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1. Computer use (PC)

This section of the document describes the various features of training history on computers. For smartphone
use, please see the section.
1.1. How do | access the training history?

To access the training history, you must go to the training portal page by clicking on the "Training portal" link
in the menu. The page containing your training history will then open.
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1.2. How do | add a new training?

To add a new training, you must first go to the "Training portal" page as described in the How do | access the
training history? section.

Next, you need to click on the "Add a training" button.

Training history

It is possible that the list of trainings is not complete. Trainings are classified into different categories, each with a specific start date from which the trainings have been digitally
recorded. Trainings that took place before this date may not appear in the overview. These missing trainings can always be added manually via the “Add a training” button.

No training known

The form to add a new training will then appear. To complete the addition, you must fill in at least all the fields
indicated with an asterisk “ and then click on the "Add" button. If the operation is successful, you will see the
new ftraining added in the training history.

Note: If this is the first time you are adding a training, you must first accept the Terms of Use by clicking the
checkbox .

Add a training

Please read the terms and conditions [4 before filling out the form.

Training
Title*
Master in biology
eg SCC certificate, associate degree, Bachelor of laws, HVAC, forkiift certificate, code 95

Training Center / educational Institution (optional)
£ KU Lauven, Syntra, HOGENT..

period(s)

Start date® End date”
14/09/2020 & | | 30062022

Description (optional)

eg bout

+ Addaperied

Additional information

ECTS credits (optional) ()

eg 60
Certificate obtained

Adddocuments (optional)

@ max 5documents

Drag your files or browse

PDF, IPG, PNG,__-max 5MB
-] 0 the terms and conditions[) and confirm that the information provided is accurate.

-.EI —
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1.3. How do | edit a training?

To edit a training added by yourself, you must first go to the "Training portal" page as described in the How do
| access the training history? section.

Next, you need to click on the Z icon of the training you want to edit.

Training history

Itis possible that the list of trainings is not complete. Trainings are classified into different categories, each with a specific start date from which the trainings have been digitally recorded. Trainings that took place before this date
may not appear in the overview. These missing trainings can always be added manually via the “Add a training” button.

Years

2020 -2020 =] Search atraining or a source Q -
B Authentic source () (@ MNon-authenticsource (T) ';:I =] -

Name T Date 17 Sourcell Actions

Master in biology 14/09/2020 - 30/06/2022 Manually entered (via mycareer) » @ m Detail

The training modification form will then appear. Once the changes have been made in the various fields, you
must click on "Edit" to finalize the modification. If the operation is successful, you will see the training with the
updated data in the training history.

Edit training

Training
Title*

Master in biology|
eg SCC certificate, associate degree, Bachelor of laws, HVAC, forkiift certificate, code 95.

Training Center / educational Institution (optional)

2 KU Leuven, Syntra, HOGENT.

Period(s)
Start date* End date*
14/09/2020 B 30/06/2022

Description (optional)

eg. il about the curriculum,

+ Adda peri

&

Additional information

ECTS credits {optional) (1)

eg 60

Certificate obtained

Add documents. (optional)
@ max S documents

Drag your files or browse
PDF. JPG, PNG...-max SMB

-E oot
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1.4. How do I delete a training?

How do | report a problem with one of my trainings?

To delete a training added by yourself, you must first go to the "Training portal" page as described in the
section.

Next, you need to click on the 1] icon of the training you want to delete.

Training history

Itis possible that the list of trainings is not complete. Trainings are classified into different categories, each with a specific start date from which the trainings have been digitally
recorded. Trainings that took place before this date may not appear in the overview. These missing trainings can always be added manually via the “Add a training” button.

Years

2020 - 2020 ﬁ Search a training or a source Q -
Authentic Source (1) Non-authentic source (3) na -

Name Tl Date 17 SourceTl Actions

Master in biology 14/08/2020 - 30/06/2022 Manually entered (via mycareer) » % Detail

A window will then open to confirm the deletion. To complete the deletion, you must click on the "Delete"
button. The training will then no longer appear in your training history.

= =]

Delete the training

irreversible. The training data will be lost.

Delete Cancel

¥
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1.5. How do | report a problem with one of my trainings?
To report an issue with one of your trainings, you must first go to the "Training portal” page as described in the

Then, you must click on the "Report a problem" link located below your training.

Authentic Source () Non-authentic source (i)
Name Tl
UX Design

Excel - Advanced

Date [

03/01/2025 - 13/01/2025

03/01/2024 -13/01/2024

Sourcell Actions
Employer : Sociale individuele gegevens - .
o ) o Detail
donnees individuelles sociales sigedis asbl
Employer : Sociale individuele gegevens - I
i
donnees individuelles sociales sigedis asbl
M Reporta pro@jem

Finally, you must choose the training for which you wish to report a problem by clicking on it. You will then be
redirected to the contact form with instructions to follow according to the source of the training.

