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Job Aid: Print Learning History Report 

Description 

The purpose of this job aid is to guide supervisors through the step-by-step process of printing the 
learning history report. 

Click the My 
Employees 
tab 
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 Click the 
appropriate
learner 
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 Click 
Reports in 
the action 
box. 
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 Click the 
appropriate 
report from 
the list 
provided 
(see below 
for examples
of each 
report). 
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 Learning 
History (CSV) 
Example 

 

 Learning 
History 
Combined 
Example 

 

 Learning 
History 
Combined 
(CSV) 
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