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Consulting an employee’s file 
 

       BACKGROUND INFORMATION: The manager of the employer-account may consult 
an employee’s file. However, before doing so, the account manager must have the 
employee’s consent to do so. 

Under the Act respecting the protection of personal information in the private sector, 
the employee must give their employer consent to consult their training file.  
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PROCEDURE 

1. Log in to the ChAD Portal and then click on ÉduChAD.  
2. Click on “My team” under the “Management”section. 

 

 

 

3  

Log in 

1  

My team 

2
  

User folder  Training file  

3
  

4
  

https://adl365chadprod.b2clogin.com/adl365chadprod.onmicrosoft.com/b2c_1_signupsignin_v2/oauth2/v2.0/authorize?client_id=1303ddcd-e84a-404b-8dcd-31faa803a371&scope=https%3A%2F%2Fadl365chadprod.onmicrosoft.com%2Fb73b2b5e-41bc-412e-9337-4c3e460cbd1b%2Fuser.read%20openid%20profile%20offline_access&redirect_uri=https%3A%2F%2Fportail.chad.ca%2Fen-CA&client-request-id=a519b145-4a5c-49e2-b0b9-270442d6a3e3&response_mode=fragment&response_type=code&x-client-SKU=msal.js.browser&x-client-VER=2.28.0&client_info=1&code_challenge=QlhXEY0-Ol2oNcpwKIU-tQjAmd0A-LxtVOrKyug_-vQ&code_challenge_method=S256&nonce=1e87d169-e792-4e6f-af56-a1a5ce943846&state=eyJpZCI6IjJjYTg0MDk0LWUyYzktNDE0Zi1hOWU2LWI0MzRjNDhmOGEyNiIsIm1ldGEiOnsiaW50ZXJhY3Rpb25UeXBlIjoicmVkaXJlY3QifX0%3D&ui_locales=en-CA
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3. Scroll down or use the search engine filters to find the employee whose file you 
would like to view. Click on the button under “Option,” and then choose “See user 
folder.” 
 
 

 

 

4. You will be sent to the “overview” page of the employee file you chose. This page 
will give you access to key information such as the number of hours earned out of 
the total number required, and much more.  
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5. To view the more detailed version of the employee’s file, click on the “Training 
record” tab.  
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