
 PTT Learning Center Help Guide:  How to Search the Training Catalog 

 

DFES/Partner Training Team 1 06/05/25 
Learningcenter_Search_Guide_060525.Docx 

How to Search the Training Catalog 
 
1. On your Home page, locate the Search for Learning bar. 

 
 
2. To search for a specific training, type the name of a training or search using keywords.  

 
 

3. To search the entire Training Catalog, click in the Search for Learning bar and press Enter.  
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4. On the Learning Search page, you can narrow your search by using filters. You can filter 
by Duration, Type, and Subject.  

 
 
5. Click on the title of a training to open the Training Details page. 
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6. To start the training, select Launch.  

 
 
7. After you have completed the training, select Mark Complete.  
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8. After you mark the training complete, you can view it on your Transcript. 
 
9. On the Transcript page, select Completed from the Filter by Training Status drop down 

menu. 

 
 
  



 PTT Learning Center Help Guide:  How to Search the Training Catalog 

 

DFES/Partner Training Team 5 06/05/25 
Learningcenter_Search_Guide_060525.Docx 

10. Your completed training will be listed here. From the Launch drop down menu to the right of 
your completed training, you may see several options listed. 
a. Launch – This allows you to relaunch the training.  
b. View Training Details – This takes you to the Training Details page.  
c. Move to Archived Transcript – This moves the training from your Active Transcript 

into your Archive Transcript. The purpose of the Archive Transcript is to store training 
that you no longer need to access.  
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