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Login 
1. Go to https://mi.learnport.org. 

2. Enter your Login ID and Password and click the Login button. 

 
 If you have forgotten your login ID, click the Login Help link in the lower right corner of the login screen. 

Populate the Last Name and Email Address fields as appropriate and click the Get Login ID button. You 

will receive an email shortly containing your account information. Open the email and return to the 

Login screen. 

 If you forgotten your password, click the Password help link in the lower right corner of the login screen. 

Enter the appropriate information in the Login ID and Email Address fields. Click the Get Password 

button. A temporary password will be sent to your email address. 

 

  

https://mi.learnport.org/
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Search for a Course 
1. Click My Workspace and choose Welcome Page. 

 
2. Select Course Catalog from the right side menu.  

 
3. Search for a course to enroll by choosing a simple or advanced search. 

 Simple Search 

i. Enter text to search in the Search Text field. 

ii. Choose the type of search from the dropdown menu.  

iii. Click Search.  

 
 Advanced Search 
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i. Click Advanced Search. 

 
ii. Populate the form as desired and click the Search button. 
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4. Select the appropriate linked course title within the results window. 

 
5. Review course details. 

6. Access the course one of two ways: 

 If the course is free of charge, click the Access Item button to enroll and launch the course. 

 
OR 
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 To access a course that has a cost associated, click the Add to Cart button. 
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View Transcript 
1. Click My Workspace and choose My Transcript. 

 
2. Explore the Learning History, Waived Items, Certifications, Personal Learning Events and/or Training 

Assignments tabs. 

o Check Status 

i. If the Progress Status column reads Started, but the course needs to be marked completed, click 

the hyperlinked course Title and follow the instructions to complete the course. 

 
o Apply a filter to locate a specific course.  

i. If desired, populate the Start Date and/or End Date fields. 

ii. Choose a Content Filter from the dropdown menu. 
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iii. Click the Apply button. 

 
o Print Transcript 

i. Click the Print Version link. 

ii. A new window will appear. Select Print. 

 
o Export Transcript as PDF 

i. Click the Export as PDF link. 

ii. When prompted if you want to open or save the PDF, click the Open or Save button. 
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Print or Save Certificate 
1. Click My Workspace and choose My Transcript. 

 
2. Click the appropriate linked course title. 

 
3. Click the View Certificate button. 
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A PDF document will open and you can choose to view and print or save your certificate. 

 

 


