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	Purpose
	Use this procedure to view a single employee’s transcript or transcripts for your entire agency.  

Note for state agencies:  You will only pull results for the groups you are a part of.  Contact your LMS Administrator with questions.


	Website Address
	· http://lms.des.wa.gov/ 

	
Helpful Hints
	[image: \\dopfslcy002\users\JanetP\Clipart\Warning.png]  If any employees are missing from your report, speak to your agency’s LMS Administrator to update the information.




Procedure
	1. 
	Access the following website, http://lms.des.wa.gov/.

	2. 
	Switch your role, by selecting the ‘Report Administrator’ role from the drop the down menu located in the upper right.
[image: ]

	3. 
	Select the [image: ] tab 

	4. 
	Click on Standard Reports then select the Learner Transcripts Report and click on “Filter and Run” to begin.
[image: ]

	5. 
	To view all your employees, click ‘Run’ to see your results. (Scroll to the bottom right of your screen for the Run button.)  No other options are needed.
[bookmark: _GoBack]

	
	To view one employee’s transcript complete one field (Last Name or User Name), click ‘Run” to see your results. (Scroll to the bottom right of your screen for the Run button.)  
[image: ]

	6. 
	You have completed this process.

	To export your results to Excel:

	1. Click on the ‘Export’ option located in the upper right corner.

2. Select [image: ] (XLS) format then click Export.

3. The prompt ‘Do you want to open or save LearnerTranscriptsReport.xls from gm1.geolearning.com’ to Open / Save / Cancel.

4. A warning message will appear, you may click YES to bypass the message.
[image: C:\Users\JANETP~1.ECL\AppData\Local\Temp\SNAGHTMLa4030a9.PNG]




[image: http://intranet.watech.wa.gov/sites/default/files/WaTechLogo_small_0_0.png]			2 of 2
image1.png




image2.png
Logged in as: LESATERRY | Role: IS

Report Administrator
[Supervisor





image3.png




image4.png
‘Standard Reports

Select Name &
Catalog Null Search Results

Certification Exception Report
Standard

Course Analysis Report
Instructor Information Report
©  Leamer Transcripts Report

Learing Plan Details Report

Leaming Plan Information

Leaming Plan Overvie:

Online Resources
User Usage Su

> | Filterand Run




image5.png
System Reports: Learner Transcripts Report
Filters

Score

Equals il

Last Name

Contains il

User Name

Contains il

Status

Contains il

Completion Status

[Contains il





image6.png




image7.png
Microsoft Excel

The file format and extension of ‘LeamerTranscriptsReports’ dor't match. The file could be corrupted or unsafe. Unless you trust its source, dor't open it. Do you want to open it anyway?

v vln




image8.png
«:‘)Wa fech




