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Purpose 

 Steps to print a transcript 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.  
If you’d like a copy of your entire transcript, select ALL in the Date Range drop down.  

 

 
 
 



Learner Mode – How to Print a Transcript  

 
   

 

Version 
2015.1 

Revised 12/8/2015 Page 2  

   

 4. In the right hand corner you can Print or Export to PDF 

 

 
  

  

 5. A Pop-Up will appear saying “Generating PDF Document Please Wait.” 
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 6. When complete the pop-up will show a link for File.   

 

 
 7. Click on the link and a PDF webpage will open. 
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 8. From here you can print your transcript. By going to File>Print 

 

 
 9. Once finished and back in the Learning Hub, click OK to close the pop-up. 

 

 
 


