
Edit a completed activity
Once an activity is completed and located in "My Portfolio" only someone from your organizations 
with the appropriate access to MyLearningPlan can add or edit the activity. If you are missing 
activities or the existing activities have inaccurate data you will need to contact someone in the 
professional development department of your organization for assistance. 
 
To review the information for each activity listed in your Portfolio, follow the steps below: 
 
 Use these steps:
 
Click the Learning Plan tab 
 
By clicking the Learning Plan tab along the top of the screen, you will be brought the main 
workspace. 
 
Click the My Portfolio link to view your records. 
 
The My Portfolio page shows all of your completed activities.  
 

 
 
Review each activity 
 
Click on the title of an activity in your Portfolio to review the details. 

 
 
 
 
What to do if you are missing an activity or course or the number of hours or credits are listed 
incorrectly? 
 
If a course or activity is missing from your portfolio, or the hours or credits listed for an activity 
are wrong, you must contact your organization for guidance. This information can only be edited 
by someone in your organization with specific access to MyLearningPlan to make changes. 
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