
To be able to view all courses on your transcript: 
 

1. From the CSU Learn homepage 
(https://csu.sumtotal.host/Core/dash/home/Home_Sacramento), click on the 
Transcript tile near the bottom of the screen. 

2. In the Date Range box near the top left of the screen, use the drop-down arrow 
and change to All. 

3. All of your trainings will now populate in your transcript. 
 
 
To view/print a copy of your certificate of completion: 
 

1. From the CSU Learn homepage 
(https://csu.sumtotal.host/Core/dash/home/Home_Sacramento), click on the 
Transcript tile near the bottom of the screen. 

2. In the Date Range box near the top left of the screen, use the drop-down arrow 
and change to All. 

3. Click on the certificate icon to the left of the training name and a separate window 
will pop up with your certificate 

4. Select Print and follow your normal print procedures 

 
To SAVE a copy of your certificate as a PDF: 
 
Do not use Export to PDF (you will only get half a certificate). Instead:  

1. Click on Print 
2. In the Print dialogue box under Destination, click on the down arrow and 

choose Save as PDF 
3. Click Save and save the document to the location of your choice. 
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Problem with the Sexual Misconduct training 
 
In the Sexual Misconduct Prevention training, users are getting stuck when they get to 
what is perceived to be the final screen (see below). When this happens, they do not 
get the final Next button to move to the final screen which tells the system they’ve 
completed the training. In talking with Fernando, most often this happens because they 
have closed the progress tracking screen in the background.  
 
There have been a variety of issues from people not getting any credit for taking the 
training to it showing as incomplete. When this happens, I ask that they: 
 
Try to go back into the training and see if they can click through to the last screen. If 
they can, then it should show as complete and they can get their certificate.  
 
If they cannot or if it asks them to completely restart it, I ask that they send me a 
screenshot of the last screen they were able to access. Many times I can go in and look 
at attempt activity on a training and see that they’ve been in it and there’s just a glitch. I 
can then manually update their account for the year. 
 
In replying to them to let them know that I’ve manually updated them, I also include the 
following language just in case this was the problem: 
 
A tip for when you are required to take this training next year: there are two windows 
that will open when you launch this training - the window with the actual training and a 
window that keeps track of your progress. If you close the progress tracking window, 
you’ll still be allowed to finish the training but it won’t mark you as complete since it 
wasn’t able to keep track of it. This may be what happened in this case. Just make sure 
to keep the tracking window open and shut off any pop-up blockers that may impede 
you correctly launching the training. Please also make sure you are using either 
Chrome or Firefox browsers.  
 



 


