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We have designed OMT to be intuitive and user-friendly, and we hope you find it is. The purpose of this Guide is to highlight a few things that may not be immediately obvious.
Log-in & passwords

NB: usernames and passwords are both case sensitive and watch out – particularly when copying and pasting - that you don’t inadvertently introduce a blank character space before or after your username or password.
Your username is set as your email address. Your password is computer generated and, as such, will mean nothing to you. You can change it by logging into the website and going to “Edit my profile”:
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Keeping up to speed with the course 

When navigating content on the website, it will tell you below the title when you are looking at an item you have already read. 
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(We are currently working on a function that will show you, in a snapshot, where you are chronologically with the course. Until then, we suggest you manage course progress with reference to the OMT emails we send you: emails where you have clicked through to read the item online can be stored in an “OMT - read” sub-folder in your inbox (and emails you haven’t read can be saved in an “OMT - unread” sub-folder, rather than leaving them in your main inbox which will clutter it up).

If it is your firm rather than you personally that’s our customer, remember that they are able to track your progress against the course by accessing your Journal.

Q&As 
When you’ve read an item and you tick the “I have read this item” box, one or more questions will appear below, with spaces for your answers. 
From a training perspective, engaging with the Q&As increases the level of learning and retention, meaning you will get more from the programme. On the flip side, it will take a bit more time…
If you are using the Online Mentor programme through your firm’s subscription, you must take your lead from them on what level of engagement they expect from you.

If you are using the Online Mentor programme in your personal capacity, then it’s obviously up to you how much if any time you spend on the Q&As. 

(If you can keep up with the course and engage with the Q&As, there may be an added incentive in due course. We are currently working on validating the Online Mentor programme so that it counts for credits towards an LLM, which would almost certainly require trainees to evidence engagement with the programme via the Q&As. However, discussions here are ongoing and we can give no guarantees at the time of writing as to when - and if - these discussions will convert into something concrete.)

(User Guide continued overleaf)

Adding Journal entries

Confidentiality

It goes, we hope, without saying that entries in your Journal should not contain information which is either personal or confidential to your clients. However, Online Mentor runs on a secure server with SSL, so if anything did slip through the net, it’s safe.
Document copyright

The same point about confidentiality applies to any documents you upload in your journal entries. 

In addition to confidentiality, there is copyright. You have the ability to upload documents in your Journal entries. Technically, the copyright in documents drafted by you for your firm belongs to your firm, so it is up to you to be satisfied that your firm would be happy for you to upload a copy onto your Journal. If in doubt, ask! 
Journal entry options
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You have 6 options when doing a Journal entry – 90% of the time, you will be choosing “Work done on a file, matter or case”.

However, you may want to capture any experience/learning you have obtained from “Training or other professional development”.

“Online Mentor learning points” enables you to log reflections from the Online Mentor programme – but whilst this option exists, with the “I have read this item” function, together with the Q&As, it is probably academic.

“Professional conduct/ethics issues” lets you capture any experience of conduct or ethics – which if nothing else is something the SRA is very keen to see! 

(For those on the WBL pilot, this option is made redundant because the SRA have made professional conduct/ethics a specific outcome.)

If you really want to keep your Journal up to date with no gaps, we even give you the option of logging “Holiday/Illness”!

There is a sweep up option of “Other”, for any entries which you don’t think fall under any of the other headings.

The Entry Date defaults to today’s date

Unless you are amending the date, you can add a journal entry without inputting/selecting a date – it will default to today’s date.

SRA & WBL Outcomes

When adding Journal entries, you can log your experience against the SRA Skills Standards (or ‘Outcomes’ for short) or, for those of you on the WBL Pilot, the WBL Outcomes.

Over time, your entries will translate into numbers of entries against each skills outcome that you can then use to guide your searching and also help you manage progress on your training contract.

Note that we have truncated the wording of these outcomes by using ellipses (…) – this enables the system to show you how you’re doing against each outcome in a ‘snapshot’ number form – very useful when trying to get a sense of what skills you are gaining experience in and which you’re not. 

(If you want a reminder of the full wording of a particular outcome, just left click on the text of the outcome and the full text will be displayed on the right hand side.)

Adding new Journal entries whilst viewing existing Journal entries

Some users like to be able to view their existing Journal when they are inputting new Journal entries: we suggest you open a second browser as the easiest way of doing this.

Searching your Journal
It will probably be a while before you have enough entries to make searching your Journal worthwhile. But when you do, a couple of points to note:
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In the SRA Outcomes area [or WBL Outcomes if you are on the pilot], tick the skills you want to search against, then click ‘Match Entries’ and your Journal will then show you only those entries.

Please note that the ticks work as AND connectors i.e. if you tick more than one skills outcome then tick Match Entries, the database will find only entries that have ALL those outcomes ticked, which may be a narrower search than you intended. The best way to search for entries against particular skills outcomes is on an outcome by outcome basis, clicking ‘Clear Search’ after you’ve reviewed the results of each search.
‘Advanced options’
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It is within this area that you can search beyond skills and against:
· Specific practice areas and/or

· Contentious v non-contentious work.

View your whole Journal but without Online Mentor activity
If you want to see your Journal without the Online Mentor entries (from when you tick “I have read this item”), the quickest way to do this is to go into ‘Advanced options’ and select ‘Exclude Online Mentor read items’ then click ‘Match Entries’. 
(Note, you don’t have to tick ‘Exclude Online Mentor read items’ when you carry out a search, as they will be excluded automatically).
Seeing SRA/WBL outcomes 
We have truncated the outcomes by using ellipses (…) – this enables the system to show you how you’re doing against each outcome in a ‘snapshot’ number form – very useful when trying to get a sense of what skills you are gaining experience in and which you’re not. 

If you want a reminder of the full wording of a particular outcome, just left click on the text of the outcome and you will see that the full text appears on the right hand side.
Click ‘Clear Search’ after each search
When you tick an outcome, and click ‘Match Results’, that outcome will remain ticked after the search - so it’s advisable to get into the habit of clicking ‘Clear Search’ once you’ve finished reviewing a particular set of search results so that when you do another search you don’t inadvertently search for the new outcome AND the outcome you’d previously searched against.

 

Ticking outcomes and sub-outcomes

When you click a sub-outcome (e.g. 1.1) the database will automatically log the main outcome (i.e. 1) as having been engaged

This can save time when creating journal entries.
Printing your Journal

You will notice there is a "view all" button at the bottom right of your Journal:
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That button will open up your Journal entries and from there you can click the print icon on your browser (or go "File" > "Print").
 

You don't have to print your entire Journal each time. You can search/print your entries between particular dates by selecting your 'Start' and 'End' date range at the top and then clicking "Match Results":
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