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ACCESSING PERSONAL TRAINING CERTIFICATES

To access personal copies of your completed training certificates, go to the Learning 
Management (LMS) module and click on My Training.

NOTE: Depending on your level of access, your screen may have different tiles, or may go 
directly to My Training.

Click on the Completed Certificates toggle switch to open the Personal Training Matrix.
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Use the search box to find the course certificate you are looking to access.

Click on the appropriate check mark icon under the corresponding year for the course 
certificate you are interested in viewing.

A copy of your completed certificate for the selected course and year will open in a new 
browser window. You can now either download or print a copy of the certificate. This can be 

accomplished by right clicking on the document and selecting either Print or Save As option.


