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APPLICABLE TO:APPLICABLE TO:

Log in to Global Learn and navigate to 
the Transcript/External Training page.
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Click on the Add New Record
button. 
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In panel 1: General Information, enter the Name of the training, the 
provider, and the Date of completion. Click Next at the bottom of the 
page to confirm. 
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GlobalLearn supports entries documenting external learning (subject to configuration), 
which any user can submit for approval via the Transcript section of the platform.
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Panel 3: Review & Confirm allows you to check your entry for potential mistakes. 
If you find any, click on the respective panel (1 or 2) on the left to apply a correction. 
Otherwise, click on Add Record to complete the process.
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In Panel 2: Evidence Tracking, upload via Drag&Drop or 
browse to select the Evidence of completed learning. 

A preview of the file will be shown immediately after.
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Click on Next under the evidence preview to 
advance. 
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