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How to access and log-in to SkillPort:

1 Log-in to your campus Employee
Portal page. This single sign-on
process gives you automatic access
to SkillPort.

Click on the MY.TRAINING tab at the
top of your Portal page. The SkillPort
link is located under ONLINE
TRAINING, and reads “Click here for
SkillPort - CU’s Online Learning.”
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killPort - CU's Gnline Learmng

onling and in-p (classroom) training on topics ranging from Preventing Sexual

rmation -- All Campuses

Eort FA

ot Quick Start Info

Quick navigation to CU Custom Curricula:

1 To directly access the CU custom
courses, click on CU Custom
Curricula in the left Shortcuts menu.

2 Then click on the University of
Colorado: CUSTOM COURSES link
in the Information box.

3 An alphabetized list of all University
of Colorado: CUSTOM COURSES
appears. Scroll down this list to locate
the training you wish to complete.
Click on the course title link.

Example:
@ CU: Chemical Waste Management
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SEARCH-and-LEARN® search Tips

Category: Language:
My Assignment >> CU Custom Curricula
1 University of Colorado: CUSTOM COURSES
1 Preparing for Employment Change
[ Tier 2 CSR Certified Associate Track
[ Tier 2 CSR Certified Partner Track

Search for

Add to My Plan
Add to My Plan
Add to My Plan
Add to My Plan

Boulder - Colorado Springs - Denver

Shortcuts
My Plan
My Enrollments
My Report
CU Custom Curricula
CU Learning Programs
Technical Support
Credentialing
Books24x7

IMPORTANT INFO

Click here to perform a BROWSER
CHECK!
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SEARCH-and-LEARN® Search Tips

Search for Category:

L
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My Assignment >> CU Custom Curricula >> University of Colorado: CUSTOM
COURSES
[B) cu: Asbestos Awareness

B CU: Blood Borne Pathogens Training for
Research

@ CU: Budgetina for Clinical Trials[u20061
[B) cu: cash control

B} CuU: Chemical Waste Management

[&] cu: pirect Charging to Sponsored Projects

[B] cu: Discrimination and Harassment Refresher

B CU: ePER, electronic Personnel Effort
Reporting

B cu: FERPA

[} Cu: Financials - General Ledger

B cu: Financials - How to Travel

[B) cu: Financials - Inquiry

@ CU: Financials - Procurement
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4 A basic description about the course
displays.

5 When you have completed a course
and quiz we would appreciate your
comments and/or suggestions
regarding the course. Please click on
the Evaluate button on this page to
provide your feedback.

6 Click the Play button. A separate
window launches with the course and
quiz.

Note: My Plan is your personal folder
where specific training can be
selected for your professional
development. Itis NOT necessary to
place a course in the My Plan
section. It may be thought of as a
bookmark feature.

You may add this CU custom course
to your My Plan folder by clicking on
the Add to My Plan button.
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Overview/Description

Learn about the proper handling of hazardous waste management including
how to use chemical safety information, understanding chemical hazards,
emergency spill response, and hazardous waste identification.

IMPORTANT INFO

You must complete the course and quiz to get complete credit for this

Click here to perfarm a BROWSER training.

CHECK!

Target Audience
This course is mandatory for all employees of CU who generate or handle
hazardous chemical waste.

CU courses s, SkilSoft courses

Expected Duration
1 hour
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My Report

-P\
CU Custom Curricula =
CU Learning Programs ladd to My Plan|

Technical Support

Credentialing
Books24x7

Overview/Description

Learn about the proper handling of hazardous waste management including
how to use chemical safety information, understanding chemical hazards,
emergency spill response, and hazardous waste identification.

IMPORTANT INFO

You must complete the course and quiz to get complete credit for this

Click here to perfarm a BROWSER training.

CHECK!

Target Audience
This course is mandatory for all employees of CU who generate or handle
hazardous chemical waste.

CU courses vs, SkillSoft courses

Expected Duration
1 hour




How to View Your Course Completions and Progress:

1 Click on My Report under the
Shortcuts menu. My Report
displays a record of all your learning
activity.

e There are three sections of the
Learner Records Progress
Report: Completed, Started,
and Learning Programs. This
guide will explain the first two.

2 Your Learner Records Progress
Report indicates the current status of
learning courses or events that you
have completed or started in SkillPort.
e You can use the date range filters

to control the details displayed in
My Report.

