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Learning Objectives
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In this course, attendees will develop an understanding of My Learning Connection key 
concepts and system functionality (from an Instructor’s perspective) to ensure consistent 
data management, and attendees will systematically learn how to:

• Create Instructor Led Training (ILT) events, sessions, and parts

• Update rosters to track attendance and scoring

• Run reports to track training information



Log-in:

To access My Learning Connection:

Log into my.missouristate.edu.

Locate the Learning and Development Card.

Click the My Learning Connection link.

Once logged-in, you will see the 
Welcome page.

As an Instructor, you will usually go to 
the ILT section in the menu, but you may 
also access Reports from this page.

Getting Started

4

https://my.missouristate.edu/


Select ILT from the menu
Click on “Manage Events & Sessions”

Instructor Led Training 
(ILT)
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If you already have 
Sessions created, you 
can view your sessions 

directly by clicking 
“View Your Sessions”.



This page is the main hub for all ILT 
Events and Sessions.

You may Create New Events, Search 
for and Edit existing Events, Copy 
existing Events, or View Sessions from 
an existing Event. 

If there are to be multiple instances of a 
training, there should only be ONE Event
with multiple Sessions. If a new Event is 
similar but has different duration, pricing 
or training content it should be a 
separate Event with its own Sessions.

Manage Events & Sessions
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Instructor Led Trainings consist of three 
components:

• Events are the general description of the 
training including length and content.

• Sessions contain more specific details such 
as deadlines, the roster, and pricing (there 
may be multiple Sessions per Event).

• Parts are where and when the training occurs 
(there may be multiple Parts per Session).

You may also manage 
Waitlists, Exception 
Requests, or Interest 

Tracking from this page.

You can filter 
Events and 
Sessions by 

Vendor.

If you are creating a NEW EVENT that will have a price greater than 
ZERO, it will need to be pre-approved by the  Organizational and 
Talent Development team to verify that it meets the NCFW guidelines.

If it is NOT approved for NCFW, you MUST prominently note in your 
EVENT DESCRIPTION that, “You will NOT be able to use your NCFW 
benefit for this training.”



Choose the type of search you want.

Then you may enter search terms into 
any of the available fields:

• Enter an Event Name.
• Select a Subject.
• Select a Vendor.
• Enter a Locator Number.

Then click the Search button to see your 
results.

Search Events & Sessions
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If you don’t see
an event, it might be 

Inactive. Uncheck this box 
to show Inactive Events.

An empty search 
shows all events that 
you access to view.

You can export your 
search results (Events or 
Sessions) to an Excel file.



Once you have found an Event,
Click on one of the icons at the far-right 
of the screen:

Create New Event – Opens the Add
 New Event page, so you can
 create and Event from scratch.
 
Once created Events cannot be deleted. 

View Sessions – Opens the 
Sessions Search page.

Edit Event – To make any change.
Never change content, length,
or price after Sessions are
approved.

Menu icon (    ) – Shows additional 
options.

• Copy Event – Do NOT Copy 
Events. This often causes errors. 
Please only use the Create New 
Event option.

Selecting/Creating Events
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Editing an Event changes all 
instances of that Event (including 
ones that users have already 
attended). This may cause users’ 
transcripts to be inaccurate.

Make a new Event if the length 
or content has changed.

Uncheck the View 
Active Events Only 

option to see if an 
Event has already been 
created but is Inactive.

…
If you are creating a NEW PAID 
EVENT, it will need to be pre-
approved by Organizational and 
Talent Development to verify that it 
meets the NCFW guidelines.

If it is NOT approved for NCFW, you 
will NOT be able to put the Event in 
My Learning Connection.



Follow these steps to create an Event.

• Enter an Event Name.
• Select your Vendor from the pop-up 

window.
• Enter Training Hours.
• Enter a detailed Description.
• Enter the learning Objectives.
• You may add Materials, if needed
• Select a Subject from the pop-up 

window.
• Check the Active checkbox.
• Check the Allow Users To Attend 

Multiple Sessions checkbox, if 
applicable.

• Check the Allow Interest Tracking 
checkbox if you may have additional 
Sessions in the future.

• Check the End Users checkbox.
• Enter some relevant Keywords.
• Select a Training Contact from the 

pop-up window.
• Click the Next button.

Event Properties

If you don’t plan to offer new 
Sessions of an Event for more 
than 6 months, please uncheck 
the Active checkbox to ensure 

only Events currently being 
offered are promoted to users.

