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Enrolling, observing, and recording
employee orientation using online
platform

1 Navigate to https://dhss.training.reliaslearning.com/Dashboard.aspx

2 Click "Learning"
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3 Click "Modules"

4 Click "Module List"
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5 Click here, to enroll learner into the checklist.

6 Click "ENROLLMENT"
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7 Click the "Search" field.

8 Type "Name of your learner".
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9 Click this checkbox.

10 Click "Enroll"
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11 Click "Supervisor"

12 Click "Observer"
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13 Click "DDDS Authorized Providers-New Employee Orientation Checklist"

14 Click this checkbox.
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15 Click "Record Observation"

16 DDDS Authorized Providers New Employment Orientations Checklist
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17 Click observation date and enter date.

18 Click met/not button buttons for each question.
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19 Click Enter observations notes and enter notes if applicable.

20 Click the "I attest that I, "name of your learner", have observed all of the above
listed learners demonstrating all tasks associated with DDDS Authorized
Providers-New Employee Orientation Checklist on the date indicated above.
I report that this learner Did/ Did not meet all requirements outlined in this skills
checklist as documented above." field.
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21 Click "Record Observation"

22 Click "Observer"
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23 Click "Supervisor"

24 Click "Users"
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25 Click "User List"

26 Click the "Search" field.
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27 Type "name of your learner"

28 Click this dropdown, select the All Hierarchy
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29 Click this link, transcript of the learner.

30 Click this dropdown, and select skills checklist.
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31 Click this link.

32 Click "Print"
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33 Print out is optional for paper copy.


