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Accessing IT Training 
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Enrolling in an Assigned Instructor-Led 
Training Course 

This article coves how to log in to the Employee Training Center to enroll in an 
assigned instructor-led (in-person) training course. 

1. Log in to the Employee Training Center. 
View instructions on logging into the Employee Training Center. 

2. Click on Assigned Learning to view all courses that have 
been assigned to you. 
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3. Click Register next to the in-person class you want to take. 
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4. Click the radio button next to the session you want to 
attend. Then click Submit. 

1. Click the radio button next to the session you want to attend. 
2. Then click Submit. 
3. If none of the available sessions work with your schedule, click Express Interest

to request a new session. 
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5. You're now enrolled in the session! 

6. If there are no available sessions, click Express Interest to 
let IT Training know you are interested in attending a 
session. 

 If there are no sessions available, feel free to contact ittraining@fullerton.edu 
to inquire about when the next session will be available. 
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1. Check that you are seeing all available sessions by selecting All Upcoming 
Offerings in the Offerings drop-down menu. 

2. Click Express Interest to let IT Training know you are interested in attending a 
session. 
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6.1. Enter a comment with information on your availability or why 
you are interested in the course. Then click OK. 
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6.2. You're done! If you go to your profile, select Learning, and then 
select Registrations, you will be able to see all of the courses you 
have marked as "expressed interest." 

1. Click on the self/profile icon. 
2. Click Learning. 
3. Click Registrations. 
4. Click Expressed Interest to view all classes you have expressed interest in. 

Need More Help? 
For technical assistance with enrolling in courses, contact the Employee Training 
Center at employeetrainingcenter@fullerton.edu or 657-278-2064. You can also visit 
the Employee Training Center website. 

For questions about IT/PeopleSoft/CMS courses, contact IT Training at 
ittraining@fullerton.edu or 657-278-5647. 
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Enrolling in an Assigned PeopleSoft or IT 
Training Class 

This guide covers how CSUF faculty, staff, and student assistants can access 
assigned ERP/PeopleSoft/CMS/IT courses in the Employee Training Center and 
enroll in the classes. 

There are two ways to access the training: using the direct links that are provided 
to you in the email from IT Service Desk or logging into the Employee Training 
Center and viewing your plan. 

 It is recommended that you use Google Chrome or Mozilla Firefox with the 
Employee Training Center for the best user experience. 

I have the email from the Help Desk with a list of my 
required training classes 

View instructions on using direct links provided in the Help Desk 
incident email 

When training is assigned to you, direct links to the enrollment page for the course 
are provided to you in an email sent from the Help Desk. You may use these direct 
links to access each course individually. 
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1. Click on the hyperlink that is next to the class you want to take in 
the email you received from the IT Service Desk. 

1. Locate the email from the Help Desk which contains a list of the courses that you 
are required to take. Typically the subject will include "you have required 
PeopleSoft training to complete." 

2. Click on the hyperlink next to a course to open it. 
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2. If prompted, select Fullerton as the campus and click Login. 

3. Enter your campus username and password if prompted. Then 
click Login. 
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Online Classes 

View instructions on watching an online training 

1. Click Start at the top right of the course landing page. 

1.1. If you have a pop-up blocker enabled on your web browser, click 
the Start button again to launch the online class in the same window. 
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 It is recommended that you disable your pop-up blocker when using the 
Employee Training Center. 

In-Person or Live Online Session 

View instructions on registering for a scheduled training 

1. Click Register at the top right of the course landing page. 
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2. Click the radio button next to the session you want to attend. Then 
click Submit. 

1. Click the radio button next to the session you want to attend. 
2. Then click Submit. 
3. If none of the available sessions work with your schedule, click Express Interest

to request a new session. 

Page 16IT Training // Downloaded: 08-29-2020 // Disclaimer: This document is only valid as of the day/time when
it is downloaded. Please view the original web document for the current version.



3. You're now enrolled in the session! 

4. If there are no available sessions, click Express Interest to let IT 
Training know you are interested in attending a session. 

 If there are no sessions available, feel free to contact ittraining@fullerton.edu 
to inquire about when the next session will be available. 

Page 17IT Training // Downloaded: 08-29-2020 // Disclaimer: This document is only valid as of the day/time when
it is downloaded. Please view the original web document for the current version.

mailto:ittraining@fullerton.edu


1. Check that you are seeing all available sessions by selecting All Upcoming 
Offerings in the Offerings drop-down menu. 

2. Click Express Interest to let IT Training know you are interested in attending a 
session. 
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4.1. Enter a comment with information on your availability or why you 
are interested in the course. Then click OK. 
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4.2. You're done! If you go to your profile, select Learning, and then 
select Registrations, you will be able to see all of the courses you have 
marked as "expressed interest." 

1. Click on the self/profile icon. 
2. Click Learning. 
3. Click Registrations. 
4. Click Expressed Interest to view all classes you have expressed interest in. 

