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Introduction

This guide will help Persons Responsible for Official Languages (PROL) within
institutions subject to the Official Languages Act (OLA) and its Official Languages
(Communications with and Services to the Public) Regulations (the Regulations) to
perform the necessary transactions in the System for Official Languages Obligations
(SOLO) in order to comply with the Directive on the Implementation of the Official
Languages (Communications with and Services to the Public) Requlations.

SOLO is a web-based application developed by the Treasury Board of Secretariat
(TBS) which allows institutions to:
e Determine the language designation of their offices under the Regulations;
e Inform the public (notably the official language minority) of the location of the
designated bilingual offices; and
e Provide TBS with the necessary data for the tabling of an annual report on official
languages to Parliament and to respond to queries on the part of
parliamentarians regarding designated bilingual offices.

SOLO will enable PROL to:

e Register an office: apply the Regulations to a new office to determine its
language designation, including managing follow-up transactions arising from the
process of determining language designation;

e Manage offices: view, edit or remove existing offices registered in the system
with their related details, including the language designation and locations;

e Create scenarios: assess the impact on language designations when registering
a new office to a service group or creating a new service area;

e Create reports: create, view, and print reports for institutions and their registered
offices and for OL Statistical Data (formerly OLISS II); and

e Inputinto Annual Review and Regulations reapplication: Complete tasks for the
Official Languages Regulation Reapplication Exercise (OLRRE) and review the
results and input into the institution’s annual review questionnaire (In
development).

Each institution has the duty to comply with Part IV of the OLA, that is to ensure that
any member of the public can communicate in the official language of their choice with
any of its offices or facilities where required by the OLA. This applies to offices where
there is “significant demand” in both official languages and where due to the “nature of
the office”, it is reasonable that bilingual services be provided. The circumstances where
there is “significant demand” and where “nature of the office” applies are defined in the
Regulations. Institutions are thus responsible for applying the Regulations to their
offices located outside the National Capital Region (NCR), that communicate with
and/or provide services to the public.

They are also required to inform the Official Language Minority Communities (OLMC),
through means they deem appropriate, of the location of their offices where the
members of that community can be served in their preferred official language and


https://www.tbs-sct.gc.ca/pol/doc-eng.aspx?id=26163
https://www.tbs-sct.gc.ca/pol/doc-eng.aspx?id=26163

ensure that any office designated as bilingual offers its services in both official
languages.

The following pages describe the procedures for ensuring PROL can perform these
tasks and apply processes with ease.

Launching the SOLO Application

SOLO is a web-based application which includes two (2) working environments:

e Production
e Simulator

The “Simulator” environment is distinguished from the “Production” environment by the
watermark in the background:

Please be advised, the SOLO Simulator is NOT live. All offices created in the SOLO Simulator are for testing purposes only. Transactions completed
within this environment will NOT be visible on SOLO or Burolis. If you would like to create offices within SOLO so that they be reflected on Burolis
please visit https:/solo.tbs-sct.gc.ca

Log in - System for Official Languages Obligations

Use a local account to log in.

Important Notice - ACCESS TO THIS SYSTEM IS RESTRICTED TO AUTHORIZED INDIVIDUALS ONLY.

TBS reserves the right to monitor all TBS electronic resources and subsequently log all forms of communication and transmission without notice. Users must
not have any expectation regarding the protection of private information when they are using TBS electronic resources or when visiting websites. Access
rights management and system monitoring will be done in compliance with the Privacy Act and the Canadian Charter of Rights and Freedoms

* Email address (required)
* Password (required)

O Remember me?

Forgot your password?

Create an account

Information entered in the Production environment will be posted on Burolis, while for
the Simulator, information that is found in this environment will not be posted in Burolis.
This environment is commonly used to test the implications of adding, changing or
deleting an office from an institution. These environments are available in both official
languages. To change the interface language, please click on the language link (upper
right corner of the screen).


https://solo.tbs-sct.gc.ca/Account/Login?ReturnUrl=%2F
https://sim-solo.tbs-sct.gc.ca/Account/Login?ReturnUrl=%2Finstitutions%2Fadmin%2Faddinstitution1
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System for Official Languages Obligations
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Log in - System for Official Languages Obligations

Use a local account to log in.

Important Notice - ACCESS TO THIS SYSTEM IS RESTRICTED TO AUTHORIZED INDIVIDUALS ONLY.

TBS reserves the right to monitor all TBS electronic resources and subsequently log all forms of communication and transmission without notice. Users must not
have any expectation regarding the protection of private information when they are using TBS electronic resources or when visiting websites. Access rights
management and system monitoring will be done in compliance with the Privacy Act and the Canadian Charter of Rights and Freedoms.

v

* Email address (required)

J

* Password (required)

' Remember me?

Forgot your password?

Create an account

v § 0

Please note that the use of SOLO is restricted to registered users only (blue arrow). The
first step to log in the system is to enter your email address and your password. Once
completed, select the “Log in” icon.

If you do not have a SOLO user account, select the “Register as a new user” link.

Heqgister as a new user

Proceed by entering the required information and select “Register”. Please note that
your password must include certain criteria.



System for Official Languages Obligations

Home Annual review exercise Registrations «  Tasks Reports OL Statistical Data Administration

Register

Create an account

* Email address (required)
* First name (required)

* Last name (required)

* Password (required)
Twelve or more characters, with at least one lowercase, one uppercase letier, one number and one non-alphanumeric character I

* Confirm password (required)

You will then receive a bilingual email requesting you to confirm your SOLO registration
to process your registration.

File Message Help & Tell me what you want to do
Meeti W5 17
= M = | 5 51 o Buetins | § | Bloso
Delete Archi Repl Repl F d E A~ 5 rtineity fearmn Ema
- elete rchive eplhy eply orwar ensitivi
L& Junk o = More ~ " <D Reply 8 Di
Drelete Respond Sensitivity

Confirm yvour email address / Confirmez votre adresse courriel

MOREPLY SOLO =SOLO-MOREPLY@tbs-sct.ca>
To OL-Regulations-FReglement-LO

Please confirm your account by clicking here.

WVeuillez confirmer votre compte en cliguant ici.

Once you have selected the hyperlink, you will be brought to the email confirmation
window. To log in the application, select the “Sign-in” icon (upper right-hand corner of
your window).
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Confirm email

Thank you for confirming your email.

The login page will appear. Proceed by entering your email and password. Once you
have logged in the application, you will be brought to the dashboard:

System for Official Languages Obligations

1} Account seftings OSign out

Home Annual review Registrations Tasks Reports OLRRE OL Statistical Data

Dashboard

The System for Official Languages Obligations (SOLO) helps federal institutions and certain organisations subject to the Officials Languages Act apply the
Regulations to determine the language designation of their offices and ensure that any member of the public can, where applicable, communicate with and obtain
services from their offices in the official language of his/her choice in Canada or abroad.

Offices and information Most requested

Review registered offices

Register an office Manage offices = View your institution's outstanding tasks
Register an office to determine its language View, edit, or delete registered offices. » View your institution's official languages
designation. review questionnaire
» Search
Generate reports
Create, view and print reports for registered More information
offices.
« Official Languages Act
= Regulations
» Contact the OLCE
» Burolis
Institutions

Manage registered institutions

View, edit or delete institutions.

The “Dashboard” window includes four (4) sections:



e The “Functions” ribbon (top screen);

e The main section “Offices and information” consisting of quick links on your
institution’s offices and their information and details on your institution(s); and

e Additional Information, consisting of useful hyperlinks (on the right side of your
screen).

e The “Institutions” section where you can manage the data of your headquarters
and generate reports.

“Functions” Ribbon

System for Official Languages Obligations

Home  Annual review exercise  Registrations  Tasks  Reports  OL Statistical Data

Home

When selecting the “Home” tab, you will be automatically brought back to the initial
Dashboard page.

Annual review exercise

This section will enable you to administer your Annual review report for the current year.
The information provided by your institution through this questionnaire will be used to
evaluate your performance and to produce the annual reports on official languages of
both the President of the Treasury Board and the Minister of Canadian Heritage.



© Request Help | # Print questionnaire | & Update information ‘ & Update status

Questionnaire Information

« Minister responsible: Omar Alghabra

« Deputy Head: France Pégeot

« Person responsible for official languages (Parts IV, V and VI): Flora Sigeris

« National coordinator responsible for the implementation of section 41 (Part VII) Flora Sigeris
« Regional contact person(s) for section 41 of the OLA (if applicable):

Status: In review Submit Date: Pending Due Date: 2023.05.31 Date modified: 2023.02.14
© validate | RS TEAI R 10+ fStatus must be "Ready for submit" in order to submit
Legend:

™ New | Draft| © In review | @ Ready for submit | & Submitted | 1> Approved | A Overdue

The top portion of the Report enables the PROL to see the different stages the Report
goes through (red rectangle). SOLO also helps the PROL to validate (green rectangle)
to ensure that all sections of the report have been completed.

Same as the Excel spreadsheet conventionally used in the past, the PROL will enter the
required information for their institution(s) in terms of:

Governance

Monitoring of Official Languages

Communications with and Services to the Public in both Official Languages
Language of Work — Leadership

Language of Work

Equitable Participation

Human Resources Management, and

Emergency Situations

N~ WDN PR

Below, we can see the different sections to complete with a list of questions to answer:

10



= Governance

S Status: In review ——— Dister modified: 2025 02 14 B Wioe questions

2 of 2 quesstianes [100)

% Monitoring of Official Languages

C Seaius: Mew Dot modified: 2022.00.28 B Vi g uasstions
0 of 30 guessons (O}

= Communications with and Services to the Public in Both Official Languages

0 Seatus: Mew Dicvter modified: 3022 .09.28 i uEstions

0 of B guestions (0]

4 Language of Work - Leadership

0 Seatus: Mew Diever modifiend: 3022 09,28 B i questions

0 of 1 guestions (]

% Language of Work

C Stabus: Mew Divter modified: 20320926 & iaw questions
0 of B guesticns (0]

“® Equitable Participation

& Status: Draft Diaater modifierd: 2025.02.14 B Vi Guestions

0 af O gues=sans (MalM)

# Human Resources Management

C Seatus: MNew Dater modified: 2022 08925 B e QUESlions
0 of 8 question:s (0]

= Emergency Situations

O Seaius: Mew Dievter modified: 2022 0828 B Wi questions
0 of 13 guessions (O}

It is important to note that the number of questions that need to be completed varies
from one institution to another, such as the number of bilingual offices registered in
SOLO for a given institution.

Registrations

When selecting the “Registrations” tab, a new window will allow you to manage and to
search for the offices of your institutions already registered in SOLO. In some instances,
there might more than one institution displayed in cases where the PROL has more

11



than one institution to administer. By selecting your institution’s name from the drop-
down list, the list of offices registered will be generated and displayed below. To
activate the list, click on the “Search” icon.

Manage office registrations

Offices currently registered and language designations within the SOLO application

» Instructions

Q Register office | WView same service groups

Search for registrations

* Select an institution to view and edit its offices (required)

Treasury Board of Canada Secretariat v
To view the information record for an office, select the “Office Name” (blue box).

Manage offices

To view, edit, or delete an office, click the "Office name” link in the filter table

Filter items | | Showing 1 to 2 of 2 entries | Show[10_v| entries
Office Office Office
Status |14 Inst |14 number |14 name [1 4 type |14 Address 1[4 Group |1+ Designation | 1|+
O Active TED 16707 Treasury Board fHead Office  Ottawa, ON - 80 Bilingual
Secretariat Elgin Street
O Active TED 95403 Toll Free Phone Toll-free long  NL, PE. NS, NB, Bilingual
§5403 distance Qc, ON, MB, 5K,
telephone AB, BC, YT, NT, NU
service

There is also a menu ribbon displayed on the upper right of this page (Green box):

Q@ Register office W View same service groups

Register office

By selecting this button, you will be able to register a new office for your institution. We
will go through this process further in this guide.

