Training Transcripts: Many employees would like to include their training efforts as part of their self-evaluation reporting.

Similarly, there is value in including training efforts as you document your employee’s annual performance.
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Employees can create and download a print view by clicking “Print Transcript”. The downloaded document can be
added as a journal entry.
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Certifications and Licenses

Currently 154 certifications and licenses exist in the library. If you or one of your employees need access to a training

that is not available in the library please email donna.dalessandro@unioncountync.gov to have it added.

Feature Spotlight

Certification/License
Global Library

Select from a pre-populated list of the
most common certifications and
licenses without having to manually
create them in your agency.

Most popular certification/license
imports:

e SHRM

e Chemical Spill Response

e CPM - Certified Public Manager
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Import from Global Certification/License Library

Employees and Supervisors can add Certification/Licenses to a Learner Profile. Below are the instructions:
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Add Certification/License
to Learner Profile

Click on My Profile and the Training tab. Scroll
down to “Add Certification/License and click. A
flyout will appear. The library will be accessible
and you can select from the library titles. Enter
dates, license number, and drag and drop any
documentation. If you attended an external
learning event to achieve this
license/certification, the learning event can also
be tagged but may require that course to be
added. Contact
donna.dalessandro@unioncountync.gov if you
need assistance. Remember to save before

L| exiting.
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The system will also allow you to set notifications.
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