Required

Required

Required

Required

Required

Required

Checking the ‘Allow Users To 
Attend Multiple Sessions’ is 

recommended unless you need 
to restrict access to one session 

per user.

Your Description should not only 
describe the event but also tell 

users anything they need to 
know before they register, e.g.,

requirements or restrictions.

9

Navigation Menu:
Properties
Availability
Pricing
Training Units
Session Defaults
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Do NOT check this checkbox 
if this is a paid Session.

This is VERY IMPORTANT!

Required

Required

Always check the INCLUDE 
SUBORDINATES checkbox 

unless your availability is defined 
by specific USERS or GROUPS

Always select Pre-Approved. Otherwise, 
your Users will not be registered until their 

supervisor approves the training (which 
causes unneeded delays and problems).

If you want to control who can attend, refine 
your Availability criteria.

Availability determines which users can 
view and register for the Event.

• Select the Copy Availability To New 
Sessions (unless you have good 
reason to not do so).

• Click the Select Criteria dropdown 
list.

• Select appropriate OUs.
• Choose a value from the 

dropdown list.
• Then click the           button (if 

you selected All Users) or click 
the          button to define your 
selection (for all other criteria).

• Check the Include Subordinates 
and Pre-Approved checkboxes 
(unless  you have good reason to not 
do so).

• If this is a paid Session, do NOT 
check the Register Upon Approval 
check box.

Availability

Add / Select

Don’t forget to click 
the ‘Add’ or
’Select’ button to 
finish selecting 
Criteria.



Most ILT Events free.

• If your Event will have a cost, enter it 
in the Default Price text box. This is 
the price for all Sessions.

• Select the Active Pricing radio 
button (unless you have good reason 
to not do so).

• Please do NOT create pricing rules 
based on selected OU criteria.

• Click the Next button.

Pricing
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Do NOT created LOs by OU rules.

If a rule is created, check the Delete 
checkbox, and it will be removed when 
you save or move to another screen.

Required



My Learning Connection allows users to 
purchase training with Training Units 
which have equivalent value to the US 
Dollar.

• Always select the Allow users to 
check out with training units using 
the conversion rate that is 
determined by the monetary value 
radio button.

• Click the Next button.

Training Units
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The Non-credit Fee Waiver (NCFW) benefit is available for 
full-time staff and faculty. They receive 150 Training Units 
each fiscal year (from July 1st to June 30th) that they may use 
to purchase non-credit courses through My Learning 
Connection.

All paid Events must be approved by OTD (via the New Paid 
Event form) BEFORE the Event is created in My Learning 
Connection.

Required



The data entered on this page 
determines what the default values are in 
any Sessions created for this Event.

• Enter an appropriate Registration 
Deadline.

• Enter Minimum and Maximum 
Registration values.

• Select the default values for Waitlist 
options (unless you have good 
reason to not do so).

• Enter the Price per Session, (this 
should match the Event price).

• If this is a paid Session, check the 
Restrict Withdraw from Session 
checkbox.

• Select a Preferred Instructor.
• Enter the Credits per Session.
• Click the Display Times in Time 

Zone of User checkbox.
• Click the Save button.

Session Defaults
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Due to the way Non-credit Fee Waiver 
(NCFW) transactions are processed, if 
a user wishes to withdraw from a paid 
Session, the HR Learning team needs 
to process the refund of their payment 
to ensure proper NCFW accounting.

Since the form of payment is not know 
when creating the Event, you MUST
check the Restrict Withdraw from 
Session Checkbox.

Don’t change Waitlist 
values unless you want 
to manually manage 

your Waitlists.

Credits per Session 
should match the 

Training Hours entered 
on the Properties page.

Required



After an Event has been created or 
edited, Sessions need to be created, so 
users can register or be added to the 
Session Roster.

Sessions contain more specific details 
such as deadlines, the roster. If there are 
multiple instances of a training, there 
should only be ONE Event with multiple 
Sessions.

• Search for an Event

• Click the View Sessions at the far-
right of the screen to open the 
Sessions page.

Sessions
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An empty search 
shows all events that 
you access to view.

If you don’t see
an event, it might be 

Inactive. Uncheck this box 
to show Inactive Events.

View Session will 
take you to the 
Sessions page.



You can Create New Session or Search 
for an existing Session.

• You may enter a Session ID, 
Locator Number, Location, 
Instructor, or a Date Range.

• Once you find your Session, select 
an option from the menu.

• Edit Session – allows you to 
make changes to the Session.

• Do NOT use the Copy Session 
option as it can cause errors.

• View Session Details – shows 
approval details for the 
Session.