12



View same service groups

This button will enable you to select the same service groups by institution and/or by
province to view proportionality. A same service group is created whenever more than
one of the institution’s offices offer the same services within the same Census
Metropolitan Area (CMA) or the same Census Subdivision (CSD). In the example
below, we search for same service groups for Employment and Social Development
Canada in the province of Quebec. Please note that your institution may not have a
service group.

Same service group listing

The same service groups are listed below.

» Instructions

Search for same service groups
Search Employment and Social Devel w Quebec A I

After selecting “Search”, SOLO will list the service groups. SOLO has identified that in
Sherbrooke more than one Employment and Social Development Canada (CSD) office
offers the same key service (red rectangle). The service group number is located at the
end of the service group name (green square). By selecting this same service group,
SOLO will display the offices that are part of this service group.

Fier tems Showing 1o 4 of 4 entres | Show |10 v/ entries

sttuton[}]+  Same service group 4+ CMACSD 44  Province ¥ Key/H¥

CSD CSD-NONKEYSRVC-LCLPUB-MONTREAL 189 Moniréal Qc Non-key service
(3D CSD-KEYSRVC-LCLPUB-MONTREAL-160 Montréal ac Key senvice
S0 CSD-KEYSRVC- CLPUB-SHERBROOKH-216 Sherbrooke (C Key senvice
(3D CSD-KEYSRVC-L CLPUB-QUEBEC-156 Québec ac Key senvce

13



In the example shown below, we can see that CSD has two offices in the same service
group in the Sherbrooke CMA (red rectangle). If you are not familiar with the
proportionality principle, click on “Read more” to get more information (yellow
rectangle). If there is a cause to update the language designation of one of these
offices, you can select the “update” button to do so (blue rectangle). Remember to
acknowledge the need/obligation to consult with the community first. You will have to
enter the result in SOLO by selecting “Consult Community” (blue rectangle). If you wish
to go back to the initial screen showing the same service group listing, select “Back to
service groups” (green rectangle).

CSD-KEYSRVC-LCLPUB-SHERBROOKE-218

Institution: CSD

Pleaze select any details to update below

Back to same service groups

Pronartinnalitv nrincinle

© SOLO has applied the Proportionality Principle to this same service group. Your institution must now consult the minority language community served by
these offices to determine which office(s) in this same service group must now provide their services in both official languages.

Consult sections 6.1.4 and 6.1.5 of the Directive on the Implementation of the Regulations and the Best Practice Guide for Proportionality ‘Consultations for
more information on these consultations.

l :P ¥ Read more - Office’s language designation
The regulatory provisions concerning the proportionality principle stipulate that the choice of office or offices depends on:

1. the distribution of the official language minority population within the census area;
2_the mandate — or function - of the offices that provide those services, their clientele and their location within the census area; and
3. the advice received after consultation with the official language minority population that is served by those offices.

# Update ki Consult community
Same service group office details
To update an office’s language designation, select the Update button.
Office number Office name Inst CMASCSD Prov. Address Key service/Other type of service Provision Designation
12513 Service CSD Magog Quebec Magog - Key service 5-1-b French
Canada Centre 1700, rue
- Magog (2438) Sherbrooke,
Suite 100A
12574 Service CSD  Sherorooke  Quebec Sherbrooke Key service 5-1-b Bilingual
Canada Centre - 50 Place
- Sherbrooke de la Cité
(2219)

Tasks

When this function is selected, it will enable you to search for any tasks that need to be
completed as a result of creating an office or modifying the information for existing
offices in your institution. In the example below, we will look at outstanding tasks for the
Royal Canadian Mounted Police (RCMP) (red square). Once the “Search” button is

14



selected, it will display all tasks (green square). The type of task to perform is shown in
the third column from the right (black rectangle).

Search for tasks

To focus your search, select an institution, task type, or status

Search  Royal Canadian v ~All- v

Task listings

Seleci a fask fo complete,

Filter items |:’ showing 11o 10 of 74 enines |

Status
tH  institution 14

o] renang  Royal Canadian
Mounted Police

O Pending Royal Canadian
Mounted Police

O Pending Royal Canadian
Mounted Police

™ New  Royal Canadian
Mounted Police

Show 10 entries

Start Target
Task name 14 Tasktype 4 date t 4 date t 4
[—
Neepawa - 239 Mill Siresf Creaia sarvica  J2021-02-16
area
Ste Rose Du Lac - 960 Central Avenue Create service  12021-03-08
area
50 Boulder Avenue Create service  12014-09-03
area
Local Office 2136 City Datachmant Review delelion J2014-09-03
fequast
—

The Status (yellow square) will show the status of the task. For more information on
managing tasks, please refer to the “View your institutions outstanding tasks” section of

this manual.

15




Reports

SOLO

When selecting this tab, it displays the “Office Details” report. It is auto-generated by the
system based on the information already available in SOLO. There are 3 auto-
generated reports in this section (red rectangle).

e Office Details

e Language Designation by Office Type
e Institution Accounts

e Program Report

SOLO Reports

Report 5o/ Reports v

¢ % Full Screen

I.I Treawury Bound of Cunads  Secrislarial G Corsil Ju Trier
Socretarial u Cama

Institution Office Details

Number of Offices
2

Institution Legal Office Office Type Language Key or Non- Provision Address Census Census

Name Number Designation Key Code Subdivision Metropolita
(CSD) Area{CMA)

S
Treasury Board 16707 | Head Office Bilingual

Non-key 22 90 Elgin Street Ottawa-
Secretariat service Gatineau
95403 | Toll-fres long Bilingual Non-key 11(a)(ii) Unknaown
distance service

telephone service

Office Details Language Designation by Office Type Institution Accounts Program Report

16



For some institutions with several offices, the data might appear a bit small. If you wish
to increase the font size, you can click on the full-screen function (yellow square).
PROL can also generate custom reports by using the “Filters” (green rectangle above).
When selecting the “Filters”, the user can enter the required criteria to generate a
specific report.

5~ Filters >
2 sSearch

Filters on this page

Census Metropolitan Area -~
is (All)

Filter type

Basic filtering o

Advanced filtering

Basic filtering

{Blank) 1
Ottawa 1

Language Designation o
is (Al

Office e
is (Al

Office Level Type ~
is (All)

Provision Code o
is (Al

Filters on all pages

The reports filter is set to “basic filtering” by default. You can also choose to apply
“Advanced filtering” (green rectangle above). To apply the chosen filters, don’t forget to
select “Apply” (red rectangle). We will explore reports further in another section of this
manual.

17



OL Statistical Data

SOLO also enables the PROL to view the statistical data for their institution. In the
example below, we used a fictional example for the Office of the Auditor General.

OL Statistical Data

p— .

Report OL statistical data v

% 4 Full Screen |

1+l
I*I Treasury Board of Canada  Secrétarial du Corsel du Trésar €
Secratanat o Canada

si31]14

Internal services to employees

Resources Serving Resources Serving in Resources Serving in Total Resources Providing Internal
Bilingually English French Services
Bilingual Quebec - Other 2 1 1 4
From a unilingual region | 2 1 1 4
Montreal 2 1 1 4
National Capital Region (NCR) | 1 1 1 3
New Brunswick 2 1 1 4
Ontario North and East | 1 1 1 3
Total 10 6 6 22

| Internal services to employees Bilingual Supervision Participation by region Participation by occupational category Service to the public in official languages |

There are 5 different reports:

e Internal Service to employees;

e Bilingual Supervision;

e Participation by Region;

e Participation by Occupational Category; and
e Service to the Public in Official Languages

18



Statistical Data on Official Languages is to meet the Treasury Board’s information
needs on the status of the Official Languages Programs in institutions/organizations
subject to the OLA but for whom the Treasury Board does not represent the employer.

The statistical data on official languages are related to three specific parts of the OLA:

e PART IV Communications with and Services to the Public (herein referred to as
service to the public);

e PART V Language of Work (includes central and personal services referred to as
internal services and supervision);

e PART VI Participation of English-speaking and French-speaking Canadians
(simply referred to as participation).

Statistical data from federal institutions in the core public administration are submitted
through the Position and Classification Information System (PCIS). Other
institutions/organizations are required to provide statistical data on official languages via
SOLO. Among them are:

e parent Crown corporations;

e wholly owned subsidiaries of Crown corporations (data should be kept separate
from the parent);

e Canadian Armed Forces personnel,

e members of the RCMP;

e separate employers (e.g., National Research Council Canada);

e various other organizations including former government enterprises who retain a
legal obligation with respect to official languages.

Review on Official Languages

The President of the Treasury Board must report on the status of Parts IV, V and VI of
the OLA in federal institutions. The Minister of Canadian Heritage must report on the
implementation of Part VII of the OLA by federal institutions. The information provided
by your institution through this questionnaire will be used to evaluate your performance
and to produce the annual reports on official languages of both the President of the
Treasury Board and the Minister of Canadian Heritage.

This report is divided in 7 different sections, such as:

Communications

Languages of work

Human Resources Management
Governance

Monitoring

Greet public in official language
Map

NoOk~wNE
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The illustration below shows the Communications portion of the report for all submitted
guestionnaires by all institutions.

Annual Report

Report - -
Review on Official Languages v =2 Eull screen|
€
I*l Trmu-,:‘g.wd of Canada i:é;ﬁsalm Corseil du Trésor . . Carla( ol
Communications >
=3
m
= | a
Response Nearl aiways
8 23 Questions Long Questionnaire  Short Questionn
-
Your institution selects and uses advertising 7
Institutions' responses to the frequency of oral and media thal reach the targeted public in the most
written communications in the official language chosen efﬂ(_:lent way possible in the official language of
by the public when the office is bilingual their choice. _ _
Written communications occur in the official 8
Oral Communications language chosen by the public when the office is
- Response designated bilingual. o
2 (6%) v hway The institution respects the principle of 7
P, e Mearly always B i o )
2 (6%) ) o substantive equality in its communications with
3 ® N/A (explain) and services to the public, as well as in the
(10%) ® Almost never development and assessment of policies and
Very oft programs.
oY A The English and French versions of websites are 8
: Often simultaneously posted in full and are of equal
- quality.
Written Communications Signs identifying the institution's offices or 8
5 (6o facilities are in both official languages at all
(6%) i
3(10%) ) Response locations. _— ) -
(10%) b Oral communications occur in the official 8
e Mearly always ) - . )
) o language chosen by the public when the office is
® N/A (explain) designated bilingual.
® Almost never Have the linguistic obligations in these clauses 6
ot been met?
25 (81%) en Contracts and agreements with third parties 6
contain clauses setting out the office’s or facility's
Mote: Percentages may not sum to 100% due to rounding ”nQUIiS”C obligations which the third parties must
Communications Languages of work Human Resource Management Governance Monitering Greet public in official language Map

Report Printing

It is possible to print these reports, but you must convert them into an Excel format first.
To do so, please follow these steps:

1. Select the type of report from the drop-down list

SOLO Reports

Report

| SOLOC reports Vl

“SOLOreports ey

el omorews DL statistical data
Review onm Official Languages

20



2. Select the section of the report you wish to print from the tabs found below

G SEo02 e e Bilrmgual Horn-key =2 2410 Sparks Street CHizrass

Office Details Language Designation by CHfioe Type Irest iution Sooounts Frogram Report

