
email address

• Your password is your district 
password

or through http://classlink.rtnj.org/

• If signing on through Classlink, 
select the Non-Instructional 
Resources option.

• Then select Frontline Education

http://www.mylearningplan.com/
http://classlink.rtnj.org/


Step Two: Select Professional 
Growth

Your initial screen should look similar to 
screen shot below



The activity should be waiting for you in the Approved and/or In-
Progress section under My Requests



Click on the Manage button next to the title of the activity you 
have completed



When the activity opens, 
scroll to the bottom and 
click on the blue Mark 
Complete bar.



• If your PD was from the District Catalog, you 
simply need to complete the Activity 
Completion form and click Submit

• Please verify that your sub costs are correct 
before clicking submit

• If you anticipated having a sub and costs for 
that coverage were included, but used internal 
coverage instead, please note that in the 
comments and change final sub costs to $0



• For all other PD you will need to 
complete the pink Travel 
Expenditure/Workshop Convention 
Reimbursement Voucher

• Enter your final costs in the final 
column

• Note that final costs cannot exceed 
what was approved

• Sometimes approved costs may 
automatically transfer to the final 
column.

• Please correct as necessary



• Please enter any pertinent 
comments in comments field

• If there were no costs for your PD or 
only sub costs, you are not required 
to attach documents for 
reimbursement

• However, we recommend you 
still attach your certificate for 
verification of attendance

• See How to Upload Files into Your 
File Library in MLP for directions



• If there are other costs to your PD (registration, 
mileage, etc.) and you want to be reimbursed, 
you must attach the appropriate 
documentation

• Please refer to the 2019-2020 Instructions for PD 
Reimbursement on the district website to insure 
you have ALL the proper documentation

• Step 1: Select YES; attachments are  
required

• Step 2: Click the box next to the names of 
the files you want to attach

• Note: these are the files in your MLP File 
Library.

• Be sure you have uploaded your 
reimbursement documents before
Marking Complete

• See How to Upload Files into Your File 
Library in MLP for directions



• If you are requesting, 
reimbursement, please enter 
your mailing address

• Complete the required 
Reflections section



• The final step is to click Submit

• Your request will then route through “Final Approval”

• Reimbursement requests that have completed Final Approval before the 25th 
of the month will be paid after the Board Business Session the following month.  
The BOE meeting schedule is available on the district website.



QUESTIONS

Krystn Cedzidlo, ext. 8102, kcedzidlo@rtnj.org

Please don’t hesitate to contact me with any questions or if you need assistance.

Other Resources:

• Entering Professional Day Requests in MLP

• How to Upload Documents into Your File Library in MLP

• 2019-2020 Instructions for PD Reimbursement

mailto:kcedzidlo@rtnj.org
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