
Using MLP Section 1

Topics:
• learn how to access MLP
• updating Account Options
• different activity statuses



Logging in to MLP

1. Open an Internet browser 
(Internet Explorer or 
Safari). Type 
www.mylearningplan.com
and press Enter.

2. Your Username is your full 
e-mail address.

3. The default password is 
changeme.  This is all 
lowercase and no spaces.

4. Press ‘Enter’ on the 
keyboard or click the 
‘Login’ button.

http://www.mylearningplan.com/


First time logging in takes you to 
USER PROFILE

Doing this will allow you to 
set e-mail notifications for 

activity updates.  Also, 
please make sure the 

correct building, 
department, and grade 
level(s) are checked.

If you did not get 
this screen, click 

here. ☺



User Profile Info check

• Verify or make changes 
to your name

• Would you like to get e-
mail notifications?

• Provide an e-mail 
address



Click
Return
to Main

It is important that
only 1 BUILDING 

is selected.

Click
SAVE



Account Options

Teacher Activity:

Change 
Password  



Learning Plan Tab 



Through My Learning Plan, each teacher will 
have an individualized portfolio based on 
their Professional Development Activities.

These portfolios are still in the process 
of being built. All activities beginning 

September 2008 will appear. The 
District will back-enter Summer 

Workshops.

Teacher Activity:

Click on

My Portfolio





Using MLP Section 2

Topics:
• registering for an activity 
• approval process
• marking an activity complete



Different types of activities
District Catalog – UMASD professional 
development activities from the Teacher 
Summer Academy Catalog or In-Service Days

MLP-unlisted activity – found in PaTTAN, other 
eligible activities not in MLP; needs to be 
entered through Conference Request Form

Non-District Activity but MLP-listed



District Catalog Activity
Click on ‘District Catalog’.  Find an activity 
using date/s or a search term.

From the Search 
Results, select an 
activity you would 
like to register for by 
clicking on the title.



If you like what you see, click

This will take you to the 
In-District Professional 
Development Form.  
Requesting to attend 
activities from the District 
Catalog does not require 
pre-approval.

Select ONE or none.

Clicking SUBMIT button will list the activity in the

section.  If you had selected ‘Instructor Payment’:



Flowchart for DISTRICT CATALOG activities registration & credit



Very Important!!!

• After attending a workshop from the District Catalog, 
complete Professional Development Feedback form. 
Click SAVE button and RETURN TO MAIN.

• Click MARK COMPLETE. This instructs MLP to alert the 
person responsible to process your attendance.

• No changes can be made to the activity forms once 
submitted or after completion.



Non-District Activity but MLP-listed
Click on either link.  Find an activity using 
date/s or a search term.

Indicates what 
catalog you’re 

in

Click on title of 
selected 
activity



If you like what you see, click

Review your Account Info then click ‘Update & Continue’.  Click 
‘Next’ and agree to the Terms & Conditions.

Remember, all non-
District activity 

requires pre-approval 
from building principal 

and Asst. 
Superintendent for 

C&I

Clicking REQUEST APPROVAL opens the REGIONAL 
PROVIDER FORM.  



Regional Provider Form
SECTIONS DO THIS

Goals/Objectives check one or more

Purpose check Act 48 (if certificate holder) and/or 
one of the others

General Info verify data

Activity Details select Activity Format & Category

Dates/Times/Location provide location

Substitute Information provide info if applicable

Costs provide info if applicable

Payment select Payment Type (more info later)



After clicking SAVE: Remember, 
you need  

prior 
approval 
before  

attending a 
non-

DISTRICT 
activity.

Check flowchart on next slide for the remainder of the 
registration process.







Please note…….

Non-DISTRICT but MLP-listed activity 
Providers have their own final approval
process for which Upper Merion School 
District has no control of. Please follow-up 
with that provider if your completed activity 
has not been credited to you in a timely 
manner. If you need further guidance, our 
Curriculum Office will try to assist you.



for MLP-unlisted 
activities, we have 
this thing called ….

Use a CONFERENCE 
REQUEST form in 
requesting to attend an 
activity not listed in the 
District Catalog or other 
MLP catalogs.



Here’s what it looks like…

Fill out the required information. Include a 
website if applicable. 



next… If you put more 
than 1, the form 
self-adjusts and 
asks for details for 
the other meeting 
dates.



Submitting the
Conference

Request form
sends it for

prior approval
within UMASD.

It does NOT
mean you are
enrolled in the

activity.
Check with the

non-MLP provider
on how to

enroll.

Pink textboxes indicate 
required information but 
including all necessary 
information facilitates faster prior 
approval processing.

Pink textboxes indicate 
required information but 
including all necessary 
information facilitates faster prior 
approval processing.

If UMASD is 
paying for 

the activity, 
you can not 
check Flex 

Time, 
Instructor 
Payment, 

Staff 
Development 
Exchange, or 
Participation 
Payment as 

purpose.



Pick one or 
none

Required to accumulate 
this hours?

Click:
SUBMIT to 

start prior 
approval 
process

SAVE AS 
DRAFT
to keep 
form for 
future 
editing 
and if not 
ready to 
submit



To go back to an activity you saved as draft, click on the ‘Learning Plan’ tab.  Look 
in the Draft section of your ‘My Requests’ page and click on the title.

When done 
editing the form, 
click SUBMIT.  
Take note of 
your list of Prior 
Approvers and 
check your MLP 
account 
periodically. 
Remember, you 
need  prior 
approval before  
attending an 
MLP-unlisted 
activity.







By the way…….

Non-MLP Providers may be Act 48 
providers too. If you would like 
UMASD to process your Act 48, flex, 
or exchange hours, please submit a 
Certificate of Attendance to the 
Curriculum Office & click ‘Mark 
Complete’ on the Activity Info page. 



Check out the Curriculum & 
Instruction web page’s section 

on My Learning Plan
for FAQs and Help contacts
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