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PLA Planner Student Quick Guide

When You Are Ready To Begin

o0 Go to http://www.esc.edu/MyESC

0 On the MyESC page select the Academics tab. In the Your Degree Plan section click
the PLA Planner link.

0 Read the information found on the page then click the Go to PLA Planner link.

0 You will need to have a draft Degree Plan in DP Planner in order to begin this process. If
you do not have one, you may start your PLA Request but you will need to create one
prior to your Mentor submitting your PLA Request to the Center Office of Academic
Review (COAR).You may save and exit the PLA Planner at any point in the process.
You can return at any time to continue.

Your PLA Request
In this section, you can set up your PLA Request by clicking on Start a New PLA Request.

o Select from DP in DP Planner
e This will load in your information for your PLA Request from DP Planner and
link this PLA Request to the Degree Plan.

0 Required Sections
e PLA Request Title
Number of Components
Credits Requested (imported from DP Planner)
Liberal and advanced designations. (imported from DP Planner)
General Education, if applicable (imported from DP Planner)
Learning Essay
Supporting Materials (if applicable)

0 Attaching your Learning Essay
e Browse to your document, and then
e Attach your Learning Essay by using the Save button on the taskbar.
e The Learning Essay will now be attached to the PLA Request and be viewable by
clicking on the View Learning Essay link. (This will appear in a pop-up
window.)

0 Add Supporting Material by clicking on Supporting Material (a pop-up screen appears).
e Enter a description of the materials being submitted.
e Upload using browse and Save, then close window.

o0 Viewing the History of your PLA Request

e Click on View History on the Taskbar and this will allow you to view the
most recent major actions of your PLA Request.
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o Communicating with your Mentor and Evaluator
e |If you wish to send a message to your mentor, click on Mentor-Student Dialog
link on the blue dialog bar.
= A pop-up will appear where you can type your message to your
mentor.
= Click on Submit Comment.
= Ane-mail will automatically be sent to your mentor notifying him/her
that you have started a dialog.
e Follow the same process when your PLA Request is assigned to an Evaluator by
using the Evaluator-Student Dialog link.

0 Submitting your Request to your Mentor
e |f the request is ready to be submitted, click on Request Initial Mentor
Review at the top of the screen.
= A pop-up will ask, “Do you wish to submit this request to your mentor
for review?” This pop-up will also notify you that there are fees
associated with the iPLA process. Click Submit to send the request to
your mentor, or Cancel to stay in the Student-Draft phase.

e Once you have submitted a request, you can modify it and resubmit for further
mentor review as needed by going to PLA Home and selecting the request to
be modified.

= |f any changes are made click Request Further Mentor Review.
= A pop-up will ask, “Do you wish to submit this request to your mentor
for review?” Click Submit to send the request to your mentor

0 Withdrawing or Deleting your PLA Request
e Clicking on Delete on the task bar will allow you (or your mentor) to mark
your PLA Request for deletion up until the time when your mentor submits
your PLA Request to COAR.
e If you and your mentor decide to withdraw your PLA Request please have
your mentor contact COAR. They will be able to withdraw it and
communicate with your evaluator if you have had one assigned.

Submission Process

When you and your mentor agree that the prior learning request and learning essay are complete,
your mentor will submit it to your Center Office of Academic Review (COAR). After it is
submitted, you will be able to view/print it, but not be able to edit it. If the center academic
review office requires changes, you will receive information about how to submit the changes.
COAR will review your PLA Request and assign an evaluator as appropriate. If you need to add
supporting materials to your PLA request, you may do so at any time, even after it has been
assigned to an evaluator.
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What is PLA Planner?

Prior Learning Assessment (PLA) offers students the opportunity to receive college level credit
for knowledge gained outside the traditional classroom. PLA Planner is the tool used by Empire
State College that enables you to submit your prior learning for evaluation.

Using PLA Planner, you can create an PLA request at your own pace. You may complete it all at
once or you may work at it over the course of several days or weeks. You will be working with
your mentor throughout developing your PLA Requests and you may request your mentor’s
assistance at any time.

