How To View, Export, Print, And/Or Save Training

Learner Transcript

Login to UC Learning Center
(http://uclc.uci.edu/) and click Login. Login
with your UCInetlID credentials.

* If you need assistance with your login
information, please contact Help Desk.
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Help and Demos

Click Self tab in the header navigation bar.
Or you can click Transcript & Certificates
icon on the home page.
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3 | If navigating from the Self tab, click

Reporting under the Self tab options. n
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4 | Click Self-Reported Training under the
Learning section.
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Click Training Transcript under the
Reporting section.
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You will see your Training Transcript.

@) Filter option to filter out completion
records by date range.

(@» Print and Export To PDF option.

@ List of completed activities from date
range.

@) List of completed training.

@ List of Continuing Education hours
earned, if applicable.

Activity completion information such as
completion date, score, grade, etc.

TRAINING TRANSCRIPT

Select a year or date range to filter completed training records

NT arrannt
>

= REFRESH | @

All completed training will be listed from
newest to oldest completion date.

You can filter your training records by year
or date range. By default, the filter option
will be listed as Date Range and the Start
Date will reflect the date of your first
training completion and End Date will reflect
the last training completion.

ACTIVITIES
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To print your training transcript, click Print.

Learning
Center

e

TRAINING TRANSCRIPT

Select a year or date range to filter compheted training records.

i [ e |

NT arenint
E-mail: User number:
ACTIVITIES
Activiey Estimated  StartDate  Completion Expiration
Credit Hours. Date - Date

® [ :

Signature
status

Score Grade Attended
Duration

Select a printer from the Print window and
configure your desired print properties. Click
Print when finished.
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To export your training transcript to PDF,
click Export To PDF.

Learning
Center

TRAINING TRANSCRIPT

Select a year or date range to filter completed training records.
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Click File.

SumTotal

To download a file, click the link,

A new window with your Training Transcript
details will open. Right-click on the page to
reveal options and click Print from the menu
option.
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9 | Click OK to close the SumTotal Webpage
Dialog window and return to your Training
Transcript page in UC Learning Center.

SumTotal

To download a file. click the link.
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