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Computer Based Training at UNCW 

Technology Enhanced Learning and Information Technology Systems are excited to offer an 
upgraded Computer Based Training (CBT) system through SkillSoft, a worldwide online 
training provider.   

Some of the advantages to the new computer based training courses include: 

• Over 4,000 IT and Business courses  

• Books 24x7, an online library containing over 9,000 reference manuals 

• Courses can be used on or off campus, played live on the Internet or downloaded to 
your computer.   

• “Search-and-Learn” feature provides a quick and effective way of searching for training 
topics. 

 

 

Accessing UNCW Computer Based Training 

To access UNCW Computer Based Training, go to  

http://training.uncw.edu 
or you can access it through SeaPort in the My Courses channel: 
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These links will take you to the UNCW SkillPort homepage: 

 

Your user ID is your e-mail username   (do not add @uncw.edu).  
The initial password is UNCW  (case sensitive).  

 
Your initial password can be changed once you have logged in for the first time.   

Changing your Password 

To change your password, click on the “Customize” link in the upper right hand corner of your 
home page.   

 

Choose Update your User Profile: 

 

Enter your old password, a new password, and enter your new password a second time for 
verification: 
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Finding a Course or Training Topic 

To find a course, click on the Catalog link: 
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The Catalog link displays course information by curricula: 

 

Click on one of these curricula links to find lists of courses grouped by subject. 
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Search-and-Learn 

If you are looking for information on a particular topic use the Search-and-Learn feature. Enter 
the topic you are looking for and click the search button: 

 
 
A search on “tables in word” returns the following results: 
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Starting and Resuming a Course 
 
To start a course, click on the course link.  This link will take you directly to a course summary. 
To play the course click on the 'play this course' button.  
 

 
 
 
Click on one of the links to start the course:  
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To advance through the course, use the navigation bar in the lower right hand corner of the 
screen.   
 
 
 

 
 
 
 
 
 
 
 
 
Exiting and Restarting the Course – Save your progress! 
 
To exit the course, click on the exit button in the right hand corner of the window.  SkillPort 
will place a bookmark on the topic you last accessed, and you can choose that topic to 
restart.   
 

You must click the   button to accurately save your test data and 
to bookmark your place in the course. 

 
 
 

Course Menu 
Next 
Page 

Next 
Topic 

Previous Topic 

Click to bookmark your place in the course and save your test data

Previous Page 

Turning audio 
off will speed up 
pace of course 
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Adding a Course to your Plan 
 
When you have found a course you’d like to add to your training plan, click on the course link 
and the course summary window will appear. Choose the button Add this course to my Plan: 
 
 

 
 
 
 
You can set a due date and even set an e-mail reminder to keep you on track:   
 

 
 
 
When you click “Submit,” the course will be added to your plan: 
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Certificate of Completion   
 
When you complete a course and score 80% or higher on the course test, a certificate of 
completion will be generated.  The certificate will be available in the My Report section of 
SkillPort : 
 

 
 
When you have successfully completed a course, the 'View Certificate' icon  will appear in 
the Controls column of the completed course. The certificate can be printed and submitted to 
the instructor.   
 

  

View 
Certificate 
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Your professor may also ask you to print the Learner Records report. To print the learner 
records report, go to the My Report link and find the ‘view detailed report’ link 
 
 

 
 
 
Print the entire report to submit to your professor.   
 

 
 
 
 
 
 

View detailed  
report 
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Need More Help? 
  

SkillPort provides several resources in the Shortcut menu to help answer your questions: 
 

 

There is a User Guide, instructions for 
downloading courses, Guided Tour, FAQ’s 
and online Technical Support.  
 
You may also contact SkillSoft Technical 
Support at 1-866-754-5435.  
  

 
 
 


