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Approve a Professional Certificate in CSU Learn

This approval requires administrator, manager, or instructor role in CSU Learn.

1. Once a user submits a professional certificate if you are the activity owner, direct manager or the activity’s
instructor you will receive an automated email from training@csuchico.edu with a subject: “File Attachment
Review Pending for Professional Certificate”

2. Login to the by clicking on direct link in the email or by going to CSU Learn Portal ( SumTotal)
3. Once logged in, you will land on your home dashboard
4. Click the Magnify Glass icon (top right)
5. Type a few keywords and search for your activity
o __X3
1 results for "onbhase" Sort By: Best Match ~ [

DOCUMENT
Professional Certificate - OnBase Certified System Administrator

OnBase The OnBase Certified System Administrator (OCSA) certification is awarded to OnBase System Administrators who possess a high |...
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6. Once you have located the activity click on the title of the activity (in blue). Once you are at the administrator
screen, click on the three dots menu and then on MANAGE ROSTER
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PROFESSIONAL CERTIFICATE - ONBASE CERTIFIED SYSTEM ADMINISTRATOR
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by Hyland
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7. Once you are at the Activity Roster locate the user who requested the approval and click on their name.

8. You will arrive at the Certificate/File Approval screen. Check the box next to the Certificate’s name and click
“REVIEW FILES”
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9. You will be able to view or download the professional certificate or file. Feel free to add any optional
comments for the learner. Adjust the training status to ATTENDED and the DATE to match the certificate’s date. Click
SAVE to complete the approval. The learner will receive an email that his certificate was approved.
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