How do I access PLA Planner?
You can access PLA Planner from the MyESC screen. Select Academics from the navigation
taskbar at the top of the MyESC page.

E;' EMPIRE STATE COLLEGE

STATE UNIVERSITY OF NEW YORK
Reagister ' Academics

Navigate to the Your Degree Plan panel. Select PLA Planner.

nume] ?mspecﬁnenuuuns] uyEsc] m:nTm] Request Info

= = |Search the college site |[ Search ]
Student Services = ——0
ort_ | andinformation [EERSICHIL atarats

'Your Degree Plan

= Degree Planning for Undergraduate Students:

= Areas of Study (AOS): Guidelines and web
sites

»  Degree program planning resources

= Work on your Degree Plan:

= Begin planning your degree by using the
Degree Program Planner online tool (DP
Flanner)

= Return to an existing degree plan

= View your final. approved degree plan

» Find instructions for using the DP Planner in
the online knowledge base at our service desk:
Mote: You must login to view the articles.

= [P Planner Overview and Getting Started

= DP Planner Handouts

= Questions About Developing Your Degree
Program

= Modifying the DP Planner

= Problems or Errors dealing with DP
Planner

= Prior Learning Assessment (PLA) for

knowledge gained outside the traditional
classroom.

»  Degree planning for graduate students

Log in with your MyESC user ID and password to access PLA P'Ianner.
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Getting to Know PLA Planner Home

PLA Planner
E @

NECA STUDENT609 (0673609)

[ Start a Mew PLA Request ] Izl [ View DP Portfolio Status ] IEI[ Related Resources

Existing Requests:

Art Work Status: Student Draft Request
Requested: 2 Component(s) - Modified: 07/20/2008 03:23:25 PM
Desktop Applications Status: Under Evaluator Review
Requested: 2 Component(s) - Modified: 07/17/2008 11:46:04 AN
Desktop Computing Stafus: Evaluator Report Submitted to COAR
Requested: 1 Component(s) - Modified: 06/25/2009 02:56:11 PM
NO PLA TITLE Status: Student Draft Request
Requested: NO COMPONENTS REQUESTED - Modified: 07/20/2008 03:22:44 PM

The Science of Light Status: Student Draft Request
Requested: 3 Component(s) - Modified: 06/15/2009 01:44:04 PM

Faculty Reading Periods 2009:
July 27 to August 21, December 28 to January 8 2010

NOTE: Your mentor may not be available during these periods.

1 Help
Guides and technical resources

2 Exit
Exit to MyESC

3 Start a New PLA Request
This button allows you to create a new PLA Request.

4 View DP Portfolio Status
The current status of your degree plan

5 Related Resources
Additional Prior Learning Assessment, degree planning, educational resources.

6 Existing Requests
In progress PLA requests.

7 Faculty Reading Periods
Dates your mentor may not be able to work with you.
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Getting to know the PLA Request Screen

1 2 3 4 5 6 7

Supporting Material - 0 | PLAHome [ EXIT | Delete | HELP |
PLA Planner Request Initial Mentor Review s

g { Mentor-Student Dialog

Latest:

Last Action: NECA STUDENTG08 (STUDENT) started a PLA Request on 07/24/2009 09:50:57 AM _ 1 ﬂ

NECA STUDENT609 (0673609) Select From DP in DF Planner View/Update DP | _ 1 2 & 1 3

Fhone: 518-587-1324 - HOME
1 1 Center: 0502 - Syracuse PLA Request Title:

Email:
neca_student609@esc.edu I — 1 4

Mentor: Test Plamentor
Information above incorrect?

