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Bonjour,

We would like to take this opportunity to warmly thank you for your support of our students'
academic and research projects. Your contribution will enrich the experience of the student with
whom you will be interacting.

Every gesture is important to students in research, helping to build our scientific community of
today and tomorrow.

We remain at your disposal if you have any questions or issues with any step you will be taking
throughout the journey of the student for whom you have accepted the role of external member.

Best regards,

Denis Morris,
Vice Dean for Research
Full Professor
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OSER is an acronym for "Outil de suivi pour les études en recherche" (Research Study Monitoring
Tool). This web-based platform facilitates the exchange of all information required to ensure the
smooth running of studies and research projects.

OSER helps students, their supervisors, mentoring committees, evaluation committees, and the
Faculty to interact at the right time in the pursuit of the study program with guidelines that are well
established from the moment of initial registration.

As an external member, you will be asked to evaluate one or more of the student's study program
outputs. When action is required on your part, you will be notified by email; this email will direct you
to the appropriate section of the student's file to facilitate the required actions. You will also receive
the document(s) to be evaluated by email; a web link will be sent to you at that time. The following
pages contain instructions on how to log in and use the OSER platform.

We are available to answer any questions or provide assistance throughout your collaboration on

our students' study and research projects. You can contact us at vdr-sciences@usherbrooke.ca .

The Graduate Studies Secretariat Team
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You have received or will shortly receive an email inviting you to create an account for the OSER
platform. This step is essential for accessing your student file and only needs to be done once.

To create your account, follow these steps:

1. Inthe login interface, click on the link Créer mon compte.

2. Enter the email address from which you receive the invitation to
log in to OSER; this will become your username. Click on the
button ENVOYER LE CODE.

3. An email containing a verification code will be sent to the email
address provided in the previous step. The code consists of 6
digits.

Note: It may take some time for the email to arrive in your inbox. If

you cannot find the email, it may have been classified as spam.

4. Enterthe code you received by email in the field provided and

click on the button LANCER LA VERIFICATION.

If you did not receive the email containing the verification

code:

e Do not close the window.
]

]

Check your email inbox's "junk mail" folder.

If you still have not received the email, click on the link

Envoyer un nouveau code.
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5. You must enter your first and last name and a password, then
click on the button ENREGISTRER to complete the creation of
your account.

OSER Platform

Rules governing the creation of your password:
e The password must contain between 8 and 100 characters.
e The password must contain the following characters:

1. atleast one lowercase letter

2. atleastone uppercase letter

3. atleast one number or special character (|@#$%7?&*)

6. Your account has been created and you can now log in to OSER.

If it says " Un compte associé a cette adresse courriel existe
déja," please proceed to the next section for help to log in to
OSER.

1. Onthe login screen, in the section Vous n'avez pas de courriel
USherbrooke actif, mais avez un compte a U'Université de
Sherbrooke, enter the email address associated with your OSER
account and your password. Click the button ME CONNECTER.

2. Youwill be asked to complete two-factor authentication. To
complete this step, you must click on the button ENVOYER LE
CODE.

A verification code will be sent to the email address provided.

Note: It may take some time for the email to arrive in your inbox. If you
cannotfind the email, it may have been filtered into your spam folder.
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3. Enterthe code you received by emailin the field provided and
click on the button LANCER LA VERIFICATION.

OSER Platform

4. 4. Youshould now be authenticated.

Change password or Forgot password

1. From the login screen, click the link Mot de passe oublié /
Modifier mon mot de passe.

2. Onthe next screen, enter your email address, which is your
username. Once you have entered your address, click the button
ENVOYER LE CODE.

A verification code will be sent to you by email. It may take up to 30
minutes for this email to arrive.

If you do not receive the email containing the verification code, it
may be for one of the following reasons:

The email has been classified as spam.
e Checkyour spam folder.
There may be an error in the email address.
e Click ANNULER and start the process again.
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3. Enterthe code you received by email in the field provided and click _—
on the button LANCER LA VERIFICATION. Uos R
Mot de passe oublié

Le code
Veuillez champ ci-dessous.

Courriel pers:

| exemple@exempie.com ‘

Code de vérification
[

Envoyer un nouveau code

T

4. Once the verification step has been successfully completed, you

will be prompted to set a new password. Enter the new password
in both fields provided and click the button ENREGISTRER. | Ups sty

Mot de passe oublié
Rules governing the creation of your password:

Nouveau mot de passe

e The password must contain between 8 and 100 characters. — _ |
e The password must contain the following characters: L
4. atleastone lowercase letter

5. atleastone uppercase letter

Aige 3 Ia connexion

2. atleast one number or special character (|@#$%7?&*)

The process should now be successfully completed.

