How to Retrieve Your CEU Transcript

Step-by-step instructions for downloading transcripts from the NJWEA member portal.

What you will need
Your NJWEA member login username and password.

Access to the email address associated with your member account, in case you need to reset your
password.

This guide shows how to reach the Member Dashboard, open prior event registrations, and download
either an individual transcript or a consolidated transcript.
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STEP
1

Go to the NJWEA website and select Log In

From the NJWEA home page, look at the
top navigation bar.

Select Log In. This opens the NJWEA
Member Login page.

Tip: Use the Log In link at the very top of the
page, not the search box or event buttons.

Follow the red arrows and boxes shown in the
screenshot.

For login help, contact Support@njwea.org



NJ Water Environment Association

;TEP Enter your username and password

Type your member username into the
Username field.

Type your password into the Password
field.

Select Login to continue to your
member dashboard.

Tip: If you cannot log in, use Forgot Username
or Password? or contact Support@njwea.org.

Follow the red arrows and boxes shown in the
screenshot.

For login help, contact Support@njwea.org
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STEP
3

Open your prior event registrations

On the Member Dashboard, find the dark
blue menu bar.

Hover over or select My Events.

Choose Prior Event registrations
from the dropdown menu.

Tip: This area contains events that are tied to
your member account.

Follow the red arrows and boxes shown in the
screenshot.

For login help, contact Support@njwea.org
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STEP
4

Download your transcript

On the Attended Events page, review the
list of events shown on your account.

For one event: select the Transcript
icon in the Functions column next to
that event.

For multiple events: use
Consolidated Transcript Download,
enter the Start Date and End Date,
then select Run Report.

A transcript file should download or open
in your browser.

Tip: Use Consolidated Transcript Download
when you need one combined transcript
covering multiple events or a specific date
range.

Follow the red arrows and boxes shown in the
screenshot.

For login help, contact Support@njwea.org
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Quick Reference

A transcript for one specific event Click the Transcript icon in the Functions column next to that event.

One transcript covering multiple Use Consolidated Transcript Download, select your date range, and click Run Report.
events

A zip file of separate transcripts Use Batch Transcript Download, select your date range, and click Run Report.

Login assistance Use Forgot Username or Password? or contact Support@njwea.org.

Important Notes

Transcripts are based on event registrations and attendance records in your NJWEA member account. If an event is missing or the
transcript does not download, contact NJWEA support for assistance.

Depending on your browser settings, the file may open in a new tab or download to your Downloads folder.

For login help, contact Support@njwea.org