3. Slide your cursor to this position and three dots will appear

Insttubon Lagal Office OficaType Language KeyorMon Prowisin Adbess  Cosus Consus  Proviece  Localty  Offe
Name  Humber Desgatn Koy  Codo Subdivision Wetrpoltan

. (C30)  ArealCBA)
Mrnigrabe 280 Abcilofoeor Bl Mok B)@) 1501 MCG Mol Monlria Chpsber W ATS supeert b

Tribuerals Suppert fality SR Calloge Averu, Careat Il usria
Sersices of Carexda Suile 510 Refiors Board
[Esiem Region
Chuebec and Alland
O]
15040 .'thr.]l:ul'.ﬂ'r.ﬂ'.\' Bing Mok Ef)ia) i:liﬂ?zurghaﬁlml Vorcowwr Vo Eeilih Columii Vancouwey .E-EHLDDJJ'H.IIJ'II.‘

4. Select these three dots and a menu will appear. Select “Export Data”

& Export dats ¢
. a=l Show as a tabls
- L= Spaotlight
' Setmsights
2] Sort descending
— 2] Sort asoc=ndeng

Saort by o
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5. A new window will appear. Select the type of data to export (red arrows) and
select “Export”

WWhich data do you want to export? @
Export wour data in the format that suits wouwr nesds. If you hawve a lot of data, the numiber of
rons wol export milght be limited dependirng on the file twpe wou select. Learn mors about
exporting dats
=D =
Drata with ourmrent layout Summarized data

Export the surmmarizsd data

used to areate your wisual (fo

il
]

1
8]
[l
[§

E
[}
it
W
0
m
1]
ot

File format:

6. The Excel file will appear on the right of your screen under “Downloads or
Téléchargements”

Downloads Fa G - 3 X

B e )

7. Select the file. Once it appears on your screen, print the report using the normal
procedures.

OL Statistical Data

Section 48 of the Official Languages Act (OLA) requires the President of the Treasury
Board to submit an annual report to Parliament. Additionally, the Act requires the
Treasury Board to monitor and to report on the implementation of the Official
Languages Programs. As per Section 6.5.2 of the Treasury Board’s Policy on Official
Languages, Deputy heads or their delegates are responsible for keeping files and
information systems current to provide reports to the Office of the Chief Human
Resources Officer within the Treasury Board Secretariat (OCHRO-TBS) upon request.

It is important to note that this form must only be completed by institutions subject to the
OLA for whom the Treasury Board does not represent the employer.
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For illustrations purposes, we will use the National Film Board (NFB) questionnaire. To
complete the OL Statistical Data Questionnaire, you must first select the tab in the
Functions Menu up top:

OL Statistical Data

You must next retrieve and select the OL Statistical Data Form to complete and
published in SOLO for your institution at the bottom of your screen:

Filter items Showing 1to 1 of 1 entries | Show |10 | entries

Status 4] Code 14 Title 4 Publish date 4 ¥ Due date #[¥

™ New NFB | 2022-23 OLSTatslicaDatal 20230323

This will bring you to this screen which consists of the three sections to complete, such
as:

1. Part IV- Communications with and Services to the Public
2. PartV — Language of Work
3. Part VI — Participation of English-speaking and French-speaking Canadians

Please note that the number of questions (red arrow) in each section depends on the
number of offices registered in SOLO.
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Statistical Data on Official Languages

Statistical Data on Official Languages s to mest the Treasury Board's information needs on the status of the Official Languages Programs in
institutions/organizations subject to the Official Languages Act (OLA) but for whom the Treasury Board does not represent the employer.

The filter table lists tables on statistical data on official languages sent to your institution for completion. The default sort order is by fiscal year, descending.
< Back fo dashboard

Status  Parts under the OLA % complete Modified date

|™ New Part IV - Communications with and Services fo the Public . . 2023-03-23
0 of 3 questions (0%)

™ New PartV-L f Work 2023-03-23

I New  Pa anguage ol 407 0 of 11 questions (0%)

|™ New Part VI - Participation of English-speaking_and French-speaking Canadians . . 2023-03-23
0 of 20 questions (0%)

Start by clicking the first section (Part IV) from the three (3) questionnaires to complete.
The are instructions on how to complete each questionnaire. In the illustration below,
we will have a look at Part IV — Communications with and Services to the Public. To
ensure that all offices are included in the questionnaire, please select “Refresh Office
List” (yellow box). If you have registered a new office after this questionnaire was
published, SOLO will include it in the list of offices. You will also notice that the “Status”
of the section is set to “Draft” (green box). You can change the status for this section as
you go along, from Draft, in review and finally Ready to submit. Enter the number of
resources in each field (red arrows). Remember, even if you have no resources, you
must include “0”. You can click on “Save” (blue box) even if not all the fields have been
completed or once each field is completed. To proceed to the next portion of the
questionnaire, select “Back to questionnaire” (red box).
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€ Back o questionnaire ‘

Status ‘ Draft Modified date2023-03-23

In review
@ servic > il ACLICUUIENII gual office or point of service as of March 31st of the year

5 Refresh office list

Note: In a hybrid or teleworking model, a resource's workplace is the office to which their position is attached.
For each region listed, indicate the number or resources serving the public:

« In # English enter the total number of resources serving the public in English only.
» [n # French enter the total number of resources serving the public in French only.
» [n # Bilingual enter the total number of that can serve the public in both English and French.

# Resources uses the numbers entered in all three columns to calculate the total resources.
Note: The list should only contain active offices.

+ |f you notice an offica that should be deleted, go to "Manage registrations” and delete the offica.
+ Once the delstion is approved, click "Refrash office list” to remove the deleted office.

-
Office |+ 4 Details‘ Region‘ #English |*|¥| #French 14 Bilingual |1 [+ # Resources | 1] ¥

Toll Free Phone 1800 NL, PE, NS, NB, QC,
ON, MB, SK, AB, BC,
YT, NT, NU

Identifiable restricted Montreal, QC - 1501 Quebec <=
clientele 6266 French Rue De Bleury
Program - Animation

Studio

Mational Film Board Montreal, QC - 1501 Quebec
Rue De Bleury

Total: 0 0 0 0

m X Cancel

You can print each section of this questionnaire for the reviewing process. To do so, go
to the section of the questionnaire you want to print, right click on the screen and select
“print”. From the “print” screen, select “Microsoft Print to PDF”. Once selected, a PDF
version of your questionnaire will be produced. You will be able to go back to the PDF
and print it.

Important to note: In order to include the instruction to the report, it is necessary to
expand the instructions link for each section. Failure to do so will result in the
instruction not showing in the report.
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Part IV - Communications with and services to the public

Institution code: NPA

Service to the public by a bilingual office or point of service as of March 31st of the year

® ¥ Instructions for completing Part [V (Communications with and Services to the public)

This table lists all offices and points of service that are designated bilingual under the Official Languages (Communications with and Services to the Public)
Regulations. Enter the total number or resources serving the public who are unilingual English, unilingual French, and bilingual to calculate the overall total

number of resources serving the public

Include all persons drawing payment for services being actively rendered

Persons excluded from all reporting include:

all permanent full-time resources

all permanent part-time resources

all temporary employees hired for a period of three (3) months or more

all temporary employees hired on a seasonal basis from one year to the next

on a ferry);

£ Back to questionnaire

| Print

Total: 2 sheets of paper

Printer

Microsoft Print to PDF v

Ready

Microsoft XPS Document Writer
Ready

Microsoft Print to PDF
Ready

Fax
Ready

KONICA MINOLTA Cloud en ego-prc

Paées
O
[ | Odd pages only

( | Even pages only

?

contracts of agency personnel hired for specific assignments of a non-recurring nature
staff of concessionnaires providing services in federal locations (e.g. employees of a car rental company located in an airport of of a food concession

Employees of franchises providing service on behalf of an institution;
Students
Local staff (nen-Canadians) of offices located outside of Canada.

I* Government  Gouvernement
of Canada du Canada

System for Official Languages Obligations

Part IV - Communications with and services to the
public

Institution code: NFB

Service to the public by a bilingual office or paint of service as of March 31st of the year

» Instructions for completing Part IV (Communications with and Services to the public)

¢ Back to questionnaire

Status

Ready to submit v
Modified date2023-07-25

® Service to the public by a bilingual office or point of service as of March 31st of the year

Once every section has been completed and the status of all three is set to “Ready for
submit”, a new tab will appear on the main questionnaire page, “Submit questionnaire
(red box below). Notice that this tab will only appear when the status of each section of
the questionnaire is set to “Ready to submit”.
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Statistical Data on Official Languages

Statistical Data on Official Languages is to mest the Treasury Board's information needs on the status of the Official Languages Programs in
institutions/organizations subject to the Official Languages Act (OLA) but for whom the Treasury Board does not represent the employer.

The filter table lists tables on statistical data on official languages sent to your institution for completion. The default sort order is by fiscal year, descending.

£ Back to dashboard © Submit questionnaire ‘

Status Parts under the OLA % complete Modified date
$ Ready for submit ~ Part [V - Communications with and Services to the Public WJ 2023-07-25
¢ Ready for submit ~ Part V - Language of Work W%} 2023-07-25
Q Ready for submit ~ Part VI - Participation of English-speaking and French-speaking Canadians Wﬂ%} 20230725

Once the “Submit questionnaire” tab is selected, the OL Statistical Data Questionnaire
will be set to “Pending” (red box) indicating that TBS will review the questionnaire for
approval.

T B T e B T

Filter items Showing 1 to 1 of 1 enties | Show[10_v]entries

Status [4] + Code 4|4 Title 44 Publish date #| ¥ Due date[+[¥

|® Pending | NFB 2022 - 301 Statistical Data ~ 2023-03-23
I——

Offices and information

This section of the dashboard will be the most often used by the users. It includes all the
main tasks needed to ensure your institution is compliant with the Directive on the
Implementation of the Official Languages (Communications with and Services to the
Public) Regulations and the Regulations.

Register an office
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Dashboard

The System for Official Languages Obligations (SOLO) helps federal institutions and certain organisations subject to the Officials Languages Act apply the
Regulations to determine the language designation of their offices and ensure that any member of the public can, where applicable, communicate with and obtain
services from their offices in the official language of his/her choice in Canada or abroad.

Offices and information Most requested

Functionality is soon to be released

Register an office anage offices

Review registered offices

Register an office to determine its language View, edit, or delete registered offices.
designation.

View your institution's outstanding tasks

review guestionnaire

Generate reports Search

Create, view and print reports for registered

e More information
« Official Languages Act
« Regulations
« Contact the OLCE
« Burolis
Institutions

Manage registered institutions

View, edit or delete institutions.

To register an office, position your mouse over the heading and click on “Register an
office(s)” (red rectangle). When registering an office, SOLO will determine its language
designation based on the information you provide and apply it to the information already
entered in the system, such as the census data. In the example below, you can click on
“Instructions” to get more information on this process (1). You will notice along the way
that “Instructions” appears in different screens to help you with the different tasks.

The first step is to identify in which institution you want to create an office/service. Some
users are a PROL for more than one institution. From the drop-down menu, select your
institution. In the example below, we chose Treasury Board of Canada Secretariat (2).
To activate your choice, click on “List office/service types” (3).

28



Register an office

Register an office to determine its language designation.

¥ [nstructions

Select an office o register. If you select local office or facility, you can also choose to register additional offices at the same address. Each additional office,
while having the same address, will be subject fo the provisions based on its own unique characteristics.

