My FL Learn — Recording an External Training

Trainings done outside of the My FL Learn system need to be manually created in order for them to show on
an employee’s transcript and be counted toward the annual and/or certification requirements. To create a
training, log into the My FL Learn site, then:

1. Mouse over the Learning option & select Add External Training:
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2. Fillin the information about the training, and add/upload the verification of completion (certificate,
attestation, etc.) and then Submit:

Add External Training

English (US)

Tralning Title *

End Date
Credits Eamed
Training H
He Minut
CEUs
Attachment(s)
/ 20

3. After submitting it will automatically go to the Transcript page — click on Mark Complete to finalize the
process, after which the credits will show on the current transcript:

Welcome to your Transcript
Here you can manage all your training - Assigned, In Progress and Completed.

Change Active to Completed to view your completed transcript, and change Completed to Active to view training that needs to be completed.
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