
How to manage Your Learning in TRAIN

Access Your Learning
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Find information relevant to your coursework 
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Click on the Your Current Courses tab to view all your active and saved courses.

Click on the Your Learning tab at the top of the TRAIN homepage.

Your Current Courses

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

(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.

(a) View your course’s title information in this column. Click on the title to view the
course details. 

(b) View your course’s registration status in the this column.

(c) View your course’s continuing education (CE) credit type information in this
column.



(f) Click the three dots to view a drop-down action
menu that contains the following possible items:

Your Current Courses (continued)
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Launch - only available for online courses

Assessment - will direct you to the assessment start page 

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

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

Change Credit Type - use to edit your CE credit type selection 

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

 Withdraw - use to withdraw your registration from the course

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

Your Training Plans

33Click on the Your Training Plans tab to view all the training plans you are registered for.

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

(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.
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Training Plans
Training plans are a compilation
of courses in TRAIN designed
to enhance learners’ knowledge
and/or skills.
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Your Certificates
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Click on the Your Certificates tab to view a list of your earned certificates.

Click the icon to the left of the certificate name to
download your certificate.

Click the Download link next to the certificate you
wish to download. Click the Close button to return
to the Your Certificates page.

Click the three-dot menu to view registration
history, including previous completion dates
and certificates.

Your Transcript

55Click on the Your Transcript tab to view all your completed trainings and their statuses.
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Possible
Statuses

Completed: this course
did not use a post-
assessment in TRAIN
Passed: you received a
passing score on the
post-assessment
Failed: you did not
receive a passing score
on the post-assessment

Want to download your transcript?

Click the (a) Download transcript button. Select a date range by
clicking on the (b) calendar icon. Click the (c) Download button
to generate your transcript.
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To display withdrawn
courses on your
transcript, click the (d)
box that says “Show
withdrawn courses.”
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To add information to your transcript from a course you took outside of TRAIN, follow these steps:
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Your Transcript (continued)

Want to add an external record?

How to manage Your Learning in TRAIN (continued)

Want to add an external certificate?

To add a certificate you received from a course outside TRAIN to your transcript, follow these steps:
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Click the Cancel button to return to Your Transcript
page. 

Click the Save button to add the external certificate
to your transcript. 

(a) Click the three-dot action menu. 

(b) Click the Upload External Certificate option. 

(c) Give your external certificate a title.

(d) Upload the file. 

(e)

(f)

Want to remove a course registration?

Click the three-dot action menu to the right of the course
title. 

(a) Click the Add an external record button. 

(b) Fill in the requested information. 
(d) Click the Cancel button to return to Your Transcript

page.

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

(a)

(b) Click the History option.

Click the three-dot action menu on the course history
page.

(d) Click the Remove option.

(e) Click the Accept button.

a

b

c

d

e

(c)