* Select an institution (required)

Treasury Board of Canada Secrefariat v

List office/service fypes

A new window will appear displaying more choices based on the institution you
selected. Some institutions may have more than one selection. You can now select the
type of office/service to create. In this example, we selected “A local office or facility”.
Local office is a generic term designating a physical office with an address subject to a
demographic rule. The language designation is based on the absolute size of the
minority or its size and percentage on the total population in the locality or office service
area. Click on the “Next” button at the bottom of the page once you have made your
choice. You will then be asked to enter the office details.

= Belect the office to register (required)
© Alocal office or facility
O Toll-free long distance telephone service
O Automated telephone
O Correspondence services
O Video conference

O Automated system

MNext =

Office Details
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You will now be brought to this screen to enter the office details. For more information,

click on the “Instructions” tab (1).

A local office or facility - Step 1. Office information

Describe this office, its clientele and availability

> Insfructions

1. Office details 2. Office location 3. Office confirmation

Office Information

Local office or facility
* Office Name (English) (required)

Information

* Office Name (French) (required)

Information
» Program ﬁ
Telephone
£ Country code * Area code * Telephone number
1 456 673-0987
Email

info-olloi@tbs-sct.ge.ca

* This office serves (required)
¥ The general public
An identifiable restricted clientele
The fravelling public
* In-perzon service available (required)
fes
% No

Comments

X X 23

i Cancel

4= Pravious MNext =

Proceed in entering the following information in the designated fields:

1. Office name/English and French - Mandatory (2)
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2. Telephone number — Mandatory (3). Please note that this field, including the 11-
digit number, is stamped with a fictional number. You will have to enter the
proper numbers to move on to the next required fields.

3. Email — Optional (4)

4. Select from the options available — Mandatory (5)

5. Choose if in-person service/YES — NO. In-person service means that an
individual can physically go on location to get a service - Mandatory (6)

6. Add comments — Optional (7)

Notice that you have the possibility to add Programs to your office (8). If you choose to
do so, enter the required program name (English and French) which are mandatory.
The program description (English and French) is optional.

¥ Program
* Name of Program (English) (required)

Vitality Information

Program description (Enlgish)

* Name of Program (French) (required)

Information sur |a vitalité v

Program description (French)

Add program to List ‘ Z@Z

Once you have finished entering the information in the fields, make sure you select the
“Add Program to list” tab (9).

A new window will appear, and you will be able to see if the program has successfully
been added to your office. The program you just registered will be displayed under
“Programs”. By clicking on the Program name, you will be able to see the complete
information. Notice that you can also click on “Remove” if you have created a program
in error.
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 Program

2 Success

Youw hawve added Vitality Information Sucessiully

: = Mame of program (English) {(reguired)
Program description {(English)

= Name of program {Fremch) {(regquired)

Program description {Fremnch)

Add program to list

Programs

$ w Witality Information

= HNMame of program (English): Vitality Information

« Program description {English):

= MName of program {French): Information sur la vitalite
« Program description {(French):

I Remowve

If you determine that in-person service is available (6), by selecting “Yes”, you will have

to enter the business days and hours of service:

Business hours

Availability Hours (HH:MM)

Sunday OOpen O Closed From To
Monday OOpen O Closed From To
Tuesday OOpen O Closed From To
Wednesday O0pen O Closed From To
Thursday O0Open O Closed From To
Friday O0Open O Closed From To
Saturday O0Open O Closed From To
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Once you have indicated the necessary information, click “Next” on the bottom right of
your screen. You will now be asked to include the details on the office location.

Office Location

You will now be directed to a new page to enter the preliminary data on the office
location. You can start by entering the name of the office/facility, but this is optional.
Please note that this is not the name of the service being offered. This is the name of
the building/facility (ex: C. D. Howe Building). Next, you will need to determine if:

1. the address needs to be added in the system;
2. the address is already in the system (please note that this will work only if you
already have an office at a given address).

» Instructions

Locate office

Name of facility (English) s P | il
Name of facility (French) R iussom o @

* Address of office or facility (required) > e
@® Register a new address h @
© Choose an address already registered with SOLO \ ) &

* Region (required) G7) RS 2
Ontario v il
* City (required) L A @

Ottawa v 3 -

* Street address (required)

565 rue Metcalfe Road

* Postal code (A1A 1A1) (required)
K1G 1A7

Selected census area summary

# Census metropolitan area (CMA) # Census subdivision (CSD) Total Minority language population Total Minority language percentage Total population

Ottawa-Gatineau OTTAWA 353,925 24% 1,473,200
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Apart from the field called “Name of office facility”, all other fields are mandatory to
locate the office. In this example, we chose “Register a new address”. Notice that both
the “region” and the “city” fields have a drop-down menu. Once you have selected the
Region and the City, the location of the office will be shown on the map. Also, you will
be able to view the Census data for the location at the bottom of the screen (red arrow).

Once you have finished entering the location information, select “Next” on the lower
right-hand side of the screen. You will now be asked to confirm the office details.
Review the information displayed. If a mistake has been made, you can choose to edit
the information (red rectangles).

Office informatio

OfMcEe nurmiisr 1ZBS3
ImeEIEution Treasury Board of Canada Se i
TMMce typa A lacal affice ar feclity

OfMce name nfcrrnaticon
{Englli=ang

OTMce namae nformatian
{Franchj

Tekaphons number 1 (213} 123%-BE55
Email
Thie ofTice asrvss The general pubic

Kooy parvicainrther Maon-key Dervics
type of sarvice

Office location

Hame of Taclirty
|Engaan)

Hame of Tacliity

IFranch)
Raglon Cinkzria

Cby Citleraa

Strast addressa 565 rue Metcalfe Road
Posaial code [A14 K1 147

1a81])

Latituds A 5 A 0H FERR T OO0 O]
Longltuds

Inciude In Burcllis s

In-paraon sarvicas Mo
awallable

Business hours - T
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Programs [ editPrograms |

& Update status Cancel

<= Previous

Report a problam on this page J

Once you have reviewed the information, select “Submit” (green rectangle above) to
confirm. You will now be brought to a new screen to view the details on the language
designation and the Regulations application for your office.

Register one or more offices

© Office registered

You have successfully registered the office. The language designation for this office is} Bilingual

RELEEE Wi goile: Back to dashboard

Language designation

@ Based on the provision applied this Information is: Bilingual

¥ Read more - Language designation for this office

Regulations application

« CMA/CSD: Ottawa

« Demographic type: OFFICES LOCATED in the National Capital Region (NCR)
« Designation: Bilingual

« Provision: 22(a)

« Self-designated: No

« Moratorium 2016-11-30: Not applicable

22 Every federal institution has the duty to ensure that any member of the public can communicate with and obtain available services from its head or
central office in either official language, and has the same duty with respect to any of its other offices or facilities (a) within the National Capital Region;

Moratorium 2016-11-30: Not applicable

You will have to expand the heading “Read more — Language designation of office”
(green rectangle) to get more information on the Regulations application (red rectangle).

Congratulations! You have now completed all the steps for registering an office in
SOLO.

Register an office requiring a service area
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The service area of an office corresponds to the geographical area it serves. In this
section, we explore the creation of an office that requires the PROL to define the service
area. In this case, when an office is created in an area located outside a CMA and
within a CSD and the service area of the office or facility has at least 5,000 persons of
the English or French linguistic minority population, the office will need to offer a
bilingual service.

We will not go over all the steps in creating an office. However, we will review how to
determine the service area. In this case, we will register a local office in Charlottetown
(PEI) where the service area includes a linguistic minority population of more than 5000.

Locate office

Name of office or facility (English) o

©
el
e
@
7
.}

et of

%
il
+ %
2,
% woF

Name of office or facility (French) R
= “\\\6‘6
University of Prince .,,,10‘

1| L€
" Edward s (r'a\cn

ottetown
ligh School

* Address of office or facility (required)
® Register a new address

O Choose an address already registered with SOLO

RN
«

%
* Region (required) %%
2

Prince Edward Island v |

[+
@
)
q\\le’ (i Charlottetown
et z
kA
®

N

503' Farmers Market

* City (required)

Charlottetown v

* Street address (required)

550 university avenuel

* Postal code (A1A 1A1) (required)
C1A4P3

Selected census area summary

# Census Metropolitan Area (CMA) # Census sub division (C8D) Total Minority population ITolaI Minority language percent Total population

Charlottetown 1102075 730 P.2% 33,605

i Cancel |

In this case, we are creating the office/service on University Avenue (red rectangle).
Notice that the total minority population in Charlottetown is 730, less than 5000. Once
the “Next” icon is selected to register the address, SOLO will then ask the PROL to
define the service area for this office (red rectangle below).
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1. Office details 2. Office location 3. Office confirmation

O Service Areais required

Based on the office details and location, a service area is required. Please define the service area or save as draft, if you need to gather more information.

Locate office

Name of office or facility (English) © Draving aradius

Click 'Draw A Circle', then click on the map and drag the cursor 1o create the circle. To
E> edit. click on the circle to adjust its size or position. Select the distance from the

location of the office to create the outside boundaries of its service area. The
boundaries of the service area will include all census subdivisions or census
metropolitan areas fully or partially selectad.

Name of office or facility (French)

* Address of office or facility (required)

® Register a new address

O Choose an address already ragistered with SOLO

* Region (required) $

Prince Edward Island v
* City (required)
Charlottetown v

* Street address (required)

950 university avenue

* Postal code (A1A 1A1) (required)
C1A4P3

Leaflet | Map data © OpenSireetMap contributors, CC-BY-SA, Imagery @ Mapbox

SOLO will offer a tip on how to draw a radius to define the service area (blue arrow
above). In this case, the service area is larger than what is indicated on the map, it will
be necessary to zoom out (red arrow above). You may need to zoom out a few times. In
this example, the whole province of PEI was chosen as the service area.

In the example below, to draw the service area, we selected the icon (pentagon) that
enables you to create irregular shapes (blue arrow below). Note that you can also use
the square or the circle to draw the service area. Point and click your cursor, then drag
the line to the desired location. Repeat the process until your shape is complete. Once
complete, click on “Finish” (green rectangle). You have now defined the service area for
this office (grayed out in red rectangle).
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© Drawing a radius

Click 'Draw A Circle’, then click on the map and drag the cursor to create the circle. To
edit, click on the circle to adjust its size or position. Select the distance from the
location of the office to create the outside boundaries of its service area. The
boundaries of the service area will include all census subdivisions or census
metropolitan areas fully or partially selected.

. Click first point to close this shape.
Finish Jeleie last oint = Cancel
atd P ar

N

aRT:
LA

="
I

A A 'F\w'!;nﬂ‘ﬁru s
- ‘ n | . A o

cfagas

. :"--:—.- _'1
~) n.h. J‘

At this point, you can verify if you have captured every region in your service area by

scrolling down on your screen and selecting “Service area demographic details” (green
rectangle).
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0 Service Area

To create a service area, use the map to select the CSDs or CMAs that will form the boundaries of the service area. You can also define a radius to create a

Service area.

Selected census area summary

Charlottetown 102075

¥ Service area demographic details

Demographic Details

Census metropolitan area (CMA)
Cap-Pelé

Port Elgin
Comwall

Lot 48

Lot 34
Miltonvale Park
Stratford
Warren Grove
Lot49

Lot 35

Clyde River

Winsloe South

= =) _ >

# Census Metropolitan Area (CMA) # Census sub division (CSD)

Total Minority population

5,975

Census sub division Place

(CSD)
1307007
1307002
1102085
1102014
1102052
1102040
1102080
1102070
1102012
1102054
1102037

1102065

.

