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	Acknowledgment List for Learners - LMS



Acknowledgment List for Learners – LMS
(Learning Management System) 
You can open your Transcripts – All Learning to see a list all announcements that required an acknowledgment. Announcements that do or did not require an acknowledgement do not appear in the list. 

Both acknowledged announcements (with date acknowledged) and announcements that still need to be acknowledged appear in the list. 

Tip: You may also read and acknowledge announcements from the Learner Transcript’s acknowledgement page by clicking the title.

Steps to Review Your Acknowledged & Unacknowledged Announcements

1. From your Menu Bar, click Reports –Transcript – All Training.

2. Click the Acknowledgements tab.
The acknowledged and unacknowledged announcements display along with ‘Complete’ and ‘Due’ link totals across the top of the report. 
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Name: System Administrator
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· Each ‘acknowledged’ announcement displays with the date you acknowledged it on the right and the text ‘Yes’. 

· Each unacknowledged announcement displays the text ‘No’. 

· You can open any of the announcements listed on the report. 

3. If you want to display just unacknowledged announcements, click the ‘Completed’ link. If you want to display just acknowledged announcements, click the ‘Due’ link. The example below shows only ‘Due’ announcements for acknowledgement. To return to the full report, click ‘Total’.
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Tip: If you want to acknowledge an announcement from this page, click the Announcement Title link on the left and the announcement opens. Read and click the Acknowledge button. Click OK for the popup. 
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