Employees

How to View Your Transcript:

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

Note: Only courses taken after May 2025 will appear on this transcript.
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How to Enroll Yourself in a Training Course:
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Verify that you are currently in the Dashboard view
Select Training Tab

Select Course Catalog Tab

You can search the course’s name or scroll through the catalog

Select View Classes or Enroll- if enrolling, available classes will pop up on right hand side
Select a class- an enrollment request will be sent to your manager and a Civil Service administrator
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(© 4Hoom

OH 20M OH 15M
C CLASSROOM C

@ PRE-BUILT ONLINE @ PRE-BUILT ONLINE

=) [eme]

Get the Mobile App [J B =

’ fii] View Calendar

® All Courses

HUMAN CAPITAL

Civility in the Workplace (Non-
credit)

(© oH 20m

@ PRE-BUILT ONLINE




Select a Class
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Select one of the available classes to enroll in:
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How to Drop a Training Course:

1. Verify that you are currently in the Dashboard view
2. Select Training Tab

3. Selectview allin “My enrolled classroom courses” section
4. Select the “Drop” option at bottom of course you want to drop
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How to View Upcoming Classes:

1. Verify that you are currently in the Dashboard view.
2. Select Training Tab

3. Selectview allin “My Enrolled Classroom Courses” — classes will be displayed- select class and view details
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