
How to Run a Transcript 
Report

First login to your Cornerstone home page from your employee portal.

Then hover above Learning and click View your Transcript 

(See the slides below)



Click View Your Transcript



Click Options (…)

Click Run Transcript Report



2- Check Include Completed/      
archived Training Only

1- Enter The Training Period
Start 1/1/2016 & End 

Date1/28/2022

4- Click Run Report



Open the Excel Report



Click Yes
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Don't forget 
to save your 
transcript 
report 
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