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How do | find a record of my completed Skillsoft
trainings? u

September 25, 2023 by ES and UIS Communications 2

Skillsoft keeps a real-time record of your completed trainings. Here’s how to view it within
Skillsoft:

1. On the Skillsoft home page, select Learning Transcript.
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2. Select Add Filters.
3. Choose a Status
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4. Apply additional filters, if wanted such as from a specific time period.
5. Click Apply.
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Note: You can also view your completed trainings by following steps 1-3 from Tip #1 g and
then selecting the Training Summary tile.

The Training Summary screen will show all the internal trainings you have completed, as well
as the completion date and grade.
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Trainini Summari

Select the Intemal Training Course Name 1o view Detalls
Internal Training

Course Name Status Grade

jPayment Card Security-SY5-WEB; 0872612021 Complated 100
Information Security-WEB 0872612021 Completed 100
DiscrimMisconduct-UCB-SYS-WEB 087262021 Completed 100
New Empl Orientation-SYS WEB 082672021 Completed 100
IT Confidential Agreement-WEE 08/26/2021 Completed 100
FERPA-WEB 0ar2ar2021 Completed G0

Perf Mgmt Classified UCB-WEB 060472017 Completed 100
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