Entering Professional Development Activites in LearnPort

LearnPort is a free, web-based professional development delivery system. Any school employee in
Michigan can have access to this opportunity.

As an employee of the MOISD you are expected to record all of your professional development activity
at this site. If you participate in a LearnPort acctivity, it will automatically be recorded for you. When
you attend PD within the MOISD or at any other conferece or oraganization, (including college course or
activites that grant State Board-Continuing ed Units (SB-CEUs) you must record the activity yourself).

To do this, visit: www.moisd.org and follow the directions below.

1. Once at the MOISD home webpage, click on “Quicklink Menu” and select LEARNPORT LOGIN.
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2. Login into LearnPort. Enter your Login ID and Password.
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FORGET LOGIN — Click on the “Login Help” link and follow the directions.
FORGET PASSWORD — Click on the “Password Help” link and follow the directions.



Once you are logged in and at the LearnPort Home page, hover your mouse on “My
Workspace” and click on “My Transcript”.
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4. “My Transcript” will look similar to the screen shot below. This is a summary of all your
activities you have entered in.

To enter new or edit existing professional development activities, click on “Personal Learning Events”.
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My Transcript

Transcriptlly Transcript contains all the content items that usarsfyou have started M completed, as well as training assignments.
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To edit existing events click on GO next to “Edit Learning Event”.

To enter NEW professional development, click on the GO next to “Manage Personal Learning Events”.



Once you are on the next page, (pictured below) you will need to click GO next to “Create New Learning
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Manage Personal Learning Events

Create andmanage personal leaming events. Leaming even's are activities that occur outside of this site (2.9, college courses, seminars or cofiferences).
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5. Fill out the following form (pictured below) and submit. Once you have successfully entered
the information the entry will be added to “My Transcript”.
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