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Quick-Start Guide to Using the ONCC Runway Online Platform – LearningBuilder 
 
LearningBuilder is the online platform where you will complete program activities and submit documentation for 
all program requirements. This quick guide will help you get started. 
 
 
To Get Started: 
 
• Go to the ONCC Runway page on the ONCC website, 
https://www.oncc.org/runway-program, and click on the Login 
Here button on the right below the page headline banner. 
 
• Log in with the email address you have on file with ONCC 
and your password. This will take you to your account 
dashboard in the program platform. 
 
 
 
Once in the ONCC Runway LearningBuilder Platform 
 
• Click on Learning Plans in the blue banner under the “Account Details” header.  
 
• Click Continue on your ONCC Runway Learning Plan to begin or return to your program work on subsequent 
visits.  
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LearningBuilder opens on your personal learning plan. Each program section has a brief description with an 
option to “Show More” – where you will find full information and/or learning content for the program section. 
Read all information in the program carefully and completely so you do not miss any content or requirements. 
 
Program components may have “Read” sections that simply must be clicked to attest that you have read the 
information, or completion requirements for which documentation must be uploaded.  
 

 
 
 

 
 
 
 
Some sections of the program must be completed before future components will be available for completion. 
Details on this are provided in the course, but the following image shows you what to expect in the platform 
regarding available and locked program components. 
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Your ONCC Runway Learning Plan on LearningBuilder 
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Prior to entering learning activities, we suggest gathering your activity documentation (e.g., Certificates of 
Completion [for non-CE activities] and CE/NCPD certificates). You’ll need information found in your 
documentation.  
 
In the Learning Activities program component, click the blue plus (+) icon in the section header OR the “Add 
Activity” button at the bottom right of the section information. (See below.) 
 

 
 

 
 
 
This will open an entry screen that includes information about the content area requirements for the learning 
activities and other information.  
 

 
 

Entering Learning Activities in Runway Learning Plan 
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Scrolling down in this window, you will find the entry form. Enter the name of the program, applicable content 
areas for the program requirements, date you completed the program, NCPD/CE hours (if any) obtained for the 
program, and accrediting organization (if claiming for NCPD/CE).  
 

 
 
When entering the Applicable Domains, you may select multiple content areas if the program includes content 
that addresses more than one required content area.  
 

 
 
 
 
 
 
 



 

 Page 5 of 6 
 

You MUST upload documentation for each learning activity you complete for program requirements. Click the 
Upload button to select a new document from your computer or “Choose from library” to attach a document 
you have previously uploaded. 
 
 

 
 
 
Click Submit to Save your entry. After you save your entry, your activity will appear in your ONCC Runway 
learning plan as shown below. 
 

 
 
 
You may EDIT an activity entry by clicking on the three-dot icon on the far right of the activity entry and then 
clicking “Edit Response”.  
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You may track your progress on the total number of NCPD that must be earned (10) and the learning activities 
(1 per content area) in the Requirements tracker at the top of your ONCC Runway Learning Plan. This 
tracker will appear once you complete the Work Behaviors program component and unlock the Learning 
Activities component. It will update with each learning activity you enter. See below. 
 

 
 
 
 

There are “Submit” buttons in the upper and lower right corners of the learning plan. You cannot submit your 
plan until all program requirements are completed. The “Submit” buttons will change from gray to orange after 
you have met your requirements and may submit your plan. Click the orange “Submit” button to submit your 
plan to ONCC. You cannot submit your plan until the button is orange. You will be prompted to Complete 
Program / confirm submission. Finalize by clicking “Submit”.  
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Submitting Your Completed Plan  


