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Learners – Managing My Transcript 
Overview
Your transcript displays your learning activities either all at the same time or individually. 

By default, when you open your transcript, ‘All’ learning activities appear.
Note: ‘Classes and Events’, ‘Ontrack’ and/or the ‘Checklist’ features may not be available at your organization.
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To narrow your Transcript listings to an individual learning activity, you can use the tabs (shown below). 
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Once you open your Transcript and use the ‘Show All’ tab or you select a different tab, you can narrow your search criteria by other filtering options (e.g., ‘Assigned/Self-Enrolled’) so you can find exactly what you want.
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From any open tab, you can drill-down for more specific information using the Total links in blue. These total link selections vary from tab to tab. 
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You also have the options to ‘Print’ and/or ‘Export’ your report results to an Excel spreadsheet. 
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Opening and Viewing Your Transcript

You open your Transcript from your ‘Personal Page’, and then view your Transcript from the different tabs as needed. From each tab you can filter your searches and drill-down to more specific information for your transcript results. 
Steps to Open Your Transcript
1. From your ‘Personal Page’ under ‘Reports’, click the View button to the right of My Transcript – All Training.
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And your Transcript opens to the ‘Show All’ tab. This gives you a view of ‘All Current’ E-learning, Classes & Events, Ontrack, Checklist, Acknowledgements and Discussions activities. The total number of activities displays in the upper left above the ‘Show All’ tab. 
[image: image7.png]Transcript - Show All - Kathy Cobb

= print_©Export
status:
Assigned/self-Enrolled[all v
Show Module? [~
Total: 400 Completed: 56 Due: 341
[‘Show all | e-learming | clssses & events | ontrack || cheskiit | acknowledgements || Discussion
Item Name Item Type DueDate Status | Completed Score :""i; ::‘::m Provider :::fnu/ F
Assigned|
IMedication Policy Update  Acknowledgement 10-31-2008 X a

ICPR Review

Acknowledgement 12-31-2008 X

A





The total number of CEUs and Contact Hours for Completed Items appear at the bottom of the Transcript page.
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2. To narrow your search to a specific training activity, click any of the tabs.

Navigating your Transcripts 

Sorting Columns

You can sort all underlined column headings (e.g., Completed) from all your Transcript tabs. When you have a lot of training activities listed, this feature can help you find exactly what you want quickly. 

For example, if you click the ‘Due Date’ heading, it will sort in descending numerical order the first time you select it, and if you select it a second time, it sorts in ascending numerical order. 
Filtering (Narrowing) Your Search Results
The upper left of your ‘Transcript’ page contains filtering options to reduce the number of search results to help you find exactly what you are looking for. When you make a change to ‘Status’, ‘Assigned/Self-Enrolled’, and/or ‘Show Module’ filters, you must click the ‘Go’ button to update the page.
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Status

From ‘Status’ you can change the ‘Status’ from ‘All Current’ to any of the selections as applicable to the selected tab (training activity). 

Assigned/Self-Enrolled

From ‘Assigned/Self-Enrolled’, you can change to either ‘Assigned’ or ‘Self Enrolled’ as applicable to the selected tab (training activity). In the ‘Self Enroll/Assigned column either an ‘A’ for ‘Assigned’ or ‘SE’ for ‘Self Enroll’ displays as applicable. 
Show Module?

The ‘Show Module’ only applies to lessons contained within a module (e.g., E-learning, Discussions). 
Drilling-down (to Details) 

Totals that display across the top of the list allow you to drill-down to more specific information (e.g., Completed, Due). The totals may differ from tab to tab. After you open a drill-down, you can add a date range for completed and due activities to further help you narrow down what you are looking for. 
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Totals 
A ‘Total’ for all the learning activities listed on your transcript displays on the left. When a drill-down is open, you can click the ‘Total’ link and it returns to the top level of the tab. 
Totals can also display as blue links for ‘Completed’, ‘Due’, ‘Past Due’, and Archive’ depending upon the selected tab. These are links that drill-down to more specific information. 

