
Employees 
 
How to View Your Transcript: 
 

1. Verify that you are currently in the Dashboard view 
2. Select Training Tab 
3. Select “View Course Transcript” in Course Transcript section 

 
Note: Only courses taken after May 2025 will appear on this transcript.  

 

 

 



 
 
 
How to Enroll Yourself in a Training Course: 
 

1. Verify that you are currently in the Dashboard view 
2. Select Training Tab 
3. Select Course Catalog Tab 
4. You can search the course’s name or scroll through the catalog 
5. Select View Classes or Enroll- if enrolling, available classes will pop up on right hand side 
6. Select a class- an enrollment request will be sent to your manager and a Civil Service administrator  

 



 

 

 

 
 
 
 



How to Drop a Training Course: 
 
1. Verify that you are currently in the Dashboard view 
2. Select Training Tab  
3. Select view all in “My enrolled classroom courses” section 
4. Select the “Drop” option at bottom of course you want to drop  
 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



How to View Upcoming Classes: 
 
         1. Verify that you are currently in the Dashboard view. 
         2. Select Training Tab 
         3. Select view all in “My Enrolled Classroom Courses” – classes will be displayed- select class and view details 
 

 



 


