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HOW TO ACCESS COMPLETED TRAINING 
Each employee’s LMS transcript has three sections: 

• Active – Trainings in which you are currently enrolled.
• Completed – Trainings that you previously completed.
• Archived – Archiving training removes it from the active or completed

transcript and moves it into the archive transcript.

1) Hover your cursor over the Learning tab
and click on “View Your Transcript”. 

2) On the transcript page, you will see a
drop down menu that says “Action”, click 
on the menu and select “Completed”. 

Your completed courses will appear on the completed portion of your transcript. 




