City of Ottawa external eLearning Access for non-networked staff, including contractors, community partners and volunteers: ulearn.ottawa.ca

[bookmark: _GoBack]Steps to Accessing External eLearning (ulearn)


1. Select the link to access the site - ulearn.ottawa.ca (http://ulearn.ottawa.ca/)

*** In order to avoid any formatting/layout discrepancies when accessing this site, please ensure that you use the exact same link as indicated above. 


2. If necessary, you can change your language by selecting the drop down in the upper left hand corner of the page
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3. Select the Log in button in the upper right hand corner of the page
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4. You will see the log in screen for training.
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5. [bookmark: ole_link4][bookmark: ole_link3]For those who have never been on the system before- Select  “ Create New Account” on the right side of the screen. Fill in the required fields (the name you use must be exactly the same as the name that you have on your City documentation forms) 

6.    *** Remember to write down your username and password and keep them confidential. This will allow you to re-enter the system should you not complete all modules at one time. 

7. [bookmark: OLE_LINK1][bookmark: OLE_LINK2]Once this information is completed, a link will immediately be sent to you by email.  Look in your junk mail for Web Admin User [noreply@ulearn.ottawa.ca] if it does not appear in your inbox. 
*** In order to confirm your registration, you must open the email from “Web Admin User” and select the link contained in the email message.
[image: ]address xxxxx.xxx

8. Open the email and select the link to confirm your registration.
 [image: ]


9. You will be prompted with a message confirming your registration.

10. Select the Courses button to view the course listing.

Thanks, xxxxxxxx (your name)
Your registration has been confirmed.




Courses






11. You will see a Departmental listing of available courses. Select “Ottawa Public Health”.
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		[image: ]
12. From the course list, select Falls and Older Adults.
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13. A prompt is displayed indicting that you are about to enrol yourself in this course. Select “Enrol Me” to confirm your enrolment. 

[image: ]


14. Follow the instructions on the main course page to enter and complete the modules as required.
 
Note:  To re-enter the system at a later date to complete your training, please enter your Username and password on the left side of the screen under “Returning to this web site”.  
	***If you have forgotten your Username or password select the “Forgotten your username or password?” link directly below “Returning to this web site”.
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Remember username
Forgotten your username or password?

Is this your first time here?

Hil For full access to courses you'l need to take a minute to create a new account for
yourself on this web site. Each of the individual courses may also have a one-time
"enrolment key", which you won't need until later. Here are the steps:

Fill out the New Account form with your details.

An email will be immediately sent to your email address.

Read your email, and click on the web link it contains.

Your account will be confirmed and you will be logged in.

Now, select the course you want to participate in.

If you are prompted for an "enrolment key" - use the one that your teacher has
given you. This will "enrol” you in the course.

7. You can now access the full course. From now on you will only need to enter
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your personal username and password (in the form on this page) to log in and
access any course you have enrolled in.

Create new accoul





image4.png
An email should have been sent to your address at
It contains easy instructions to complete your registration

If you continue to have dificulty, contact the site administrator.
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From: Web Admin User <noreply@ulearn.ottawa.ca>
Sent: Thursday, April 28, 2016 10:16 AM

To:

Subject: Ulearn: account confirmation

Hi

A new account has been requested at 'Ulearn'
using your email address.

To confirm your new account, please go to this web address:

http://ulearn.ottawa.ca/login/confirm.php?data=015a7hrOHnhQIVT/.

In most mail programs, this should appear as a blue link
which you can just click on. If that doesn't work,

then cut and paste the address into the address

line at the top of your web browser window.

If you need help, please contact the site administrator,

‘Web Admin User
noreply@ulearn.ottawa.ca
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Click on the Enrol me button below.

% Falls and Older Adults

Teacher: Ginette F Asselin This fall prevention online learning is designed to give personal support workers,

Teacher: Ann Nowak volunteers, and informal caregivers valuable information regarding falls and fall
prevention.

This training is based on current literature, the Canadian Fall Prevention Curriculum
and best practices in fall prevention.

~ Self enrolment (Student)

No enrolment key required.

Enrol me




