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d. Use the Reminder controls to specify whether a reminder should be sent to you by email 
about the asset. You can set a recurring reminder (for example, a daily reminder), or you 
can specify a single reminder that will be sent on a date relative to the due date (for 
example, 10 days before the due date). 

Note: The following two settings are only available if your site has been configured to 
support training compliance requirements, and, therefore, recurring assets. This is typically 
the case when your organization requires you to repeat training at specified intervals in 
order to maintain certifications. 

e. If available, optionally select the Required check box to indicate that completion of the 
learning asset is required. 

The Required setting has no effect on the behavior of application; it is merely used to 
differentiate the learning asset from those that are optional in reports that are created by 
your manager or training administrator. 

f. If available, optionally specify whether the learning asset must be repeated at a specific 
interval. If it does not, select None for Recurrence. If it does, select Every, specify a 
number, and select the type of time interval to use (Days, Weeks, Months, or Years). 

g. Click Submit. 

 

ENROLL IN A LEARNING PROGRAM OR LIVE LEARNING 
COURSE 

 To enroll in a learning program or Live Learning course 

1. Access the program or course by doing one of the following: 

 Browse or search for the asset. 

 If you have added the asset to MY PLAN, click MY PLAN on the navigation panel on the 
left, and navigate to the asset. 

2. Move your mouse over the title of the asset, and click the Enroll link or Request approval 
to enroll link that appears. 

The program or course is added to MY PLAN. In addition, if approval by a manager is not 
required, its status changes to Enrolled; otherwise, it changes to Pending Approval until it is 
approved by your manager or training administrator. 
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RESET YOUR PASSWORD 

 To reset your password yourself 

1. On the SkillPort login page, click Forgot your password? 

2. Under Reset Password, enter the answer to your security question. 

3. Click Reset my password. 

4. Enter the new password, and then reenter it to confirm it. 

Note: The new password cannot be the same as one of your last five passwords. 

5. (Optional) Select a different security question, and enter a corresponding answer. 

6. (Optional) Change the email address associated with your profile. 

7. Click Submit. 

You can now log in using your new password.  

 To request a new, system-generated password 

1. On the SkillPort login page, click Forgot your password? 

Note: Depending on the security requirements of your SkillPort site, you might not need to 
complete the next step. If you do need to complete the next step, but you have not specified a 
security question and answer, contact your SkillPort administrator. 

2. Under Secure Send Password, enter the answer to your security question. 

3. Click Send me a new password. 

The system emails a new password to the email address associated with your profile. The next 
time that you log in, you will be required to change your password again so it is reset to 
something more meaningful. 

 

CONTACT CUSTOMER SUPPORT 

 To contact SkillSoft Customer Support 

 Access the SkillSoft Online Customer Support site http://onlinesupport.skillsoft.com. 

On this site, you can: 

 Search our solution libraries and FAQs 

 Perform a check of your browser's capabilities 

 Create a support case 

 Send emails for assistance 

 Access real-time assistance using live chats 

 Obtain a list of our international phone numbers 
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