ILEARNOREGON

VIEWING AND PRINTING A CERTIFICATE

Viewing and Printing a Certificate

To view a certificate of completion, follow these steps:

1. Inyour web browser type in the following URL
https://ilearn.oregon.gov.

2. On the left-side menu, click on My Workspace.

3. When the menu expands, click on My Transcript.
This will take you to your transcript page.

4.

Action menu and then select Go.
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Your certificate will display in a separate pop-up window. From there you will be able to print a hardcopy or

save an electronic copy of your certificate.
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NOTE: The manner in which a certificate is printed is controlled by your browser's print feature.

To print the certificate, do the following:

1. While you're on the certificate screen, click on Print Certificate.
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2. Your printer dialogue box will appear.
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3. Select Page Set-Up.

4. Change the page orientation to
Landscape.

5. Adjust the margins to 0.5.

Select OK.

7. Select Print.
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To save your certificate, do the following:

1. While you're on the certificate screen, click your mouse one time on the certificate.
2. Press CTRL + A on your keyboard to highlight the frame.

RSD Informatio

3. Press CTRL + C on your keyboard to copy the frame.
4. Open up a new Word document.

5. Press CTRL + V to paste on your keyboard in the Word document. While you're in Word, you can save
the document you created wherever you need to.

e

= This Bmmr:ll’y rify that
& HRSD Information)

bas successtully compleced the following:

«0»|g

Created: 6/17/2010 DAS — HRSD Page 4 of 4
Last Update: 6/17/2010



