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In this guide: 

 

• View my learning transcript – step by step instructions    Page 3, 4 

 

• Print my learning transcript – step by step instructions    Page 5, 6 

 

• Print my certificate of completion – step by step instructions: 

 

1. Via ‘My Learning Transcript’      Page 7, 8, 9 

2. Via ‘My Learning’        Page 10, 11 

 

 

This guide provides a general overview on how  to view and print your learning transcript or certificate of completion. 

 

Note:  iLearn is customised for your department and therefore the menu and layout of your site may be slightly different to the images in this guide. 
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View my learning transcript 

From the iLearn home page, click ‘My 

Learning Transcript’.  

1 

1 

All your courses will by default be 

displayed under the ‘All’ tab. 

Click on a tab to view all courses by 

‘Completed’, ‘Incomplete’ or ‘Not 

Attempted’. 

Click on the column heading names to 

access the filter to re-sort your column 

order. 

In this example we selected ‘Status’ and 

the column is now re-arranged by status. 

2 

2 
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Your course results will by default be 

displayed under the ‘All’ tab. 

Click on a tab to filter courses by 

‘Completed’, ‘Incomplete’ or ‘Not 

Attempted’. 

4 

Click ‘Search’. 

To search for a specific course, click  

‘Search for My Courses’.  

Enter keywords or course name in the 

‘Search for My Courses’ field.  

3 

3 

4 

To refine your search select more options 

from the fields displayed. 

TIPS 

5 

5 
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Print my learning transcript 

Click ‘Export to PDF’ . 

5 

From the iLearn home page, click ‘My 

Learning Transcript’.  

1 

Click  ‘Search for My Courses’ to display 

the search fields.  

2 

1 

2 

3 

Enter tomorrow’s date in  the ‘Completed 

(before)’ field.  

3 

4 
If you want to include all your courses i.e. 

Completed, Incomplete, Not Attempted 

etc., do not make a selection in the 

selection fields. 

Only the courses listed in the ‘All’ tab will 

be exported on your learning transcript. 

Filtering and sorting the columns will not 

have any affect on how the courses will be 

displayed on your transcript. 

TIPS 

Click the ‘Open’ to view the document. 

6 

5 

6 

Click ‘Search’ . 

4 

The below filter will display on 

‘Completed’ enrolments only. 

TIPS 
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Print my learning transcript 

Print your transcript or Save the 

document in your directory.  

7 
7 
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Print my certificate of completion 

1 

From the iLearn home page, click ‘My 

Learning Transcript’.  

1 

Click ‘Search for My Courses’ and enter 

keywords or course name of the course 

you want to print the certificate for in the 

‘Search for My Courses’ field.  

2 

2 

3 

Click ‘Search’. 

3 

There are two ways to print your certificate through, ‘My Learning Transcript’ or ‘My Learning’ . 

1.  Print my certificate of completion via ‘My Learning Transcript’  

4 

Click the name of the course 

4 
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If the certificate link is missing it indicates that 

no certificate is available to be printed. 

TIPS 

5 

5 

Click the ‘Download your certificate’ link.  

6 

Click ‘Open’. 

6 
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Print your certificate (award)  or Save 

the document in your directory.  

6 
6 
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2.  Print my certificate of completion via ‘My Learning’  

From the iLearn home page, click ‘My 

Learning’.  

1 

1 

If the certificate icon appears grey, it 

indicates that the certificate is not  

available to be printed. Upon completion 

of the course, you will be able to print the 

certificate. 

TIPS 

2 

Click the green certificate  of completion 

‘icon’.  

Click ‘Open’ or ‘Save’. 

If there is no certificate icon appearing, it 

indicates that the course does not have a 

certificate attached to it. 

TIPS 

3 

Click ‘Open’. 

3 

2 
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Print your certificate (award)  or Save 

the document in your directory.  

4 
4 