Name Tl

UX Design

Excel - Advanced

Authentic Source (©) Non-authentic source (i)

! ! Date [

b

03/01/2025 - 13/01/2025

03/01/2024 -13/01/2024

/ Select the training for which you want to report a problem

Sourcell Actions
Employer : Sociale individuele gegevens - ;
o i o Detail
donnees individuelles sociales sigedis asbl
Employer : Sociale individuele gegevens - ;
. 5 - Detail
donnees individuelles sociales sigedis asbl
(®) Cancel
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1.6. How do | export my training history?

To export your training history, you must first go to the "Training portal" page as described in the
section.

4

Next, you need to click on the export icon & .

Training history

Itis possible that the list of trainings is not complete. Trainings are classified into different categories, each with a specific start date from which the trainings have been digitally
recorded. Trainings that took place before this date may not appear in the overview. These missing trainings can always be added manually via the “Add a training” button.

Years

2024-2025 B8 Search a training or a source Q -
Authentic Source (&) Non-authentic source (i) » = -

Name Tl Date 17 SourceTl Actions
UX Design 03/01/2025 - 13/01/2025 Manually entered (via mycareer) / E[ Detail
Excel - Advanced 03/01/2024 - 13/01/2024 Manually entered (via mycareer) / o Detail

A window will then open asking you in which format you want to export the data. To complete the operation,
you need to click on the "Download" button. The file will be downloaded to your device after a few moments.

Export data

Please choose the file format.
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1.7. How do | keep the data registered by my employer?

In 2024 and 2025, employers were able to register their employees’ trainings in a federal database. Your
employer did this for you as well. However, the law recently changed. This has implications for your registered
trainings.

The law of January 14, 2026, ended the practice of employers registering trainings. That law also stipulates
that trainings previously registered must now be removed. This will take place on January 1, 2027. Until then,
you can still view them on mycareer.be.

If you wish to keep the data registered by your employer, you must first access the "Training portal" page as
described in the How do | access the fraining history? section.

If there are trainings registered by your employer in your training history, a block similar to the one shown in
the following image will appear. To keep your trainings, you must first click on the "Keep" button.

Training history

Itis possible that the list of trainings is not complete. Trainings are classified into different categories, each with a specific start date from which the trainings have been digitally
recorded. Trainings that took place before this date may not appear in the overview. These missing trainings can always be added manually via the “Add a training” button.

Trainings registered by your employers will be removed at the end of December
2026.

Do you want to keep this information? You can easily transfer it to your self-declared trainings. This way, it remains available in
your t g history.

A new window will then open with the list of all the trainings that will be kept. To finalize the operation, you
must click on the "Keep" button. The trainings will now appear in your training history as trainings added by
yourself. You can therefore edit or delete them manually if you wish.

Retention of trainings

2 trainings have been registered by your employers:

Name Date Employer

. Sociale individuele gegevens - donnees
UX Design 03/01/2025 - 13/05/2025 . .
individuelles sociales sigedis asbl

Sociale individuele gegevens - donnees
Excel - Advanced 03/01/2024 - 13/01/2024
individuelles sociales sigedis asbl

1 ~ | oflpage(s) ¢ >

almost there! Click "Keep" to finalize the operation. This action is irreversible.

[ Cancel
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2. Smartphone use

This section of the document describes the various features of the training history on smartphones. For

computer use, please see

2.1. How do | access the training history?

To access the training history, you must go to the training portal page by clicking on the "Training portal" link

in the menu. The page containing your training history will then open.

a- be
m career.be = .
(0 Dashboard
Dasl
O Career ~
C:
Contracts il =
&7 Career opportunities ~
Flexi-job
Career break l
i Trainings ~
Training portal
| ail
~ [& Contact ~
l Contact folders .
Yo Contactform
Emplovee €0.00
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2.2. How do | add a new training?

To add a new training, you must first go to the "Training portal" page as described in the How do | access the
training history? section.

Next, you need to click on the "Add a training" button.

Training history

Itis possible that the list of trainings is not complete.
Trainings are classified into different categories, each with a
specific start date from which the trainings have been
digitally recorded. Trainings that took place before this date

may not appear in the overview. These missing trainings can
always be added manually v| “Add a training” button.

No training known

The form to add a new training will then appear. To complete the addition, you must fill in at least all the fields
indicated with an asterisk “ and then click on the "Add" button. If the operation is successful, you will see the
new training added in the training history.

Note: If this is the first time you are adding a training, you must first accept the Terms of Use by clicking the
checkbox .

Start date* End date*
14/09/2020 =] 30/06/2022 B

Description (optional)
&g Additional details about the curriculum, specialization..
<+ Add a period

Additional information

ECTS credits (optional) @

eg 60

Certificate obtained

Add documents (optional)
° max. 5 documents

Drag your files or browse
PDF, JPG, PNG...-max 5MB

lagree to the terms af itions [/} and confirm that
the information proy rate.

[ Cancel
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2.3. How do | edit a training?

