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VIEW A TEAM MEMBER’S TRANSCRIPT 
 
Supervisors have the ability to view the LMS transcript of direct and alternate 
reports. 
 
1. Log into the LMS.   
 
2. Click the My Team icon. 

 

 
Figure 1 – My Team icon 

 
3. Click the Learning link in the left navigation menu. 

 

 
Figure 2 – Learning link 
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4. Click Completed Learning link, where you can view learning for your direct 
team. 
 

 
Figure 3 – Completed Learning link 

 
NOTE:  To view alternate team members, select Alternate Team from the 
View Registrations For pull-down menu. 
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5. Click the View Completed Learning link for a specific team member. 
 

 
Figure 4 – View Completed Learning link 
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6. The default transcript view shows learning completed in the last 90 days. You 
can change the default date range by clicking the From pick icon and the To 
pick icon, and then clicking the Search button. You can also manually enter a 
date in MM/DD/YYYY format in either field. 
 

 
Figure 5 – From and To pick icons and Search button 

 
7. Click the View Details link for a completed learning item to view detailed 

information. 
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Figure 6 – View Details link 
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8. All of the information for the completed learning may not be populated, 
depending on how the course was created. 
 

 
Figure 7 – Sample Completed Learning Details page 
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If you experience trouble with this process, please refer to the  LMS 
Support Page. 

https://hr.nih.gov/hr-systems/lms
https://hr.nih.gov/hr-systems/lms
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