I want to view a list of all of my required training 

View all of your assigned classes in the Employee Training Center 

You may view all of your assigned training courses and enroll in them by logging into 
the Employee Training Center. 

1. Log in to the Employee Training Center. 

View instructions on logging into the Employee Training Center. 
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2. Click on Assigned Learning to view all courses that have been 
assigned to you. 
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3. All of the courses that you have been assigned will show up. 
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Online Classes 

View instructions on watching an online training 

1. Click Start in the course information box to launch the online class. 
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2. If you see this message about a pop-up being blocked, click Start to 
launch the course in the same window. 

To view courses in a new window, you should disable your pop-up blocker when 
using the Employee Training Center. 
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In-Person or Live Online Session 

View instructions on registering for a scheduled training 

1. Click Register next to the in-person class you want to take. 
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2. Click the radio button next to the session you want to attend. Then 
click Submit. 

1. Click the radio button next to the session you want to attend. 
2. Then click Submit. 
3. If none of the available sessions work with your schedule, click Express Interest

to request a new session. 
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3. You're now enrolled in the session! 

4. If there are no available sessions, click Express Interest to let IT 
Training know you are interested in attending a session. 

 If there are no sessions available, feel free to contact ittraining@fullerton.edu 
to inquire about when the next session will be available. 
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1. Check that you are seeing all available sessions by selecting All Upcoming 
Offerings in the Offerings drop-down menu. 

2. Click Express Interest to let IT Training know you are interested in attending a 
session. 
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4.1. Enter a comment with information on your availability or why you 
are interested in the course. Then click OK. 

Page 29IT Training // Downloaded: 08-29-2020 // Disclaimer: This document is only valid as of the day/time when
it is downloaded. Please view the original web document for the current version.



4.2. You're done! If you go to your profile, select Learning, and then 
select Registrations, you will be able to see all of the courses you have 
marked as "expressed interest." 

1. Click on the self/profile icon. 
2. Click Learning. 
3. Click Registrations. 
4. Click Expressed Interest to view all classes you have expressed interest in. 

Need More Help? 
For technical assistance with enrolling in courses, contact the Employee Training 
Center at employeetrainingcenter@fullerton.edu or 657-278-2064. You can also visit 
the Employee Training Center website. 

For questions about IT/PeopleSoft/CMS courses, contact IT Training at 
ittraining@fullerton.edu or 657-278-5647. 
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Canceling a Registration for an In-Person or 
Live Online Class 

This article covers how faculty, staff, and student workers can cancel their 
enrollment in an in-person or live online training class in the Employee Training 
Center. 

1. Log in to the Employee Training Center. 
View instructions on logging into the Employee Training Center. 

2. Click on the Self icon at the top left of the ETC homepage. 
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3. Select Learning. 

 You may need to choose View Full Menu to see the Learning menu. 
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4. Select Registrations. 
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5. Place a checkmark next to the class that you want to 
cancel your enrollment in. Then click Cancel Registration. 

1. Place a checkmark next to the class that you want to cancel your enrollment in. 
2. Then click Cancel Registration. 

6. Click Confirm Cancellation. 

 For some classes, you will see both an ILT course and an ILT class listed for 
cancellation. 
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7. Your cancellation is complete. 
If the class was assigned to you, you will still see it under your Assigned Learning and 
you can enroll in a different session. 

Need More Help? 
For technical assistance with enrolling in courses, contact the Employee Training 
Center at employeetrainingcenter@fullerton.edu or 657-278-2064. You can also visit 
the Employee Training Center website. 

For questions about IT/PeopleSoft/CMS courses, contact IT Training at 
ittraining@fullerton.edu or 657-278-5647. 
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Downloading a Certificate of Completion 

This article covers how users can download a certificate of completion (diploma) 
from the Employee Training Center to validate their completion of a required 
course. 

 Did you get an email from the Employee Training Center with a confirmation 
that you completed a course? Feel free to forward that email to 
ITtraining@fullerton.edu in lieu of downloading a certificate of completion. 

Please note that this option is not enabled for all PeopleSoft/ERP courses at 
this time, so if you did not receive a completion email, you can still follow the 
instructions below to download a certificate. 
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View Sample ETC Completion Confirmation Email 

1. To validate your completion of an IT Training course, first 
download the certificate of completion PDF. 

I just finished a course and want to download the certificate of 
completion 

1. Close the course by clicking on the x at the top right of the screen 
if you have not done so already. 
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2. Click OK. 

3. Click on the Start drop-down menu and then select Diploma. 

1. Click on the Start drop-down menu. 
2. Select Diploma. 
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4. Click Export to PDF to download the file to your computer. 

 You can choose to take a screenshot of your Certificate of Completion and 
attach the screenshot to an email to IT Training instead of attaching the PDF. 
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5. Once the PDF has been generated, right-click (or Command + click 
on a Mac) on the File hyperlink to save the PDF on your computer. 

