View an Employee’s Transcript
From the dropdown menu located in the top right hand corner of the page, change your role from Learner to Supervisor.
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[bookmark: _GoBack]On the Home page click on the Reporting tab.
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Next click Standard Reports.
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Select the Learner Transcript radio button and click on the Filter and Run button. 
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Search for the learner by entering their name in the Last Name text box.
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Click on the Run button at the bottom of the page.
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The learner’s transcript will be displayed on the page. You have the options of either exporting or printing the report. 
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