The example below shows the ‘E-learning’ tab selected with drill-downs for ‘Completed’, ‘Due’, ‘Past Due’ and Archive’.
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Printing and Exporting Options

You can print your transcript from any tab/view or drill-down, and you can export any view or drill-down to an Excel document. 
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Understanding Other Options

Clear Settings

Click the ‘Clear Settings’ button, to return to the ‘Show All’ view of your Transcript with defaults reset. 
Go button

Click the ‘Go’ button whenever you change the ‘Status’, ‘Assigned/Self-Enrolled’, ‘Show Module?’ and/or date range selections to update the results. 

Understanding Column Headings on the List

Depending on the tab you select, not all columns are used. (e.g., A Provider is not included on the ‘Acknowledgements’ tab.) 
Item Name: Displays the title of the learning activity (e.g., title of an E-learning lesson). 

Item Type: Displays the type of learning activity (e.g., ‘Lesson’, or ‘Checklist ’, can display for E-learning). 
Due Date: Displays the due date of the learning activity. 

Status: Displays a red X icon when the learning activity is ‘Due’ and the green checkmark when the learning activity is ‘Completed’. You can click an icon in the ‘Status’ column to open the ‘Status Icons’ legend. To close the legend, click the red ‘X’ in the upper right. 
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Completed: Displays the date the learning activity was completed. 

Score: Displays the number (score) you receive on an E-learning test, a class on ‘Classes & Events’, an ‘Ontrack’ activity, ‘Checklist’ and ‘Discussion’. 
# of Units: Displays the ‘number of Units’ (e.g., 1.2) you receive for a specific type of unit (e.g., CEU) for a learning activity. 
Type of Unit: Displays the type of unit (e.g., Contact Hour, CEU) for a learning activity.
Provider: Displays the name of the ‘Provider’ giving the ‘Type of Unit’ and ‘# of Units’ credit amount. 
Self Enroll/Assigned: Displays an ‘A’ for an assigned lesson or a ‘SE’ for a self-enrolled lesson. 
Managing by the ‘Show All’ Tab (View)

Overview

By default, the ‘Show All’ tab lists all your current learning types and all assigned and self-enrolled ‘E-learning’ lessons, ‘Classes & Events’, ‘Ontrack’ ‘Checklists’, ‘Acknowledgements’ and ‘Discussions’ as applicable.
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Filtering (Narrowing) Your Show All Search Results
You can filter your results by Status, Assigned/Self-Enrolled and Show Module as applicable Note: Some of the selections from the drop-downs shown below do not apply to all learning activities or organizations and some learning activities are not part of a module (e.g., Acknowledgements). 
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Drilling-down to Show All Details

Total links that display across the top of the list allow you to drill-down to more specific information (e.g., Due). 
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To drill-down, click either the ‘Due’ link to view only learning types that are due or the ‘Completed’ link to view only learning types that have been completed. 

After you drill-down, you can add a date range to further help you narrow down what you are looking for. Either type a date or use the calendars. Then click the ‘Go’ button. 
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The example below shows the ‘Competed’ link was selected to open only ‘Completed’ learning activities from the Show All tab. 
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Note: You can also use any applicable filtering options (e.g., Status) to change your results. After you apply any filtering options, you must click the ‘Go’ button. If you want to change the date range, enter a new date range, and click the ‘Go’ button to update. Also you can click the ‘Due’ link to view only Checklists that are due as well as change the date range if needed. 

