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2. Hover over the 
LEARNING menu in 
the upper left hand 
corner. Click VIEW 
YOUR TRANSCRIPT 
from the drop down. 

1.  Follow the directions in STEPPER 1: LOGGING IN AND SEARCHING 
to access the system. You will  arrive at the WELCOME PAGE. 

3. You wil l  be taken to your transcr ipt. The default view is to show 
only your ACTIVE sessions (sessions you have not completed). 
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4. Click the down arrow in the box that says ACTIVE and you wil l  
see a drop down that says COMPLETED and ARCHIVED. 

5. If you select COMPLETED, you wil l  see the events you have 
completed. From this l ist, you can cl ick on the title of an 
event and be taken to a page showing all  the information 
about the session. You can verify that you were awarded the 
credits you earned.  
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6. When your transcript screen becomes too full , you can choose 
to ARCHIVE older sessions. They wil l sti l l  be available to you, 
but won’t show automatically when you enter your transcript 
page. To archive a session, go to the TRAINING DETAILS page 
by cl icking the title of the course under your COMPLETED tab 
and click the icon for archiving in the upper right hand corner of 
the page. 


