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Historical Learning Transcripts Employee Records UCF

This job aid supports the process of downloading and saving your historical learning transcript
from myUCF prior to Workday go-live on July 1, 2022.

Many of your training enrollments and completions for compliance trainings will be automatically
brought into Workday, but your entire learning transcript may not be displayed for some of your
other course completions.

If you would like to have a copy of your entire learning transcript available after go-live, you
have two options:

1. Prior to June 24, 2022, you can download a copy of your transcript using this job aid as
a guide.

-OR-

2. If the need for your entire transcript arises after July 1, 2022, you will be able to submit
a request to the new KNEXT office and they will pull this information for you.

To download a copy of your transcript, you will log into myUCF Employee Self Service and
copy/paste your transcript into an Excel file. Detailed instructions are below.

Note: If you prefer, you can also take screenshots of your transcript.

HOW TO COPY YOUR LEARNING TRANSCRIPT
1. Log into my.ucf.edu with your NID and NID Password

2. Navigate to Employee Self Service > Learning and Development > Training Summary

& Home Employee Self Service

Academic Resources

Staff Applications Employee Self Service

Employee Self Service
Personal Information
Payroll and Compensation

Please select from the links on the left.
Benefits

ent

§Learning and Develop
Training Summary

Request Training
Enroliment

Professional Training

User Guide
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3. Your training summary will open with your course completions listed:

€ Employee SS Start Page Training Summary A)

New Window | Help [ Personalize

Academic Resources

Staff Applications Tralﬂlng Summary

Employee Self Service |manght ________________
Personal Information Select the Internal Training Course Name to view Details
Payroll and Compensation Internal Training
Benefits Course Name Course Start Date Course End Date Status
Learning and Development
Training Summary {Investing in Uncertain Markets| 04/26/2022 04/26/2022 Completed -
Request Training
Enroliment Finding Balance Digital World 04/05/2022 04/05/2022 Completed =
Professional Training
User Guide Intercultural Competency 03/23/2022 03/23/2022 Completed
Manager Self Service Copyright for Images & Video 02/10/2022 02/10/2022 Completed
Faculty/Advisor Self Service
My Content Resiliency in Changing Times 02/09/2022 02/09/2022 Completed
Reporting Tool
eporting foo’s Setting Boundaries in the Work 01/27/2022 01/27/2022 Completed
Change my NID Password
Webcourses@UCF UCF Annual Notices to Employee 01/04/2022 01/04/2022 Completed
UCF Home Page
UCF Company Directory 2021 Code of Conduct Refresh 09/27/2021 09/27/2021 Completed
My Preferences
Expenditures 101 06/30/2021 06/30/2021 Completed
Colors of Money 04/29/2021 04/29/2021 Completed

4. If there is a scroll bar on the right side of the screen due to the number of courses you have

completed, click and drag the bar all the way to the bottom of your course list

Learning and Development
Training Summary PS SA/HR Basic Navigation 05/03/2013 05/03/2013 Completed =
Request Training
Enrolliment Discrimination Prevention-Web 03/01/2013 03/01/2013 Completed
Professional Training
Teambuilding/Recognition 02/27/2013 02/27/2013 Completed
User Guide
Manager Self Service Performance Appraisals 02/27/2013 02/27/2013 Completed
Recuify/AdvisorSelliSevice Constructive Discipline 02/27/2013 02/27/2013 Completed
My Content
Reporting Tools The Leader's Role 02/20/2013 02/20/2013 Completed
Change my NID Password
Webcourses@UCF Employment Law 02/20/2013 02/20/2013 Completed
UCF Home Page Ethical Leadershi 02/20/2013 02/20/2013 C leted
UCF Company Directory Ical L.eadefship - e ampiete
My Preferences Coaching & Counseling 02/13/2013 02/13/2013 Completed
Time Management 02/13/2013 02/13/2013 Completed
Customer Service & Leadership 02/13/2013 02/13/2013 Completed
New Employee Orientation 02/08/2013 02/08/2013 Completed
Supervisory Skills Series 02/06/2013 02/27/2013 Completed
Personalities At Work-MBTI 02/06/2013 02/06/2013 Completed
Interviewing Skills for Supv. 02/06/2013 02/06/2013 Completed
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5. Use your mouse to highlight the transcript by doing the following:

a. Beginning in the bottom right-hand corner of your transcript at the end of the last line

of the last course, click and hold your left mouse button

b. While holding your left mouse button, drag your mouse up to highlight your entire

transcript including the header “Training Summary”

