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How to Complete a Read and Acknowledge 
Learner Job Aid 
 
To complete an assigned policy read and acknowledge in MyJourney, begin by accessing your 
Transcript from the MyJourney Home screen. 
 

 
 
Step Action 

1  From the MyJourney Home screen, hover over the Learning tab and click View Your 
Transcript. 

 
 

Outcome: 
Your Learning Transcript appears. 
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Step Action 

2 Locate the assigned policy and click Launch. 

 
 

Outcome: 
The document or policy opens in a new window. 
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Step Action 

3 Read the policy and then close the window by clicking the X in the right corner of the 
screen. 

 
 

Outcome: 
MyJourney returns to your Transcript. 

 

 
 

Step Action 

4 From the Launch drop-down list, click Complete.  

 
 

Outcome: 
The Launch button changes to Acknowledge. 
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Step Action 
5 Click Acknowledge.  

 
Outcome: 
An Acknowledgement dialogue box appears in a new window.  

 

 
 

Step Action 
6 Click Acknowledge. 

 
 

Outcome: 
You will return to your Active Transcript screen and the material moves to the Completed 
Transcript. 

 

 
 

For help or with questions, please contact the IT Help Desk at 1-888-307-0222.  
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