How to View an Employee’s Learning Transcript

1 Select the employee from your Team Highlights or Team Org Chart.
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From the profile menu, select Career. Then select the Learning tab at the top of the page.
The employee’s Learning transcript is displayed.
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Note: If the employee currently has more than one campus job/manager, the two arrow icon
is displayed on the Employee’s profile. All training records are shown together even when
the employee has had or does have more than one campus job.

These are a few of the many ways to view the information on the Learning report:
1. Use the scroll bars to move through the information.
2. Exportthe reportto Excel.

3. Sort and/or Filter by selecting the column heading and completing the filter fields.
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