6. Once your entire transcript is highlighted, release your left mouse button and then right-click

your mouse and select “Copy” OR click “Ctrl” + “C” to copy the information

.. o
< Training Summary AN
=
Academic Resources raining Summary
Staff Applications Ima Knight
Employee Self Service [Select the Internal Training Course Name to view Details.
Personal Information internal Training
Payroll t
B"’V"’ﬁ‘”’"" Compensation [ Status| n
enertits
Le?m'"g anqd Development investing in Uncertain Markets 04/26/2022 04/26/2022 ompleted
raining Summary
gequest Training [Finding Balance Digital World 04/05/2022 04/05/2022 ompleted
nrollment
Professional Training Intercultural Competency 0312312022 03/23/2022 ompleted
User Guid
serfuide (Copyright for Images & Video 021072022 0211012022 ompleted
Manager Self Service
Faculty/Advisor Self Service Resiliency in Changing Times 02/09/2022 02/09/2022 ompleted
My Content
Reporting Tools Setting Boundaries in the Work 01/27/2022 0112712022 ompleted
Change my NID Password UCF Annual Notices to Employee 01/04/2022 01/04/2022 ompleted
Webcourses@UCF
UCF Home Page 021 Code of Conduct Refresh 09/27/2021 09/27/2021 ompleted
UCF Company Directory
My Preferences [Expenditures 101 06/30/2021 06/30/2021
(Colors of Money 04/29/2021 04/29/2021 ompleted
Understanding & Overcoming 04/01/2021 04/01/2021 ompleted
e Shades Between White & 02/19/2021 02/19/2021 ompleted
UCF Annual Notices to Employee 02/15/2021 02/15/2021 ompleted
Fraud Awareness Training 2020 12/31/2020 12/31/2020 ompleted
Safe Zone: Advocates 11/02/2020 11/02/2020 ompleted -
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PASTE YOUR TRAINING HISTORY INTO EXCEL

1. Open Excel and on a blank worksheet paste the copied data

a. Click your mouse to select cell “A1”

b. Right-click your mouse and in the pop-up menu under “Paste Options,” left-click to

select the paintbrush icon on the left OR click “Ctrl” + “V” to paste the data

2. The

AutoSave Book1 - Excel P search (alt+Q) L a X
File ~ Home Insert Pagelayout Formulas Data Review View Help Acrobat © Comments
L2} fﬁ X Calibri YA A= :E]p/‘ » General ~ [ Conditional Formatting > Bl Insert -~ 31~ 2%~ [@)]
Q o, S
S b B | U T e A e $ v % % [ Formatas Table - B Delete ~ v R | sy
) = = =T a . 5 Cell syles « [EFormate Data
Undo Clipboard Font ] Alignment 5 Number Styles Cells Editing Analysis  Sensitivity ~
AL Calibii v 11 A A §~ % 9 ~
A BISC-A-H-G9HY F G H J K L M N o [ Q R s -
i
2 ot
o [ copy
4
5 [B_Paste Options:
6
7
8 Special.
= SO Smart Lookup
10
1 Insert..
iz Delete.
13
P Clear Contents
15 s
16
" Filter >
18 Sort >
19
= E2 GetData from TablerRange...
2l %3 New Comment
;; 13 NewNote
24 [E] Format Cels...
;: Pick From Drop-down List.
a7 Define Name.
& @ Link >
29
30
31
32
33
34
35 v
Sheet1 @ . >
data will now be listed in the Excel worksheet
A B C D E F G H | J K L M N
1 | Training Summary
2 Ima Knight
3
16 Select the Internal Training Course Name to view Details
17 Internal Training
Course Course Course s
18 Name Start Date End Date tatis
19 Investing in Uncertain Markets 4/26/12022 4/26/2022 Completed
20 Finding Balance Digital World 4/5/2022  4/5/2022  Completed
21 Intercultural Competency 3/23/2022 3/23/2022 Completed
22 Copyright for Images & Video 2/10/2022 2/10/2022 Completed
23 Resiliency in Changing Times 2/9/2022  2/9/2022  Completed
24 Setting Boundaries in the Work 112712022 1/27/2022 Completed
25 UCF Annual Notices to Employee 1/4/2022  1/4/2022  Completed
26 2021 Code of Conduct Refresh 9/27/2021 92712021 Completed
27 Expenditures 101 6/30/2021 6/30/2021 Completed
28 Colors of Money 4/29/2021 4/29/2021 Completed
29 Understanding & Overcoming 4/1/2021 41112021 Completed
30 The Shades Between White & 2/19/2021 2/19/2021 Completed
31 UCF Annual Notices to Employee 2/15/2021  2/15/2021 Completed
32 Fraud Awareness Training 2020 12/31/2020 12/31/2020 Completed
33 Safe Zone: Advocates 11/2/2020  11/2/2020 Completed
34 What is Racial Healing? 10/22/2020 10/22/2020 Completed
35 Annual Code of Conduct 2020 9/14/2020 10/14/2020 Completed
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3. To save the file:
a. Click the “File” drop-down menu in the ribbon at the top of the screen
b. Select “Save As”
c. Select the location where you want to save the file and enter a file name

d. Click “Save”

Note: The official transcripts are not going to be removed from the system after we go-live with
Workday, but you just will not have access to them through the current Employee Self Service.
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