• Cancel Session – sets the 
Session status to Cancelled 
(this CANNOT be undone).

• Do NOT Edit or Cancel an 
Approved session (contact HR 
Learning for assistance).

Search/Create Sessions
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By default, only Tentative and Approved 
checkboxes are checked. Check the 

Completed or Cancelled checkboxes to 
display those Sessions when you do a 

Search.

NEVER cancel a completed Session or 
a paid Session (with any status).

Do NOT use the Copy Session option 
as it can cause errors. Please always 
use the Create New Session option.



When you begin creating a new Session, 
you start at the Edit Part page, which 
may seem counter-intuitive, but since 
every Session requires at least one Part, 
you are in the right place.

• Enter a Part Name.
• Select a Location from the pop-up 

window.
• Select the Start and End Dates, 

Start and End Times, and a Time 
Zone.

• If needed, add a Part Break with a 
Break Duration so the Part 
Duration – Break Duration = 
Training Hours.

• Select the appropriate Part 
Occurrence.

• If there will be multiple Parts, click 
Save & Add Part.

• Otherwise, click Save Part.

Create a Part of a Session
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For single part Sessions, the Part 
Name is what Users will see when 

registering, so make sure it is 
descriptive and unique for the part..

Select a Location that is an 
actual room (do NOT select a 
state or region).

If the room you need is not 
listed, contact:
HRLearning@MissouriState.edu 
and request it to be added.

Required

Required

Required
Required

mailto:HRLearning@MissouriState.edu


After your first Part has been saved, you 
will see the Part Schedule page.

• Click on Add Part to create 
additional Parts (follow the same 
steps as the first Part).

• Click the Check Conflicts icon to 
see the corresponding-colored icon 
under Status.

• Click Edit to make changes to the 
Part.

• Click Delete to remove the Part.
• Click the Next button.

Part Schedule
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This menu allows you to 
Export to Excel and 

View Events Calendar.



When you begin creating a new Session, 
you start at the Edit Part page, which 
may seem counter-intuitive, but since 
every Session requires at least one Part, 
you are in the right place.

• Enter a Part Name.
• Enter a Description.
• Select a Location from the pop-up 

window.
• Select the Start and End Dates, 

Start and End Times, and a Time 
Zone.

• If needed, add a Part Break with a 
Break Duration so the Part 
Duration – Break Duration = 
Training Hours.

• Select the appropriate Part 
Occurrence.

• If there will be multiple Parts, click 
Save & Add Part.

• Otherwise, click Save Part.

Edit Part
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For single part Sessions, the Part 
Name is what Users will see when 

registering, so make sure it is 
descriptive and unique for the part..

Required

Required

Required



This page is mostly data pre-populated 
from the Session Defaults page and 
Edit Part page.

• Change values as needed for this 
Part.

• Click the Next button.

Details
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If you have multiple Parts 
to your Session, Enter the 
minimum number of Parts 
that must be marked as 
Attended for a Session to 
be marked as Completed 
in the user’s Transcript.

Required

Required

If there is a cost to the 
Session, you MUST click 
the “Restrict Withdraw 
from Session” checkbox.
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Always select Pre-Approved. Otherwise, 
your Users will not be registered until their 

supervisor approves the training (which 
causes unneeded delays and problems).

If you want to control who is able to attend, 
refine your Availability criteria. Also, you 

can remove Users from the Roster.

This should be the same as Availability 
at the Event level.

• Click the Select Criteria dropdown 
list.

• Select appropriate OUs.
• Choose a value from the 

dropdown list.
• Then click the           button (if 

you selected All Users) or click 
the          button to define your 
selection (for all other criteria).

• Check the Include Subordinates 
and Pre-Approved checkboxes 
(unless  you have good reason to not 
do so).

• If this is a paid Session, do NOT 
check the Register Upon Approval 
check box.

Availability
Do NOT check this checkbox 
if this is a paid Session.

This is VERY IMPORTANT!

Required

Required

Always check the INCLUDE 
SUBORDINATES checkbox 

unless your availability is defined 
by specific USERS or GROUPS

Add / Select

Don’t forget to click 
the ‘Add’ or
’Select’ button to 
finish selecting 
Criteria.

Add / Select



This should be the same as Pricing at 
the Event level.

• Click the Next button.

Pricing
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Do NOT created LOs by OU rules.

If a rule is created, check the 
Delete checkbox, and it will be 
removed when you save or move 
to another screen.



This should be the same as Training 
Units at the Event level.

• Click the Next button.