Unable to log in to the OSER platform?

e Make sure you use the link for the OSER platform: https://oser.fsci.usherbrooke.ca/
o The login platform may redirect you to the admissions application site.
o If this happens, you will need to log out.
o Inanew tab in your browser, you can log in using the following link:
https://oser.fsci.usherbrooke.ca/

e Make sure you use the email address that serves as your OSER username.
o Sometimes emails have variations in the labels that lead to the same email inbox.
o Variations in labels are not supported by OSER; you must use the exact email address
that was assigned to you when you first logged in.
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e [tis important to log in as a member without an active USherbrooke email address.

Unive : de
i

Connexion

Me connecter avec mon courriel
USherbrooke

ou

Vious n'avez pas de courriel USherbrooke actif, mais avez un

compte & [Université de Sharbrooke

Pas de compte? Créer mon comple

o Only accounts with a @USherbrooke.ca email address can log in by clicking on the top
box on the page.

Account not activated

e Ifyou have not already created an account via the login portal, you will not be able to log in until
you have created your account.
¢ You can follow the instructions in this guide in the section "First login to OSER."

When action is required on your part, an email will be sent from OSER to your email address. The
email will mention the student and the action required. An URL will also be included in the message
to facilitate your action.

Some of the actions you may need to do include:
e Approval of your selection to an evaluation committee
e Signing of the confidentiality agreement, where applicable
e Retrieving documents for evaluation
e Submission of the evaluation of intermediate or final productions

Approval of your selection to an evaluation committee

After creating your OSER account, this is often the first step. You will receive an email asking you to
approve the composition of the evaluation committee. You will then be able to see the names of the
other committee members and approve your participation in this committee.

All you have to dois click on "Approuver." If you need to decline for any reason, you can click
"Refuser." A window will then appear asking you to provide the reason for your decline. The student
and the research supervisor will then receive an email stating your decline and the reason for it.
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If you decline, your participation will end at that point for this file. It will still be possible to be invited
again to participate in another file or another part of the same file.

Signing of the confidentiality agreement

In the context of intermediate or final production, the results may require a higher level of
confidentiality. Therefore, a confidentiality agreement must be signed before accessing the
documents for evaluation.

To access this document, you must read and approve the confidentiality agreement. Once this
agreement has been approved, the link to the document will be available.

Retrieving documents for evaluation
To retrieve the document, click on the link for that document. The download will start automatically,
and you will be able to retrieve the downloaded document on your computer.

Submission of the evaluation of intermediate or final productions
To submit your evaluation document, you will need to log in to the student's file on OSER. The URL
sent by email will always be available to direct you to the right page and section.

When you click on "Soumettre mon évaluation," a window will pop up. In this window, you can
submit the production evaluation and the grade. You can also submit the evaluation report and the
evaluated and annotated document, if needed. Keep in mind that the documents must be selected
at the same time before submitting.

Production assessment (Evaluation de la production)

1. Acceptable without corrections
The document is accepted as is without any modifications. Ifitis a PhD thesis, the
thesis defense may proceed.

2. Acceptable with minor corrections
The document is accepted with minor modifications. If it is a PhD thesis, the thesis
defense may proceed.

3. Acceptable with major corrections
The document is acceptable but requires significant changes. A second round of
evaluation will be requested to assess the document after changes have been
made. If it is a PhD thesis, the thesis defense cannot be scheduled and will be
determined in the second round of evaluation.

4. Unacceptable (first round of evaluation) or failed (second round of evaluation)
The document is not acceptable in its current form and for graduation. Thisis a
failure that does not allow for graduation. If it is a doctoral thesis, the PhD defense
will not be scheduled.

Mention
1. Excellent
2. Verygood
3. Good
4. Passable
5. No mention
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Comments and corrections (Commentaires et corrections)

This section allows you to submit the evaluation report and the annotated document being
evaluated. You must select all the documents to be submitted from your computer before
submitting your evaluation.

The evaluation report is typically a document with the letterhead of your home institution, dated
and signed by you.

The annotated document can be submitted in various formats, depending on your preference.

If you encounter any problems retrieving the document to be evaluated or submitting the
evaluation, please do not hesitate to contact us at vdr-sciences@USherbrooke.ca
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