Getting Started with the Common Learning Portal
Create a Profile
1. Open the Common Learning Portal in a browser page: https://mylearning.nps.gov/ 
2. Go to the “Log In” or “Register” page with the link in the upper right hand corner. You can use your PIV card to log in and follow the simple instructions for completing your profile. It is nice to have a personal picture and a cover picture already selected, but you are able to enter as much or as little information as you like. You can also return to update your profile at any time.
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Set Mentoring Settings
1. When initially setting up your profile – or by entering the Edit screen after your profile is created – you can select if you are open to “Being Mentored” or “Being a Mentor”. By selecting these you are just identifying your willingness, you are not committing to anything at this point.
2. To select these, scroll down your profile edit screen to the “Open To” section and select the appropriate boxes.
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3. To find a mentor or mentee you will want to visit the “CLP Commons” area. There is a link available in the navigation ribbon at the top of the screen. In the menu that drops down select the “Groups” option.
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4. In the center of the screen select the “Find a Mentor” button. Do this whether you are trying to find a mentor or a mentee.
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5. In the screen that opens you will see a search box with the words “Being a Mentor” already filled in. This search has automatically been run to pull profiles of people who identified their willingness to be a mentor. Along the side of the screen are profiles you can “shop” to identify someone you think would be a good mentor or you. Simply select them and send a message asking if they would like to discuss working together.
[image: ]Identify a Mentee
Simply change the words in the box to read “Being Mentored” and run the search again by pressing the “Discover” button.
This time the profiles that pop up will be those of people who have identified interest in finding a mentor.

[bookmark: _GoBack][image: ]7-15-2017
Also take time to search through the Discover Groups section. 
On the “Groups” page, scroll down to find forums to join that will allow you to collaborate with other service employees on specific topics.
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