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Purpose 

 Steps to print a Certificate or Completion/Diploma as a learner. 

Procedure 
 1. Login to the Learning Hub. 
 2. Go to your training transcript by clicking on the My Transcript button on the home page 

 

 
 3. From here the training transcript will appear. You can enter specific date ranges to narrow your search. 
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 Click on the Activity Name that you would like the completion certificate/diploma for. 
 
 

 

 
 

 

 

 

 4. This will take you to the Activity Details page. 
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 5. Click on the arrow next to the START button and then click DIPLOMA in the drop down menu 

 

 
 6. When complete the pop-up will show a certificate/diploma that can be printed or exported to pdf is 

wanted. 
 

 


