
Registering for Courses using My Learning Plan 
 

When registering for any conference or activity, you MUST go directly to http://www.mylearningplan.com and 
log on in order to ensure approval from the district.  You must use the username and password assigned to you 
by Monticello.  Any accounts created through the different BOCES have been inactivated. 

 
1. If the course is offered through Orange-Ulster, Sullivan, Dutchess, or Ulster BOCES, Mid-Hudson Regional 
Information Center, or Mid-Hudson Teacher Center: 

a. Select the correct “Activity Catalog” on the left and search for the desired course.   
 

 

b. Search for the desired course. 

 
 
 
 
 

A date range may be 
entered for a search. 
 
A particular program may be
selected. 
A search term may be entered. 
An instructor may be entered 
(correct spelling required). 
You can change the sort and 
descriptions settings on each search. 
 When search criteria have been 
entered, you must click the 
“search catalog” option to 
complete the search. 

http://www.mylearningplan.com/


c. Select the course.  Before clicking the “Click to Enroll” button, please look at the Enrollment 
Options section to determine if there is a fee for the course.  If there a fee, your enrollment cannot be 
confirmed until the purchase order has been generated.  To enroll in the course, click on the “Click 
to Enroll”.  

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



d. Your account summary will come up.  Please make sure your account information is correct and 
select “Update and Continue.” 

 
 
e. If there is a fee, you will see a payment summary page.  Select the payment method and select 

“Next.”   You will then need to agree to the terms and conditions for the course.  

 
 
 
 
 
 



f. You will then get to the Registration Summary page.  There is no need to print the enrollment form 
unless you want it for your records.  The assistant superintendent will print this out for billing 
purposes.  

 

 
 



g. Before clicking on the “Request Approval” button, select the “One More Step” link.   

 
 
h. You must fill out this form for the Monticello School District.  Here you will enter any additional 

expenses to be reimbursed (e.g. mileage) by the district.  Any expenses not included will not be 
reimbursed.  You must also fill in the goals, objectives, purpose and standards for the course.  Click 
on “Submit.”  

 



 
 

  
2. If you are signing up for a course offered through the Monticello Central School District: 

a. Click on the “District Catalog” 

 
b. Select course. 
c. Click on “Sign up Now” 

 
 
 
 
 



3. If you are registering for a course that is not offered through the District or any of the BOCES, you need 
to click on the “Conference Request Form.”  Please enter in all information.  Estimated expenses need to 
be as close as possible.  Any expenses not included will not be reimbursed.  This process is for district 
approval ONLY.  If it is required that you register for the conference directly, please do so based on the 
district’s registration policy (if you are not sure of the policy, please contact your building 
administrator).  

 

 

 
 
 
What to Expect: 
Once you have registered for a
enroll in the course.  If the cou
receive an email confirmation 
 
To check on the status of a req
approved and in progress, awa
Requests.” 
 

This process is for district approval ONLY.  If it is required that 
you register for the conference directly, please do so based on the 
district’s registration policy (if you are not sure of the policy, please
contact your building administrator).
 

 course, you will receive an email confirmation that you have requested to 
rse is offered through any of the BOCES, MHRIC, or MHTC, you will 
of your registration once your enrollment has been approved. 

uest, sign on to mylearningplan.com.  Courses awaiting pre-approval, 
iting final approval and most recently completed will be listed under “My 

 


