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View Transcript and Print Certificate of Completion 

 A Job aid for All KP Learn 3.0 Users  

 

 
 

View Transcript 

1. Click the Transcript tab to 
display completed learning items 
in your KP Learn record. 

 

The My Transcript page displays 
all of your completions.  To 
narrow the results, enter date 
information into the Completion 
Date after or Completion Date 
before fields or select a delivery 
type i.e. Instructor-Led. 

2. Click the Actions link for any 
Successful transcript item. 

 
 

 

The Actions bubble pops up. 

3. Click the Print Certificate link 

 

1. Click Transcript 

2. Click Actions 

3. Click Print Certificate 



 

L12_041314 
 

Page 2 of 2 

View Transcript and Print Certificate of Completion 

 A Job aid for All KP Learn 3.0 Users  

 

Print Certificate of Completion 

The 1-page Certificate of Completion 
displays in a pop-up window.   

4. Click Print button located in the 
upper left-hand corner. 

 

5. The Print window opens. Select 
the proper printer, if needed, from 
the displayed list.  
 

Click the Print button. 

 

6. Close the Certificate window by 
clicking the Red X in the upper 
right-hand corner. 

 
 

Result: You have viewed your transcript and printed a Certificate of Completion for an item on your transcript. 

4. Click Print button 

5. Click Print 

6. Click to close 


