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How to manage Your Learning in TRAIN

Find information relevant to your coursework

Access Your Learning

Click on the Your Learning tab at the top of the TRAIN homepage.
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This page contains information
about your coursework. You
can check your course status,
print certificates, access your
transcript, credits, and more.
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Your Current Courses

Click on the Your Current Courses tab to view all your active and saved courses.

Your Current Courses Your Training Plans Your Certificates Your Transcript

\ Filter by Status ~ a

Title « a Status D Credit Type B

2021 Public Health Learning Forum Pending
ACEs (Adverse Childhood Experiences) E;:"m;" 1.25 Certificate of...
Achieving Customer Service Excellence in the Public Health Laboratory Assessment
Pending
ADH HIPAA Privacy and Security Training In Progress
Filter by Status -
(a) View your course’s title information in this column. Click on the title to view the Registration
course details. Fending
Pending e
(b) View your course’s registration status in the this column. Not Started
Pre-Assessment
. , N . . . . . . Pendi
(c) View your course’s continuing education (CE) credit type information in this l’"; i
n Frogress

column. Post-Assessment

Pending

(d) Click on the Filter by Status button to view filter options.

Evaluation Pending

(e) Click the box next to a filter listed in the dropdown menu. This will narrow your
search results to courses that meet your selected status filters. You can select

multiple filters. TR/ l N
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How to manage Your Learning in TRAIN (continued)

Your Current Courses (continued)

(f) Click the three dots to view a drop-down action

Launch - only available for online courses
Assessment - will direct you to the assessment start page
Change Credit Type - use to edit your CE credit type selection

Withdraw - use to withdraw your registration from the course

menu that contains the following possible items:

Filter by Status ~

Status Credit Type

Pending 1.25 Certificate of...

Post-
Assessment
Pending

In Progress

Pending i n

History - available if there are multiple registrations for the same course

Go to Step 2 of Registration - will appear if there are multiple steps in the course registration process

Evaluation - will direct you to the course’s evaluation start page if applicable

Mark Completed - this option changes the registration status to completed and is only available if the
course allows self-completion

Click on the Your Training Plans tab to view all the training plans you are registered for.

Your Training Plans

Your Current Courses Your Training Plans Your Certificates Your Transcript
Title e \ Status o
Integrating Racial Equity into Practice Learning Bundle Mot Completed

Target Date a Proof Of a

Completion

(a) View your training plan’s title in this column. Click on the
title to view the training plan details, including its courses
and your status for each course.

(b) View your training plan’s status in this column.

(c) View the target date for completing the training plan in
this column, if applicable.

(d) You can download Proof of Completion from this column
when your plan is in the completed status.

g -
@ Training Plans

of courses in TRAIN designed

and/or skills.

Training plans are a compilation

to enhance learners’ knowledge

/
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How to manage Your Learning in TRAIN (continued)

Your Certificates

Click on the Your Certificates tab to view a list of your earned certificates.
4 N\

Your Current Courses Your Training Plans Your Transcript

a Name “ \ Completed Score
& Evaluation Pending” - Change Conference Details page Oct 24, 2022 2pt / 100%

Jul 20, 2022

aced by People Who Use Drugs or Who Aug 22, 2022

(a) Click the icon to the left of the certificate name to | Certificate status

download your certificate. _ _ _ .
y Public Health 101 Series - Introduction to Public Health o OM.B

) . . Surveillance
(b) Click the Download link next to the certificate you
wish to download. Click the Close button to return
to the Your Certificates page. —_— e

Narne = Completed Seore

(c) Click the three-dot menu to view registration
history, including previous completion dates
& Engacion Actoss Seckors and Dlecoines to Bl Communiy and Cagac.. Mar 15,2022 B and certificates.
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Your Transcript

Click on the Your Transcript tab to view all your completed trainings and their statuses.

Your Current Courses Your Tr aining Plans Your Certificates Your Transcript h
N Q. ..o coes
Title Status Completed - Score Credit Type / POSSIbIe \
Mental Health Toolkit for Public Saervice
Professionals l ESEEERE)  Dec 12, 2022 1 AAA: CEUs : Statuses
SF112233 .
o ; ; _— Completed: this course
rom Concepts to Practice: Heall ty, Health - = "
\Ine‘.r:. s, Health Disparities, and Sr‘.:.m.h = ] Decitl, 2022 1ICEHCE . L d|d not use a post-
assessment in TRAIN
>> Want to download your transcript? Passed: you received a
Click the (a) Download transcript button. Select a date range by passing score on the
clicking on the (b) calendar icon. Click the (c) Download button post-assessment
to generate your transcript. Failed: you did not
To display withdrawn Transcript Download receive a passing score
courses on your Start Date Q End Date on the post-assessment
transcript, click the (d) 111272022 & e = NG
box that says “Show

withdrawn courses.” [ cancel | TR / ’ N
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How to manage Your Learning in TRAIN (continued)

Your Transcript (continued)

Your Training Plans

J UITE: Lo 5 TRl o - = = Cancel ﬂ -
- AL ) 5 =» Add external course
Download transcript Add an external record B Show withdrawn courses

Title

Status Completed » Score Credit Type

About
[Complesed | Dec 12, 2022 1 AAA; CEUs

Cowrse url

) Want to add an external record?

To add information to your transcript from a course you took outside of TRAIN, follow these steps:

(a) Click the Add an external record button.  (c) Click the Save button to add the external course
record to your transcript.

(d) Click the Cancel button to return to Your Transcript
page.

(b) Fill in the requested information.

> Want to add an external certificate?

To add a certificate you received from a course outside TRAIN to your transcript, follow these steps:

[ oo [ Show wirdawn courses (a) Click the three-dot action menu.
- = B (b) Click the Upload External Certificate option.
______________________________________________ Q e (c) Give your external certificate a title.
— P (4 Upload the file.

T ——— S (e) Click the Save_button to add the external certificate
m gy to your transcript.

ql (f) Click the Cancel button to return to Your Transcript

(& Drop your file here or click to upload page .

D> Want to remove a course registration?

(a) Click the three-dot action menu to the right of the course T St it corses
title. -

(b) Click the History option.

(c) Click the three-dot action menu on the course history I I
page. \ | p

p
(d) Click the Remove option. History: Performance Management: Improving the
Improvement
. Fgistration Date Compheted Status
(e) Click the Accept button. T D
Remove Transcript Entry L Q Remone )

Are you sure you want to remove "Performance Management: Improving the
Improvement” from your transcript? This action cannot be reversed.
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