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Courses that offer a certificate of completion are designed to automatically save the certificate to the
My Certificates tool located in your TRAIN Florida Dashboard.

This tool will list the last six (6) certificates of completion for courses you have taken in TRAIN Florida.

NOTE: Not all courses in TRAIN Florida offer certificates of completion. If you have completed a
course, and do not see a certificate listed there may not be one assigned to the course.

The following steps will help you use the My Certificate tool to locate, access, and manage the training
certificates for your completed TRAIN Florida courses.

Step 1: Log in to TRAIN Florida.

Step 2: On your TRAIN Florida home page - locate your learner Dashboard.

Learner's Dashboard

[+] My Action Items
My Learning

My Certificates

My Training Plans

My Surveys

My Links

Step 3: Click on the My Certificates tile to open the menu.

Learner's Dashboard

[ My Action Items
My Learning

‘ [=] My Certificates

Course Name = Date Completed

Excel 2010 keyboard shortcuts | 082212013 =4
FOOH Annual OSHA Review 071612013 =
FODOH HIVIAIDS 101 In the News 06182013 =
FDOH HMS Service and Time Reporting for 072442013 =
Personal Health Employees

View All Cerificates
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Step 4: The My Certificates menu will list up to the last six (6) training certificates for your courses.

They will be listed with the Course Name and Date Completed for the course. You can sort the
list alphabetically by course name, or by date completed ascending or descending, by clicking

on the list title.

NOTE: If you do not see a course name, the course may not have a certificate assigned.

Learner's Dashboard

[+ My Action Items
My Learning

‘ [=] My Certificates

Course Name =
Excel 2010 keyboard shortcuts |

FDOH Annual OSHA Review
FDOH HIVIAIDS 101 In the News

FDOH HMS Service and Time Reporing for
FPersonal Health Employees

View All Certificates

Click to Expand

Date Completed
08/22/2013

0716/2013
06/18/2013
0712412013

You can print your training certificates directly from this menu. Each certificate has a print icon
located to the right of the completion date, click on the print icon and follow your local

printing instructions.

Step 5: To access detailed information for your completed courses, as well as view, print or save your
training certificates, click on the View All Certificates button.

Learner's Dashboard
[+] My Action Items

My Learning

| [=] My Certificates

Course Name =
Excel 2010 keyboard shortcuts |

FOOH Annual OSHA Review
FDOH HIVIAIDS 101 In the News

FDOOH HMS Service and Time Repaorting for
Personal Health Employees

View All Certificates e

Click to Expand

Date Completed
0812212013

07M6/2013
06M8/2013
07i24/2013
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Step 6: You will be directed to the Certificates page.

This page will list the training certificates by Course title, and include course information such as
the dates the learner Registered for and Completed the course, the Format of the course, the
Score and Credit gained for the course, and the Certificate type assigned to the course. You
are also able to access the Course Details page for each course, by clicking on the course title.

Certificates

Course a Registered Completed Format Score Credit Certificate
Web-basedTraining- 00 Contact Excel 2010 keyboard shortcuts | (Mon-
Excel 2010 keyboard shortcuts | B/20/2013 812212013 g points ; - E/EEEE
Self-study Hours: 1 TRAIN course)
100%
FDOH Annual OSHA Review TM52013  THB2013 gﬁ?e‘fd Leaming NIA 523:@“1 FDOH Required Certificate

Web-based Training - 120

FDOH HVIAIDS 101 Inthe News 61812013 61812013 Mot Available Jf FDOH Required Cerificate

Self-study paoints
FDOH HMS Senvice and Time Reporting for 74013 74013 Web-based Training - 1Up Contaq FDOH Recommended Cerificate
Personal Health Employees Self-study paints Hours: 1
4 4 P M Pagesize: | 20 ~ | 4 iterns in 1 pages

To view, save and print your training certificates as .pdf documents, click on the certificate
type title in the row for your chosen course.

Step 7: After you click the certificate type title, a File Download pop-up window will open.

medlsiered  LOMpleted  FOTm-dn 2COre

File Download

Do you want to open or save this file?

Ei: Mame: certificate.pdf
Ll Type: Adobe Acrobat Document, 292K Saveto
From: fl.train.org Computer

View Open l [ Save Cancel

and/or Print

harm your computer.  you do not trust the source, do not open or

|@ While files from the Intemet can be useful, some files can potentially
b
= save this file. What's the risk?

Choose your action by clicking either the Open button to view and/or print the .pdf certificate, or
the Save button to save the certificate file to your computer.

Step 8: If you choose to Open the certificate .pdf file, after you have clicked on the Open button, the
certificate .pdf will open in a new window.
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From this window you will only have the option to view and/or print this document. To print the
certificate, click on the printicon in the menu bar, and follow your local printing instructions.

bt cerliﬁcate[2].pdf (SECURED) - Adobe Acrobat Pro [E= |

Eacrmev@D.-\@ 2R05E X

.fl ‘ . @ | (=) () m| = Tools Comment Share
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e
Certificate of Completion

This Certifies that
Learner OPQI
Has successfully satisfied all the requirements for the

FDOH Annual OSHA Review

DOH Required Training FY 2013-14

July 18, 2013
Completion Date

OTI0d
Protect, BTomoTe ANt MTRrGYE e NEAN of & Feopss In Florda through Inegrame state, county, & communiry emors. HEALTH

Step 9:  If you choose to Save the certificate .pdf file, after you have clicked on the Save button, a
Save As pop-up window will open.

From this window, navigate to the folder on your computer or network where you wish to save
the certificate. Type the name of the certificate into the File name field, and click on the Save
button. The certificate .pdf file will be saved, and can then be opened, printed or e-mailed as

needed.
Save As M
@Qv|@ v Libraries » Documents » - | Jv,| | Search Documents Fe |
Organize Mew folder BE - (7]
& Downloads

Documents library

Arrange by:  Folder
Includes: 2 locaticns

=l Recent Places

=l Libraries . TRAIN_FL_CP_Admin_Orientations_13-14 ﬁtcs-verb-obj
@ Documents . TRAIM_FL_DOH-0OPQI-KM_Reports 13-14 '@tcs-writing-obj
J} Music K TRAIN_FL_Emai|RE§pon§E;_GuidE_2013
(=] Pictures . TRAIM_FL_LearnerTutorials_and_Scripts_2013
E Videos o TRAIN_FL_Marketing
.. TRAIN_FL_PubHealthSysPartners
1% Computer | WFD_Images
ﬁDOH_Brand_Comm_SterGuide_ﬂSElE
€ Network L sample_ExternalCert
ﬁSurgEon_GEnEral_Oﬁi[E 365_Video_Trans-090413
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File name: FDOH_Annual0SHAReviewCert_2013 -
Save as type: [Adobe Acrobat Document V]
= Hide Folders * Save I [ Cancel ]
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Please remember, if you do not see a certificate in your My Certificates tool, the course may not have
had a certificate of completion assigned to it.

If you have any questions or concerns regarding locating, accessing, and managing the training
certificates of completion for your completed TRAIN Florida courses, please contact your
Local TRAIN Florida Administrator.
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http://www.floridahealth.gov/provider-and-partner-resources/training/train-florida/_documents/fdoh-local-contact-list.pdf



