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Creating a URL

❑Click on the Generate Adult Learning Plan Link

❑Select the expiration date of the URL
❑The URL Expiration Date will default to today’s date
❑The URL will be active through the expiration date 

selected
❑The URL Expiration Date cannot be more than 30 

days from today’s date

❑Click Submit



Creating a URL…cont.
1. A unique URL displays which will access the online ALP document for the specified provider.  

2. If a program has more than one class location and needs to specify a location for the applicant, click on the Get Location-specific ALP Links to 
generate links for each class location

3. A URL will be created for each class location.

• The unique URL can be used by one or multiple applicants up to the URL expiration date.

• For an adult education learner to receive this URL link, the program would need to:

▪ Copy and paste the URL and send to the learner electronically

▪ The adult education learner would then click on the link to launch the online ALP

▪ Copy/Paste or type the URL into a browser

▪ Click Enter to launch the online ALP



Reviewing Submitted Online ALPs

❑ Click on the Adult Learning Plan Administration link

❑ Select the needed criteria
1. Submission Begin Date defaults to 07/01/XXXX of that current program year

• The Begin Date will update to 07/01/XXXX of the new program after the September 17th deadline

2. Submission End Date defaults to today’s date

3. Record Status defaults to Pending

▪ Record status can also be viewed for All, Completed or No Action

4. Provider will display based on the MAERS User ID

5. Optional to filter by an applicants Last Name

❑ Click Submit to view online ALPs 



Reviewing Submitted Online ALPs…cont.

1. Criteria selected to run the 
list of online ALPs

2. Ability to change the 
criteria then click Submit

3. Various filters to sort or 
search for specific data

4. Print, export or hide 
columns as needed

5. Click on the Record Status 
to navigate to the 
applicable MAERS screen

▪ Pending will do a search for existing participants

▪ Completed will navigate to the participant’s Registration

▪ No Action will navigate to a search screen

6. Click View to display and/or print the completed online ALP



Processing a Registration

1. Click on the Pending link under the Record Status column

2. An automatic search in MAERS takes place to look for an 
existing record with the same name and date of birth
▪ If no match is found, see page 9

▪ If an exact match is found, see page 10

▪ If a possible match is found, see page 11



Processing a Registration – New Applicant

If the participant does not have a MAERS record, a new registration record can be 
created in MAERS:

1. Click the Create New Applicant /MAERS Registration button to navigate to the MAERS Registration 
screen.

• The submission from the ALP will automatically upload into the Registration

• The Instructional Areas and Registration Date will need to be entered by data entry staff

• Some fields that are not required in the online ALP may need to be manually entered into the Registration

2. Click the No Action button if the online ALP should not be uploaded into MAERS as a Registration

• No Action status can be filtered and managed later from the Adult Learning Plan Administration link

• No Action status can be changed back to pending if it is determined a Registration is needed

3. Click on the Adult Learning Plan (ALP) link to display and/or print the completed online ALP



Processing a Registration – Existing MAERS Participant

If a participant is an exact match with an 
existing MAERS participant, the 
Participant History screen will display to 
determine next steps:

1. If the participant is already active in the 
program, click on No Action

• No Action status can be filtered and managed 
later from the Adult Learning Plan 
Administration link

• No Action status can be changed back to 
pending if it is determined a Registration is 
needed

2. If the participant is not currently active in 
the program, click on Enter New MAERS 
Registration

• The submission from the ALP will 
automatically upload into the Registration

• The Instructional Areas and Registration Date 
will need to be entered by data entry staff

• Some fields that are not required in the online ALP may need to be manually entered into the Registration

3. Click on the Adult Learning Plan (ALP) link to display and/or print the completed online ALP



Processing a Registration – Existing MAERS Participant…Cont.

If the participant matches more than one 
MAERS record, the Participant Search 
Results screen will display to determine 
next steps:

1. Click on the Name links to review the 
existing records

• If one of the existing records is a matching 
participant, follow the steps on page 10 

2. If the existing records are not a match to 
the participant, click on New Applicant / 
MAERS Registration and complete the 
registration 

3. Click the No Action button if the online 
ALP should not be uploaded into MAERS as a Registration.

• No Action status can be filtered and managed later from the Adult Learning Plan Administration link

• No Action status can be changed back to pending if it is determined a Registration is needed

4. Click on the Adult Learning Plan (ALP) link to display and/or print the completed online ALP



Identifying an Online ALP Registration

A registration created from an online ALP will have an additional 
footer button labeled View ALP.

Registrations manually entered from a paper ALP will 
not have this additional footer button.



Identifying an Online ALP Registration…Cont.

A consolidated version of the completed online ALP is available on several screens as previously noted.  This 
can be printed into a one-page (front/back) document for the participant’s file.



Online ALP Report

❑Click on the Adult Learning Plan Report link

❑ Select needed parameters to run the report then click Submit



Online ALP Report…Cont.

1. Report parameters selected

2. Provider name with status of Pending, No Action, Completed and Total online ALP counts

3. Statewide Totals with status of Pending, No Action, Completed and Total online ALP 

counts
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