3 The Completed section provides
details of courses you have
successfully finished.

4 The Started section provides details
of your progress on courses not yet
completed.

e Started courses can be re-
accessed by clicking the course
title linked in the Course Title
column, or by selecting the
GO icon from the Controls
column.
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SEARCH-and-LEARN®

Books24x7

Credentials
Search Tips

Shortcuts

My Plan

My Enroliments

My Report

CU Custom Curricula
CU Learning Programs
Technical Support
Credentialing
Books24x7

Date range to report on:
' No date range to includs in repert

' Show results between:

End Date:

€ Use Started Data
€ Use Last Actess Date

IMPORTANT INFO

' Use Completed Date

Language:
=] [English &) =

Start Date:  [January = [01 ] [1930 &
August =] |26 =] [z009 »

(Optional) Spacify a dats range to narrow the results

Learner Records Progress Report

Click hiere to perform 3 BROWSER COMPLETED

Print-friendly version

Login Name: Test2
Learner Name: test2, test2

CHECK!

Course ID

CU: HRMS

Reporting
Course Completions: 2

Started |Completed _77"7

| scorm12_cu_uD0D65_0001/12/22/2008(12/22/2008 100 & T

Inquire and| scorm12_cu_a00030_0001(02/12/2009/02/12/2009| 94

Current| oLl

=ER!

Learner Records Progress Report

Print-friendly version

Login Name: TestZ
Learner Name: test2, testZ

Reporting
Course Completions: 2

COMPLETED
Course Current
Title Course 1D Started |Completed Score Controls
CuU: Cash
S p——— =l
ool |-ScOrM12_cu_uD00E5_0001(12/22/2008(12/22/2008| 100 & T
CU: HEMS

Inguire and| scorm12_cu_a00030_0001(02/12/2009/02/12/2009 94

Eleo

STARTED

Course Title Course ID Started

Communication
during
Organizational
Change
CU: Chemical
Waste
Mansgement
CuU: HRMS
Fundamentals
CuU: LASP
Export
Compliance
cu;
Procurement -

Purchasing and| searm12_cu_a0010%_0001(03/03/2009
Contract

Management

pd_03_=03_bs_enus 05/05/2009

| scorm12_cu_uZ0027_0001|08/26/2009

| scorm12_cu_al0029_0001(02/12/2009

| scorm12_cu_ul0061_0001(02/16/2009

Last
access

Current
Score

05/05/2009 -

08/26/2009 =

02/13/2009 -

02/16/2009 -

03/03/2009 -




You may also view a detailed Learner
Records Progress Report for an
individual course by clicking the

=

“View Detailed Report” icon B
from the Controls column.

Close this window

Learner Records Progress Report

Login Name: Test2
Learner Name: test2, test2

_scorml2_cu_u00065_0001: CU: Cash Control

Elo

Preassess High Score Current Score
First Access: 12/22/2008 8:45 AM
Last Access: 12/22/2008 8:48 AM
Times Accessed: 1; Duration: 00:03:12
Completed: 12/22/2008 8:48 AM
Overall Score - 100 100

' in the scors columm indicares that the assessmant was not attempted.
0" (zavs) scors indicates that the was But no ob wers passed.
wa' idicatss that an assessment is not available.

How to View and Print a Certificate of Completion:

1

Click My Reports under the
Shortcuts menu to view your
Learner Records Progress Report.

When you complete a course you can
print a Certificate of Completion.

To print a completion certificate:
e Access the My Report page.
e Click the “View Certificate” icon

ﬂ:, from the Controls column,
that is next to the name of the
completed course.

e Your certificate will open in a new
window.

e Select File, then Print.

Note: If a “Security Information”
message appears, click “No.” This
will allow the Certificate to display

properly.
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CU Custom Curricula @ No date range to include in report

CU Learning Programs ' Show results betveen:

Technical Support

Credentialing Start Date:  [January =] [o1 =] 15902

Books24x7 End Date: August -l |25 =||2008 ~

© Use Started Dats

IMPORTANT INFO € Use Last Accass Date
' Use Completed Date
(Optionsl) Specify = dsts rangs to narow the results

Print-friendly version

Learner Records Progress Report Login Name: Test2
Learner Name: test2, test2

COMPLETED
Course Current
Click here to nerform & BROWSER =T Course ID Started  Completed "o " Controls
CU: Cash
p———— =13

Control |-S€OTM1Z_cu_u00065_0001(12/22/2008(12/22/2008) 100 & T
CU: HRMS

Inguire and| scorm12_cu_a00030_0001/02/12/2009/02/12/2008 94 &0
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Additional Resources:
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For Additional Information about SkillPort please go to the Employee Learning and Development website at:

https://www.cu.edu/eld/

Here, you will find a SkillPort Resources page with troubleshooting guides, frequently asked questions, an
overview of the Books 24x7, SkillPort News Articles, and other helpful topics.

To contact the Employee Learning and Development office: system.training@cu.edu
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