How to Look Up Your Team’s Training Progress in

the Vision Resource Center
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After selecting Transcripts, the page will display a list
of all your direct reports.
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Click VIEW under the View Transcript column.
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Welcome to your leaming transcript! To add workshops/trainings to your transcript, just navigate to the LEARNING tab, search for leaming, and register for workshops
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learning outside of scheduled activities, you can add an extemal training by clicking on the button with the three dots in the upper right hand coner and then select ADD EXTERNAL TRAINING, To

Use the filter (All / Active / Completed)
to review the specific trainings.
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Print a Transcript
To print the report, click the three dots (...) in the upper-right corner.
The printed report will reflect the filter you selected.
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print a report showing your total completed hours click on the button with the three dots and select RUN TRANSCRIPT REPORT. Workshops that are in progress will show on the ACTIVE screen and
wiorkshops you have completed will show on the COMPLETED screen (use the drop down menu). Note that upon completion, your ACTIVE courses will be immediately moved to the COMPLETED tab.
Courses you did not attend or withdrew from will move automatically to ARCHIVED.
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