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The TRAIN Florida, TRAIN Transcript tool is a feature that helps you to track, and manage completed
training courses in TRAIN Florida.

The TRAIN Transcript tool automatically records the completion of courses offered through TRAIN
Florida. You also have the option of adding training courses completed outside of TRAIN Florida, to
your TRAIN Florida transcript and record all of your professional trainings in one secure location.

The following steps will help you locate, access, and manage the TRAIN Transcript tool.

Step 1: Goto TRAIN Florida and log in.

Step 2: On your TRAIN Florida home page - locate your learner Dashboard.
Click on the My Learning tile to open the menu.

Learner's Dashboard

[#] My Action Items

E M'!-' Learl"lil"lg h
Course Name = Status Format

Counseling Skills In Progress Web-based
Training - Self-
siudy

FDOH Code of Ethics In Progress Blended Learning
Series

FDOH Information Security and In Progress Blended Learning

Privacy Awareness 13-14 Series

FDOH Mew Employee Orientation Completed Web-based
Training - Self-
siudy

|S-700.a: Introduction io the Mational Completed Web-based

Incident Management System (NIMS) Training - Self-
study

Self-Study Modules on Tuberculosis  In Progress Texi-based (print

(1-8) and electronic
based)

TRAIN Transcript ‘ Current Courses ‘ | Archived Courses

Step 3: Click on the TRAIN Transcript button.

Learner's Dashboard

[#] My Action Items

[=| My Learning

Course Name = Status Format
Counseling Skills In Progress Web-based
Ainjmes - -
0 0 0 0 OSSO EIPIVIS
Self-5.udy wodules on ubercdlosis  In Progress ext-based orint
{1-5) and electronic
based)

TRAIN Transcript

Current Courses H Archived Courses ‘
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Step 4: You will be directed to the Transcript page. This page will list all completed courses by Course
title, the dates you Registered for and Completed the course, the Format of the course, the
Final Score and Credit for the course, and if the course has been Verified, or if you have
Withdrawn from the course. The columns can be sorted, by clicking on the column title.

Transcript

Do NotUse

Tip: To sort the transcript by column, click the title-text of that column. I:|| S T | | B |

Click on course title to view course details | 3 | | 4 |
Course Reviews. Registered Completed Format Pre- Final Credit  Verified Withdrawn
Assessment Score
2] 5]
| 1 | Web-based 120.00
FDOH HIVIAIDS 101 In the News B/13/2013 61372013  Training - Seff- NIA points N/A v (R]
study Passed
A General Overview of Public Health Web-based — DtU
Accreditation Reviews | 6/19/2013 6(19/2013  Training - Self- NIA (20 NIA
. 0 100.00% ®
Upload External Certificate | study 7
) Blended
EDCH Annual OSHA Review 13-14 - ) Contact
R 82013 THEI2013 L NIA NAA
See blended leaming serie transcript ... g:':i::g Hours: 1 E]
FDOH HMS Service and Time Reporting for Web-based
Personal Health Employees Evaluation: FDOH 7242013 NA  Training - Seft NIA NIA N/A ¥ (R
HMS Self-Paced Evaluation study
15-100.b - Introduction to Incident Command
System - 1024627
This course is prerequisite for: ICS-400 Web-based 109'00
Advanced Incident Command System for 10M7/2013  10/7/2013  Training - Self- NIA . 't% NIA (R]
Command and General Staff — Complex study
Incidents El
| Upload External Certificate |
20 rows per page V|Filter *ABCDEFGHIJKLMNOPQRSTUVWXYZ
Displaying page 1 of 1, items from 1 to 5 of 5

IR - Remove course from Transcript
/ - Edit Score (You may not edit a score for & course that has been verified, a course that you have withdrawn from, or a course for which the status is updated automatically)

Click on course fitle to view course record

Course Started Completed Format Score Credit Verified
A Cn-Site - 100.00
Test Non-Train Event Course
- Unload External Certificate 512014 5/5/2014 Classroom points CEUICE: 5 v
| Up ernal Certificate | course or 100.00%
workshop
Web-based 100.00
Excel 2010 keyboard shortcuts | | Upload External Certificate | 8/20/2013  8/22/2013  Training - Self- points  Contact Hours: 1 ~i
study 100.00%
20 rows per page “ | Filter *ABCDEFGHIJKLMNOPQRSTUVWXYZ
Displaying page 1 of 1, items from 110 2 of 2
Back |

The following will detail some of the key features of the TRAIN Transcript page

NOTE: The Add Trainingfinder Course button is not applicable to TRAIN Florida learners.
Please do not use this feature.

