
 

 

 

 

   
 

UPLOADING DOCUMENTS TO G.O.A.L. 

Please see the steps below: 
 

1. Log into G.O.A.L. 

 

https://goal.sumtotal.host/


   
 

   
 

2. Click on "Self" at the top of screen

 
3. Click "Learning" and then "Self Reported Training" 

 
 
 
 



   
 

   
 

4. On the Self Reported Training page, click "New"  

 
5. Add the course or certificate title, and upload the certificate (remove spaces and 

dates from the certificate name before uploading), also add the dates/times, notes, 
and any other information you can share. And then click "OK" at the bottom of the 
page. 

 
 
 