Training Units
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Just like the Summary page at the Event 
level, review the data to ensure 
everything is accurate.

• Click the Save button.

Summary
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To ensure maximum impact, get 
the word out about your Event 

with a Marketing campaign!

Be sure to allow enough time for 
your users to find and register 
before your Sessions begin.

After your Sessions are created, 
they will have a Tentative Status 
and not available for registering 
users until the HR Learning 
team Approves your Sessions.

Approvals are usually made two 
to three times per week.



Now that the Session is created and 
approved you will have access to its 
roster.

• Once you find your Session, you may 
View Roster, Edit, Copy, View 
Session Details, or Cancel the 
Session it by selecting from the 
menu icon at the far right.

• Do NOT Copy Sessions.
• Do NOT Cancel any paid

Sessions).
• Do NOT Cancel or Edit any 

Completed Sessions.

• To find Completed or Cancelled 
Sessions, click the checkboxes and 
then click the Search button.

Session Rosters
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After your Sessions are approved, 
they will have an Approved 
Status and will be available for 
registration.

Access your 
Session Roster.

View your session’s enrollment 
numbers without having to go 
into the roster.



After you have created your Event, 
added Sessions, and have an 
Approved Session status, users may 
begin to Register for your Sessions.

• This page has two tabs: Roster and 
Attendance and Scoring (located 
near the top left). Roster is selected.

• If you manually add users by clicking 
the Add Users button, you will also 
need to Approve them to change 
their status from Pending to 
Registered.

• Click the Add Pending Users to 
Roster  button to Approve Pending 
Users.

• Click the menu icon       to display 
roster options:

• Print Sign-in Sheet
• Email Registered Users
• Withdraw/Move Users.

Session Roster
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You may manually Add 
Users to the Roster.

If users have the ‘Pending’ 
status, click the ‘Add Pending 
Users to Roster’ button.



You can view Session Roster information 
and manage the Roster.

• Click the links near the top of this 
page to:

• View Exception Requests
• Manage Waitlisted Users
• View a Printable Version
• Export to Excel

• The Registered Users are listed with 
their Name, User ID, Organizational 
Unit, Email, Attendance Data, Score, 
Pass/Fail, Registration Status.

• The Options menu (at the far right of 
each user) provides additional 
options for individual users.

Session Roster (continued)
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Show Withdrawn 
Users  by clicking this 

checkbox.

If you need to add multiple Users,
click on Download ‘Bulk Add 
Users’ Template.
• Add up to 100 users to the 

Excel template.
• Save and Select the Choose 

File button.
• Then Click the  Upload Users 

button.



After your Session has ended, update 
your Roster on the Attendance and 
Scoring tab.

• Select the Attendance checkboxes 
for each user who attended the 
Session.

• If your Session had any grades, enter 
the Scores for each user and 
uncheck the Pass checkbox if any 
users did not earn a passing score.

• Click the Submit Roster button when 
everything is tracked.

Attendance and Scoring
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Be sure to always check the 
Attendance checkbox(s) for all 
users who attended each Part of 
the Session (there will be 
numbered checkboxes for each 
Session Part, so you can track 
attendance for each Part).

Required

Required



There are several ILT Reports available.

• Click on a Report and enter the 
required query data.

• Select an Output option.
• Printable Version
• Export to Excel
• Export to Text

• The Report will run and display in the 
selected format.

• If you need additional reporting, 
contact HRLearning @MissouriState.edu,

• Provide details about the data 
you need a report built to show.

• If approved, we will build a 
custom report in Reporting 2.0 
and share it with you.

Reporting
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A Report will only show data that you 
have Permission to see. As such, you 
may not see all available data if you 
attempt to report on records that you 
don’t have Permission to view.

mailto:HRLearning%20@MissouriState.edu


If you ever have questions or need 
technical assistance with My Learning 
Connection, please contact us.

• HR Learning Team:
 HRLearning@MissouriState.edu

• System Administrator:
 Jason Coons (OTD Specialist)
 JasonCoons@MissouriState.edu
 (417) 836-7683

Additional Resources
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Context Sensitive 
Help is always 

available from the 
Basic Settings Menu.

mailto:HRLearning@MissouriState.edu
mailto:JasonCoons@MissouriState.edu


Questions?

30


	My Learning Connection
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Slide Number 19
	Slide Number 20
	Slide Number 21
	Slide Number 22
	Slide Number 23
	Slide Number 24
	Slide Number 25
	Slide Number 26
	Slide Number 27
	Slide Number 28
	Slide Number 29
	Slide Number 30

