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[bookmark: _Toc158300911]2024 Sexual Harassment Prevention Training Course Instructions
Follow the instructions below to complete the online training course via UB Learns
UB Learns Website Link:  ublearns.buffalo.edu
*Important note: This course will not work when using the Internet Explorer (IE) internet browser.
Verify that your internet browser is compatible.  To use UB Learns, use a computer that is connected to the Internet and the most up-to-date web browser.  It is recommended that you use the most current version of:
Chrome					Safari	
Firefox						Microsoft Edge
Brightspace technical support offers a list of certified and compatible browsers, listed by Operating System, for use with UB Learns D2L Brightspace Compatible Browsers (UB Learns).
[bookmark: _Toc158300912]
Accessing the Course
1. Go to UB Learns, and select “Log in to Brightspace”.
a. Enter your UBIT Name and Password, Click Login.

To look up your UBIT Name, please go to: https://www.buffalo.edu/search/you 

2. You may be prompted to verify your identity via UB DUO.

3. Begin at ‘Select a Course’, to the right of the UB: Learns icon















From your list, Select 2024: UB Sexual Harassment Prevention Training Course – EDISHP – ADM_PRE_20240126_diversity
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You may also access the course in your  ‘My Courses’ 
Widget once you have accessed the course once. 

Select the 2024: UB Sexual Harassment Prevention

Training Course – EDISHP in your

‘My Course’ widget.








This will navigate you to the beginning of the course.




[bookmark: _Toc158300913]Discovering the Course
If you do not see the 2024: UB Sexual Harassment Prevention Training Course – EDISHP in your ‘Select a Course’ pulldown, you will need to:
· Discover the course
· Self-Enroll in the course

1. From the UB Learns homepage, select Tools

[image: Select the Tools pulldown horizontal menu.]









2. Select Discover







3. Select 2024: UB Sexual Harassment 

Prevention Training Course - EDISHP:











4. Select Enroll in Course





















5. Select OK for Successful Enrollment:







[bookmark: _Toc158300914]Continue with the Course



[image: Message from President Tripathi.]










4. Read the message from President Tripathi.



















































5. The Visual Table of Contents Widgets guides you through the course and additional resources available to you outside of the course content.  For additional information regarding each Widget:




Select the i on each widget to ‘flip’ the Widget and gain details on the Widget.











The additional Information for each Widget will display:


To flip back to the original view:

Select the Back Arrow in the upper left corner of the tile.









6. Select the 2024 Sexual Harassment Prevention Training Course
































The course requires you to watch a video, complete a short quiz, and review the Discrimination and Harassment Policy.



7. Select Watch the 2024 UB Sexual Harassment Prevention Training Video.

































Quiz: link will appear after watching the video
Video



8. Play the 2024 UB Sexual Harassment Prevention Training Video

Start the training by selecting the play button in the middle of the screen.

You may choose to watch the video by downloading the video, opening the video in a new window or by making the video full sized.




















 


Panopto is the video platform that was used to create the training video.  The software requires your internet browser to accept third-party cookies.  The Safari internet browser in particular may require you to change your settings in order to view this type of video file.

If you are using an Apple device (i.e., MacBook, iMac, iPad or iPhone) and the Safari browser, please review the following information regarding Panopto and the Safari internet browser:

How to enable support for Third-Party browsers


Speed of Speaking

Download
Open New
Window
Toggle Captions
Full-Sized Video Window

[bookmark: _Toc158300915]Alternative Formats and Accessibility Features:

To access Alternative Formats

Select the Alternative Formats link below the video.
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Alternative Formats for the training video

This will bring up the options to select multiple formats to review the training material.




























Select the desired format and select Download.



Begin the Quiz:
9. Post Training Quiz:

a. Navigation Option I:

To begin the Quiz, Select the right arrow button above the video:















Select Right Arrow




The next page displays:





Select Start Quiz!


b. Navigation Option II:

Navigate to the 2024 Sexual Harassment Prevention Training Course.  

Select the navigation link 2024 Sexual Harassment Prevention Training Course, the breadcrumb navigation, below the horizontal navigation bar.










