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	Managing My Personal Learning

Learners



Managing My Personal Learning
You can receive credit for additional education and course materials(s) received outside the LMS. My personal learning allows you to add them to your on line training record.  Your administrator has the option to edit or delete these items, add earned credits and approve the courses for addition to your transcript. 

Steps to Create New Training Items (Personal Learning) 
1. From your Personal Page, click the Tools – Personal Training. 
Your “My Personal Learning” page opens.
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This section allows you to identify and receive credit for additional education and course material(s) received outside of Webinservice com,
Your administrator will determine course eligibility and credit(s) eamed if needed
You have completed the following courses

Date Test credit i Provider

Conmne o completed: score: Hours: Type

Click here to create New Training Items.





2. Click “Click here” link in the lower left. 
3. Complete the following .   

Note your administrator uses the following for search purposes: Learner’s Last Name, Course Name, Course Provider/Custom Provider, Provider Type, or Item Code.  
· Item Code – Currently External is the only selection. 

· Course Name - Enter the name of the course.

· Course Type – Enter the type of course (e.g., Workshop, College Course)
· Date Completed – Click the calendar and select the date the training was completed.  
· Was there an exam? – Select the checkbox if Yes. 

· Test Score – Enter a score if a test was given. 

· Provider – Select your provider if listed. If not listed, enter the Custom Provider in the text. 
· Custom Provider – If the provider was not listed above ‘Provider’, enter the name of the provider in the text box. 
· City – Enter the city where the personal learning was given. 
· State – Use the State drop-down to select the state where the personal learning was given. 
· Credit Hours – If credit hours were given, enter the number of hours in the 
text box. 
· Credit Type – If credit hours were given, name the credit type 
(e.g., Contact Hours). 
· Notes – Enter any notes as needed. 
See example below:
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4. Click the Submit button. 
5. The information will now appear on you’re My Personal Learning Page and your administrator will be able to view it.
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