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View, Print and Save EELearner Transcript 
This job aid provides step-by-step instructions of how an Extended Enterprise 
Learner (EELearner) can view and print their transcript or save it as a PDF. 
 

 
Instructions 

 
1. To view and print your transcript, first log into your Workday account at 

https://wd5.myworkday.com/oregon with your username and password. Then 
answer the challenge questions.  
 

 
 
 
 
 
 
 
 
 

https://wd5.myworkday.com/oregon
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2. From the Workday homepage, open the Learning app by either 1) clicking the 
Menu icon with the three bars in the upper left corner then click Learning, or 
2) click the Learning app from the Your Top Apps section.  
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3. Once on the Learning dashboard, click My Learning from the left panel. 
 

 
 

4. From the My Learning screen, click the link View Learning Transcript. 
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5. This is your transcript. Here you can see the following:  
• Not Started: This section shows classes you have been registered for but 

have not begun. 
• In Progress: This section shows classes you have started but have not yet 

finished (or possibly your attendance simply hasn’t been registered yet by 
the instructor if it was a live class).  

• Learning History: This section shows classes you have completed.   
 

 
 
This format is good for reviewing the courses you’ve signed up for as well as 
those you’ve completed. However, to print a copy of these records it’s best to 
first convert this to a PDF. You can do that by clicking the PDF icon in the 
upper right corner. 
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6. After you’ve clicked the PDF icon, click the Download button.  
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7. From the PDF of your transcript, click the printer icon to print the document. 
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8. You can also click the save icon to save the PDF as a file. 
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9. Finally, see the columns titled Grade and Score to see 1) your grade for a 

course, as well as 2) the score you earned.  
 

 
 

 
You have completed the steps to view, print and save your transcript. 
 

 

 
 
 

* * * END OF JOB AID * * * 


