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To add self reported learning or a self reported certification to a person’s transcript, complete the following 
steps: 
 
1. On the top menu bar click on the Custom Tools button. 
 

 
 
2. Select Admin Tools, Manage Users, Self Reported Learning. 
 

 
3. Next to Selected Users, select Search Users to find the person you want to add a self reported learning 

event for.  
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4. Enter the user’s last name and select Search.  A list of users with the last name will display. 
 

 
 
5. Next the user you want to add a learning event for, click the green plus sign to add their name and 

then select Close to exit out of the window. 
 

 
 
6. Click on the magnifying glass. 
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7. You can add, delete, edit, or view any of the users self reported learning.  To add a new self reported 

learning, select Add New Learning Event. 
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8. Complete the following information for the learning event.  Select Save and then Close. 
 

 
 
 
 
 
 
 
 
 
 
 
 

Administrators have the option to 
verify if the training is an approved 
training and will go onto the user’s 
regular transcript versus showing as a 
self reported learning event.  Select 
Yes if it is an approved training event. 
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9. You will see the learning event added.   
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10. On the top menu bar click on the Custom Tools button. 
 

 
 
11. Select Admin Tools, Manage Users, Self Reported Certifications. 
 

 
12. Next to Selected Users, select Search Users to find the person you want to add a self reported learning 

event for.  
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13. Enter the user’s last name and select Search.  A list of users with the last name will display. 
 

 
 
14. Next the user you want to add a learning event for, click the green plus sign to add their name and 

then select Close to exit out of the window. 
 

 
 
15. Click on the magnifying glass. 
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16. You can add, delete, edit, or view any of the users self reported certifications.  To add a new self 

reported certification, select Add New Certification. 
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17. Complete the following information for the certification and then select Save and then Close. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Administrators have the option to 
verify if the certification is an approved 
certification and will go onto the user’s 
regular transcript versus showing as a 
self reported certification.  Select Yes 
if it is an approved certification. 
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18. You will see the certification added.   
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