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Add Self-Reported Training in DIG 
Step Screenshot 

1. Click Self in the header menu 

 

2. Click Learning and then Self-
Reported Training.  

 

3. Click New. 

 

 

4. Enter a Name for the self-
reported training. 

 



 

 

5. Upload Attachment/Certificate 
a. Click <BROWSE…> 
b. Click <Choose File> 
c. Select the file 
d. Click <Open>. 

 

6. Click <OK>. 

 

7. Enter a Description 

 

8. Select an Activity Type. 

 



 

 

9. Enter self-reporting training 
details as desired: 

a. Cost 
b. Start date 
c. End date 
d. Score 
e. Duration 
f. Credit hours 
g. Activity organizer 
h. Name of presenter 

 

10. Click <OK>. 

 

11. The training is added in a 
pending approval status. The 
training will appear in your 
transcripts after your manager 
approves it.  

 
 
 
 



 

 

Manager Approval Process 
1. Click Self in the header menu 

 

2. Click Learning and then 
Learner Approval 

 

3. Select Self-Reported Training 
Approvals from the Type drop 
down menu.  

 

4. Approve the request: 
a. Select the outstanding 

request by clicking the 
corresponding 
checkbox. 

b. Click the <Blue Arrow> 
next to “Approve 
request”. (Make sure 
the task is set to 
Approve request). Note: 
the other option is to 
“Reject Request”. 

 



 

 

5. Enter a note as desired and 
then click <OK>. 

 

6. The status will be changed to 
Approved (with notes) for the 
learner and the self-reported 
training will appear in their 
transcripts. 
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