Name

TBD

TBD

TBD

TBD

TBD

TBD

TBD

TBD

TBD

TBD

TBD

TBD

Minority
population

1,855
2
115
%
0
%

230

Total Minority language percent

5.6%

Minority language percent of
population

83.2%
3.1%
22%
1.3%
1.2%
22%
21%
1.4%
0.5%
1.5%
26%

2%

Total population

107,450

Total
population

2230

390

1,080
1,645
afd

225

If you are unsure about the service area and you need to consult, you can select “Save
as draft”. This will enable you to still save the details already entered in the previous

steps and go back later to make changes.
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Selected census area summary

# Census Metropolitan Area (CMA) # Census sub division (CSD) Total Minority population Total Minority language percent Total population

Charlottetown 1102075 730 2.2% 33,605

» Service area demographic details

Save as draft 1l Cancel

4= Previous Next =

If you are satisfied with these locations, click on the “Next” button at the bottom right
corner of your screen. You will be brought to the confirmation page to review all the
details on your office. Once done, select “Submit”. You will now be able to see the
language designation and the Regulation application for the office (red rectangle below).

Register one or more offices

© Office registered

You have successfully registered the office. The language designation for this office ig) Bilingual.

RENLEEN il Back to dashboard ‘

Language designation

© Based on the provision applied this Information is; Bilingual

¥ Read more - Language designation for this office

Regqulations application

« CMA/CSD: Charlottetown

« Demographic type: CSD where the minority language population is = = 500 and is < 5% of total CSD population
« Designation: Bilingual

« Provision: 5(1)h.1

+ Self-designated: No

« Moratorium 2016-11-30: Not applicable

5 (1) For the purposes of paragraph 22(b) of the Act, there is significant demand for communications with and services from an office or facility of a
federal institution in both official languages where (h.1) the office or facility is located outside a CMA and within a CSD and the service area of the office
or facility has at least one minority language primary or secondary public educational facility;

Moratorium 2016-11-30: Not applicable

Register an office requiring Measurement of demand
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In this section, we will explore the creation of an office that requires to measure the
demand. Certain provisions of the Regulations require measuring the demand for
service at an office to determine whether there is enough demand in the minority
language to provide bilingual services at that office, specifically paragraphs 5(1)(d), (k),
(n), () and (r), subsection 5(3), paragraphs 6(1)(b), (c), (d) and (e), and

subsections 7(1) and 7(2). The Best Practices Guide for Measurement of Demand
provides recommended practices which can help institutions ensure a thorough and fair
measurement of demand when carrying out surveys of the language preferences of the
public served by their offices for services in either official language for the purpose of
implementing the Regulations.

Although there are various circumstances where a measurement of demand is needed
to determine if a bilingual service is required, we will explore one of them in this manual.
In this example, when an office is in a census metropolitan area where the minority is
below 5000 (e.g., St. John’s, Newfoundland), and that its service area does not meet
the minimal linguistic minority population threshold of 5000, there might be a need to
provide bilingual services if:

e Over the past year, at least 5% of the population served by the office requested
services in the minority official language.
e The office doesn’t provide “key services”, namely:
o services of a Service Canada Centre of the Department of Employment
and Social Development,
services of a passport point of service,
services of a post office,
services of an office of the Business Development Bank of Canada,
services of an office of the Canada Revenue Agency,
services of an office of the Department of Canadian Heritage,
services of an office of the Public Service Commission, or
services of a Regional Economic Development Agency;
services of an RCMP detachment (in a CSD)

0O O O 0O O O O ©O

41



Locate office

Name of office or facility (English) o2

= e g o
& 7z o @2 %
& i il
4 - Fabulous Feeds
| i} Cojones Tacos
§ - &  Formosa Tea House & Tequila
Name of office or facility (French) 0@2\\“
pet
& %
* Address of office or facility (required) o & {-§ ) Q i o 'L
_ sns 5 & = g
@® Register a new address o f g‘? &, Z ¥Chinched Bist bf
) & 3 2, &
O Choose an address already registered with SOLO % & F ‘5 f_)uﬁ
5% e ; =
- i i ' = SPringdal JAG Boutique Hotel
Region (required) % % + e St 4
R Saint Clare's o
Newfoundland and Labrador ~ are Ave Mercy Hospital o
N
City (required) " e e
. & a P
St. John's v 3359 A, Leaflet | Map data @ OpenShee:‘da; contributors, CC-BY-SA, Imagery @ Mapbox
* Street address (required)
10 barter's hill
* Postal code (A1A 1A1) (required)
A1C 6M”
Selected census area summary
# Census Metropolitan Area (CMA) # Census sub division (CSD) Total Minority population Total Minority language percent Total population
St. John's STJOHN 830 0.4% 194,935
@ Cancel

+ Previous | Next =» |

After going through the initial steps for creating an office and selecting “Next”, SOLO will
bring you to the Office confirmation page where you can review the office details. Once
you click on the “submit” icon and if a measurement of demand provision applies (once
the service area has been determined), SOLO will recognize that there is still a chance
the office could be bilingual depending on the measurement of demand, and therefore
will show that a new task has been assigned to this office. In this example, we have
saved the office information as a draft to gather the required information on the demand.

42



Register one or more offices

© Information saved as draft

You have successfully saved a draft version of the office registration. The draft version will appear within Manage Services with a status of draft.

PR EEEgie-l Back to dashboard

Language designation

A new task has been created for your institution. Click here to view the task

Based on the provision applied this Information requires more information. To be determined

» Read more - Language designation for this office

View your institutions outstanding tasks

To view this new task, click on the link (red rectangle). You will then be brought to this

webpage.

Outstanding Tasks

Complete outstanding tasks for registered offices by the assigned target date

» Instructions

Search for tasks

To focus your search, Sglg

Treasury Board

pe, or status

Search

-

Task listings

Select a task to complete

— All - v —All -

Filter items |:| Showing 1 to 2 of 2 entries | Show 10~ entries
status [£]+ Institution |+ |+ Task name |+ 4 Task type 1|+ Start date |14 Target date | 1|+
> Complete  Treasury Board of Canada Secretariat St John'S - 10 barter's hill Create service area  2022-01-31
=
[~ New Treasury Board of Canada Secretariat St _John'S - 10 barter's hill Measure demand 2022-01-31
Legend:

™ New | ©@ Pending | > Complete | A Overdue

In the search field, select your institution and click on “Search” icon (red rectangles
above). You will now see the list of tasks that need to be completed. In this example, we
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will select the office we just created (green rectangle above). Notice in the “Task type”
column, SOLO indicates what the task is. In this case, the task is related to “Measure of
demand”. You will be directed to this following webpage.

Update - Information - A local office or facility

Language designation

© Based on the provision applied this Information is: English

» Read more - Language designation for this office

Office information Edit office information

Office number 103002

Institution Treasury Board of Canada Secretariat
Office type A local office or facility

Office name Information

(English)

Office name Information

(French)

Telephone number 1 (322) 333-9387
Email
This office serves The general public

Key service/Other Non-key service
type of service

Office |Ocation Edit Dﬂ:elocaticnl

At the middle of this page, select the “Edit office location” icon and this will bring you to
the right location to enter the measure of demand data.

This office serves  The general public

Office Iocation‘ Edit office IDcaticn| ‘ =

Name of office or
facility (English)

Name of office or
facility (French)

You might have to scroll down to get to the correct location to enter the results.
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Measurement of demand results

© Refer to sections 6.1 and 6.3 of the Directive for the Implementation of the Regulations and the Best Practices Guide for Measurement of Demand for

guidance on measuring the demand for services made by the public served by this office.

You have a maximum of two years to complete this task. In the interim, the language designation for service at this office is the language of the majority
population of the province in which the office is located. On completion of the task. enter your results to find the language designation of the office.

* Methodology followed (required)

™
Yo

* Results - number of respondents who requested services in English (required)

* Results - number of respondents who requested services in French (required)

Percentage of respondents who requested services in the minority language

Provide a copy of the methodology (mandatory)

* Document name

Generate email

Follow these steps to complete your Measurement of demand task:

¢ In the “Methodology followed” field, select from the three options in the drop-
down list. In this example, we will choose “Verbal Survey”:

* Methodology followed (required)

In-person Verbal Survey

Online Survey
Other

Response cards
Telephone Survey
Verbal greeting

= | \erbal survey
Written Survey

quired)

e The “Methodology details” field is optional but strongly suggested.

e Enter the results from the measure of demand, in English and French, these two
fields are mandatory. Once done, you will see the measure of demand
percentage. This will determine if the office requires to be bilingual or unilingual.

Click on “Next”.
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* Methodology followed (required)

Verbal survey v

Methodology details

* Results - number English (required)

200

* Results - number French (required)
50
Percentage of respondents requesting service in the minority language

20%

e You will be brought back to the office confirmation details page. Review the
details once more and select submit at the bottom of the screen.

You will now be able to see the language designation and the provision applied. In this
example, since the percentage is 20% and exceeds the 5% threshold, the office is
designated bilingual under the Regulations provision 5(1)d).
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Register office(s)

© Office Registered

You have successfully registered the Office. The language designation for this office is Bilingual. I

Register another office(s) Back to dashboard

Language Designation(s)

© Based on the provisions applied this Information is:

¥ Read more - Language designation for this office

Regulations application

» CMA/CSD: St. John'S

» Demographic type: CIMA where the minority language population is < 5000
« Designation: Bilingual

= Provision: 5(1)(d)

« IMoratorium 2016-11-30: Not applicable

5 (1) For the purposes of paragraph 22(b) of the Act, there is significant demand for communications with and services from an office or facility of a
federal institution in both official languages where (d) the office or facility is located in a CMA that has fewer than 5,000 persons of the English or
French linguistic minority population and does not provide any of the services referred to in subparagraphs (f)(i) to (vi,1). and at that office or facility
over a year at least 5 per cent of the demand from the public for services is in the official language of that population;

Moratorium 2016-11-30: Not applicable

Office requiring the application of the principle of proportionality

In SOLO, the proportionality principle (green box) applies when a new service group is
created (black box). This occurs when a service is offered by more than 1 office, or a
new office is added to a current same service group. Based on the Regulations, this
occurs when “the office or facility is one of two or more offices or facilities of the
institution in the CMA (or CSD) that provide the same services and those services are
not available in both official languages at a proportion of those offices or facilities that is
at least equal to the proportion of that population in the CMA (or CSD) to the total
population in the CMA (or CSD) or, if the number representing that proportion of offices
is equal to less than one, at least one of those offices or facilities, the choice of which
depends on:

1. (i) the distribution of the English or French linguistic minority population within the
CMA,

2. (ii) the mandate of the offices or facilities that provide those services, their
clientele and their location within the CMA, and

3. (iii) the advice received after consultation with the English or French linguistic
minority population that is served by those offices or facilities.”

In SOLO, the proportionality calculation is triggered at once based on minority
percentage and on that updated same service group.
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The result of the proportionality calculation appears on the proportionality/consultation
task page (yellow box). To find out how many offices need to be bilingual, you must
select “Update” (blue box). It is necessary for the PROL to know how many bilingual
offices should be in that same service group according to the Regulations
(proportionality calculation) before it is necessary to consult the communities. This task
will remain pending until consultations are conducted, and the results entered in SOLO

by the PROL.

Back lo service groups |

Proportionality principle

# SOLO has applied the Proportionality Principle to the offices within this service group. Your institution must consult the minarity language community
before determining which officeis) in this service group must now provide their services in both official languages.
The regulatory provisions concerning the proporfionality principle stipulate that the choice of office or offices depends on:
Distribution of the official language minority population in the CMS/CSD and:
1. The function of the offices that provide these services, their clientele. in particular, usage patterns and their location in the census area (e.g.- proximity
of the office to the minority language population).
2. Consultation with the English- or French-sp: ing minority the choice of office(s) to designate bilingual.
3. Advice received after consulfing with the English- or French-speaking minority population regarding the cheice of office(s) to designate bilingual.

