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OUR TRAINING ROOM - USER GUIDE

This user guide is designed to help you effectively access and navigate the City of Burlington’s
learning management system, Our Training Room (OTR). We hope this guide provides you
with clear instructions that are easy to follow.

If you have any questions related to OTR please contact OTR’s Help Desk directly at 1-866-
304-1272. If OTR is unable to assist you please feel free to contact Human Resources at
learning@burlington.ca or call one of the HR staff members directly responsible for this

system:
Sue Evfremidis 905-335-7600 x.7601
Dorothy Olah 905-335-7600 x.7554
Lynn Williams 905-335-7600 x.7626
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How to Access Our Training Room (OTR)
Access OTR from COBnet by selecting “Human Resources... OurTrainingRoom” or visit

www.ourtrainingroom.com/burlington/ directly from any Internet browser.
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Login to the system
Once you have accessed OTR’s webpage it will automatically bring you to the sign-in page. In
order to login you must enter your username and password and click Log In.

CcITY OF - % -
Burllngton Our Training Room

. or Username:

Password:

iord?

Forgot Password

If you have forgotten your password please click ‘Forgot your password?’to have your
password reset and sent to you via email. If you do not have an email address click ‘Help’ to
be assisted by a member of OTR’s Help Desk team.

Email or Username:

Password:

HELP DESK
Invalid Password

Would vou like an email with instructions on resetting your password?

Reset My Password

If vou do not have access to your email, or do not have an email
address,
please click Help below to contact a member of our support team.

ErTF o
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Forgot Username
If you have forgotten your username please click ‘Support’ and you will be assisted by a
member of OTR’s Help Desk team.

CITY OF

. ey -
Burllngton Our Training Room

Email or Username:

Password:

Home Page
Once you have successfully logged on you will immediately be taken to the Home Page. Your

first and last name should appear on the top right hand corner.

E-learning Courses

R
Burlington
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My Binder
In order to access your personal profile, transcript and learning events you must click ‘My

Binder’.

Once you click ‘My Binder’ you will immediately be taken to the ‘My Profile’ page.

L=

4 My Profile »

Learning Events

E-learning Courses
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My Profile

The ‘My Profile’ page includes information pertaining to your unique employee details in
addition to your individual Transcript. You may print your transcript at any time by simply
clicking the printer icon found on the right hand side of your page.

support | logout

Pat Burlinntan

My Profile pISt Name Last Name Email Address

Learning Events Pat Burlington learning@burlington.ca

E-learning Courses Username Employee ID # Direct Report / Supervisor
100015777

Account Status:  Active

Search By Name

| E-Leaming C

Name * Category Type Event Date  Status

Customer Service Training Corporate Course 2/22/2012  Complete
Harassment Investigations Health & Safety Course 3/29/2012  Complete
Health & Safety Orientation Health & Safety Course 1/18/2012  Complete
Procurement 101 Corporate Course 5/15/2012  Complete

ect in the Workplace Corporate Course 2f9/2012 Complete

Health & Safety Course 2/1/2012 Complete

Please note: Your individual Transcript will identify courses as complete, incomplete or
enrolled.

Birlington”
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Learning Events
In order to be able to view upcoming learning events you will need to first click ‘Learning
Events’, located on the left hand side of the page.

Ld=

My Profile

Learning Events

Filter field
Use the Filter field in order to gain access to the learning events that you are interested in
viewing. (You will primarily select ‘Upcoming’ from the drop down list.)

All Learning Events B Courses Conferences

Search: | Title, Description or Code

My Profile
Learning Events Category

Show Al
Upcoming
Past

Complete

uration Status Seats

E-learning Courses

Mo Learning Events

Incomplete
Absent
Enrolled
Cancelled
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View upcoming learning events:

In order to see what is available to sign-up for you must first select ‘Upcoming’ in the filter
field. This will automatically identify those learning events that are currently available,
separated by category.

oy Conferences

All Learning Events s Courses !

Search: _f'.--. D Code Filter: ?ILIIpcomL.ng

Category Date Duration Status Seats
» Health & Safety

» Corporate

Please note: You may also search for a specific learning event by typing in the name of the
learning event in the Search field.

ﬁ @ All Learning Events m Courses Conferences %
ek . Search: [Title, Description or Code >”tE‘F: '.L}pcomiﬁg E
My Profile ; .o - cl

Learning Events | Category Date

E-learning Courses No Learning Events

Click on the arrow directly beside the category, in order to see the learning events that are
currently available in that specific category.

e

My Profile
Learning Events Category Date Duration Status Seats

Occupational Health & Safety Orientation Oct 9, 9:30 AM 2.5 Hrs Available o/8 ' R'-:?
— ‘ (]

All Learning Events e | Courses Conferences %

Search: [Tie, Description or Code Filter: | Upcoming

» Corporate
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Select the learning event you are interested in and click the ‘“INFO’ icon to read the details
pertaining to that specific learning event. The learning details will show as an Event Summary.

