Print Transcript

Run Transcript Report
To print a transcript, you must first run a transcript report.

Leamning Reports

1. Open the Learning tab in the menu bar and select Transcript from the
dropdown menu.

Learner Home

Events Calendar

Transcript
2. Select the Options button (three small dots) on the far right side of
your training transcript page. |
3. Select the Run Transcript Report option from the dropdown Run Transcript Report ‘I
menu.

Enter Report Criteria
.. . . . Transcript Report:

1. Training: This section can be used to make choices to _
limit the training included in your report. You can leave
this section blank if you would like to include all of your
trainlng. Search by Training Title

Subject(s)

Type
All Training [~

Title

2. Date: This section can be used to make choices about
the date range for the training included in your report. _
You can leave this section blank if you would like to e
include all of your training.

(OTraining Completion Date (Sessions and Extemal training will use End Date)

Select Range clear

Select | Start Date B | end Date ]
3. Advanced: This section is used to make choices _
.. . . Advanced
about training (active, completed, and archived)
and the details yOU want included in your report. B include Associated Training (Curriculum Training and Pre or Post Work)
. . Include Archived Training

Please be aware that |f yOU CheCk |nC|Ude IrcIJceCcn’petedTrairing Only

H. ] . (® show most recent completion
completed tralnlng Only ! the report mlght nOt ':::'Srowallccrrpet'onsiftheuser has completed more than one instance
include all of the training items you completed & rcluce Trening Detl Inormasion

. . . Ocredits  Oprice O Total Program Hours D'raining Purpose

within a curriculum. You can check or uncheck the O3 Part Name Ol provider O Traning Howrs X version

options as needed.
4. Select the Run Report button when you are ready to view the report results.

Print Transcript

1. To print the transcript, select File>Print. To print in Excel, open the report in Excel and print.

O When printing in Excel, you will want to change your print settings to ensure the report prints
= in landscape orientation, and all columns fit on one page.
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