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GETTING STARTED
Start Internet Explorer (recommended browser) and navigate to the myLearningPointe home page at
www.mylearningpointe.com
Be sure Pop-up blockers (within your browser and any installed toolbars like Google or Yahoo) must
either be turned off or set to always allow Pop-ups from www.mylearningpointe.com
Enter the User Name and Password provided by your site administrator in the fields to the right of the
page and click the Sign – In button.
Tip:
If you have misplaced your Sign-In information, you can click the Forgot your password link. Enter your
email address in the field provided and click the Send Account Information button. If your address is
contained in your user profile, an email containing your Sign – In information will be sent to you. If you
have not yet received your User Name and Password, contact your organization’s site administrator.

Tip:
You may be prompted to change your password when you sign-in the first time. If you see the screen
below, follow the instructions to change your password.

When successfully signed in, an Inbox display similar to the one below will appear.
1. My Training – Displays courses (both online and classroom) assigned as required. The list of
courses will display in the order they are due.
2. My Profile – This tab contains information available in the user profile. Your organization’s
settings will determine if this information is read-only or available for editing.
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3. Communication Center – Contains useful links to additional portions of the system
a. Welcome Message – Will open a small window with a welcome message from your
organization
b. My Certificates – Displays all course completion certificates available for printing
c. My Elective Courses – Displays any online courses that have been assigned as optional
d. My Passed Online Courses – Houses all online courses successfully completed, allowing
you to review content if desired
e. My Transcript – Displays your full training transcript that may be printed if desired
4. My Messages – Contains any messages sent by your site administrator. If no messages are
available, this section will not be visible.

COMPLETING A REQUIRED ONLINE COURSE
To begin completing an assigned online course, click the Start button to the left of its title. Over time,
different tools have been used to create courses available within the myLearningPointe online library,
so not all will function the same way.
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Tip:
If the course includes audio, be sure the computer’s sound, speakers and/or headphones are turned on. If the
computer doesn’t have sound or you prefer to read along, most courses contain a printable transcript within the
Attachments or Resource section of their course player.

READ ONLY COURSES
Some myLearningPointe online courses are read only and contain no audio. You will know the course
is read only if to the right on the top and bottom of the screen there are navigation buttons available.
1. PREV: Move back a slide
2. NEXT: Move forward a slide
3. TABLE OF CONTENTS: A list containing links to all course slides will appear for navigation to a
specific section of the course
When the last slide appears, clicking the NEXT button will take you to the course exam.

COURSE PLAYER
myLearning Pointe courses containing audio will appear in a course player that can be used to navigate
the course and make other tools available. Appearance and behavior of the player will vary but each
will include Course Player Instructions available for review and some consistent elements.
1. Play Button: Allows you to pause or restart a course
2. Slide Controls: Allows you to move to the previous or next slide in the course
3. Menu/Outline Panel: Move directly to a slide by clicking on its title
4. Resources/Attachments: Click to open a separate panel. Contains links to additional items such
as the course transcript and reference websites.
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Tip:
If you need to step away from a course before completing it, close the course window and sign out of
your mLP account rather than leaving your computer idle.
All courses in the myLearningPointe online library require that you pass a final test upon completion to
receive credit. All mLP library courses will give you three attempts to pass the exam. When you reach
the end of a course, it will either close automatically (if not, close the course window) or you will be
prompted to click a button on the final slide to be taken to the course test.
Tip:
Some courses include quiz questions as activities. These are not a part of the course test and results are
not saved.

Tip:
If at the end of a course you are taken back to your user inbox or the mLP homepage rather than to a course
exam your sign-in has timed out. You will need to sign-in again. Click the course Start button and when asked if
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you want to resume where you left off, answer yes. If necessary, navigate to the final slide of the course and
either click the test button or close the course window. The test will then appear as available to you.

Read the test instructions prior to clicking the Start Test button. Most importantly, do not use your
browser buttons to return to a previously answered question as it can affect your score. Answer all
questions as they are presented.

When you have answered all test questions you will be taken to a Results Report screen where you can
view the answer you’ve selected for all questions and make changes if desired. Click the Grade Test
button when you are ready to submit your answers. You must first complete a course survey before
you will see your test results.
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When a course exam and survey are successfully completed, a screen will appear with your results. If
you have passed the course, you are presented with a button to print a certificate of completion.
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If you have not passed, as long as additional
attempts remain you will see a link to return
to your Inbox and retake the course.

If you have exhausted all attempts, you will
be instructed to contact your supervisor or
site administrator to be given additional
attempts. You will not be able to complete
the course until additional attempts have
been awarded.
Clicking the Print Certificate button takes you to a screen containing all available certificates for passed
courses. The one most recently completed will be at the top of the list. If CE credits are available and
needed, choose the appropriate approval body from the available list and click the Print Certificate
button.
Tip:
If the only approval available for a myLearningPointe course is Professional Development, the course is
not approved for CE credits by any current licensing bodies.

