Purpose of this document:

To provide instructions both written and visual to support external learners in their usage of the
Learning module in the People First Hub system. If you need additional assistance please contact:
learning@regionofwaterloo.ca

Through this training guide, you will be able to:
¢ Sign into External Learning Site and Change the Password
e Reset Password
e Browse and Complete Learning Courses
e View Learning History
e View Curricula and Curricula Status

Date: September 4, 2025
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Activate account and change default password

1. Once your account is created, you will receive an email from |AS (ldentity Authentication
Service) to the email address provided. Open the email and click the button that says Click
here to activate your account.

Fwd: Activate Your Account for ROW EXTERNAL

0 Summary by Copilot

Dear baruni singh,

a5 been created for you. To actvale your account for ROV EXTERNAL. cick he
rk beiow You Wil be Saken 10 3 Page whene you W ] X

Click here 1o activale your account

2. This link will take you to Change your password screen. Enter the existing password
Welcome@123 and then enter your new password twice to reset it.

3. Sign into the External Learning site by accessing the below URL:

https://[thereqgio.Ims.hr.cloud.sap/learning/user/portal.do?sitelD=ROW%20EXTERNAL&
landingPage=login

4. The URL will take you to the Sign In page. Click Sign In and enter the email address and
password associated with the account.

v &

Sign In

Need Help?

If you are having difficulties signing into the
system please contact the Learning and
Development team at

o -

If you require additional assistance please contact: learning@regionofwaterloo.ca.
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Reset password

1. To reset your password, select Sign In.

Need Help?

If you are having difficulties signing into the
system please contact the Learning and
Development team at
learning@regionofwaterioo.ca.

2. Then click on Forgot Password.

SApd

Signin

ROW EXTERNAL

Email or User Name

Email or User Name

Password

Password (O]

C] Keep me signed in Forgot password?
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3. You will receive a password reset email in your registered email account from IAS (ldentity
Authentication Service), click on Click here to reset your password.

Fud: How to reset your password

%  Summary by Copilot

T ML g

1. This will open the password reset screen where you can enter your new password and click
save. You can now use your email and new password to login. If you require additional

57 The Best-Run Businesses Run SAP

Dear baruni singh,

Someone requested to reset your Identity Authentication service password. If it was not you,
ignore this e-mail. To reset your password, click on the link below.

Best regards,
Your Identity Authentication Service Team

confisential information. if you
ne

assistance please contact: learning@regionofwaterloo.ca.
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you have received
& STicHly pronibited. Please inform

w

Reset Your Password
ROW EXTERNAL

New Password *

Reset the password for your account barunisingh08@gmail.com:

Re-enter New Password *
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Browse and Complete Learning Courses

1. To browser for learning course, enter at least 3 characters in the keyword search. Required and
Important learning will also appear on this home page once it has been assigned.

Welcome baruni singh

New Loaming Experionce @) © 1= v

Explore, Learn, and Unleash Your
1 Full Potential

Achieve your goals and master new skills. Anytime, anywhere.

Required Learning

You're all caught up!
quired &

Y
here.

Dismiss section

2. The course library will appear. Here you can search for additional courses using the filter options
under Refine By on the left side of the screen. Once you find a course to take, select Start
Course.

Ny @&

Library

= Browse by Categories access x Q Language & Currency

Results for "access”

3
Courses.

€8 Calendar View i SotBy Relevance v
Refine By

Learning Type

Source

Dalivary Mattiad Accessible Transportation Accessible Customer Service Accessibility for Ontarians with Disabil..
(ELEARN RW_HRO_ACCTRS) (ELEARN RW_HRD_ACS) (ELEARN RW_HRD_AODA)

1 hour(s), 23 minute(s)
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3. The course home page will appear, select Launch Content to see the online content within the
course.

My Learing / Accessible Transportation / Online Content

Accessible Transportation

RW_HRD_ACCTRS

RW_HRD_ACCTRS_01 P

This content displays in a new window. After launching the new window, you must complete the content or exit properly
before performing any other action or you may lose completion status or progress.

-

4. This will launch the online course in another window. Expand the course and complete all slides
as needed.

Information and Communication Standard

Information and
Communications
Standard

AccessForward
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5. When the course is completed, select Verify course completion to ensure the completion is
recorded to your profile. This is not a required step but recommended to ensure completion is
recorded.

B Laaniing | Accesubiity for Dhstarians with Diaudilten dat [A0OA] | Qriling Comtent

Accessibility for Ontarians with Disabilities Act (AODA)

R R0 ADDAMR

RW_HRD_AODAZ_ICS_01 [ ity conrne comptasion 2 | [
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View Learning History

1. Click on the 3 dots on the top right corner and select Learning History.
Learning

New Learning Experience QO |Ev

Curricuta

Search for Learning

[

Explore, Learn, and Unleash Your
Full Potential

Achieve your goals and master new skills. Anytime, anywhere.

Required Learning

You're all caught up!
Any new required leaming assignments will appear
here.

Dismiss section

2. This will open up the Learning History page where you can see all your Learning course
completions. Here you can also download the completion certificate by clicking on the
Printer icon and review the online content again by clicking on the Magnifying glass.

My Leaming / Learning History

Learning History

Completion Date: Status:
Search for Learning

Q| | MMM dd-yyyy - MMM dd-yyyy B A

Completed Activities (1)

i
Title

Completion Date Status

Action
Accessibility for Ontarians with Disabilities Act (AODA)

E-Learning Complete | 5 @ | >
..

Mar 04-2025 02:47 PM
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View Curricula and Curricula Status

Click on the 3 dots on the top right corner and selection Curricula. Curricula is composed of one
or more courses that are mandatory to complete and may require review on an annual or pre

determined frequency.
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| _rome |
Learning
Q

“

Explore, Learn, and Unleash Your ’\

Full Potential

Achieve your goals and master new skills. Anytime, anywhere s |

= J

Required Learning

You're all caught up!
vew required learing assignments will appear
here

This will take you to the curriculum status page where you can see the Curricula titles, Status
(Complete/Incomplete) and more. The Next Action date which is the required completion date

for the next learning requirement within the Curricula.

This page will also display the Curriculum Expiration Date which is the date that an already

completed curriculum will no longer be complete if the user takes no action along with Assigned
by. Please note, curricula assigned by administrator or managers cannot be removed and must

be completed in a timely manner.

Curriculum Status

2]

This page includes a list of curricula that have been assigned to you. Each curriculum title links to the Curriculum Details page which includes
a list of the curricutum’s items and Action drop-down menus where you can register for or request items. On this page you can also view the

sub-curricula associated with each curriculum and access information on items as well

Curriculum Title Status  Prio... Next Acti... = Expiration Date
Working at Heights Refresher N/A Feb 18-2025 N/A
Test curriculum for Qualification v N/A Dec 30-2026 Dec 30-2026

Assigned By Remove

Admin (Singh, Burani)

Admin (Baruni Singh)

Admin (Singh, Burani)
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3. You can click on the curriculum title hyperlink which will open the Curriculum page where you
can view the following:

Curriculum ID

Curriculum description

Priority (1,2 or 3)

Assigned by

Curriculum Status (Complete/ Incomplete)

Arrange the courses within the curriculum by using the “Assignments” dropdown menu that

will arrange the courses “By Suggested Order” or “By Due Date”.

« Next to the course you will see the Course due date, priority and Assignment type
(Mandatory/Optional)

« Assigned date, effective date and frequency of retraining required
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4. You can then click on the course hyperlink and open the course home page to complete the
course.
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