
Adding External Training

To add external training to your 
transcript:

1. Hover over Learning in the 
navigation tab and click View Your 
Transcript.

2. On the transcript page, click Options
drop down menu and select Add 
External Training.
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Adding External Training

1. Enter the appropriate information in 
the required fields.

2. If available, click Select a file to 
insert your certification of 
completion.

3. Click Submit.
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Adding External Training

1. On your active transcript page, 
locate the recently added 
external training.

2. Click Mark Complete.
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3. Your external training will move to your completed transcript with a completed status.


