Quick Reference Card — myTraining ;‘)
Display Transcript T;IRIS

Information System

Process: A transcript of completed courses can be displayed on the myUK portal
on myTraining. This QRC explains how to display and print your transcript.

Role: Anyone Frequency: When needed

Logging On To the myUK Portal

Go to UK’s main web page at

http://www.uky.edu/ @ e QC http:_f,-'www.ulcy.eduD

Click link blue

1 UNIVERSITY OF

KENTUCKY blue:

Activating Your Account
Account Services Site
CIICk myU K Account Manager

Exchange

Blackboard

Sharepoint

Welcome to myUK

Use your link blue ID to Sign On to this pertal.

Enter your link blue User ID (AD or MC J—
User ID) and Password assword [smsaseessrasas]

Password [ssessessssaces |
Click Sign On (Gao))

Entering myTraining Center

Click Employee Self Service

Good morning

i ‘ 3T = | B T -l Faculty Services =~ myReports

Overview | Benefis and Payment | Enrollment | Personal information | Training | Working Time
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Quick Reference Card — myTraining

Display Transcript

RIRIS

Integrated Resource
Information System

Click Training
mywis

Overview

Employee Self-Service | §:l= =
Overview | Benefts and Payment | Enroliment | Personal Information | Training , Working Time

Good morning

Activities

My Training Activities

On the Navigation panel, under My
Learner Account, click Training

]
myTraining

Training Home

= Information

Find

Search Term

L1
Extended Search

My Learner Account

= Training Activities

- ourse Prebookings
= Favorites

= Qualifications Profile
* Profile Matchup

= Settings

Course Catalog
- Facilities Management

myTraining Transcript Section Descriptions

Contains up to two tabs:

e All — Provides a list of all the training in which you
are currently participating or booked including
Course, Delivery Method, Schedule, and Room

e Web-Based Training — Provides a list of all the
web-based training in which you are currently

participating

-

Messages and Notes

Mandatory Courses ( 1)

The following courses are mandatory for you. You can displ
Mandatory Courses

Course

BI_BOBJ_300 Business Objects Power Users

My Training Activities
NERN, Web-Based Training (5)

Your current training activities in summarized format
Course

PBC_200 Position Budget Control
SLCM_AD_315 Booking Rules

HR_PA_340 Faculty Actions

PM_WO_310 Components

SLCIM_200 Student Lifecycle Mamt Overview

Completed Courses

Contains up to four tabs:

e All — Provides a list of all the training you have
completed including your name and Person ID,
Course, Delivery Method, Date, Test Score/Pass (if

applicable), and Room

e Classroom Training — Provides a list of all the
classroom training you have completed

¢ Web-Based Training — Provides a list of all the
web-based training you have completed

e Online Tests — Provides a list of all the online tests

you have completed
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How to Print a Transcript

Shi

Using the scroll bar on the right side of the
screen, scroll to the bottom of the screen s 1)

Using the scroll bar at the bottom of the screen, scroll to the far right of the screen

HR Work-Lite
= IRIS Training
= Office of Sponsored Refresh

Project Admin.
= UKHealthcara - —]
= UKHC Safsty WBT rdi ‘

[
Yes Mo longer available

Click Print @L

e Print =]
General | Options
Select Printer
i Add Printer = Of
@0564-001 onitprisnil % Microsoft XI
IS SR SR
= Adobe PDF o Snaglt 7
« i v
1 1 s Toner/ink Lo
When the Print window appears, select o Tnelon Firiote | Fofemnen
. . . Commert: IRIS
your printer and click Print
° Al Number of copies: 1
*) Pages 1 % 5
Enter ether 2 single page number ora single 12 12
page range. For example, 512
—
G Pt | ] Cancal | [ Apply
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