When the screen refreshes, a certificate will appear in the browser window. Use the browser controls
to print a copy.
Tip:
If you misplace a certificate, it can always be opened and printed again from the My Certificates link in the
Communication Center.
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Once a course is successfully completed, it will no longer appear in the My Trainings section of your
Inbox. All passed courses are available for review by clicking the My Passed Courses link in the
Communication Center.
CLASSROOM COURSE REGISTRATION
Certain assigned classroom courses may allow you to self-register. If a course appears in the My
Training Section of your inbox similar to the example below, you must register for an available session.
A few things to keep in mind when selecting a session to register for:





It should occur prior to the due date showing to the right of the course
You can only be registered for one session of a course at a time
If the Status for a session indicates the course is full, it is recommended to register for another
session if available
If you choose to register for a waiting list, you are not guaranteed a seat unless you receive
notice that you have been moved from the waiting list to registered status

If self –registration is not permitted you must wait to be registered by an administrator for a classroom
course. This will be clearly indicated in the My Inbox display of the course.
To Self-Register:
Step 1: Select the radio button to the left of the desired class offering
Step 2: Click the Register button. Additional details about the class will display when your registration is
successful

To Register for a Different Offering:
Step 3: Select the radio button to the left of the offering you would rather attend.
Step 4: Click the Change button. You are automatically removed from the roster of the offering you
previously registered for.
MYLEARNINGPOINTE | January 30, 2015

9

End User Guide
To Unregister:
Step 5: Click the Unregister link. You may choose another offering at a later time
Tip:
If the offering you are registered for is full and there are people on the waiting list, choosing to change or
unregister will automatically forfeit your seat for that offering.

When a classroom course roster has been entered into myLearningPointe, the course assignment will
no longer display in your Inbox. It will be added to your Transcript and if a certificate is available, it can
be printed by clicking the My Certificates link in the Communication Center.
ELECTIVE ONLINE COURSES
If online courses have been assigned to you as optional, they will be available to you by clicking the My
Electives Link in the Communication Center.
Step 1: You can filter the list of courses by category or approval body or search by keyword to find a
course in your area of interest.
Step 2: To read a full description of a course, click the course title.
Tip:

The course description also contains a list of approval bodies offering CE credits for the chosen title. If
you are completing an online course as part of a professional licensure requirement, it is strongly
recommended that you verify the appropriate approval body is listed in the course description.
Step 3: To start a course, click the play button to the right of the title.
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Tip:

If you exit an elective course prior to completion, it will be moved to the bottom of the My Training
section of your Inbox until completed. You may continue the course from your Inbox at any time.
SIGNING OUT
When you are done using myLearningPointe, exit by clicking the Sign-Out tab.

FAQ’S
Q: I don’t remember my mLP User Name/Password. How can I find that information?
A: As long as your email address is entered into your user profile, you can retrieve this information by
clicking the Forgot your user name/password? link on the mLP home page and entering your email in
the field provided. When you click the Send Account Information button, if you are notified your email
is not in our records you must contact your site administrator to obtain the information or have your
password reset.
Q: Why am I getting an error message when I enter the User Name and Password sent to me by
myLearningPointe?
A: Be sure you are entering the password exactly as it appears. You must include symbols, like
underscores (_). Otherwise your account has likely been made inactive. Contact your site
administrator with any questions.
Q: Why is a course I completed still showing in the My Training list?
A: First check the due date and course transcript to make sure what you’re seeing is not a new
assignment of the course. For online courses if you don’t see the course on your transcript you may
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not have passed the course test. You must reenter the course and pass the course test before you will
be given credit. If it is a Classroom Course, the entry will remain until your site administrator enters
class attendance.
Q: Why doesn’t anything happen when I click an online course start button?
A: Check to be sure pop-ups are allowed from www.mylearningpointe.com in your browser. For some
courses, Adobe Flash Player is required for the course to play.
Q: I started a course assigned to me as an elective but I had to stop before I completed the course test.
Why can’t I find the course in the My Electives section to finish it?
A: When an elective course is started but stopped before the final test has been passed, it is moved to
the bottom of the My Training list in your mLP inbox in order to easily locate and resume the course
when ready.

Please contact your organization’s System Administrator with any questions
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OPTIONAL FEATURES
EXTRA TOPICS
If the Extra Topics feature is available, you will see an additional tab between My Inbox and My Profile.

Clicking this tab will display a page containing an extensive library of articles, podcasts and web links
relating to the health and human services field. It is important to note that accessing these resources
will not appear on your transcript or count toward your training requirements. They are available to
you if you are looking for additional information and/or resources on a particular topic.
REQUESTING A COURSE
When the RAC feature has been activated, a Request a Course link will appear in the Communication
Center. This feature will allow you to view a catalog of available courses and send a request for
assignment to your supervisor.

Step 1: Click the Request a Course link to open the RAC catalog display.
If you do not see this link, you may disregard the instructions below.
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NAVIGATING THE CATALOG

A) By default, courses are displayed in alphabetical order. To see courses beginning with a specific
letter, click the available link. If a letter does not appear as a link, there are no course titles in
the catalog beginning with that letter.
B) To display only courses in a specific category, select it from the available list. The display will
automatically refresh to show only titles in the chosen category.
C) To display only courses that carry credits from a specific approval body, select it from the
available list. The display will automatically refresh to show only titles carrying credits from the
chosen approval body.
D) To search for a course by Key word, enter it into the available field and click the Search button.
If any courses match the entered key word, the screen will refresh to display them.
E) To view the full description and course details for a displayed title, click the More link that
follows it. When finished viewing the expanded details, click the View Request Queue button
to return to the list of courses.
F) Click the View Request Queue button to see a list of currently pending requests.
Step 2: Click the Request Course button to the left of a title to generate a request. An email will be
sent to your supervisor informing them of the request.
Step 3: The Request Queue will display when the screen refreshes. All courses that have been
requested and pending disposition will display.
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Tip:

To cancel a request made previously, click the Cancel Request button to the left of the title. It will
immediately delete the course from the assignment queue.
Step 4: To return to the catalog, click the
Request a Course button. When you return to
your Inbox, the number of requested courses
pending disposition will appear in parentheses at
the end of the Request a Course link.

Your supervisor or an administrator will either approve or decline your request. If approved, the
assignment will appear in the My Training section of your Inbox. If declined, you may receive an email
providing reasons why the course has not been assigned.
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