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LJAnnual IT Security Training Notice

You will find the link to the Annual Federal Information
Systems Security Awareness course in your My Reqi
leaming link in the left navigation colurn. Click the Cc
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-To print your transcript

-From My Home

-Select My Transcript
-To Print a completion certificate
-select My Elective Learning or My Required Learning




My Transcript Report Wizard
My Transcript Report A
Choose filters
[ Adjust the settings of the avallable filters below to contral the output of this report, then click [Next] at the bottom of the page to continue.
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Transcript Report
After selecting My Transcript

- Select which fields you wish to filter (Dates, Completion status) IF you want to filter on
any.

-Next Choose “Select All” Available Values and click “Add” to the Selected Values OR pick
and choose the types of courses to see.

Note: If you do not see a particular course on your transcript, recheck your parameter
filters and values to include all.

-Click the Next button.
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Transcript Report Continued

This is the Transcript the system will give to you.

-If you wish to export this to a different file format to save on your hard drive, you can
select the Export button. (Note we recommend using Microsoft excel format instead of
PDF).

-Click “Print” if you wish to print it.
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Certificate Printing

To print a certificate: (Note: you can only print a certificate for a course you have
completed in the new system. No previous certificates are available for the old system.)
-Log into DOI LEARN.

-Click on the My Elective Learning or My Required Learning tab.

-Click the History tab

-Select the course to print the certificate by clicking the radio button

-Click Print Certificate

-Click Open when the File Download box appears (or Save to save it to your hard drive)
-Close the Record when you are finished.



CERTIFICATE PRINTING CONT.
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Certificate Printing Continued
-If you open your certificate, Click File, then Click Print from Adobe Acrobat.