» Read more - Language designation for this office

Service group office details
To update an office’s language obligation, select the Update button.

* Group name (required) Required Bilingual offices: 1

CED-KEYSRVC-LCLPUB-WINNIPEG-166

Inst CMA/CSD Prov. Address Key/Non Key Provision Designation

CsD Winnipeg Manitoba Winnipeg - 2599 Key senice 5-1-b English  +
Main Street

CSD VWinnipeg Manitoba Winnipeg - 393 Key senice 5-1-b English o

Portage Avenue

CSD Winnipeg Manitoba Winnipeg - 3393 Key senice 5-1-b English v
Portage Avenue

CsD Winnipeg Manitoba Winnipeg - 1450 Key senice 5-1-b Bilingual v
Taylor Avenue

C5D Winnipeg Manitoba Winnipeg - 111 Key senice 51b English ~
Lombard Avenue

S Cancel |

Afterwards, the PROL is to identify which of the same service group offices are bilingual

(red box above). The number of bilingual offices is based on the proportionality

calculation and/or which ones is based on consultations. The PROL will then go ahead

to enter consultation information by selecting the “Consult community” tab (brown box)
and select “Submit” (red box) - see below.
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https://wiki.gccollab.ca/images/4/4f/Guide_regarding_the_obligation_to_consult.pdf
https://wiki.gccollab.ca/images/4/4f/Guide_regarding_the_obligation_to_consult.pdf

Community Consultation

* Did you consult the minority community or communities served by the offices involved in the application of the proportionality principle? (required)
O Yes
© No
® N/A

* Please explain why there was not a consultation or why this obligation does not apply to these offices. (required)

“Insert Text’

i
* Which community or communities did you consult? Please specify. (required)

“Insert Text’

i

* What were the main results/observations/highlights of these consultations? (required)

“Insert Text’

)

* Did you consider the feedback from these communities when deciding which office(s) to designate English and French? (required)
O Yes
O No

By which means did you consult the communities?

&

Did you encounter any challenges during the consultation process? Please explain.

&

Have you identified any best practises as a result of the consultation process? Please explain.

Submit Cancel

Failure to identify the correct number of bilingual offices required by the proportionality
count will result in the PROL not being able to pursue further. A warning message will
be posted on that effect. In the example below, the PROL has not identified the correct
number of bilingual offices thus the warning message (red box below).
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You must identify bilingual offices

According to the proportionality calculation, 2 office (s) in this same service group must be designated bilingual. Based on the selection factors stipulated in
the Regulations (see above), identify which one (s).

# Update | [ Consult community

Service group office details

To update an office’s language designation, select the Update button

* Group name (required) Required Bilingual offices: 2

CSD-NONKEYSRVC-LCLPUB-MONTREAL-189

Inst CMA/CSD Prov. Address Key/Non Key Provision Designation
CSD Laval Québec Laval - 3 Place Laval Non-key service  5-1-b French
CSD Montréal Québec Montréal - 200 Boulevard Rene-  Non-key service  5-1-b Bilingual v

Levesque Quest

CSD Montréal Québec Montréal - 2089 Boulevard Non-key service  5-1-b
Marcel-Laurin

French +

CSD Montréal Québec Montréal - 6815 Autoroute Non-key service  5-1-b
Transcanadienne

own

In the screen that will follow, the PROL will receive information on bilingual offices and
will be tasked with identifying service areas for residual offices (where applicable).
Please refer to the section on selecting a service area (above).

French v

Manage Offices

Office locations and/or their services change over time. It is important to be able to bring
changes to office details. SOLO enables PROL the ability to easily view, change or add
necessary information on offices and programs (note that some changes can affect the
language designation of the office). It also enables the PROL to submit a deletion
request. Just like with the Regulations Management System (RMS), the PROL will need
to justify the deletion request. To modify information on an office, select “Manage
offices” from the dashboard (red rectangle)
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Dashboard

The System for Official Languages Obligations (SOLO) helps federal institutions and certain organisations subject to the Officials Languages Act apply the

Regulations to determine the language designation of their offices and ensure that any member of the public can, where applicable, communicate with and obtain
services from their offices in the official language of his/her choice in Canada or abroad.

Offices and information

Register an office

Register an office to determine its language
designation

Generate reports

Create, view and print reports for registered
offices

Institutions

Manage registered institutions

Manage offices

View, edit, or delete registered offices

Wiew, edit or delete institutions.

Most requested

Functionality is soon 1o be released

Review registered offices

View your institution's outstanding tasks

review guestionnaire

Search

More information

Official Languages Act

Regulations
Contact the OLCE

Burolis

You will need to select the institution from the drop-down menu and click on “Search”

(red rectangle).

Manage office registrations

(Offices currently registered and language designations within the SOLO application

¥ Instructions

The filter table displays all registered offices for the selected institution. Groups are sorted in alphabetical order by default

Click on the name of the office you want to view to open an editable office record.

If the office belongs to a same service group, click Yes to view that service group.

Search for registrations

* Select an institution to view and edit its offices (required)

Treasury Board of Canada Secretariat

Q Register office

‘/VIE\V same service groups

Note: From this screen, you can register an office and View service groups (green

rectangle).

SOLO will provide you with a list of all registered offices for your institution.

51




Manage offices

To view, edit, or delete an office, click the Office name link in the filter table

Filter items |

| Showing 1 to 4 of 4 entries | Show entries

Institution
service Service
status 1|+ Inst 4|+ name [+|+ Type 4+ Address |1+ Group ||+ Obligation [+ |+
O ACive B0 TTeasury, Board Head onee Dhawa, ON - o0 oigim Bmngua
Secretariat Street
© active TBD Toll Free Phone Toll-free long NL, PE, NS, NB, QC, Bilingual
95403 distance ON, MB. SK, AB, BC
telephone service YT, NT, NU
© Active TBD OL Regulations A local office or Ottawa, ON - 565 Bilingual
Tacility mecalfe road
© Active TBD Information Alocal office or Calgary, AB - 2038 45 Bilingual

facility

Avenue West

The list displays the offices by:

Status

Institution code
Institution service name

Office type
Address

Group (Same Service)

Designation

Each column can be filtered (red rectangle). You can also use the other filter to select
certain types of offices to view (red arrow). To see the details for an office, select the
Institution service name (green rectangle) as this will bring you to the following page.

Office information

Edit office Information

Office type A local office or facility
Office name Information

(English)

Office name Information

(French)

Telephone number

Email

This office serves

1 (555) 989-0345
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Office location | Edit office Iocationl |

Name of facility
(English)

MName of facility

(French)

Region Alberta

City Calgary

Street address 2038 45 Avenue West

Postal code (A1A T2T 2P5

1A1)
Latitude 51.0135581
Longitude -114.1084308

Include in Burolis Yes

In-person services Mo
available

Business hours » ‘iew business hours

‘ # Edit office uﬁﬁ Delete Office |I Cancel |
| |

You can choose to edit the office information, the office location (red rectangles) or the
office details altogether (green rectangle). You can also choose to delete the office (blue
rectangle). In this example, we will start by modifying the office location. Next, we will
explore how to delete an office.
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Edit office location

To begin the process, select “Edit office location”.

Office location | =it office location

Name of office or
facility (English)

We will move the office location Southwest to a new address. It will now be located at
1500 33 Avenue Southwest. We will change the street address and the postal code (red
rectangle). Once you are done, the map will point out the new office location (green
rectangle). To register the address change, click on “next” (blue rectangle).

27 Ave SW. =

Waife

28 AveSW

30 Ave SW.

v

165t5W,

councit Way S

MsISsL
2

MSISTL 3

z

MSISVSL

MSISLL

38 Ave SW.

Leaflet | Map data © OpenStresthap contribiitors

o
William Reid Schaok

MSISOL

msish

ROYAL

Ms3s8

36 Ave SW.

8StSW

s, CC-BYSA, Imagery © Mapbox

ekl

Locate office
Name of office or facility (English) %
gt
Name of office or facility (French) w
SOUTH
CALGARY
* Address of office or facility (required) 3 -
® Edit existing address 1 2 3
: ad Rese Pub 5]
© Choose an address already registered with SOLO
- 35 Ave SW.
* Region (required) sw
Alberta - s
37 Ave SW
* City (required) -
38 Ave SW. 2
Calgary v 2 .
= Street address (required)
1500 33 Avenue Southwe
* Postal code (A1A 1A1) (required)
T2T1Y3
Selected census area summary
# Census Metropolitan Area (CMA) # Census sub division (CSD) Total Minerity population
Calgary CALGARY 21,965

Cancel

+ Previous

Total Minority language percent

2%

Total population

1.205,175

Next =

You will then be redirected to the “Office confirmation page” to review the office details.
Once you have completed reviewing the information, click on “Submit”.
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Region Alberta
City Calgary
Street address 1500 33 Avenue Southwest

Postal code (A1A T2T 1Y3

1A1)
Latitude 51.0241921
Longitude -114.0951153

Include in Burolis  Yes

In-person services No
available

Business hours » View business hours

Programs & progams

(& Update status ‘ Cancel

<+ Previous

In this case, since the office location is still in the same Census Metropolitan Area
(CMA), the language designation stays the same and the same provision of the
Regulations applies.

Register office(s)

© Office Registered

You have successfully registered the onsite service district office. The language obligation for this service § Bilingual
Register another office(s) Back to dashboard |

Language Obligation(s)
© Based on the provisions applied this Information is:

¥ Read more - Language obligation for office

Regulations application

« CMA/CSD: Calgary

« Demographic type: CMA where the minority language population is > = 5000
» Provision: 5(1)(a)

« Moratorium 2016-11-30: Not applicable

5 (1) For the purposes of paragraph 22(b) of the Act, there is significant demand for communications with and services from an office or facility of a
federal institution in both official languages where (a) the office or facility is located in a CMA that has at least 5,000 persons of the English or French
linguistic minority population and is the only office or facility of the institution in the CMA that provides a certain service;

Moratorium 2016-11-30: Not applicable

As mentioned above, we will now explore how to delete an office.
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Delete an office

If an institution determines that the Regulations do not apply to one of its offices the
institution must be able to provide the analysis supporting that conclusion.

The institution must take the following steps to have an office that does not
communicate with or provide services to the public removed from SOLO:

1. The institution’s PROL takes the necessary steps in SOLO to remove the office
(these steps are explained further in this section).

2. The PROL must include the motive(s) for the deletion request. Here are examples of
such motives:

e The office no longer communicates with or offers services to the public and, as
such, is no longer subject to the Regulations;

e The facility has permanently closed;

e The office used to provide services to a restricted and identifiable clientele but no
longer does, therefore this office must be closed;

e The services to the general public offered at the same address fall under another
existing office.

After receiving approval from the Official Languages Centre of Excellence (OLCE), the
PROL will take the necessary measures, if applicable, to remove information about this
office (telephone number, etc.) from the institution’s telephone directories or website.

In the following example, we will go through the steps for deleting an office. Go back to
the dashboard and select “Manage Offices”. From the list displayed, select the office
you wish to have removed from SOLO. In this example, we will request to delete the
office we created just moments ago. To start the process, click on “Delete office” (red
rectangle).
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Ofﬁce |0cati0rl Edit office location

Name of office or
facility (English)

Name of office or
facility (French)

Region Alberta
City Calgary
Street address 1500 33 Avenue Southwest

Postal code [A1A  T2T 1Y¥3

1A1)
Latitude 51.02419
Longitude -114.0851

Include in Burolis  Yes

In-person services No
available

Business hours » View business hours

# Edit office I Delete Office

You will be brought to the following screen. Please notice the warning message. In case
you have selected “Delete office” in error, you can still select “Cancel”. If you want to
proceed with the deletion, identify the reason from the list shown. Also, to speed up the
deletion process, enter as many details as possible about the office deletion to help
OLCE grant or deny the office deletion request. Once completed, select “Mark for
deletion” (green rectangle).

