
 

 

Frequently Asked Questions (FAQs) 

● How do I access my transcripts? 
● How do I find my Form 200-005 PD? 
● How do I unenroll from a class? 
● How do I find credit unit courses that are eligible for reclassification? 
● I took a class from a University/College. How can I upload this course to my Learnsoft 
Transcript? 
● (Instructor) Employee has been marked complete on the roster by mistake but needs to be 
removed. 
 

User: Transcript 

●​ How do I access my transcripts? 

By default, the user dashboard displays Courses you are currently enrolled 
in.  Change the Display to “My Transcripts” from the full down menu. 

 
 

●​ How do I find my Form 200-005 PD? 

From your transcript, courses that are eligible for reclassification will have a 
certificate tied to the course.  Click on the “Print Certificate” Icon. 
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https://docs.google.com/document/d/1HsSdycggWPOqZ3T84JI2947KE0JgnrAS/edit?usp=sharing&ouid=103487651331213808572&rtpof=true&sd=true


 

User: Unenroll 

●​ How do I unenroll from a class? 

If the user self-enrolled/registered, they can unenroll by clicking on the 
Unenroll icon for the course on their My Task list: 

 
If the user was manually added to the roster by the instructor, then the 
instructor would have to cancel their enrollment. 

Back to Top 
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Teacher: Credit Unit Courses 

●​ How do I find credit unit courses that are eligible for reclassification? 

On the Search tab, click on the arrow icon next to Catalog.  Expand the 
Catalog by clicking on the “+” until the Professional Development for 
Reclassification Credit node is exposed.  Place a check in the box next to it: 

 

Back to Top 
 
 

Teacher: Academic Credit 

●​ I took a class from a University/College. How can I upload this course to 
my Learnsoft Transcript? 

 
Academic courses will not appear in the Learning Management System. 
You need to submit the Form 200-005 for University/College credits with 
your official Transcripts to Teacher Reclassification. 

Back to Top 
 

Instructor : Remove a participant from the roster 

●​ Employee has been marked complete on the roster by mistake but needs 
to be removed. 

 
Technically you cannot delete a person from the roster but can cancel their 
enrollment.  
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https://drive.google.com/file/d/1GfV0qTrojokrygrMNWtSRe6MhJGQ5IsC/view?usp=sharing
https://docs.google.com/document/d/1VFUwBGlTdZDyBbKXcS3dZ050mhMYSTao/edit#heading=h.wdytwhloh8yg
https://docs.google.com/document/d/1VFUwBGlTdZDyBbKXcS3dZ050mhMYSTao/edit#heading=h.wdytwhloh8yg
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