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Accessing Your Certificate

Navigate to:
https://mvhces.edu

Click on the “Employee Online
Learning Skillport Icon”

Log in to the Skillport Site

Search. Click. Learn.

Click on the “View Learning Plan” ol
link at the top of the page
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https://myhccs.edu/

Accessing Your Certificate

HCC

Click on the “Details” link for the desired
training session completion certificate

e AN
. Employee Standards of Conduct
* Required
Lours trutes
&l

HCC Campus Carry

tails  Launch  More dctionss

Click the “More Actions” link

Target Audience

Objectives

Prerequisites

Library ID

TIZ_Sppubsmployeeontneieaming_2018_soc




Accessing Your Certificate & Converting to PDF

HCC

Click on “View Certificate”

Prerequisites

Library ID
). sconma. ol

Click the “Print” icon at the top right corner ] erificate gf Completion
1 This is to certify that
;| Sarah Castillo -
o has completed the course
p“ Employee Standards of Conduct -

_scorm12_sppubemployeeonlinelearning_2018_soc
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Converting to PDF
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A Nprinter window should appear. Change the Printer
“Name” to Adobe PDF, by clicking on_the arrow to the
I‘lﬁht of the current printer name and selecting “Adobe
PDF. It may also appear as “convert to pdf” or a version
of “print to pdf”.
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On a Mac computer, there is a save as PDF icon on the
bottom left corner of the print screen.

Employee Standards of Conduct -
_scorm12_sppubemployeeonlinelearning_2018_soc

Click “OK”

on

Apr 30, 2018 |l

A save window should pop up.

Select the location to save the document

@ #dastra
& Archived Rems

& Attachments

Name the document, please use the

training session name in the save name,
ex: FERPA or Campus Carry

& Desktop Files

& Documents

Tocompiete thf G EPAME

ulsiti

None

Library ID

0. _scorm2}

Click “Save”
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Converting to PDF and Saving to SharePomt
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Depending on the computer, the pdf version of the certificate may ,
automatically pop up. If not, navigate to the folder that you saved the
document in to confirm the save.

Sarah Castillo

completed the course

Employes Standards of Conduc
_scarm12_sppubempla yecondinglearn ng_mm soc

https://team.hccs.edu/sites/coe/arts/
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Saving Your Certificate to SharePoint

Scroll down and click on the link to the document
set that applies to you:

Faculty Folders
Staff Folders

For the purpose of this guide I will navigate to my personal folder,
the process is the same regardless of the department. T T——

(® new dooument

SharePoint

FILES LIBRARY

Visual & Performing Arts Performing Arts Visual Arts Faculty Task Forces ¥

TEAM Sioff Folders

Click on your department Home (® new document or drag files here

Center of Excellence All Documents e Find a file 0o
Calendar

ipment v [ name Maodified Modified By

Request List - . i
[« Administrative Support ) s Yesterday at 11:18 AM sarah.castillo2

Instructional Equipment

Request Documentation Performing Arts «»  Yesterday at 11:18 &AM sarah.castillo2

Document Submission Visual Arts .- Yesterday at 11:18 AM sarah.castillo2

Signature Log

Signature Documents
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Saving Your Certificate to SharePoint

SharePoint

BROWSE | FILES  LIBRARY

Visual & Performing Arts Performing Arts Visual Arts Faculty Task Forces  ~ # EDITL

TEAM Sioff Folders - Administrative Support

.
Cl]_Ck on your name Home @® new document or drag files here

Center of Excellence All Documents === Find a file el

Calendar

Instructional Equipment v [0 Name Modified Modified By

Request List

. . Bell, Orlesher .. Yesterday at 12:03 PM hannah knight
We have permissions set up so that you o e e
Should Only see your name. My permissions Document Submission we Vesterday at 11:33 AM | hannahknight

Signature Log Fields, Katherine ... Yesterday at 12:48 PM hannah.knight

are Set up differently SO mUItiple names Signature Documents Hines, Susan . Yesterday at 12:47 PM hannah.knight
W]_].]. appear on the example, Sharepoint Help Knight, Hannah we Yesterday at 1209 PM [ hannahknight

Site Contents

Pinnick, Donna w.  VYesterday at 12:05 PM [ hannah knight
Recent
Reilly, Colleen - Yesterday at 12:50 PM hannah.knight
Staff Folders
Tidwell, Jeremy v Yesterday at 12:06 PM hannah knight