6. Choose where you want to save the PDF on your computer. Then 
click Save. 

1. Choose where you want to save the PDF on your computer. 
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2. Optional: you can change the name of the PDF so it reflects the name of the 
course you completed. 

3. Click Save. 

I completed a course in the past and want to download the 
certificate of completion 

1. From the ETC homepage, click on Transcript. 

2. Click on the diploma icon next to the course that you completed. 

 If you're having trouble finding your completion, try adjusting the date range 
at the top of the screen or clicking on a column to sort the data by that 
column. 
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 If you don't see the course you just completed in your transcript, try these 
troubleshooting tips. 

3. Click Export to PDF to download the file to your computer. 

 You can choose to take a screenshot of your Certificate of Completion and 
attach the screenshot to an email to IT Training instead of attaching the PDF. 
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4. Once the PDF has been generated, right-click (or Command + click 
on a Mac) on the File hyperlink to save the PDF on your computer. 

Page 43IT Training // Downloaded: 08-29-2020 // Disclaimer: This document is only valid as of the day/time when
it is downloaded. Please view the original web document for the current version.



5. Choose where you want to save the PDF on your computer. Then 
click Save. 

1. Choose where you want to save the PDF on your computer. 
2. Optional: you can change the name of the PDF so it reflects the name of the 

course you completed. 
3. Click Save. 

2. Next, email the certificate of completion PDF (or 
screenshot of the certificate) to IT Training with the course 
name in the Subject line. 
To validate your completion of an IT Training course, send an email to 
ittraining@fullerton.edu and attach the PDF of your completion. 

Please also put the name of the course that you completed in the Subject line of the 
email. 

Page 44IT Training // Downloaded: 08-29-2020 // Disclaimer: This document is only valid as of the day/time when
it is downloaded. Please view the original web document for the current version.

mailto:ittraining@fullerton.edu


Need More Help? 
For technical assistance with downloading a certificate of completion, contact the 
Employee Training Center at employeetrainingcenter@fullerton.edu or 
657-278-2064. You can also visit the Employee Training Center website. 

For questions about IT/PeopleSoft/CMS courses, contact IT Training 
at ittraining@fullerton.edu or 657-278-5647. 
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Troubleshooting Common Issues with Online 
Courses 

This article covers how to troubleshoot common issues with online IT Training 
courses in the Employee Training Center. 

1. Ensure you are using one of the approved web browsers. 
Google Chrome is the recommended web browser to use with the Employee 
Training Center. 

Other approved browsers: 

• Mozilla Firefox 

2. Clear your browser history/cache. 
View instructions on how to clear your browser history. 

3. Disable your pop-up blocker. 
View instructions on how to disable your pop-up blocker. 

4. Check if you have issues with Adobe Flash Player. 
View this Employee Training Center article on enabling Flash and pop-ups to 
determine if an issue with Adobe Flash Player is preventing the course from 
launching. 

You can also view this Employee Training Center online video on adjusting your 
Adobe Flash settings and pop-up blocker. 

5. If the online course appears "stuck," try clicking the Play 
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button. 

Occasionally, an IT Training online course will appear to be "stuck" on a screen. Try 
clicking on the play button in the playbar at the bottom of the window. 

The course should continue playing and will move to the next screen within a 
minute. 
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6. Check for checkmarks next to each slide in the table of 
contents 

The table of contents on the left side of the training class will show a checkmark next 
to each slide that you have completed. 

If you have gotten to the end of the training but the course is still showing as 
incomplete, look at the table of contents to see if any slides are missing a 
checkmark. 

If a slide is missing a checkmark, click on the slide just before it (i.e. if slide 32 is 
missing a checkmark, click on slide 31). Complete the slide and then you can move to 
the slide you are missing so you can complete it. 

Once you have completed the missing slide, you should be able to close out the 
training and then the Employee Training Center will show it as complete. 
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7. Still experiencing issues? 
If you are having trouble with any PeopleSoft/CMS courses (e.g., Student Worker, 
Requisition Approval), contact IT Training at 657-278-5647 or 
ittraining@fullerton.edu. 

If you are having trouble accessing any other Employee Training Center courses 
(.e.g., Data Security and FERPA, PCI Compliance, Title IX), contact the Employee 
Training Center at 657-278-2064 or employeetrainingcenter@fullerton.edu. 

Resources 
Employee Training Center user guides and videos 

Page 49IT Training // Downloaded: 08-29-2020 // Disclaimer: This document is only valid as of the day/time when
it is downloaded. Please view the original web document for the current version.

mailto:ittraining@fullerton.edu
mailto:employeetrainingcenter@fullerton.edu
https://training.fullerton.edu/Guides.php


Troubleshooting Common Issues with Online Courses (Workflow) 
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