
SumTotal Registration 
Guide



Learner
The default screen you are shown once logged in, is the Catalog along with your To Do list, and a shortcuts menu. The 
Catalog shows available trainings listed by the department that offers them. 



Learner
Under the Catalog is the To Do list. This will show a list of activities you have been assigned or are currently registered for.
The Teaching tab will show a list of activities you’re an instructor for. However, you cannot manage the roster from this 
screen.



Learner
On the left hand side of the Catalog is the Quick Links section. This allows 
easy access to your transcript, and a list of current and completed 
registrations.



Learner
To register for a class, select the title of the class in the Catalog. If you are registering for a classroom training, select the 
date of the class, then select register. You will receive a notification email with the training’s information such as time, date, 
and location. Online classes can be started immediately after registration.  



Learner
Once you have selected Register, you will then need to hit Submit as shown below. You will receive a notification email with 
the training’s information such as time, date, and location. Online classes can be started immediately after registration, and 
can be found under the To Do list at the bottom of the Learner tab. Select Start by an activity to begin the training. Pop-ups 
need to be enabled before attempting an online training. 



Learner
To cancel a registration, hover over the Learner tab, hover over the Learn section and select Training Schedule. Check the 
box next to the activity you wish to cancel, then select the arrow next to “Cancel Registration”.
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