1. Click on the Course title to access the Course Details page for each course.

2. Click on the Reviews button to access learner reviews of each course.
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3. The Verified column shows you if your completed course has been verified as completed
within the TRAIN Florida system, if the box has been checked the course is verified. Many
TRAIN courses verify automatically upon completion, others may require a TRAIN Florida
Administrator to verify, and some courses do not require verification if they are view only.

4. The Withdrawn column marks the TRAIN courses you have chosen not to complete, and
have removed yourself from. If the box has been checked, you are withdrawn from the
course. NOTE: The Withdrawn column is not available on Non-TRAIN course additions.

5. The Remove button @ allows you to permanently delete a TRAIN course from your
TRAIN Florida Transcript. NOTE: We do not recommend removing courses from your
Transcript, unless you have withdrawn from them. Also the Remove button is not available
on Non-TRAIN course addition.

6. The Edit icon (See Step b)

7. The Upload External Certificate button | Uplead Extemal Certificate | gives you the option to
upload certificates for courses completed outside of TRAIN Florida, either accessed
through TRAIN Florida or Non-TRAIN courses. This guide will help you upload an
externally created training certificate:

How to Upload a Training Certificate to My TRAIN Florida Transcript

Step 5: The Edit icon allows you to edit or add a course score to courses if applicable.

NOTE: You may not edit a score for a course that has been verified, a course you have
withdrawn from, or a course that has automatic status updates.

Examples of courses you may choose to add a score for are:

» A course accessed via TRAIN Florida, but hosted externally, such as the FEMA ICS
courses.

o A TRAIN Florida blended learning course with section assessments, but no main
assessment, such as the FDOH Annual OSHA Review.

Course Registration Management

15-100.b - Introduction to Incident Command System - 1024627

Registration Status: Completed
Chosen Credit Type: none

You have successfully completed this course. The course completion record can be found in your TRAIN Transcript under the My Learning
section of the homepage Dashboard.

If you know your grade please enter it here:
Points: 80.00

Percentage: 100.00 % | Submit

Click on the Edit icon . You will be taken to a Course Registration Management page for
the course. Enter your course grade by Points and Percentage into the appropriate fields.
Click the Submit button.
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The Transcript page provides you with the ability to E-mail or Export (open, or download & save)

a .pdf copy of your complete training transcript directly from TRAIN Florida.

e
Tip: To sort the transcript by column, click the title-text of that column. I:|| Email Transcript || Export |
Click on course title to view course details Step 6
Course Reviews Registered Completed Format Pre- Final Credit  Verified Withdrawn
Assessment Score
Score Step 7
Web-based 120.00
FDOH HIVIAIDS 101 In the News 611812013 6182013  Training - Self- NIA points NIA v (R]
study Passed
oo i 95.00
A General Overview of Public Health Web-based
T - . ints
Accreditation Reviews | B19/2013 6/19/2013  Training - Self- NIA i N/A
. ; 100.00% &)
| Upload Exiernal Ceriicate | study %

Step 6: To e-mail your transcript - click the Email Transcript button | Email Transcript |
The screen will refresh and open the Email To: field and the Send Transcript button.
To send your transcript, enter the e-mail address for your recipient in the Email To: field and

click the Send Transcript button.

Email To: learner.supenisor@flhealth.gov

—.»l Send Transcript |[ Cancel ] [ Export ]

The screen will refresh, and show a confirmation that your e-mail has been sent.

learner.supenvisar@fhealth.gov - Sending email was successful

|:|| Email Transcript || Export |

Step 7:

To open, or download and save your transcript - click the Export button
A File Download pop-up window [1] or bar [2] will open over the Transcript page. It will list the

Name, Type and source (From) of the file.

File Download [
Do you want to open or save this file? 1
Ei: Mame: Transcript.pdf
< Type: Adobe Acrobat Document Saveto
From: fl.train.org /| Computer
View . Open ] ’ Save ] [ Cancel J
and/or Print
I--' While files from the Intemet can be useful, some files can potentially
ham your computer. f you do not trust the source, do not open or
save this file. What s the risk?