Cancel |
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Delete Office

© Are you sure you want to delete this office?
Information / Information

Please provide reason for deletion:

O Created in error
—

® Office or facility has closed

O Service is no longer offered
O Other

Office amalgamated with another office in Calgary

Confirm Delete of service (required)
O Yes O No

Mark for deletion

e

Cancel ‘

You will be brought to this screen confirming the successful deletion marking of an
office. Select “Close” to go back to the initial edit screen.

Delete successful

@ The office has been deleted successfully.

Note 1: You have two weeks from the creation of the office to remove it without having
to go through the analysis of OLCE. Simply make the choice “Created in error” and the
office will be removed at once.
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Note 2: Also note that if the deleted office was bilingual due to the proportionality rule,
you might have to consult the minority population served by the office to get their
opinion on which nearby office would be best to designate as bilingual in its place.

In the next section, we will have a look at reports and how you can customize them to
suit your institution’s operational requirements.

Generate reports

SOLO enables the PROL to view auto-generated reports and customizable reports. To
review reports, select “Generate reports” from the dashboard.

Dashboard

The System for Official Languages Obligations (SOLO) helps federal institutions and certain organisations subject to the Officials Languages Act apply the
Regulations to determine the language designation of their offices and ensure that any member of the public can, where applicable, communicate with and obtain
services from their offices in the official language of his/her cheice in Canada or abroad

Offices and information Most requested
Functionality is soon 1o be released
Register an office Manage offices - Review registered offices
Register an office to determine its language View, edit, or delete registered offices = Miew your institution's cutstanding_tasks
EEERElEn: ur institution's official languages
estionnaire

Generate reports = Search

Create, view and print reports for registered

offices. = -
More information

= Ofiicial Languages Act

= Regulations
= Contact the OLCE

= Burolis

Institutions

Manage registered institutions

WView, edit or delete institutions.

For this section, we will be using the reports on offices from the Administrative Tribunals
Support Services of Canada.

As you can see below, the reports section is divided in 4 categories (red rectangle):

e Office Details;

e Language Designation by Office Type;
e Institution Accounts; and

e Program Report.

Each report category can be filtered to suit the specific operational needs of the
Institution (green rectangle). The filters apply to the report category, meaning that it
applies to the data used in the report. In this example, the filters correspond to the data
used in the “Office Details” report.
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SOLO Reports

Report | 5010
reports v
p 2% Full screen
= Filters »

Q. Search
Prowince .

M S Emmim—— iz (A1)

Institution Office Details
Office Type "
is (Al
Number of Offices
tc Language Designation -
is (Al
inatitution Legai Office Office Typs | Langusgs Key or Non- Provisks
Mumber Deaignation Kay Gode
Office Level Type -
is [All)
Provision Code e
is (Al
Office Mumber -
is (Al
Office ¥
Iz fAll)
Progron "
is fall)
Filters on all pages
Institution Legal Name v
is Administrative Tribunals Support Service of Canada
Active VoA
i Active
Apply

Office Details Language Designation by Office Type Institution Accounts Program Report

You can generate an Excel spreadsheet for these SOLO reports. Next to the “Filter”
icon, you will see three dots “...” (red square below). Click on this to view the options. To
start the export of the information into an Excel format, select “Export data” (green
rectangle below). You might even want to sort your report before exporting in Excel. If
this is the case, select “Sort by” (blue rectangle below) and sort the required fields.

Please note: Depending on your network/VPN speed, you may want to ensure that
the SOLO Report is fully loaded before exporting the data to Excel. Failure to do
so might generate a partial list or missing data.
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Number of Offices

S192!

22

Institution Legal Name Office Language Office Level Locatien Civic Census
Number Designation Type Code Address Street Metropolitan
S LoD 5 Show as 2 table

Administrative Triounals Support Administrative Tribunals Support 88202  Bilingual Non-key service 22 00 Sparks Street Ottawa Ottawa
Service of Canadz Service of Canada = Spﬂtlight

Region Locality

Q Get insights
Local Office 11162 ATS support 11182 Bilingual Mon-key service  5(1) (a) 45 Alderney Drive Halifax Dartmouth B
10 tha Canads Industriz| L% sortdescending
Relstions Board (Dartmouth -
Satellite Office) .
! |4 sortascending
Local Ofice 12350 ATS support 12380 Bilingual Nen-key service  5{1) (3] 1501 Avenue Megill

to the Canads Industris| College nstitution Legal Name I Sort by r I
Relstions Board (Eastern - -

Region - QC and Atlantic

Eastern Regicn -

provinces) Office [3C and Atlantic
rovinces)
Local Ofice 15040 ATS support 15040 Bilingual Nen-key service  5{1) (3] 300 Georgiz Street Office Number :TS support to the
1o the Canada Industriz| fcanada Industrial
Relztions Board (Westem . R Felations Board
Region) Language Designation Western Region)
Local Office 15722 ATS support 15722 Bilingual Non-xey service 22 332 Laurier Avenue TS support fo the
to the Canadian International ¥ - [Canadian
Trade Tribunal (HQ) Office Level T_-,pe International Trade
o [Tribunal (HQ)
Local Office 15741 ATS suppart 15741 Bilingual Mon-key sarvice 22 240 Sparks Street Pravision Code LTS support fo the
1o the Canada Industrial Public Servants

| zbour Relafions
nd Employment

Relations Board (HQ) Location Civic Address Street Name

Board (HQ)
Local Ofice 15742 ATS support 15742 Bilingual Mon-key service  5{1) (3) 1 Front Street West Census Metropaolitan Area 575 suppart to the
1o the Canada Industriz| fcanada Industrial
Relstions Board (Ontario P Felations Board
Region) Region Ontario Region)
Local Office 16437 ATS support 18427 Bilingual Mon-key service 22 80 Sparks Streat B TS support fo the
to the Competition Tribunal (HQ) _GEa|It}' Public Servants

Pisclosure

Location F}:ah;eclm Tribunal

Local Ofice 92180 ATS support 83180 Bilingual Non-key service 22 344 Slater Street 75 support to the
1o the Transportation Appes! Country Focial Security
Tribunal of Canada (HQ) [Tribunal of ¥

foanada (HQ)

Office Details Language Designation by Office Type Institution Accounts

Let’s take a closer look at the details from each report.

Office Details

The first report shown when selecting “Generate Reports” is the “Office Details”. At the
top, SOLO will show how many offices are registered in the system (red rectangle). In
this case, there are 22 offices registered in SOLO. Below you will see the details
concerning these same offices. The report is divided in 12 sections as per the green
rectangle.
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Institution Office Details

Number of Offices
22

Institufion Legal Name

Office Level  Pravision
Type Code

Location Civie
Address Street
Name Area

Office  Language Census Regien Locality Location Country

Number Designation Metropolitan

izl

Service of Canada

Local Office BB2TT ATS
support to the Specific
Claims Tribunal Canada
(HQ)

Local Office BB2TE ATS
support to the Canadizn
Agricuttural Review
Tribunal (HQ) [Mailing
zddress: 880 Carling
Avenue, Birch Drive,
Building 80, Ottawa,
Ontario K14 0CE]

Local Office BB2TR ATS
support to the Social
Security Tribunal of
Canada (HQ) [Mailing
address: P.0. Box 8812,
Station T CEC, Ottawa,
Ontario K1G 653]

Local Office DB282 AT
support to the Public
Servants Labour
Aelstions and
Employment Board (HQ)

Local Office 0B283 ATS
support to the Public
Servants Disclosure
Protection Tribunal (HQ)
Toll Free Phone 83285
Toll Frez Phone 83287
Tall Frea Phone 95208
Toll Free Phone 96260
Toll Free Phone 98300
Toll Free Phone 83301

Ottawa, Ontario K1G
853
98277 Bilingual 427 Laurier Avenue West Ottawa Ottawa

Mon-key service 22 ATS support fo the

Specific Claims
Tribunal Canada {(HQ)

98278 Bilingual Mon-key service 22 344 Slater Streat Dttawa Ottawa ATS support to the
Social Security
Tribunal of Canada
(HQ) (Mailing
addresz: P.O. Box
9512, Station T CSC.
Ottawa, Ontario K1G

453

93279 Bilingual Mon-key service 22 344 Slater Streat Dttawa Ottzwa ATE support ta the
Social Security
Tribunal of Canada
(HQ) (Mailing
addresz: P.O. Box
9512, Station T CSC.
Ottawa, Ontario K1G
653

04282 Bilingual 240 Sparks Strest Ottawa Otzwz

]

Mon-key service 2 ATE support fo the
Fublic Servants
Labour Relations and
Employment Board
(@)

ATE support fo the
Fublic Servants
Distlosure Protection
Tribunal (HQ)
Unknawn

Unknawn

Unknown

Unknown

Unknown

Unknawn

04283 Bilingual 80 Sparks Street Ottawa Otzwz

]

Mon-key service 2

93285 Bilingual
93297 Bilingual
93208  Bilingual
23200 Bilingual
88300 Bilingual
98301 Bilingual

Mon-key service  11(a)(ii) Unknawn
Mon-key service  11(a)(ii) Unknawn
Mon-key service  11(a)(ii) Unknown
Mon-key service  11(a){ii} Unknown
Mon-key service  11(a){ii} Unknown
Mon-key service  11(a)(ii) Unknawn

Uninawn
Unknown
Unknown
Unknown
Unknown
Unknown

saoyd o

You can filter this report to only see the data you need. The filters depend on the type of
information available in the report.
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5 Filters b

O Search

Filters on this page

Census Metropolitan Area o
is {all)
Filter type

Basic filtering

Search

Cikel

Select all
(Blank)
Halifax
Montreal
Ottawa

Toronto

gooodn

Vancouver

= = = -J
is (all)
Office e
is (alh)

Office Level Type e
is (alh)

Provision Code
is {All)

Filtars nn all nanase

Apply

In this example (above), we have expanded the “Census Metropolitan Area” field (red
rectangle). You also have the choice between basic filtering and/or advanced filtering
(green rectangle). These two options are available to all fields filtered. We will filter this
report to include the census metropolitan area of Vancouver (red rectangle). Once the
area has been selected in the filter, we will select “Apply” (green rectangle above).

