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MY TRAINING: HOW TO ARCHIVE A SESSION

Archiving a session will remove it from the Registered Session carousel, as well as your
myTraining Transcript.

1. Find the session from your Registered Sessions carousel. Click on the ellipses (...) and
select View Training Details.
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2. On the right side of the page, select Move to Archived Transcript.

myTraining Home >

Diversity and Inclusion in the Workplace

Event: Diversity and Inclusion in the Workplace

44 Move to Archived Transcript
=
Provider: WSU ILT
Duration: 2 Hours 0 Min

Description: This training focuses on gaining a better understanding of the benefits of diversity and inclusion in the workplace; identifying our persenal comfort levels in diverse social

situations; understanding racism; recognizing microaggressions; learning how to get past stereotypes, prejudices and microaggressions; and learning ways to address
issues and give feedback

Locator Number: 3474

Subjects: Faculty / Staff Development, Faculty / Staff Development = Diversity
Training Contact: Sheryl Propst sheryl.propst@wichita.edu
(Tel) (316) 975-6926
(Faxi)-
Student Roster: @ View Student Roster
Registration Deadline: 11/18/2019 2:00 PM CST
Schedule:

Day Part Name Description Starts Ends Add to Calendar Training Hours Instructor Location
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3. Select Archive.

" Move Training to Archived Transcript o )

A_ You have Indicated that you would like to archive this training. This will move the
£ l % training from your Active Transcript into your Archive transcript. The purpose of
the Archive Transcriptis to store training that the user no longer needs to access. The
act of moving training to the Archive does not remove any responsibility the user
may _have in completing this training.

Archive ] El;an cel ]

QUESTIONS?

Contact information

Password Assistance:
e Technology Help Desk: (316) 978-HELP or helpdesk@wichita.edu

Assistance:
e ITS Applications Training: (316) 978-5800 or training@wichita.edu
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