Degree Sought: Bachelor
I_ Applicable to both Associate and Bachelor Degrees 1 8

1 5 Stage: Student Student Request:

Draft Request
. 1 -
Vour Role: STUDENT Numberofcomponents.l l

( Learning Essay: Title 1: |
To attach learning essay: ) )
o Clic the BROWSE bution and Credits 0 Liberal? ©Y &N Advanced? CY &N 1 ?

select the file from your PC |

* Click SAVE Designate as Gen. Ed. |
< Lock for file attachment at the

oottam of the sore=n. Move this title: up ° down o

inzert new title above 1 below 1 delete this t'rtle®

\ Savel
Supporting Material - 0 EXIT HELP

Save
It is good practice to save your work often. You also need to SAVE your work before

you EXIT PLA. If you exit without saving, your work will not be saved.

Please note: You need to SAVE your work before you EXIT the PLA Request Screen. If you EXIT without saving,
your work will not be saved.

2 View History
At any point in the PLA review process, you may view the history of your request by
clicking on View History in the taskbar.

3 Supporting Material
If you have any supporting material(s) (e.g., a picture, scanned certificate, etc.) you can
add them to your request by clicking on Supporting Material in the taskbar.
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PLA Home
This option takes you back to the home page where you can start a new PLA request or
select a PLA request already in progress.

Exit

You may save and exit or you may exit without saving. If you click on EXIT, you will
given the opportunity to cancel and go back to save your work. If you click OK, you will
exit PLA Planner.

Delete
You can delete your PLA request at any time.

Help
If you need assistance with the PLA process, click on HELP in the taskbar.

Request Initial Mentor Review
Once you have completed your PLA request, you submit your PLA request to your
mentor for their review

Mentor-Student Dialog
This button opens a dialog area for you and your mentor to communicate. A similar link,
Evaluator-Student Dialog, will appear when your evaluator has been assigned.

Last Action
This will list the last action taken by you, your mentor, your evaluator or the Center
Office of Academic Review (COAR).

Student Information
This area lists the name, student ID, phone number, email, center and mentor that we
have on file for you.

Select from DP in DP Planner
This will link your request to your designated degree plan and allows you to select
components that you have already defined on your degree plan.

View/Update DP
This button will allow you to view your degree plan and/or make updates through DP
Planner.

PLA Request Title

If you have only one component for your PLA request, the title will automatically be the
component name. If you have more than one component, you will need to create a name
for your PLA request.

Revised 6/15/2015 Page 7



SUNY EMPIRE

STATE COLLEGE
PLA Planner Student Handbook

15 Stage

There are 9 stages in the PLA process.
Student Draft Request
Mentor Review
PLA Submitted to COAR
Ready for Evaluator Assignment
Assigned to Evaluator — Pending Evaluator Receipt
Under Evaluator Review
Evaluator Report Submitted to COAR
Evaluator Report Processed by COAR
PLA Request Complete

N~ WNE O

16 Learning Essay
A learning essay must accompany each PLA request. The learning essay is attached using
the browser button.

17 Component Definition Area
This is the area where you will complete or verify the title, credits and credit designations
for your components in your PLA request.

18  Applicable to both Associate and Bachelor Degrees

Check this box if you plan on using this PLA Request for both your Associate and
Bachelor degree.
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How do | use PLA Planner?

Starting a New PLA Request

From PLA Home, select [ StataNewPLARequest |  t0 go to the PLA Request screen.

You can begin a PLA Request in two ways.

Degree Plan Selection

Select a Degree Plan to associate with this PLA Request.

1 ) Original (Bachelor of Ans - ART - Last modified: 6/24/2000 10:54:13 AM)
B () . ciates (Associate in Arts - ART - Last modifiec: 31102009 2:42:24 PM)

OR

2 ﬂmﬂﬁ 1o PLA Request without selecting a deqgree program at this time.

NOTE: Thera must be a draft Degrea Plan linked from DP Planner to this PLA request bafore your menter can submit this for evaluation.

1 By selecting a degree plan to associate with this PLA request (this degree plan is from DP
Planner)

OR

2 By clicking Continue to PLA Request without selecting a degree program at this time.

NOTE: There must be a draft Degree Plan linked from DP Planner to this PLA request
before your mentor can submit this for evaluation.

