Viewing your Transcript

UTLearn

The Transcript page displays the status of each course or
learning object you’ve requested or been assigned. It also allows

Your Transcript
you to easily monitor your training status.
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You can access the Transcript page in two ways:
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1. From the Welcome page, go to the Your Transcript section LR B L one
and click Your Transcript.
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2. From the Welcome page, mouse over the Learning tab and
select View Your Transcript.
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Viewing your Transcript UTLearn

The Transcript page displays:

1. The Options drop-down field, which __ Transcript: Eunice
allows you to add external training, L Foxtrot
export your transcript to a PDF, print 9 5
your transcript, or run a transcript , N . . o
- . To view your completed training, print certificates, and/or complete evaluations, please view your Completed items via the drop-down
repo rt. | [EIT"S"‘SC”F“ that currently displays Active. To view archived items, select Archiv view the entire transcript history, select Run Transcript Report.,
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2. Aggregate training hours completed AGGREGATE TRAINING COMPLETED
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° Active ¥ | By Due Date ¥ | All Types ¥

Search Results (4)
3. Sortlng OptlonS to \{leW Onl,y _aCtlve' gms Underwater Firefighting(Starts 3/14/2016)
completed, or archived training as B Due:iNoDueDate - Status Denied
well as filter options based on training
due date and type.
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4. A search box that allows you to search
for specific training.



Archiving Training UTLearn

Archiving your training allows you to move any of your courses listed in the active and

completed transcript page. G
Active ¥ | ByDueDate ¥ | All Types ¥
This feature is useful if you have withdrawn sessions listed in your active transcript page or if Search Results (4)
you have registered for a curriculum, material, or online course in error.
o Underwater Firefighting(Starts 3/14/201]
L] Due: No Due Date  Status: Denied

From the Active or Completed transcript page, search for the appropriate training.
oy Microsoft Word Basics(Starts 4/19/2016)
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1. Click the course title. This will take you to the Training Details page. sy

2. Click Move to Archived Transcript link. a

3. Click the Archive button in the pop-up message. Request Exemptilin [ Move to Archived Transcrip

[ Move Training to Archived Transcript x

Select Archive from the Active drop down field. o }l\ You have Indicated that you would like to archive this training. This will move the

£ 4% training from your Active Transcript into your Archive transcript. The purpose of
the Archive Transcript is to store training that the user no longer needs to
access. The act of moving training to the Archive does not remove any

g
Archive Cancel
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*To restore an archived course to the active transcript page:

~

Search for the appropriate training.

1
2
3. Click the course title. This will take you to the Training Details page.
4. Click Activate link.



Managing your Transcript UTLearn

Click Options on the Transcript page to display the following selections:

Options ¥
* Add External Training - allows authorized users the ability to add
external training to a transcript. Add External Training

- . Export to PDF
* Export to PDF - allows each user the ability to print the current

view of the transcript to a PDF. Only training that is displayed on | | Print Transcript
the viewable page is included in the PDF printed transcript. aluations, please view your Complgt

‘0 view the entire transcript history Run Transcript Report )

* Print Transcript - allows each user to print an HTML version of the . FSCALYEARENDING 7~ COST
transcript information currently displayed on the page based on ] 8/31/2016 ) $.00
the sorting and filter options selected. ~— T

* Run Transcript Report - allows each user to view their entire
transcript history.



Adding External Training UTLearn

UTLearn defines “external training” as training that occurs outside of the training
management system and that is pertinent to professional development requirements or job

traln'”g- Learning UTLearn Help & Hints

To maintain a more complete picture of your overall learning and professional development,
you can add external training to your UTLearn transcript by completing the steps listed
beIOW- Events Calendar

On Friday  View Your Transcript M CST to 8:00 PM CST

Note: Before you add external training to your transcript, first consult with your department
about their policy regarding adding outside training.

Browse for Training

Interests and Waitlists | nice Foxtrot

1. From the Welcome page, mouse over the Learning tab and select View Your Transcript. amn
This opens the Transcript page.

2. Click the Options drop-down field, and select Add External Training. This opens the Add
External Training page.

Add External Training
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Print Transcript
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Adding External Training UTLearn

Add External Training

Enter information about job-relsted activities or training that you have tsken outside of UTLearn [(e.g. seminars, conferences, etc). Separate approval may be
required to mark the tem complete

3. Enter all required information on the Add External

Training page. Required fields are marked with a red Y
asterisk. Note: Documents or files may be uploaded Engiish (US) -
as part of the training inclusion request depending on it \

any pertinent oversight and governance
requirements.

Training Description *

Provider *

4. Once you have completed the required fields on the

page, click Submit to complete your request to add Trsining Date
external training or click Cancel to terminate the o #
request. Schehie

Once the request is submitted, the user’s transcript will A2

reflect the correct training status. Credits famed
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Hours Minutes

Attachment(s)
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