
 Slide#1: A How-To Tutorial for How to Print Transcripts and Course Certificates. 



  

Slide#2: Log into DOI LEARN: https://gm2.geolearning.com/geonext/doi/login.geo 
Enter your Username and Password. If you need a new Password, click on "Forgot your Password?" 

You can also contact the DOI LEARN helpdesk at 1-866-466-1998 or email: 
doilearn@sumtotalsystems.com If your account is locked. 

If you do not have an account, go to this link for information: 
https://www2.usgs.gov/humancapital/documents/DOILEARNAccounts.pdf 

https://www2.usgs.gov/humancapital/documents/DOILEARNAccounts.pdf
mailto:doilearn@sumtotalsystems.com
https://gm2.geolearning.com/geonext/doi/login.geo


 

Slide#3: You must have completed a course or class to print a transcript or certificate.
 

Note: If you don’t see the class on your Transcript as “Completed,” you need to contact the Instructor for 

that class.
 

Using your Learner Role, click on “View my Transcript”
 



Slide#4: Screenshot of your Transcript. You can either print your transcript or export it into a file.
 

To Print, click on the “Print” button. This will bring up the Print Window and you can choose which 

printer to send the transcript to.
 

Click “Close Report” when finished.
 



Slide#5: To Save the transcript, click the “Export” button. 



Slide#6: Choose which format you want to save the file (i.e. PDF, XLS, CSV, etc.). Then click on 
“Export” 

Click “Close Report” when finished. 



  Slide#7: To print a Completion Certificate, click on either “Print Completion Certificates: Required 
Training” or “Print Completion Certificates: Elective Training” 

Note: If the training was assigned to you, it is under Required.  If you registered for the training, it is 
under Assigned. 
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Slide#8: From the History tab, select the radio button next to the course you want to print the certificate, 
click on “Print Certificate” 

If you need further assistance, contact the DOI LEARN helpdesk 
at 1-866-466-1998 or email: doilearn@sumtotalsystems.com 

mailto:doilearn@sumtotalsystems.com