When you select a Degree Plan to associate with this PLA Request, the screen will expand and
you will have the option to add components from your Degree Plan or link the degree plan but

not add components at this time. (Components are units of learning or Studies that you have
defined with your mentor).

Do you have component(s) to add from your Degree Plan?

[‘{es. select Component(s) from Deoree Plan to add to PLA Request ]

[Na‘ continue to PLA Request WITHOUT adding components ]
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By Choosing I_Yes.selectComporaentls}Tmm Degree Plan to add to PLARequestJ the screen W|” expand further, glVlng yOU
e selection of components that you have alrea efined in your degree plan.
the select f ts that h Iready defined d I

Component Selection

Select th nent(s) you would like to use in your PLA Request. Choose from the “Independent Study"” category below. Remember you may only attach ONE Learning Essay for each request.

Inde

] Art Work On the Subway (4 cr, Intro, , No Gen Ed)

| English Composition | (2 cr, Intro, , 10. Basic Communication F-—)
[[Iclassics of English Literature (4 cr, Intro, Lib, 7. Humanities F-)
Desktop Applications (2 cr, Intro, , No Gen Ed)

Desktop Computing Il (2 cr, Intro, , No Gen Ed)

Hon-Accredited Technical School

DCompuler Hardware Il (2 cr, Intro, , No Gen Ed)

[Clcomputer Hardware (2 cr, Intro, , No Gen Ed)

L Add Component(s) from Degree Plan to PLA Request 1

Select the component(s) you would like to use in your PLA Request. Choose from the
"Independent Study" category only. Choose one topic at a time, unless the topics are very
closely related.

Once you have selected your Components’ click [ Add Companent(s) from Degree Plan to PLA Request

to add the components and continue to the PLA request screen. By selecting this option, many
of the fields on the PLA request screen are populated for you.

By Choosing [No, continue to PLA Request WITHOUT adding components. ] the screen WI||

take you directly to the PLA request screen. This option creates a blank PLA request screen.
You will need to complete the following required fields:

PLA Request title

Number of components

Component titles

Component credits and designations (i.e., advanced, liberal arts, and general education
designations)

O 00O

Note: If you make any changes to the components once they are in PLA Planner, you need to
adjust your degree plan in DP Planner to match. (See instructions for accessing DP Planner from
PLA Planner.)
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Once you are on the PLA Request screen, you will need to verify or complete the following
fields:

Required Field Description

PLA Request title This title describes your PLA request. If you selected
your components from your degree plan, this title will
automatically be populated. If you selected more than 1
component for this PLA request, the title will be
populated with the first component’s title. You may
change the title to make it more descriptive if you desire.

Number of components Using the Number of Components drop down menu,
select the number of components that you would like to
include in this PLA Request. PLA Planner offers a lot
of flexibility in creating your request. You may change,
add or delete components as needed. Your mentor can
help you define which components should be included
in your PLA request. If you choose to enter multiple
components in one PLA request, the component titles
must be closely related.

Please note, any changes must be reflected in your
Degree Plan. You will need to make these changes

manually.
Components title Enter or verify the title of the component(s).
Component credits and Select the appropriate designations for each component:

designations
Select whether each component is Liberal (Yes or No).
If a component is not liberal, it is usually more applied
or technical in nature.

Select whether each component is Advanced (Yes or
No). Select Yes for Advanced, or No for Introductory.

If this component fulfills a SUNY General Education
requirement, click

Designate as Gen. Ed.
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A pop-up menu allows you to indicate which general
education area(s) the component meets and whether you
are requesting partial or full credit for the area(s).

{2 add/Change General Education Designation - Microsoft Internet Explorer provided by Empire State College BEXE

Designate This Component as Meeting a SUNY General Education Requirement
Component Title: Desktop Applications

Designate the gen. ed. area(s) this component meets.
One component can meet up to two gen. ed. areas fully or partially.

