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PRINTING YOUR CERTIFICATE

LOG IN at: https://academy.sumtotal.host

a. Your username is your work e-mail address

b. First time users your password is password.

SIGN IN

o e

From the home screen, click on the MY TRAININGS icon
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Click on COMPLETED to view completed activities
ad. Go down the list, find your training, CLICK ON THE TITLE of training in blue

TRAINING SCHEDULE

This is a list of learning activity structures that you have completed. To view individual learning activities, go to the completed activities view
Q .
CURRENT/UPCOMING EXPRESSED INTEREST COMPLETED CANCELED WAITING LIST OR PENDING APPROVAL
Displaying 10 of 15 Records
[ Export To Excel & Print {4 View Calendar
Activity Name Status Code Region Start Completed Score  Grade  Passed Rating
Date Date
ICWA and Working with oy L 10/26/2017  10/26/2017 Yes
Native American Families and 26/Si
’ Tribes

of Line Worker Core
sssion

If the training has multiple sessions, make sure the appropriate session you want the certificate for on the
LEFT hand side of the page is selected. Multiple sessions would be in the section highlighted in RED below.

ad. On the RIGHT side of the page use the PULL DOWN menu to click DIPLOMA. This pull down menu
might start off as OPTION or REGISTER AGAIN

Course Completion Status

BHS DISASTER TRAINING EGIED <

D Attempt Histor
REGISTERAGAIN  +

DETAILS ACTIVITIES

BHS Disaster Training

~ Full Description

Click EXPORT TO PDF to save your certificate AND/OR click PRINT to print

‘ f CONTINUING EDUC

Academy for Professional Excellence

Verilies tha

License #

has successlully compleled and is awarded 1.5 CEs for
BHS Disaster Training
51612015

If you click EXPORT TO PDF on the next screen, make sure to click FILE to download. (Do not select OK as it
will exit you out of the screen) After you download, you will have the option to print and/or save again using
the appropriate icons in the UPPER RIGHT HAND corner.


https://academy.sumtotal.host/