Select the Complete the 2024 Post Training Quiz link










Select link to begin quiz.
Breadcrumb Link




10. Complete the Quiz




























Status of Quiz Completion





a. Once you answer all the quiz questions, select Submit Quiz, and select Submit Quiz a second time, and the following page will appear: 
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Scroll to the bottom of the page and













Select Done and you will be taken to the next page.


b. You will receive a Post Quiz Summary Page:
















Your Name, (username: your UBIT Name)

c. Select the Right Arrow














Your Name, (username: your UBIT Name)




d. You will be taken to the next Table of Contents component and the following pop-up will display if you completed the quiz with a passing grade and selected all the acknowledgements:


































Quiz Completion Pop-up
Your Name!



[bookmark: _Toc158300916]Certificate of Completion
11. Viewing Your Awards/Certificate of Completion

Select ‘View Awards’




























Your Name!
Select View Awards to create a Certificate!



If you do not receive a pop-up listed above, you may access your certificate by the following:

a. Select the Messaging icon to view the latest updates about the course:




b. Select the Message you would like to view:











c. You will navigate to the ‘My Awards’ page:

Select the Sexual Harassment link


















Select Sexual Harassment Prevention Training Course Certificate

d. [image: Downloaded PDF of Sexual Harassment Prevention Training Certificate of Completion in browser.]The following pop-up will appear:





















Select ‘Generate Certificate’ to create a 
PDF Certificate of Completion






A PDF will Download to your device.




Go To letter h. to view the certificate.




If you do not receive a pop-up, or see a message
in your message area, you may access your
certificate by the following:



e. Select your Profile Name and select Profile:

















f. Select View My Awards:




g. Select the Sexual Harassment link





The following pop-up will appear:



Select ‘Generate Certificate’ to create a 
PDF Certificate of Completion


























A PDF will Download to your device.






h. To View the Certificate, Open the PDF




























Please DO NOT Email EDI with your certificate.  We receive your completion information from UB Learns, and this is entered into our official records.  Our training liaisons will have access to our official records.  

Your certificate is for external organizations who may require your completion.






    Your Name
Day, Month Date, Year

12. Course Completion Email

UB Learns Brightspace will email a completion notification to you once you have completed the video and the quiz.























Please DO NOT Email EDI with your Email Notification.  We receive your completion information from UB Learns, and this is entered into our official records.  Our training liaisons will have access to our official records.












Your Name
Your Name,

13. Logout of UB Learns Brightspace

a. Select ‘your name’ in the upper right corner of your UB Learns window.

[image: Context menu from your profile with circled Log Out link.]
Your Name

b. Select ‘Log Out’

c. Close all internet tabs.


[bookmark: _For_Mobile_Phones][bookmark: _Toc158300917]Completing Sexual Harassment Prevention Training on Mobile Phones or Tablets -- Accessing UB Learns from your portable device.
UB Learns is available within the new Learning Management System via the app named Brightspace Pulse.  Brightspace Pulse is available through Google Play® or the Apple App Store®.  Requirements for mobile phones or tablets are available on the D2L Brightspace Pulse website.

[bookmark: _Toc158300918]Android Mobile Phone or Tablet:

1. Go to the Google Play™ App on your device	


2. Search for the Brightspace Pulse app		











3. Select the Pulse App for Brightspace
and select Install:

















4. Brightspace Pulse App will install,
select Open when complete:














5. There are 3 screens to view the Brightspace APP:




















Screen 1
Screen 3
Screen 2


















6. On the last screen select Get Started:

















7. Select While using the app 
to assist in finding the course:









8. Search for UB: 

























9. Welcome to UB Learns:



Scroll down to Select



Log into Brightspace

































10. Enter your UBIT Name,

Your UBIT Password

Select Log In










You may be prompted for your UB Duo Two-Step Verification























11. Select either Allow or Don’t allow for 







Notifications from the Brightspace Pulse App:

This is a personal choice.







12. Begin the course:


a. Select the 2024 Sexual Harassment 
Prevention Training Course:

i. Watch the Video

ii. Complete the Quiz

iii. Select the Discrimination and Harassment
Policy

b. You have completed the course on your Android
device.

iPhone Mobile Phone or iPad:

1. Go to the Apple App Store ® on your device		


2. [image: Apple App Store Install selected by oval.]Search for the Brightspace Pulse app			









3. Select the Pulse App for Brightspace
and select Install:























4. Brightspace Pulse App will install,
select Open when complete:














5. There are 3 screens to view the Brightspace APP:





















Screen 1
Screen 3
Screen 2


















6. On the last screen Select Get Started:


















7. Select While using the app to assist in finding the course:









8. Search for UB:








































9. Welcome to UB Learns:
















Scroll down to Select









Log into Brightspace







































10. Enter your UBIT Name,

Your UBIT Password

Select Log In











You may be prompted for your UB Duo Two-Step Verification





11. If the course does not automatically display, you will 
need to Discover the course.


a. From the UB Learns home screen 

Select the three lines




















b. Select Tools:















c. Select Discover:



















d. In Discover, the 2024 UB Sexual 
Harassment Prevention Training 
Course will display.




