
Open the Washington State Learning Center (WSLC) in a Chrome or Edge browser: Home - SumTotal. Log in 

using the Secure Access Washington (SAW) method and credentials. 

 

ACTIVITY ROSTERS 

To review upcoming class rosters, click the Timeline button in the left margin; then click TASKS.  

- TOTAL lists all Active courses and classes assigned to the vendor/instructor in the WSLC 

- CURRENT lists all courses and any activity occuring on that date 

- UPCOMING lists all scheduled activities with dates that have not yet arrived 

Each activity has a View Details button with a dropdown arrow to open the option to View Activity Roster.  

 

 
 

ou can print the Activity (class/session) roster by clicking “Activity Sign-in Sheet” under REPORTS in the left 

margin. Ensure that the Show Records field on the right is set to view all records in the desired activity. 

 

To contact learners: click the box in front of each learner desired for contact, then click SEND E-MAIL. The 

WSLC will populate an email with each learner’s address in the TO field. To select the entire roster 

simultaneously, click the NAME button atop the row. * 

NOTE:  

• It is important to make sure that your “Show Records” drop down is changed to “50”. This way, 

you’ll see everyone on one screen.  

• Please be sure to uncheck any learners that may have a Cancelled status and are no longer 

registered.  

https://sowa.sumtotal.host/rcore/c/dash/home/welcome?relyingParty=ELIXHRUI&nodeKey=dashboard_199_Welcome_-_TLC&nodeUrl=%2Fdash%2Fhome%2Fwelcome


 

 

 

LEARNER EVALUATIONS 

You can locate your previous activities by navigating from the SELF button at the top left of the screen.  

SELF > Learning > Instructor Schedule 

 

 

The Instructor Schedule landing page lists Current activities (each of the the Courses you are associated 

with, and any Class or Session taking place that day).  

 

 



 

Change the View dropdown to review Upcoming activities (rosters are not accessible from this page).  

 

 

 

 

To locate completed learner evaluations, select Previous Activities from the View dropdown. Classes from 

the previous month will appear in this list. Click the icon next to a class title to access its evaluation report. 

 

 

Click the START button to open the evaluation report for the class. 

 

 

You can review evaluations in the browser, or print/save the report in its entirely. 



 

  

 