Do you want to open or save Transcript.pdf from fltrain.org? j Open Save "} Cancel 2

Choose your action by clicking either the Open button to view and/or print the .pdf transcript,
or the Save button to save the transcript file to your computer. (See Steps 8 & 9)
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Step 8: To open the transcript .pdf file — Click the Open button.
The transcript .pdf will open in a new window. From this window you will only have the option
to view and/or print this document.
To print the transcript, click on the printicon in the menu bar, and follow your local printing
instructions.

1 Transcript{1] pdf (SECURED) - Adobe Acrobat Pro (o o

File Edit View Window Help ®
@Creat:ev |@E|.|{€} E_JEQE E}) E
[ | Tools Comment Share

TRN PY

TRAIN Transcript: Learner OPQI

Train UserlD: 893124

FOOH IVEAIDS 1071 1 e teews BAZ0T3  BOAG0II Weo-Saseo Tramig.  NA 000pems N T
02441 AM 109000 AM Semmusy
Garar Dvareew of Fulbs Haslt e B020T3  SIGA0T3 Wb baned Tranmg - WA %550 per CTy
IICEEPM 3201 PM Sewasuey 100.00%
FOOH Annual OSHA Review TBZ0TS A ‘Carmact Hours: | i Na
[ELSETH]
FOOH Annual OSHA Review D Cormact Hours: 1 Tes
FDOH HMS Senics s Tema Raparing for WO peimts Commact Houes: |
Parsonal Healin Empiayees
0000 ports  Ceract Hours: 1 Yes )
000 pem  Commact Moum: | o
WO00pem  Commact Foum | o
CEC Tos o
Wa00pems  Gommact Mours: | T
WOCOpem  Cammst Heus: | You
WaD0pents  Gemmat Hours: | Yes o
WO por  MA
000w

Step 9: To save the transcript .pdf file - click the Save button

A Save As pop-up window will open over the Transcript page. From this window, navigate to
the folder on your computer or network where you wish to save the certificate.

Next, type the name of the certificate into the File name field, and click on the Save button.
The transcript .pdf file will be saved, and can be opened, printed, or e-mailed as needed.

Save As =
@uv‘@ » Libraries » Documents » ~ [ 42| [ Search Documents o
Organize Mew folder FEF - @

Download - =
) LIRS Documents library -
&l Recent Places Includes: 2 locations £
= Libraries | TRAIN_FL_CP_Admin_Orientations_13-14 ) tes-verb-obj
[ Documents | TRAIN_FL_DOH-OPQI-KM_Reports_13-14 L tes-writing-obj
J’ Music . TRAIN_FL_EmailResponses_Guide 2013
[ Pictures | TRAIN_FL_LearnerTutorials_and_Scripts_2013
BE videos | . TRAIN_FL Marketing
1 . TRAIN_FL_PubHealthSysPartners
% Computer .. WFD_Images
L DOH_Brand_Comm_StyleGuide 052913
€ Network | Sample_External Cert
@ Surgeon_General_Office 365_Video_Trans-020413
= n 3
File name: | TRAIN_Transcript -
Save os type: | Adobe Acrobat Document -]
= Hide Folders —p  sae | [ cance |

How to Manage My TRAIN Florida Transcript Fi()ﬂda

HEALTH




erds How to Manage My TRAIN Florida Transcript
HEALTH

___________________________________________ + It's a New Day in Public Health

Step 10: The Transcript page also gives you the option to add training courses not accessible through
and completed outside of TRAIN Florida, to your TRAIN Florida transcript.

These Non-TRAIN Courses can be added to the Non-TRAIN Courses section of your
Transcript, using the Add button.

This guide will help you upload a Non-TRAIN course into your TRAIN Transcript:
How to Manage Non-TRAIN Courses

Non-TRAIN Courses
Click on course fitle to view course record
Course Started  Completed Format Score Credit Verified
e On-Site - 100.00
Test Non-Train Event Course _ 52014 552014 Classroom points CEUICE: 5 v
| Upload External Certificate | course or 100.00%
workshop
Web-based 100.00
Excel 2010 keyboard shortcuts | | Upload External Certificate | 8/202013  8/22/2013  Training - Self-  points  Contact Hours: 1 ¥
study 100.00%

20rowsperpage V| Fiter *ABCDEFGHIJKLMNOPQRSTUVWXY Zal

Displaying page 1 of 1, items from 1 to 2 of 2|

Back

If you have any questions or concerns regarding locating, accessing, and managing the TRAIN
Transcript feature in TRAIN Florida courses, please contact your Local TRAIN Florida Administrator.
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