Managing by ‘Individual’ Tabs (Views)

E-learning Tab (View)
Overview
By default, the ‘E-learning’ tab lists all your current E-learning training activities, self-enrolled and assigned.   
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Filtering (Narrowing) Your E-learning Search Results

You can filter by Status, Assigned/Self-Enrolled and Show Module for E-learning capabilities. Some of the options on the drop-downs may not be applicable to the E-learning tab. 
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You can change the ‘Status’ of E-learning from ‘All Current’ to either ‘All Archive’, or ‘Current & Archive’. And you can change the ‘Assigned/Self-Enrolled’ drop-down, to view either ‘Assigned’ activities, or ‘Self-Enrolled’ activities only. If you would like to view your E-learning activities by module, select the ‘Show Module’ checkbox. Once you make your selections, click the ‘Go’ button in the upper right. 
The example below shows the filters ‘All Current’, ‘Assigned’ and ‘Show Module’ were selected. 
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Drilling-down to E-learning Details
Total links that display across the top of the list allow you to drill-down to more specific information. E-learning has a number of drill-down options, as shown below. 
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To drill-down, click either the ‘Completed’, ‘Due’, ‘Past Due or ‘Archive’ link. 
After you drill-down, you can add a date range to further help you narrow down what you are looking for. Either type a date or use the calendars. Then click the ‘Go’ button to search for results. 
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The example below shows the ‘Completed’ link was selected to open only ‘Completed’ E-learning activities. 
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Tip: Once you drill-down, you can click the ‘Total’ number to return up a level from the drill-down. Or, you can click the ‘Clear Settings’ button to return to the ‘Show All’ tab default search settings.
Classes & Events Tab (View)
Note: The ‘Classes & Events’ feature may not be used by your organization.
Overview
By default, the ‘Classes & Events’ tab lists all your current classes that are self-enrolled. Classes & Events can include ‘Class’ ‘Item Types’. Classes & Events are not part of a module. 
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Filtering (Narrowing) Your Classes & Events Search Results

You can filter to find what you want by Status and  Assigned/Self-Enrolled for Classes & Events.    
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You can change the ‘Status’ of Classes & Events from ‘All Current’ to either ‘All Archive’, ‘Current & Archive’, ‘No Show’ or ‘Canceled’. And you can change the ‘Assigned/Self-Enrolled’ drop-down from ‘All’, to either ‘Assigned’, or ‘Self-Enrolled’ activities only. 
Note: Because Classes & Events are not part of a module, the ‘Show Module’ will not work with classes.

Drilling-down to Classes & Events Details

Total links that display across the top of the list allow you to drill-down to more specific information about class information. 
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Ontrack Tab (View)
Note: The ‘Ontrack’ feature may not be used by your organization.
Overview
By default, the ‘Ontrack’ tab lists all your current Ontrack training activities that are assigned. Ontrack lessons can include ‘Ontrack’, ‘License’ and ‘Certification Renewal’ ‘Item Types’. 
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Filtering (Narrowing) Your Ontrack Search Results

You can filter to find what you want from Status;  some of the options on the drop-downs may not be applicable to the Ontrack tab.
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You can change the ‘Status’ of Ontrack from ‘All Current’ to either ‘All Archive’ or ‘Current & Archive’. .
Note: Ontrack activities are not ‘self-enrolled’ and are not assigned by module, therefore ‘Show Module’ does not apply to Ontrack.
Checklist Tab (View)
The ‘Checklist’ feature is not available to all Organizations. 
Overview
By default, the ‘Checklist’ tab lists all your current checklists that are assigned. Checklists can include Checklist ‘Item Types’. 
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Filtering (Narrowing) Your Checklist Search Results

You can filter to find what you want from Status, Assigned/Self-Enrolled and Show Module as applicable for Checklist capabilities. This means some of the options on the drop-downs may not be applicable to the Checklist tab.
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You can change the ‘Status’ of Checklist from ‘All Current’ to either ‘All Archive’, or ‘Current & Archive’. And you can change the ‘Assigned/Self-Enrolled’ drop-down, ‘Assigned’ checklists. Checklists are not ‘self-enrolled’.
If you would like to view your E-learning activities by module, select the ‘Show Module’ checkbox and click the ‘Go’ button. 
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After you select the ‘Go’ button, your results display by module. 
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The example below shows ‘All Current’ ‘Assigned’ Checklists by Module were selected.  
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The ‘Due’ link lets you view checklists that are due and the ‘Completed’ link lets you view checklists that have been completed. You can also use any applicable filtering options (e.g., Status) to change your checklist settings. After you apply filtering options, you must click the ‘Go’ button. 

