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1. How do I enroll in a training?  
Click on the training. The training will open. Click Enroll me and the training will be 
added to your Dashboard.  
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2. What is my “Dashboard”?  
Your Dashboard displays the trainings in which you are enrolled. When you enroll in 
a training, it’s automatically saved to your Dashboard. 
 

 
You can return to your Dashboard any time to: 

• Finish a training 
• Review the content of a training 
• Check to see whether a training is 100% complete 

If you don’t see your trainings on your Dashboard, be sure your view is set to All. 
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3. How can I get my Certificate of Completion?  
     Once you have: 

• Completed all units of the training  
• Achieved the required scores on all Checks for Understanding  

     the Training Completion section will open at the bottom of the Course Index. (See 
question #4). Complete and submit the Test Security Agreement, and a PDF of 
your Certificate will be available for download and printing.   
 
CASAS STRONGLY RECOMMENDS SAVING A COPY OF YOUR CERTIFICATE 
ON YOUR COMPUTER FOR FUTURE REFERENCE. WE ALSO SUGGEST YOU 
SEND A COPY TO YOUR PERSONAL EMAIL AND SAVE IT TO THE CLOUD AS 
A BACKUP.  
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4. How do I know if I’ve completed all the units of the      
course?   
A Unit is complete when the dot next it in the Course Index is green and all the 
labels on the right change from To Do to Done. 

 
 

If your Course Index isn’t showing on the left side of your screen, you can open it 
by clicking the blue tab:  
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5. I’m certain I completed the training. Why can’t I find my 
Certificate of Completion?  
If your Certificate of Completion isn’t available at the bottom of your Course 
Index, it means that you haven’t completed all the units of the training, or you 
haven’t achieved the required score on one or more Checks for Understanding.  
Check your Dashboard to see whether it shows 100% completion. If it doesn’t, go 
into the training and look for white dots and to do labels, then complete those units. 
(see #4 above). 
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6. I completed a training two years ago.  Where can I print a 
copy of my Certificate of Completion?   
Certificates of Completion are only kept for the duration of the Program Year in 
which they are earned. This is why we strongly encourage trainees to download and 
save their certificates.  

 
Certificates are emailed to the email address linked to your account, so search your 
inbox, junk, and spam folders for previously earned certificates.   

 
Additionally, training history is available for the previous five years. Please check your 
training history (see question #7) to verify your records.  
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7. How can I check my Training History?   
Check your Training History by following these steps:  

• Sign into the CASAS homepage  
• Click your name at the top center of the page  
• Scroll down. Your Training History is at the bottom of the page 

 

https://www.casas.org/
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HELP!  I’m still lost!   
You can always get assistance by contacting CASAS. We are happy to help!  

training@casas.org 

Please include your first and last name, and the training title and issue with which you 
need assistance.   
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