Select the 2024 UB Sexual Harassment 
Prevention Training Course.



















e. Select Enroll in Course

















f. Select OK on the Successfully 
Enrolled window




















12. Begin the course:

a. Select the 2024 Sexual Harassment 
Prevention Training Course:

i. Watch the video

ii. Complete the quiz

iii. Select the Discrimination and Harassment Policy.

13. You have completed the course on your Apple Device.
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Message from President Tripathi « x

Posted Mar 2, 2023 8:00 AM.

Dear University Community Members:

The University at Buffalo s committed to fostering a welcoming, safe,
inclusive campus community where all feel respected and valued. This
s a core principle for UB. The university's dedication to academic
excellence is incumbent upon ensuring a campus environment that
promotes mutual respect and collegiality. Harassment or
discrimination, in any form, is antithetical to our mission as an

institution and has no place at the University at Buffalo.

Together, every member of the university community is responsible for
ensuring that all forms of harassment and discrimination are not
tolerated at UB. Our institution strives to promote excellence in all
aspects of our university’s operations by facilitating processes that
remove bariers to access and advancement on the basis of race,
gender identity, sex, sexual orientation, religion, disability or veteran
status for students, faculty and staff.

This interactive harassment prevention training program will
familiarize you with the definitions of sexual harassment and other
forms of harassment, your rights and responsibilities as a university
community member, and the avenues you may pursue if you feel you
have been the victim of harassment or other forms of discrimination.
‘Access to this information is a critical component of ensuring that the
university complies with federal and state laws prohibiting
discrimination and harassment. This program will also familiarize you
with the university’s Discrimination and Harassment Policy and
Procedure, which applies to all members of the UB community.

Please join me in this effort toward achieving and maintaining 2
harassment-free environment for everyone. | appreciate your taking
the time to learn about this serious issue.

Satish K. Tripathi

president
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Quiz Information

Quest

Vivek is a coordinator for a UB program where students perform internships in community
organizations for course credit. He is approached by a student, Steve, who discloses that one of
the organization's clients is making him uncomfortable. Steve tells Vivek that the client started
commenting on his Instagram posts and, after he changed his privacy settings, sent repeated
friend requests. The client also made jokes about wanting to date Steve. The final straw came
the previous weekend, when Steve ran into the client while grocery shopping at Tops, and the
client followed Steve to his car.

n 1 (14.28 points)

Which statement is true?

() Vivek should report this situation to EDI and talk with Steve about some options to make
O

sure h

in a safe environment.

(™) Vivek cannot take any action because the client is not a UB employee, and we have no
0

control over them.

) Vivek should tell Steve that he needs to be clear with the client that the conduct is
O

unwelcome and, if the client persists, UB can then take action.

This is not sexual harassment because Steve is male, and men cannot be the victims of

sexual harassment.

Quest

Lilia, a UB staff member, has received a lot of individual attention from her supervisor since
starting at UB. Her supervisor has included her in his meetings, given her a lot of individual
attention, and talked with her about her career progression and potential opportunities for
growth. Lilia was initially thankful to have a mentor, but when her supervisor starts asking her
out to lunch on a regular basis and then out to dinner after work, Lilia worries that their
interactions might be crossing a line.

n 2 (14.28 points)

One day, Lilia's supervisor suggests they get something to eat after work, and she tells him that
she would prefer not to socialize outside of work hours. He tells her that he understands, and
their interactions at work are more or less the same after this. When an opportunity comes along
to attend a professional conference, however, Lilia i wited to attend. Her supervisor
explains that this is because the department chose to invite employees with more seniority.

Which is the best answer?

C ’) Lilia's supervisor violated the Consensual Rela

() This is quid pro quo sexual harassment because Lilia's supervisor did not invite her to the
O

conference.

() This is not quid pro quo sexual harassment because Lilia's supervisor never told her he was
O

interested in her romantically.

() This may be quid pro quo sexual harassment, but only if Li
O

's supervisor excluded her from
the conference because she did not have dinner with him.

»
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