
 

PROFESSIONAL DEVELOPMENT BASICS 

My Courses: Manage Course Enrollment and Print Transcripts  

1.​ Click on the My Records tab at the top of the page, then choose the Course Enrollment tab. 

2.​ Use the filters at the top of the columns to narrow your search. 

 

Glossary of Icons 

 
View Session Enrollment Details 

 
PDF Course Information to view/print  
(Info Column) 

 
Close Session Enrollment Details 

 
Email Instructor 
(Email Column) 

 
Edit 

 
Complete the Course Evaluation (Eval Column) 
The evaluation icon will only appear on the last 
day of the course.  Hovering over the document 
icon will display the evaluation due date. You have 
ten (10) calendar days after the course date to 
complete an evaluation.  You will still receive 
credit even if you do not complete the course 
evaluation in time. 

 
Evaluation Completed (Eval Column) 

 
Evaluation Not Completed 
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 Cancel Course/Delete (Cancel Column): 

You may cancel course registration until 
the course start date.  A new confirmation 
window will appear.  Click YES if you wish 
to cancel your registration. 

 

 
Canceled Registration (Status Column) 

 
Enrolled and Expected to Attend (Status 
Column)  

Waitlist (Status Column): Only attend if you are 
notified that a seat becomes available and you are 
enrolled. 

 Combo (Status Column) Session 
enrollment is a combo of enrolled, 
canceled, and/or waitlisted. 

 

If a filter is in use, click the icon to clear the filter. 

AV Attendance Verification 
●​ NG = No Grade 
●​ NV = Not Verified 
●​ C = Complete 
●​ V = Verified 
●​ NS = No Show 

  

Print Transcripts 

1.​ Click on the My Records tab at the top of the page, then choose the Reports tab.  

2.​ Select Report from the dropdown menu. 

○​ Attendance Certificate 
○​ Individual Course Clock Hour Report 
○​ Official Transcript 

3.​ Select a Course from the drop-down menu. 

4.​ Click Preview. 

5.​ You will see the document. Select the Download icon or Print icon in the top left corner. 
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