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How to View Your Transcript 
 
1. Click the  icon to open your menu.  

 
 
2. Under Learning, select View Your Transcript.  
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3. The Transcript page shows your current Active trainings by default.  

 
 
4. To view your completed trainings, select Completed from the Filter by Training Status drop 

down menu. 
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5. The Completed Training view allows you to relaunch a completed training and view 
certificates of completed trainings (if applicable).      

 
 

6. To print your Transcript, click the  icon. Select Print Transcript from the drop down menu.  
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7. On the Print View page, select Print.  
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