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How to Submit a Professional Certificate in CSU Learn   
 

Locate the Learning Activity from Search 
 

1. Login to the CSU Learn Portal ( SumTotal) 
2. Once logged in, you will land on your home dashboard 
3. Click the Magnify Glass icon (top right) 
4. Type a few keywords to search for your activity  
5. If your search fails to find the title of your professional certificate, please a submit a new support ticket to create 

the training activity shell. Once the activity is created you will receive an email from CSU Learn Admin. 

 

6. Once you have located the activity click on the three dots menu and then on REGISTER 

 

  

 

 

 

 

 

7. After clicking Register, confirm your registration on the Registration Summary page until you see a 
confirmation message. 

 

             8. After registering, scroll down to the bottom of the page and click on the UPLOAD button 

https://csu.sumtotal.host/
https://support.csuchico.edu/TDClient/1984/Portal/Requests/ServiceDet?ID=44979
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             9. On the next page enter the name of your Professional Certificate, any relevant comments, drop a file/copy 
your certificate (pdf, doc, jpg) or click to upload and then click SUBMIT 

 

      10. After submitting your certificate the status will change to Submitted for Review.  

 

      11. An administrator, your manager or an instructor will review your submission within 48 hours. You will receive a 
confirmation and your professional certificate will be posted to your CSU Learn Training Transcript. 

 

https://csu.sumtotal.host/Core/pillarRedirect?url=%2Flearning%2Fapp%2Fmanagement%2FLMS_LearnerReports.aspx%3FUserMode%3D0%26Mode%3D1&relyingParty=LM
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