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Purpose 

 Print a learner transcript from Manager Mode. 

Procedure 
 1. Log into the Learning Hub. 
 2. Click on the Manager icon>Manager Dashboard OR click MY TEAM 
 

 
 3. All of your direct reports show up as individual boxes so you can see their status. 
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 4. Click the down arrow next to Profile and then click Training Transcript 

 

 
 5 Clicking this will put you in Emulation Mode.  When you see the EYE in the upper left corner you 

are in Emulation Mode which means you are acting as that person. 
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 6. You can adjust the date range by clicking ALL or a specific year, or you can change the calendar to 
find a specific date. Then click Refresh. 

 
7. In this case I selected ALL.  The transcript will show on the page and you can scroll to see it all or 

click Print or Export to PDF if you need a hard or soft copy 
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8. IMPORTANT:  Click the EYE again which will bring up a side menu where you will click EXIT 
EMULATION.  You must get out of the emulation to go back to your own Dashboard. 

 

**To get back to the Main Page, click the logo (UW Medicine, SCCA, or Percipio logo)** 

 


