Skillsoft Instructions:

1.	Access the FAU Skillsoft Training site at:  https//floridaatlantic.skillport.com
2.  	Login with your FAU ID and Password
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3.  On the landing page, you have several choices
3.a.  You can click on the search box and search the content of the entire EHS training catalog
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3.b.  You can click on the Course Library and Find a Course …
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Course Library Page in Skillsoft
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3.c.  You can click on Learning Transcript to view your current, previous, and scheduled training.
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[bookmark: _GoBack]4.	To print a certificate, click on Learning Transcript then click the three dots to the right of the course you want, select “View Certificate” and print.
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If you have any questions, please contact EHS at 561-297-3129 or ehs@fau.edu
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For OIT training, click on "My Training” in the top navigation bar to find the appropriate
training course(s) that were assigned to you.

For EHS training, click on "Course Library” in the top navigation bar to find the
appropriate training course(s). You can select from EHS Learning Programs, Individual
Courses, or even search by keyword and find the course you want.

Then click "Launch” next to the course title to start your training session. Be aware of the
estimated time for completion and plan accordingly. Due dates are posted there as

well. After you finish your training and pass the subsequent exam(s), the completion will
show in Workday under your training profile.

Need a certificate, click Learning Transcript on left menu, click actions to get a drop down that says view certificates. You may print
or screen print from the pop up box.

You can also search the entire library for content that interests you.
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