New User Guide for Online Professional Development
*for users that have never accessed the iLearn system

1. Go to the Excellence in Adult Education website www.excellenceinadulted.com. For best
results, use Chrome or Firefox for your browser. Do not use Explorer.
2. Under the Professional Development tab at the top of the website page, click on PD at
a Distance on the drop down menu.

3. To view a list of all the online professional development courses available on iLearn,
click on iLearn courses.

4. There is a list of all Service Center Network contact information at the top of the course
list. You will need to refer back to this information once you have selected the course(s)
you are interested in taking.

5. Scroll through the listing of courses and note which Service Center is offering the one(s)
you select.

*Once you have determined which course(s) you want, you will then need to send an email
to the designated Service Center(s) to request an enrollment code and log-in information.
Please be specific in your request (i.e. “I am interested in registering for the TABE 9 & 10
Assessment Specifics.”). Please note: This is a manual system, so the process may take up
to 3 business days.

6. You will receive an email from the designated Service Center with the enrollment code
and log-in information specific to each course you have selected.
7. Once you have received the enrollment code(s), you may then go to the iLearn website
directly (ilearn.iccb.org) or you may access it through the Excellence in Adult Education
website (PD tab, then click visit the ILearn website for options).
You will need to create a username and password for the iLearn website. It is
important that you keep both of these in a safe place for future iLearn use. The
username SHOULD BE something specific to you (i.e. your first initial and last
name) and the password MUST contain at least 1 capital letter + at least 1 lower
case letter, at least 1 symbol or number, AND MUST BE 8 characters long.
8. As a first time user you MUST complete a profile before accessing courses. Do so now.
The system will tell you to change your password while finishing your profile—DO NOT
CHANGE IT! (The only time your password needs to be changed is if you forget it. If that
happens, you will need to contact one of the Service Centers and your account will be
reset and then you must enter a new password (the username can remain the same).
9. When your profile is complete, you may select the course(s) for which you have
received an enrollment code.
10. Click on a desired course and enter the enrollment code when prompted. You will only
need the enrollment code once per course.
11. Follow the directions for the course, submit required assignments, and request a
professional development certificate from the designated Service Center. Be sure to
include the unit number in your request. Reminder: it may take up to 3 business days to
process this information.
12. Once you have finished a course, you may complete other courses or logout (top right).
13. After your online journal is reviewed and any assignments are assessed, you will receive
a professional development certificate (the amount is noted on each lesson unit) as a
pdf file via email.