To edit a training added by yourself, you must first go to the "Training portal" page as described in the How do
| access the training history? section.

Next, you need to click on the training you want to edit. This will then open the training details. On this page,

Master in biology

|||8 From 14/09/2020 until

30/06/2022

you need to click on the icon 7 at the bottom.

Training history

It is possible that the list of trainings is not complete. .
Training Center / educational Institution

Trainings are classified into different categories, each with a /

specific start date from which the trainings have been Source

digitally recorded. Trainings that took place before this date Manually enterad (viamycareer)
may not appear in the overview. These missing trainings can Period(s)

always be added manually via the “Add a training” button. 14/09/2020 - 30/06/2022

ST
U

Master in biology
14/09/2020 - 30/06/2022

The training modification form will then appear. Once the changes have been made in the various fields, you
must click on "Edit" to finalize the modification. If the operation is successful, you will see the training with the
updated data in the training history.

Period(s)
Start date* End date*
14/09/2020 (=] 30/06/2022 =]

Description (optional)

eg. Additional details about the curriculum, specialization.

+ Add aperiod

Additional information

ECTS credits [optional) ()

es.60

Certificate obtained

Add documents (optional)
@ mox.5documents

Drag your files or browse
PDF, JPG, PNG,..-max SMB

[i] Cancel
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2.4. How do | delete a training?

To delete a training added by yourself, you must first go to the "Training portal" page as described in the How
do | access the training history? section.

Next, you need to click on the training you want to delete. This will then open the training details. On this page,

you need to click on the [] icon at the bottom.

Master in biology

|||8 From 14/09/2020 until

30/06/2022

Training history

Itis possible that the list of trainings is not complete.

Training Center / educational Institution

Trainings are classified into different categories, each with a /

specific start date from which the trainings have been Source

digitally recorded. Trainings that took place before this date Manually entered (via mycareer)
may not appear in the overview. These missing trainings can Period(s)

always be added manually via the “Add a training” button. 14/09/2020 - 30/06/2022

T
\V

Master in biology
14/09/2020 - 30/06/2022

A window will then open to confirm the deletion. To complete the deletion, you must click on the "Delete"
button. The training will then no longer appear in your training history.

Delete the training

This action is irreversibly P training data will be lost.

Cancel
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2.5. How do I report a problem with one of my trainings?

To report an issue with one of your trainings, you must first go to the "Training portal” page as described in the
How do | access the training history? section.

Then, you must click on the "Report a problem" link located below your training.

UX Design
03/01/2025 - 13/01/2025

Excel - Advanced

>
03/01/2024 - 13/01/2024 .

[ Report a problem

Finally, you must choose the training for which you wish to report a problem by clicking on it. You will then be
redirected to the contact form with instructions to follow according to the source of the training.

/ Select the training for which you want to report a

problem

UX Design '

03/01/2025 - 13/01/2025

Excel - Advanced

>
03/01/2024 - 13/01/2024 ‘

() Cancel
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2.6. How do | export my training history?

To export your training history, you must first go to the "Training portal" page as described in the How do |
access the training history? section.

Next, you need to click on the export button .

Training history

It is possible that the list of trainings is not complete.
Trainings are classified into different categories, each with a
specific start date fram which the trainings have been
digitally recorded. Trainings that took place before this date
may not appear in the overview. These missing trainings can
always be added manually via the “Add a training” button.

UX Design
03/01/2025 - 13/01/2025

Excel - Advanced .
03/01/2024 - 13/01/2024 ».

A window will then open asking you in which format you want to export the data. To complete the operation,
you need to click on the "Download" button. The file will be downloaded to your device after a few moments.

>

Please choose the file format.

.- )

O cs
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2.7. How do | keep the data registered by my employer?

In 2024 and 2025, employers were able to register their employees’ trainings in a federal database. Your
employer did this for you as well. However, the law recently changed. This has implications for your registered

trainings.

The law of January 14, 2026, ended the practice of employers registering trainings. That law also stipulates
that trainings previously registered must now be removed. This will take place on January 1, 2027. Until then,

you can still view them on mycareer.be.

If you wish to keep the data registered by your employer, you must first access the "Training portal" page as

described in the

section.

If there are trainings registered by your employer in your training history, a block similar to the one shown in

the following image will appear. To keep your trainings, you must first click on the "Keep" button.

Trainings registered by your
employers will be removed at the
end of December 2026.

Do you want to keep this information? You can easily
transfer it to your self-declared trainings. This way, it
remains available in y ning history.

A new window will then open with the list of all the trainings that will be kept. To finalize the operation, you
must click on the "Keep" button. The trainings will now appear in your training history as trainings added by

yourself. You can therefore

Retention of trainings

2 trainings have been registered by your
employers:

UX Design
03/01/2025 - 13/01/2025

Excel - Advanced
03/01/2024 - 13/01/2024

1 v | oflpageis) ¢ >

ﬁ You're almost there! Keep™ to finalize the
operation. This ac raible.

[ Cancel

I
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