[bookmark: _GoBack]Completing Online Activities
Step 1- Go to www.mylearningplan.com
Step 2- Log in
Step 3- Click “Activity Catalogs”
Step 4- Search for course
Step 5- Click on the activity title of the course you would like to complete. (The online activities will have a small cloud underneath the description). [image: ]
Step 6- Click “Sign Up Now”
[image: ]
Step 7- Click “Return to Main” 
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Step 8- To access the course from Learning Plan Click “Manage” 
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Step 9- Click “Launch Activity”
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Step 10- Click “Launch”[image: ]



If popup blocked click “Launch Course”
[image: ]
A new window will popup this is where you will watch and complete course 
Step 10- If you wish to stop the course and come back to it later, click Exit
[image: ]





Once you exit the online course you might have two frontline windows open
[image: ]
Step 11- Select the window with Synch Status option and click “Synch Status”
[image: ]

To return and continue the course follow steps 7- 9 From “Learning Plan”
Step 12- Click “Take Test”
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Step 13- Once passed, click “Exit” 
Step 14- Click “Synch Status”
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Step 15- If course has been completed, you will need to click on Mark Complete
[image: ]

Note: You will be able to mark complete only when you successfully passed the test. 
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+ Activity Details

Back Safety & Safe Lifting Dates: 07/01/2018 to 06/30/2019

Status: Approved & In Progress
Note: On-line Course

Though some school employees, such as those working in maintenance or custodial functions, will be doing more frequent and heavy lifting, all employees need to know how
to protect their backs from injury through proper lifting techniques and methods for reducing the weight and frequency of lifting tasks.

@ Hours: 0.50  Program: Online Activities  Form: Catalog Registration

~ Approval Status

# Administrator Approval Type Comments Status
1 Final Approval

If you have any questions regarding the approval of this request, please contact the appropriate approver(s) listed above
+ Actions

View/Print Form [ Il Download Calendar File Q)
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~ On-Line Course Summary

~ Course Profile

Back Safety & Safe Lifting
Type: etc-growth

Though some school employees, such as those working in maintenance or custodial functions, will be doing more frequent and heavy litting, all
employees need to know how to protect their backs from injury through proper lifting techniques and methods for reducing the weight and frequency of
lifting tasks

‘ @ Upon successful completion of this online course, please retum to to this screen to validate the completion status of the course.

0.5Hours | Provider: FRONTLINE-CONT.
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Popup Blocked

We attempted to launch your course in a new window, but a popup blocker is preventing it from opening. Please disable popup
blockers for this site.

Launch Course
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~ On-Line Course Summary

~ Course Profile

@ Click the button below to synchronize the completion status.

Synch Status
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6. Back Safety & Safe Lifting

Program: Online Activities
Dates: On-Going (Ends Jun 30, 2019)

Though some school employees, such as those working in maintenance or custodial functions, will be doing more frequent and heavy lfting, all employees need to know how to
protect their backs from injury through proper lifting techniques and methods for reducing the weight and frequency of lifting tasks.

o Hours:0.5  Enrolled: 3/2000 Wait: 0/0
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~ Activity Registration

+ Details

Back Safety & Safe Lif

Program: Online Activities
Dates: On-Going (Ends Jun 30, 2019)

ng

Though some school employees, such as those working in maintenance or custodial functions, will be doing more frequent and heavy lfting, all employees need to know how to
protect their backs from injury through proper lifting techniques and methods for reducing the weight and frequency of lifting tasks.

@ Hours: 05 Enrolled: 3/2000  Wait: 0/0

Purposes Compliance

Categories Al

Goals Mandatory Trainings

Buildings Al

Departments. All

Grades Al

Groups Al

Instructors NA

Registration Options Sign Up Noy
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¥ Message

© Enrolled
You are enrolled in this activity. Please monitor the status of your registration on the LearingPlan tab

Download Calendar File
Return to Main Return to Catalog
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