Gen. Ed. Area This component meets this requirement
1. Mathematics Ofully O partially @ none
2. Natural Sciences Ofully O partially @ none
3. Social Sciences Ofully O partially @ none
4. American History Ofully O partially & none
5 Western Civilization Ofully O partially @ none
6_Other World Civilizations Ofully C partially © none
7. Humanities Ofully O partially @ none
& The Arts Ofully O partially @ none
9. Foreign Language Ofully O partially @ none
10_ Basic Communication Ofully O partially © none

Note: Your mentor can assist you with designations, as
well as determining the number of credits to request.

After verifying or completing the required fields on your PLA Request, you will need to attach
your Learning Essay and any Supporting Documentation.

If you have made any changes to your component titles or designations use the button on the
[ viewupdateDP | PLA Request screen to make the updates to your Degree Plan in DP
Planner.
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Attaching Your Learning Essay

Before you can submit your PLA request for mentor review, you must attach your learning
essay.

Supporting Material - 0 HELP
PLA Planner Request Initial Mentor Review

Mentor-Student Dialog

Latest:

Last Action: NECA STUDENTE09 (STUDENT) started a PLA Request on 07/27/2009 10:29:47 AM

NECA STUDENT609 (0673608) [ SelectFromDPinDP Planner || viewUpdate DP
Phone: 518-587-1324 - HOME
Center: 0502 - Syracuse PLA Request Title:
E;nc?ilistudentsng@esc.edu |Desktop Applications
Mentor: Test Plamentor
Information above incorrect?

Degree Sought: Bachelor

D Applicable to both Asscciate snd Bachelor Degrees

Stage: Student Student Request:
Draft Request

Numberofcomponent51|2 VI

Yw

Titls 1: |Desktop Applications |
Credits:2 |Liberal? OY @M Advanced? OY @ N
[ I

Move this title: upo duwno
insert news tile above §  below L delete this title ()

Learning Essay:

To attach learning essay:

® Clide the BROWSE butten and
select the file from your PG

* Clid SAVE

Lock for file attachment at the

bottom of the soreen.

|| Browse...

Supporting Material - 0 HELP

View Hiclo

Step one:
Click on the button and select the file from your computer that you wish to submit as the

learning essay for this PLA request.

Step Two:
When you have located your essay, press the button to bring the essay into the PLA

Request Screen.

Step Three:
Click on any of the SAVE buttons to attach the learning essay to the PLA Request.
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HELP

Request Initial Mentor Review

[ Save | » ..., |
PLA Planner

Mentor-Student Dialo
Latest:

Supporting Material - 0

Last Action: MECA STUDENTE08 (STUDENT) started a PLA Request on 07/13/2009 04:14:08 PM

NECA STUDENT609 (0673609) [
Phone: 518-587-1324 - HOME
Center. 0502 - Syracuse
Email:
neca_studentG09@esc.edu

Select From DP in DP Planner | [ View/Update DP__ |

EIX

Choose file

Mentor: Test Plamentor
Information above incorrect?

Look in: I:} Learning Ezzay

=l e ® ek E-

E ' student. doc
Stage: Student -
fdy Recent
Draft Request Documents
Your Role: STUDENT 9
Learning Essay: Desktop
To attach learning essay:
#® Click the BROWSE button and o
select the file from your PC _,J
® Click SAVE My Documents
® Look for file attachment at the
bottom of the soeen. -
-
7 My Computer
D | Cowe)
. '
Iy Metwork File name: IDesktop Applications_student.doc j Open I

Places
Files of type: J 40 Files ) = Cancel |

Wove this title: up Q@) down 5
insert new tile above T below 4 delete this tite ()

[ Save | icwiioy | Supporting Material - 0 HELP

After you attach and save your learning essay, you can view it by clicking on the View Learning
Essay link on the left side of the PLA screen. Clicking on the View Learning Essay link will
display a pop up window where you can view your Learning Essay.

