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How Do I Display A Training History Report?
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	Perform this transaction when accessing training history.

	
	Drill-down Path
	Web Portal >SAP Launch-Pad>(Role)>Form DD1556-1>Training History
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	Drill-down Path may vary due to User Role 


1.   Start the Training History Report transaction by clicking on the ‘Business Event Type (course) hyperlink.
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2.   The Training History Report screen will appear.

[image: image4.png]“To display history repart, enter the Trainee Emplayee Number or Last Name.
and click on Execute

Employes No.
LastName

Start Date to





      3.    As required, complete the following fields:

	Field Name
	Required/Optional
	Description

	Employee No.
	Required 
	Individual  Employee Number  ([Click] [image: image5.bmp] Search icon for number search)   

	Last Name
	Optional
	Individuals Last Name 

	Start Date
	Optional
	Course Start Date


4.  [Click] the [image: image6.bmp] Execute button.  The Training History Report will be displayed. 
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Result:  The process for displaying an individual’s training history has been completed.   
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