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Corporate Managers can view progress and completions for employees who have been assigned training by them. Only 

employees associated with the Corporate Manager can be viewed. 

From the ‘My Account’ view select the ‘User Completion Report’ icon  

 

Select the Details or Summary report, enter the employee's First and Last name or email and select ‘Search’. 

 

Scroll down and the Details Report has this view. Export to Excel is an option if needed. Selecting Details will take you to 

the employees Transcript.  
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Select click here to view and download the employees Certification of Completion (CoC). 

 

And Summary provides this view below. Note: All courses listed must be selected by selecting the 1st course, hold shift 

on the keyboard and selecting the last course in the list. Export to Excel is an option if needed. 

  

 

 