If you decide to make a change to your Learning Essay once it is attached there are a few steps
you must take:
1. Save your Learning Essay locally and make the changes.
2. Locate the learning essay attachment icon at the bottom of the PLA screen
3. Follow the instructions to delete the attachment
To Delete an Attachment:
1. Click checkbox next to attachment below

2. Click SAVE at top of screen

NOTE: If you don't have a copy of this file, first save it to your hard drive by clicking the file name below

Mark attachments for deletion
[JDesktop Applications_student doc

4. Save once you have deleted the Learning Essay
5. Attach the new Learning Essay as you did previously
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Attaching Supporting Materials
Step one:

If you have any supporting material(s) (e.g., a picture, scanned certificate, etc.) to augment your
PLA request, click on Supporting Material in the taskbar and a pop-up screen will appear.

Supporting Material - 0 EXIT HELP

Follow the instructions for attaching Supporting Materials. You may attach as many files as you
need.

Supporting Material - 0 EXIT HELP

PL‘ f Supporting Materials for Desktop Applications - Microsoft Internet Explorer provided by Empire Sta... [2)[5]5%]

@.\-_— B |® http: fiempirel .esc.edu/plajplaattach, nsf by V| 4| % |Live Search | P~
% Fle Edt View Favorites Tools Help @Convert + PRSelec @ Snagt B 2

= ——— — = »

w |@Supporting Materials for Desktop Applications [ | -8 o= - |k Page » () Tooks -

-

PLA Planner - supporting Materials Area

Supporting Materials for: Desktop Applications

]

Document all supporting materials for this PLA request including those that you will attach below.
Computer certificate from Training Program Enter a descr|pt|0n
Syllabus from Training Program _ . .
Report from Training Program Of the matel'la| belng
Your Ro H
submitted here.
Learni [Save] [ Close Window ]
View L
Torepl
1. Scroll |
2 Folloy) Existing attachments:
attachm

syllabus_student doc
3. Upl

i report_student doc
certificate_student jpg

To attach a file:
1. Click the BROWSE button and select the file from your PC L)
2. Click SAVE

3. Look for your file attachment at the bottom of the screen.:
|[ Browse.. |
NCTE: File size is limited to 10 MB

| |_HELP

[Sa\fe] [ Close Window ]
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Step two:

Enter a description of the materials being submitted, as indicated in the screenshot above. Click
on the [Eews=.. ] button and navigate on your computer to find the supporting material that you
wish to submit for this PLA request. Any type of file can be attached except *.zip files.

When you have located your material, press the button to attach your file to the PLA
request. You can add several attachments, but you need to save after each attachment before you
can add the next.

After you have uploaded your attachment and clicked Save, your material will appear as an icon
at the bottom of the Supporting Material pop-up screen. You can view your material by double-
clicking on this icon, which will open a new window. A link will also appear in a list under
Existing Attachments. When finished viewing, close this window to return to the Supporting
Material pop-up screen. When you are finished attaching your material(s), click on the Close
Window button.

When you return to the PLA Request screen the number of Supporting Materials will update
according to the number of files you have attached.

Supporting Material - 3

If you attached the wrong file, you may delete it by clicking on the checkbox next to the
document icon at the bottom of the Supporting Material pop-up screen then hitting the Save
button.

NOTE: Modifications made through the viewing option will not be saved. If you make any
changes to your file after you have attached it to your PLA request, save your changes locally to
your computer. Then you must delete the original file from the Supporting Material screen and
reattach the updated file.

You can return to the Supporting Material taskbar option at any point to review, add, or delete
material(s).

If you have supporting material that cannot be submitted electronically, you can make a note in

the description field and have your supporting material delivered to a location you arrange with
the evaluator.

-

Sror
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Checklist

You should now have:

1. Created a PLA Request, including

e PLA Request title

Link to the appropriate degree plan
Number of components
Component title(s)
Component credits and designations (i.e., advanced, liberal arts, and general
education designations)
2. Attached your Learning Essay
3. Attached your Supporting Material (if any)
4. Reviewed all of the above to be sure it is correct and complete

Your request is now ready for mentor review.

Requesting Initial Mentor Review for your PLA Request

Once you have completed the Checklist and are ready to Request Initial Mentor Review click the
button.

| Save |  ViewHistory | Material -3 HELP
PLA Planner Request Initial MentorReviQ

Mentor-Student Dialog
Latest:

Last Action: NECA STUDENTE09 (STUDENT) started a PLA Request on 07/13/2009 04:14:08 PM

Then click Submit when prompted.

