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Instructions for Completing a Course Evaluation

To access your certificate, you will need to complete the course evaluation before 
your certificate is available. Please note that you must use a desktop or laptop 
computer to access the evaluation, it is not available on a tablet or mobile device.

1. Go to the LM/POS Homepage https://learner.mlnlms.com.
2. Enter your login ID and password and click on Log In.
3. Click on “Transcript.”
4. Search for the title.
5. If you do not see a “View Certificate” button, then you need to complete 
 the evaluation. Click on the title.
6. On the left-hand side, you will see “web-based training evaluation” listed 
 under “Surveys.” Click on “web-based training evaluation.”
7. Complete the evaluation and click “Submit.”
8. You will now see a “View Certificate” button. Click on this to view 
 your certificate. 

Accessing Your Certificate 

If you are not logged in to the LM/POS: 
1.  Go to the LM/POS Homepage at https://learner.mlnlms.com. 
2.  Enter your login ID and password and click on Log In. Proceed to steps 
3-7 below. 

If you are already logged in to the LM/POS: 
3. Click on the “Training Home Page” link. 
4. Scroll down to your “Completed Learning.” 
5. Click “View Certificate” beside the course title. 
6. When you get a message asking if you want to open the certificate at the 
bottom of your screen, click “Open.” 
7. Your certificate will open in a new window. Select “File” and then either 
“Save As” or “Print” to save or print your certificate. 

https://learner.mlnlms.com
https://learner.mlnlms.com
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Printing Your Certificate in Landscape 

To print your certificate in landscape: 
1. Open your certificate. 
2. Click on the print icon above the certificate. 
3. Click on Properties. 
4. Click on Landscape. 
5. Click on OK. 
6. Click on OK again.