The example below shows a drill-down by ‘All Current’, ‘Assigned’ ‘Show Module’ and ‘Completed’ checklists only. 
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Note: You can also use any applicable filtering options (e.g., Status) to change your Checklist settings. After you apply any filtering options, you must click the ‘Go’ button. If you want to change the date range, enter a new date range, and click the ‘Go’ button to update. Also you can click the ‘Due’ link to view only Checklists that are due and change the date range if needed. 

Tip: Once you drill-down, you can click the ‘Total’ number to return up a level from the drill-down. Or, you can click the ‘Clear Settings’ button to return to the ‘Show All’ tab and default search settings.

Acknowledgements Tab (View)

Overview
By default, the ‘Acknowledgements’ tab lists all your current Acknowledgements to announcements. Acknowledgements can include Acknowledgement ‘Item Types’. 
Note: Only Announcements that require an acknowledgement are included on your transcript. 
[image: image36.png]Transcript - Acknowledgements-Judi Rutherford

status: [All Current v
Assigned/Self-Enrolled

Show Module? [~
Total: & Completed: 4 Due: 4

show all | E-learning | Classes & Events || ontrack || checkiist | acknowledgements | Discussion

= print_ 9 Export

Type Self
Item Name Item Type Due Date  Status Completed Score [ & o Provider Enroll/
unit Assigned
New Announcement Acknowledgement 09-15-2009 X a
Change to Dress Code Acknowledgement 10-15-2009 X A





Filtering (Narrowing) Your Acknowledgement Search Results

You can filter to find what you want from Status, Assigned/Self-Enrolled and Show Module as applicable for Acknowledgement capabilities (some of the options on the drop-downs may not be applicable to the Acknowledgements tab).
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You can change the ‘Status’ of Acknowledgements from ‘All Current’ to either ‘All Archive’, or ‘Current & Archive’. And you can change the ‘Assigned/Self-Enrolled’ drop-down, to ‘Assigned’ activities. Acknowledgements are not ‘self-enrolled’. Because Acknowledgements are not part of a module, the ‘Show Module’ will not work with Acknowledgements. Once you make your filter selections, click the ‘Go’ button on the upper right to search for results. 
Drilling-down to Acknowledgement Details

Total links that display across the top of the list allow you to drill-down to more specific information (e.g., all acknowledgements due). 
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To drill-down, click either the ‘Completed’ or ‘Due’ link. 

After you drill-down, you can add a date range to further help you narrow down what you are looking for. Either type a date or use the calendars. Then click the ‘Go’ button to search for results. 
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The example below shows a drill-down by ‘Completed’ and a date range of 11/30/2009 to 1/4/2010.
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Note: You can also use any applicable filtering options (e.g., Status) to change your Acknowledgment settings. After you apply any filtering options, you must click the ‘Go’ button. If you want to change the date range, enter a new date range, and click the ‘Go’ button to update. Also you can click the ‘Due’ link to view only Acknowledgments that are due and change the date range if needed. 

Tip: Once you drill-down, you can click the ‘Total’ number to return up a level from the drill-down. Or, you can click the ‘Clear Settings’ button to return to the ‘Show All’ tab and default search settings.

Discussion Tab (View)

Overview
By default, the ‘Discussion’ tab lists all your current discussions. Discussions can include Discussion ‘Item Types’. 
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Filtering (Narrowing) Your Discussion Search Results

You can filter to find what you want from Status, Assigned/Self-Enrolled and Show Module as applicable for Discussions capabilities (some of the options on the drop-downs may not be applicable to the Discussion tab).
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You can change the ‘Status’ of Acknowledgements from ‘All Current’ to either ‘All Archive’, or ‘Current & Archive’. And you can change the ‘Assigned/Self-Enrolled’ drop-down, to ‘Assigned’ activities. Discussions are not self-enrolled. Once you make your filter selections, click the ‘Go’ button in the upper right. 
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