Faculty Folders

SharePoint

FILES LIERARY

Click on the “Training Certificates” Folder

Wisual & Perfarming Arts Performing Arts Visual Arts Faculty Task Forces ¥ # EDIT LINKS

TEAM Agministrative Support » Castillo, Sarah

@ new document or drag files here

Faculty will have an additional “Grades”

All Documents === Find a file 0
folder Calendar
Instructional Eq L4 [ Name Modified Modified By
Request List
PEP - Yesterday at 11:34 AM hannah.knight

Instructional Equipment
Request Documentation ( Training Certificates @y at 11:34 AM hannah knight

Document Submission

Signature Log




Saving Your Certificate to SharePoint

SharePoint

B FILES LB

Visual & Performing Arts performing Arts visual Arts Faculty Task Forces = # EDITLINKS

TEAM Caciillo, Sarah - Training Certificates

Click on the “+ new document” ink e——————>

Center of Excellence
Calendar

drag files here

All Documents Find a file 2

Instructional Equipment v [ name Modified Maodified By
Request List

E  campus Carry a 3 Yesterday at 12:11 PM sarah.castillo2

Instructional Equipment

Request Documentation E‘. FERPA 3¢ .- VYesterday at 12:11 PM sarah.castillo2
Dacument Submission B Fire Safety % .- Yesterdayat 12:11 PM [ sarah.castillo2
Signature Log B Hazard Communication % .- VYesterday at 12:10 PM sarah.castillo2
SignaliEsibecuments B Procurement Training % .. Yesterdayat 12:11 PM [ sarah.castilloz
SharePoint Hell

" E#  Standards of Conduct % we  Yesterday at 12:12 PM sarah.castillo?

Site Contents i
E o Title 1x % s Yesterday at 12:10 PM sarah.castillo2

Recent
Staff Folders

Faculty Folders

SharePoint

EBR FILES LIERARY

Click on the “Upload Existing File” link

Visual & Performing Arts Pt (Create a new file X orces v s
TEAM -
A -
Castillo, Sara = “ates
Word document
® new document ¢ [ ,
Excel workbook
ter of Excellence All Documents === Fi
B bowerPoint presentat
ipment L4 [ name u PowerPoint presentation lified By
Request List i
[kl campus carry a I arah.castillo2
Instructional Equipme m i OneNote notebook
Request Documentation 12l FERPA 3 arah.castillo2
Document Submission Fire Safety % arah.castillo2
- New folder
Signature Log [zl ammun ! arah.castillo2
Signature Documents =] t Tra arah.castillo2

SharePoint Help [ standards of & UPLOAD EXISTING FILE ) arah.castillo2

Site Contents

B Title 1x 2 -+ Yesterday at 12:10 PM sarah.castillo2

Rarant




Saving Your Certificate to SharePoint

[ T TN e

har
Add a document

c e 1 m
Choose a file e selected.

Overwrite existing files

Click on “Browse”, navigate to your saved
certificate and select that file.
Destiriation Folder /Administrative Support/Castillo, Sarah/

CliCk “OK” — Cancel

Choose Folder..,

SharePoint

BRI FILES LIBRARY

Visual & Performing Arts Perfarming Arts Visual Arts Faculty Task Forces +

TEAM (qiillo, Sarah - Training Certificates

@ new document or drag files here

The file will appear in the folder. Please
repeat the process for each training

certificate.

Home

I3

Center of Excellence All Documents == Find a file
Calendar

Modified Modified By

. VYesterday at 12:11 PM sarah.castillo2

HName

Instructional Equipment

B

&

Campus Carry a 3¢

Yesterday at 12:11 PM sarah.castillo2

T

&

FERPA 3¢

festerday at 12:11 PM sarah.castillo2

7|

Fire Safety %

b

Document Submission

[

esterday at 12:10 PM sarah.castillo2

Hazard Communication

T

&

Signature Log

‘esterday at 12:11 PM sarah.castillo2

Procurement Training ¢

7|

Signature Documents

b

SharePoint Hel
SR Standards of Conduct 3¢ Yesterday at 12:12 PM sarah.castillo2

«  Vesterday at 12:10 PM sarah.castillo2

T EE L

Site Contents
Title [X 2

[

Recent
Staff Folders

Faculty Folders
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