A Pop up will appear notifying you of IPLA fees associated with the PLA process. Click Accept
to acknowledge that fees will be incurred.

Your Mentor will receive an email indicating that your PLA Request is ready for review.

If you need to make any changes after you have submitted your request to your mentor, click the
same button which is now labeled i Request Further Mentor Review ]

Working with your Mentor on the PLA Request

You will be working with your mentor on your PLA request. You can continue to add, delete, or
modify your request until your mentor submits your request for evaluation. Once your mentor
has submitted the request to your center for evaluation, neither you nor your mentor can make
any further changes to your request in PLA Planner.
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Communicating with Your Mentor in PLA Planner

PLA Planner has an area for you and your mentor to have an ongoing dialog as you work
together on your PLA request. Automatic e-mails are sent to notify your mentor that a new
comment has been added to the conversation. You will also receive an email if your mentor adds
a comment to the dialog box. You do not need to e-mail your mentor separately. All
conversations in the dialog are maintained and stored within this PLA request.

Step one:
Click on the Mentor-Student Dialog box. A pop-up dialog area will open.

Step two:

Enter your comments into the text box, then select Submit Comment to add the comment and to
notify your mentor. When you select Submit Comment, your mentor will receive an automatic
e-mail notification containing a link to your message in PLA Planner.

f.: PLA Planner Dialog Area - Microsoft Internet Explorer provided by Empire Sta

‘_: T - http:,l’,l’empirel.esc.edu,l’pla,l’plaattal | *4|| K| |Live Search
anner [SiS, |

File Edit Wiew Favorites Tools  Help %Convert b @Select

Mentor-Student Dialo : —
L w ﬁ'ﬁ? |®PLA Flanner Dialog Area | | ﬁ i G L |

e AT
Last Action: Weca Student509 (STY

NECA STUDENT609 (0673609) .
Phone: 518-587-1324 - HOME PLA Planner - pbialog Area
Center: 0502 - Syracuse

Email:

neca_student609@esc.edu Mentor-Student Comment Area:
Mentor: Test Plamentor Existing comments:

Information above incorrect?

Stage: Mentor

Review Add new comments below:

Hello, thank you for helping me on the phone.
Your Role: STUDENT Here is my PLA draft.|

Learning Essay:

View | earning Essay

To replace Learning Essay:
1. Scroll to bottomn of screen.
2. Follow directions to delete
attachment. [
3. Upload new essay.

Submit Comment [ Cancel ]

The date and time of the last comment posted by either you or your mentor is displayed in the
Mentor-Student Dialog box.

Mentor-Student Dialog

Latest: by Neca Student609 on 07/ T/2008 11:38:56 AM
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After Submitting Your iPLA Request to the Center Office of Academic
Review (COAR)

Once COAR has received your iPLA request, they will determine if it is ready to be reviewed by
an evaluator with expertise in the area in which you are seeking credit. If your request is ready
COAR will accept it. It is at this point of acceptance that you will be charged the iPLA fee, if
appropriate. Then, COAR will assign an evaluator. Once an evaluator is assigned, you will
receive an automatic email with your evaluator’s contact information.

You are responsible for making contact with the evaluator, responding to requests for additional
supporting materials in a timely fashion, and participating actively in the evaluation process. If
you cannot make contact with the evaluator or if you have other difficulties with the process, you
are responsible for notifying COAR.

Once the evaluation process is complete, the evaluator will submit a written recommendation to
COAR. COAR will process this recommendation and include it in your degree plan portfolio for
the faculty committee to review and make final determinations for your request. You and your
mentor will be notified by email once COAR has processed the recommendation. You will be
able to view the recommendation prior to the faculty committee review.
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Communicating with your Evaluator

After an evaluator is assigned to your request, PLA Planner will have an area for you and your
evaluator to have an ongoing dialog as you work together. This works just like your Mentor-
Student dialog box. All conversations in the dialog are maintained and stored within this PLA
request.