The report will only show the office located in the census metropolitan area of
Vancouver (below). If you hover over the filter icon, you will be able to see the filter
applied to this report (red rectangle).
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Institution Office Details

Number of Offices
1

Code Address Strest Meatrapalitan
Name Area

) al 300 Gearpin Street kst Vancouver

Language Designation by Office Type

The second report auto generated by SOLO is the “Language Designation by Office
Type”. At the top of this report, you will notice below that SOLO registers the dates of
the first and the last office created (green rectangle). At the near center of the report,

Filters on this page

Census Metropolitan Area
is Vancouver

ST

Office Level  Provision Lacation Civic [2= Region [ Locatic

eag
oy ra

Basic filterina

' “/ Filters and slicers affecting this visual

Census Metropolitan Area
Is Vancouver

Institution Legal Name
is Administrative Tribunals Support Service
of Canada

Vancouver

SOLO shows the language designation of each office type (red arrow). You might have
to expand the Institution Legal Name (red square) to see each office type. In this

example, all offices are bilingual. If you notice a number under the “To be determined”

column, this could be a good sign that there are tasks that need to be completed for one
or more offices. As you can notice, this report can also be filtered.
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Institution Language Designation

Office Registration Date

2021-11-17 2023-02-21

EBilingual English French Mot Applicable To be determined Unknown Total Offices

__I ution Legal Name

= ANministrative Tribunals Support Sarvice of
C@inada

bi-fres long distancs telephone semvice 8 B

Head Office 1 1

A local office or facility 16 16
Total % 3
Total 23 3

Office Details Language Designation by Office Type Institution Accounts Program Report

Institution Accounts

The third report might come in handy. It shows who has a SOLO account for the
institution. In most cases, the account belongs to the PROL (green rectangle). The
report also shows when the application was last accessed and the number of days
since SOLO was accessed (red rectangle). Notice that this report can also be
customized by using filters.
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Institution Account Information

I
Organization Legal Name | Application

Role Type

OLCEAD Adlard

Gall

Dugas

Laflamme

Beaudain

Couture

Soucy

Al

TBS
Royal Canadian Mounted Police PROLUSER Test-LNO1
Treasury Board Secretariat PROLUSER Martel

Formateur

Office Details Language Designation by Office Type

Application User
Last Name

Application User

First Name

Kevan
Andraw
Florence
Mancy
iviane

Alexandre

Luc
Adnan

OlgeUser

Institution Accounts

Application User Email Address

kevan.adlard@tbs-sct.
andrew.gall@t
fiorence. dugas@
nancy laflammed
vivizne. beaudoin@ths-sct
alexandre cauture@tbs-s
uc.soucy(@tbs-set ge.ca

adnan.ali@bs-sct.ge.ca

OlceAdmingGt tge.ca
rin.gillet@ths-sct ge.ca
Martel@tbs-sctgeca
nfo-ollo@tbs-scige.ca

Application User

Last Accessed Date
v

Days Sinee Last
RAccess

113012021 2:53:42 PM
12/13/2021 2:16:45 PM
121152021 1:42:05 PM
1211612021 8:24:50 AM
122302021 11:44:37 AM
12/30/2021 8:38:54 AM
1712022 11:04:44 AM
11072022 1:20:31 PM
1111812021 5:47:34 AM
12/8/2021 7:15:07 AM
11072022 10:42:51 AM
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= Filters
L Search

Filters on this page

Filters on all pages

nstitution Legal Name ™~

e A
S LA

Program Report

This report will show you the list of programs offered by your institution. You will have to

select the icon next to the institution's legal name (red box) to illustrate the programs

Office Details

Bl D meeuscaa e ool da v
Secwt 33 Canacia

dministrative Tribunals Support Service of Canada

[Teletype) Information - Canada Industrial Relations Board

= (Teletype) Information - Faderal Public Sector Labaur

Relations and Employment Board

[Teletype) Information - Social Security Tribunal of Canada

Information - Administrative Tribunals Support Service of

Canada 854

Information - Canada Agricultural Review Tribunal

Information - Canada Industrial Relations Eoard

Information - Canada Industrial Relations Eoard 269
Tol-free phons - Canada Industrial Relstions Board

Information - Canadian Cultural Property Export Review

Board

Information - Canadian Cultural Property Export Review
Board E74

Information - Canadian Human Rights Tribunal
Information - Canadian Human Rights Tribunal 876
Information - Canadian International Trade Tribunal
Information - Canadian International Trade Tribunal 877
Information - Competition Tribunal

Information - Environmental Protection Tribunal of Canada
Information - Federal Public Sector Labour Relations and
Employment Board

Information - National Joint Council

Information - Public Servants Disclosura Protection
Tribunal

Information - Public Servants Labour Relations and
Employment Board 878

Information - Social Security Tribunal of Canada
Information - Social Security Tribumal of Canada 880
Information - Specific Claims Tribunal Canada
Information - Transportation Appeal Tribunal of Canada
TTV . Cznadz Industrial Balzfinne Baared 270

Language Designaticn by Office Type Institution Accounts Program Report

The navigation is similar for the other reports in SOLO.

[

PR —

= Filters

Q. Search

Filters on all pages

Institution Legal Name

is Administrative Tribunals Support Service of Canada

Active
i5 Active

Apply
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Institutions

Users can also edit the information concerning their institution(s). Just like offices,
PROL can review, edit and request for the deletion of institutions, but only institutions
that they are responsible for.

Dashboard

The System for Official Languages Obligations (SOLO) helps federal institutions and certain organisations subject to the Officials Languages Act apply the
Regulations to determine the language designation of their offices and ensure that any member of the public can, where applicable, communicate with and obtain
services from their offices in the official language of his/her cheice in Canada or abroad.

Offices and information Most requested
Functionality is soon to be released
Register an office Manage offices - Review registered offices
Register an office to determine its language View, edit, or delete registered offices. = View your institution's outstanding_tasks
designation. - JO
= View your institution's official languages

review questionnaire

Generate reports = Search

Create, view and print reporis for registered
offices . .
More information
= Official Languages Act
= Regulations
« Contactthe OLCE

= Burolis

|Institutions

Manage registered institutions

View, edit or delete institutions

Manage registered institutions

In the example below, we will continue using the Treasury Board Secretariat. If you are
unsure how to use the filter table, select the link (red rectangle). On this page, we will
see that the table (green rectangle below) is divided by:

¢ Institution name (legal name)
e Institution code
e Institution type

o Office type
e Province
e City
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To view the institution’s entire information, select the Institution name.

System for Official Languages Obligations

£¥ Account settings Osign out

Home Annual review Registrations Tasks Reports oLIs

¥ How to use the filter table

« To filter the table data, enter a keyword(s) in the Filter items box.
To sort the table data, click the ascending or descending arrows next to the column name.

Filter items | | Showing 1 to 1 0f 1 entries | Show[10 ] entries
Institution name Institution code Institution type Office type Province City
[#+ 13 13 13 1 1
Treasury Board of Canada Secretariat TBD Core public administration Mon-key service Ontario Ottawa

On this page (below), the user views the institution’s information entered in SOLO. The
user can also choose to edit certain sections of the information (green rectangles below)

or edit the institution’s information (red rectangle below).
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Manage registered institutions

Institution narnel Edit institution name | I
Institution name Treasury Board of Canada Secretariat
({English)

Instituticm nane Secrétariat du Conseil du Trésor du Canada
(French})

Institution code TBD

Institution information Edit instituticn information

Institution website hittps ffwwweer canada. ca'enfdreasury-board-secretariat_hitmil
({English)

Institution website hittps ffwwweer canada. cadfr'secretanat-conseil-tresor_ hitml
(French})

Institution type Core public administration
Institution provides MNMon-key service

ey saervice Local office
options

Default

InstitutionNn address I Edit institution address | I

Prosw e T ernribormyr CrtaAario

e itawea

Strecaet addres s S0 Elgimn Streaet
Postal codade (5105 K1 Oco

-y I

Telephhome v ber 513957 2400
Incliude im Burolis =

In S rson sernwiceaes rdao

awailab e

Business hours - Wieww business hours
Prograrnms Edit prograsms |
ImnForrresaticom 192 FRensseignsmments 192

InstitutionNn conNntacts I Edit mstitubon contact= |

PN s ter FAloma Fortier
Deputy head SGraharm Flack
Adbermate comntact

Adtermeate contact -
Erruauil

Eddif irvsirinsiioars
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In the case of a request to have the institution deleted, this could be the case where the
institution has, among other reasons, been decentralized or entered in the system by
error. As indicated in the warning message (below), removing the institution will also
delete all its offices.

Delete Institution

© Are you sure you want to delete this institution?
Administrative Tribunals Support Service of Canada
Service canadien d'appui aux tribunaux administratifs

Mote that all services registered to this institution will be deleted as well

Please provide reason for deletion:
O Institution is not subject to the OLA
O Created in error

O Institution has closed

O Other (please specify)

C] Cancel ‘

Most requested

These links will bring you to sections frequently used in SOLO such as registered
offices in SOLO, tasks, and the institution’s OL review questionnaire.
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Dashboard

The System for Official Languages Obligations (SOLO) helps federal institutions and certain organisations subject to the Officials Languages Act apply the

Regulations to determine the language designation of their offices and ensure that any member of the public can, where applicable, communicate with and obtain

services from their offices in the official language of his/her choice in Canada or abroad.

Offices and information

Register an office

Register an office to determine its language
designation.

Generate reports

Create, view and print reports for registered
ofiices

Institutions

Manage registered institutions

View, edit or delete institutions.

Manage offices

View, edit, or delete registered offices.

Most requested

Functionality is soon to be released

Review registered offices

View your institution's outstanding tasks

.
<
4
=
's]
5
S
=
=,
e
=]
=
0,
=18
3
=
fa]
=
]
=]
D
jin

review guestionnaire

Search @

More information
Official Languages Act

Regulations

Contact the OLCE

Burolis

The “Search” link (green arrow) on the other hand is not available anywhere else on the

dashboard. This powerful search engine will enable to search for offices by several

criteria.
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» Instructions

E> Language Designations

Language
designation

v

Regions

Census
metropolitan areas

Offices

Institutions

Number

Status

Geographic parameters

Active

Provisions

Localities

Census
subdivisions

Types

Keywords

Reset Search

After you have initiated your search, your results can be exported in Excel format (green

box).
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More Information

Official Languages Act

This hyperlink will send you to the OLA on Justice Canada’s website.

Justice Laws Website Canad'il'

I )

Family Law v | Criminal Justice ¥ Funding v | Canada's System of Justice v | Laws +

Home = Laws Website Home = Consolidated Acts = R 5.C.. 1985, ¢. 31 (4th Supp.) - Table of Contents

Official Languages Act (R.S.C., 1985, c. 31 (4th Supp.))
Full Document. HTML (ACCessibilty Buttons available) | XML [148 KB] | PDE [346 KB]
@ Act current to 2021-08-10 and last amended on 2017-09-21. Previous Versions

Constitutional Documents Notes: « See coming into force provision and notes, where applicable.

+ Shaded provisions are not in force. Help

Regulations

Select this link to view the revised (2019) Official Languages (Communications with and
Services to the Public) Regulations.

Justice Laws Website Canad"a'

I )

Family Law v | Criminal Justice ¥ | Funding v | Canada's System of Justice v Laws v

ome = Laws Website Home =+ Consolidated Regulations + SOR/92-48 - Table of Contents

Official Languages (Communications with and Services to the Public) Regulations (SOR/92-48)
Full Document: HTML (Accessibility Buttons available) | XML [81 KB] | PDF [284 KB]
@ Regulations are current to 2021-08-10 and last amended on 2020-06-25. Previous Versions

Constitutional Documents Enabling Act: OFFICIAL LANGUAGES ACT
Notes:  » See coming into force provision and notes, where applicable.
Consolidation of Constitution + Shaded provisions are not in force. Help
Contact OLCE
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When selecting this link, SOLO generates this message: Please contact the Official
Languages Centre of Excellence at OLCEInformationCELO@tbs-sct.gc.ca.

Burolis

Click on this button to be directed to Burolis, the public facing website for SOLO. This
site allows the public to view information concerning all federal offices subject to the
OLA.

Francais
I *l Government  Gouvernement
of Canada du Canada
Home
Burolis

Burolis informs the public which federal offices provide
services in French, in English or in both languages under
the Official Languages (Communications with and Services

to the Public) Regulations. It also lists offices which provide

bilingual services under a provision of the Official
Languages Act. Read more about the Burolis directory.

Search Burolis

| © Narrow your search by using advanced search.

advanced search

Find [ Offered in English [ Offered in French

Search for offices, services, or programs


mailto:OLCEInformationCELO@tbs-sct.gc.ca
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