All Learning Events o Courses ! Conferences %

Search: | Title, Description or Code Filter: |Upcoming
Category Date Duration Status Seats

4 Health & Safety
! Occupational Health & Safety Orientation Oct 9, 9:30 AM 2.5 Hrs Available 0/ 8 - ﬂlﬂ?
INFO

4 Corporate

Grammar & Proofreading Booster Oct 17, 9:30 AM 2.5 Hrs Available 1/ 16 "/
Event Summary
Grammar & Proofreading Booster —
3 Details i

Event Date: Location: COB Contact(s):

10/17/2013 | 9:30 AM - 12:00 PM  City Hall- Rm 247  SUSAN EVFREMIDIS, DOROTHY OLAH, LYNN WILLIAMS

Description:
Presenter: Jane Griesdorf — The Writing Consultants

Target Audience: Employees who wish to improve their editing and proof-reading skills.

m

Owverview:

Grammear is an essential and important skill in the professional world. This course wil teach you how to spot and correct pesky grammar,
punctuation, and style problems.

Participants will learn how the following 8 Parts of Speech work:

1. Sentence Structure Errors
Pronouns: Use and abuse of pronouns

Subject / Verb Agreement

S TS R 8 ]

Adjectives and Adverbs

ErTF o
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Registering for a learning event.
Once you identified a learning event that you would like to sign-up for and have received
Supervisory approval, simply click the sign-up icon.

All Learning Events Courses ! Conferences %

Search: | Title, Description or Code Filter: |Upcoming
Category Date Duration Status Seats

4 Health & Safety

! Occupational Health & Safety Orientation Oct 9, 9:30 AM 2.5 Hrs Available 0/ 8 P ﬂﬁ%}
NFO

4 Corporate

Grammar & Proofreading Booster Oct 17, 9:30 AM 2.5 Hrs Available 1 /18 g@

You will then be prompted to confirm that you have received supervisory approval prior to
signing up for the course.

Please confirm that you have received superyisory
approval before before proceeding.

Tes | Mo
All Learning Events % —
Search: | Title, Description or Code Filter: |Upcoming
Category Date Duration Status Seats

4 Health & Safety
FIGM
E Occupational Health & Safety Orientation Oct 9, 9:30 AM 2.5 Hrs Available 0/8 - '-"'/
INFO
4 Corporate

SIGH
g Grammar & Proofreading Booster Oct 17, 9:30 AM 2.5 Hrs Available 1/ 16 g "/

If you answer yes to the above question (and there are seats available) your status will
immediately change to enrolled. Congratulations, you are now registered!
(Yes, it's that easy.)

¥ =] o
Oct 17, 9:30 AM 2.5 Hrs /16 Q g "W/

ErTF o
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Email Confirmation & Calendar Invite:

In addition to having your status immediately change to ‘enrolled’, if you have an email address you
will also receive an email confirmation including a calendar invite that can be saved directly to your
calendar. Important: you must actually open the calendar attachment in order to save it to your
calendar.

From: support@ourrainingroom. com

To: Evfremidis, Sue

Cc

Subject: Grammar & Proofreading Booster Event Registration

Attachments: 7 cajendar.ics (575 B)

OurTrainingRoom.com

Your Training Center for Rapid eLearning

This is to confirm that vou have been enrolled in the Event named Grammar & Proofreading Booster.

Event Date: 2013-10-17 (g:30am - 12:00pm)
Location: City Hall - Bm 247
Description:

Presenter: Jane Griesdorf — The Writing Consultants

Target Audience: Employees who wish to improve their editing and proof-reading skills.

Overview:
Grammar is an essential and important skill in the professional world. This course will teach you hov

problems.

Participants will learn how the following 8 Parts of Speech work:

1. Sentence Structure Errors
2. Pronouns: Use and abuse of pronouns
3. Subject / Verb Agreement
4. Adjectives and Adverbs
5. Misplaced Modif | Dandlina Particiol

Our Training Room Burlington
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Waitlist:
If there are no spots available you will be placed on a waitlist and the system will notify you if
a spot becomes available. Your status will show as ‘Wartlist’.

Opting out of a learning event within the regular withdrawal deadline:
Simply click the ‘Opt Out’icon and you will be immediately removed from the learning event. Your
status will show as ‘Opted Out’.

Oct 17, 9:30 AM 2.5 Hrs Enrolled 1/ 16 E g

Oct 17, 9:30 AM 2.5 Hrs 0/16 @Em H”E/r

Opting out of a learning event outside of the regular withdrawal deadline:

The ‘Opt Out’icon will no longer be available therefore you will need to send an email to
learning@burlington.ca in order to be removed from the learning event. (A dept. charge-back
will be applied.)

E-Learning:

If there are e-learning opportunities available for you to take they will be listed below the
‘E-learning Courses’ title. Simply click on the specific e-learning title and you are now
learning on-demand. (Currently there are no e-learning courses available.)

# &

My Profile

Learning Events

Our Training Room Burlington
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Support:
If you have any questions while you are accessing OTR, simply click ‘support’ found on the top right
hand corner of the page.

Pat Burlington

Once you click ‘support’ you will be provided with the following support options: (If OTR is unable to
answer your question please do not hesitate to contact learning@burlington.ca.)

Call us and we will assist you Click here to begin a live support
with issues you may be having chat with one of our experienced
with one of our products. Support Team Members.

Submit Chat Now

Logout:
Simply click ‘logout’ and you will be taken back to the sign-in page.

SUpPpPO.

Pat Burfington
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City of Burlington
Human Resources

426 Brant Street
Burlington, Ontario
L7R 326

www.burlington.ca
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