Step one:
Click on the Evaluator-Student Dialog box. A pop-up dialog area will open.

f.'-' PLA Planner Dialog Area - Microsoft Internet Explorer provided by Empire Sks

Wl el ' http: ffempirel . esc.edufplajplaatta V.i || X% ;.I._ive Search
PLA Plann¢SiShlil A\ eI

File Edit View Favorites Tools  Help QIJCDIWEF': = @Select

Evaluator-Student Dial T . z
Latest v e | @B PLA Plariner Dialog Area | | B = v

Last Action: Test Plasvaluato
Evaluator-Student Comment Area: Desktop Applications
MECA STUDENTG09 (067360 Existing comments:
FPhone: 518-587-1324 - HOM
Center. 0502 - Syracuse
Email:

neca_studenté09@esc.edu
Mentor: Test Plamentor

Information abowve incorrect?

Add new comments below:
I have just learned that you are my evaluator. | am
available to talk any evening except Wednesdays
because | work those nights.

Evaluator: Test Plaevaluator
Start: 0782009
Due: 09/01/2009

Stage: Under
Evaluator Revie

Your Role: STUDEMT

[ Submit Comment ” Cancel ]

Evaluator Contact Info:
123 Sesame St
Hartsdale, MY 10530

Step two:

Enter your comments into the text box, then select Submit Comment to send to your evaluator.
When you select Submit Comment, your evaluator will receive an automatic e-mail notification
containing a link to your message in PLA Planner.

The date and time of the last comment posted by either you or your evaluator is displayed in the
Evaluator-Student Dialog box.

Evaluator-Student Dialog

Latest by Neca StudentS09 on 07/17/2009 11:47:44 AM
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Viewing the Status and History of Your PLA Request(s)

Status
You can view the status of all your PLA requests by viewing them in the PLA Home screen.

History

At any point in the PLA review process, you may view the history of your request by clicking on
View History in the taskbar. A pop-up window will appear. Click Close in the pop-up screen to
return to the PLA screen. You can keep close track of your request as it goes through the
evaluation process through View History.

Supporting Material - 3 Withdraw Request HELP
PLA Planner

MECA STUDENT609 (STUDENT) started a PLA Request on 07/13/2009 04:14:08 PM
Neca Student609 (STUDENT) submitted this PLA Request to the Mentor on 07/17/2009 11:14:07 AW
Test Plamentor (MENTOR) submitted this PLA Request to COAR on 07/117/2009 11:44:06 AM
Kay Watkins (COAR) accepted this PLA Request on 07/17/2009 11:47:00 AM
Kay Watkins (COAR) assigned the Evaluator for this PLA Request on 07/17/2009 11:47:13 AM
Test Plaevaluator (EVALUATOR) accepted this PLA Assignment on 07/17/2009 11:46:00 AM

neca_student609@esc.edu
Mentor: Test Plamentor
Information above incorrect?

FLA Title: Desktop Applications

Degree Sought: Bachelor

Evaluator: Test Plaevaluator Student Request:

Start: 07182009

Due: 09/01/2009 1. Desktop Applications 2 cr — Lib: N — Adv: N (GenEd: NONE)
Stage: Under 2. Desktop Computing Il 2 er — Lib: N — Adv: N (GenEd: NONE)

Evaluator Review
Your Role: STUDENT
Evaluator Contact Info:

123 Sesame St
Hartsdale, NY 10530

Learning Essay:
View Learning Essay

Supporting Material - 3 Withdraw Request HELP

Technical Support and Questions

Technical Support

If you need help while using PLA Planner, you can click on the HELP button in the PLA Home
Screen or while in a PLA Request Screen. Click Submit Tech Support Ticket and this will take
you to Empire State College Tech Info Home.

Questions
If you have any general questions regarding PLA Planner that are not answered by this manual,
you may contact your Primary Mentor or your Center Office of Academic Review (COAR).
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