Enrolling, observing, and recording Scribe -
employee orientation using online
platform

1

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

2  Click "Learning"

RE LIA S @ Delaware Health & Social Services

OVERVIEW TRAINING PERFORMANCE

Dashboard
Course Status Top/Bottom Performers

SOLUTIONS

® 1eaming

MANAGE

Course Status %

Foy Users

€¢ Reports

RESOURCES
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https://scribehow.com
https://dhss.training.reliaslearning.com/Dashboard.aspx

3  Click "Modules"
OVERVIEW TRAINING PERFORMANCE

[£3] Dashboard

Course Status Top/Bottom Performers

SOLUTIONS

' Learning

Training Plans

Modules

Course Status %

Shared Completions

Policies & Procedures

Crosswalk Library

External Training Templates Completion % = (Courses Cor
On Time + Courses Comple!

Career Paths & Enrollment

4  Click "Module List"

Dashboard

Course Status Top/Bottom Performers

SOLUTIONS
' Learning
Training Plans

Modules

Course Status %

Madule List

BrainSparks Management

Course Updates

Shared Completions

Complia

rses Completes Completion % = (Courses Cor
On Time)/ (C )

Aszzigred) On Time + Courses Comple!

Policies & Procedures Note: The data presented is updated daily and represents the Top and Bottom 5 performers hierarchies. The chart in

12:00:00 AM - 3/31/2024 12:00:00 AM.

Crosswalk Library
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5 Click here, to enroll learner into the checklist.

Q

rch Modules

Filter by | +Fitter || Clear

Module Type Owner
Skills Checklist - All Owners
Approved
Approved v

DDDS Authorized Providers-New Employee Orientation Checklist
1563344

Fire Safety Evacuation Procedures Skills Checklist

REL-CV-0-FSEP

Merakey Site Orientation- 102 Valley Stream

1494115

Merakey Site Orientation- 1601 Valley Stream

1494106

Merakey Site Orientation- Charles Drive
1494271

Marabou Qitn Arinntatinn Fhatin

6 Click "ENROLLMENT"

OVERVIEW

[E2 Dashboard

SOLUTIONS
’ Learning
Training Plans
Modules

Module List

BrainSparks Manaj

Cours

0 Delaware Health & Social Services

< Back to Module List

PROPERTIES

Skills Checklist | + SHOW DETAILS
CURRENTLY ENROLLED

ENROLLMENT

LEARNERS ENROLLED ENROLLMENTF

Filter By A-Z v

Shared Learner i

Name & Usemame

Konteh
@

konte

m =

Do Mot Sell My Persanal Information | Privacy Policy

Made with Scribe - https://scribehow.com

Type

i) Skills Checklist

i) Skills Checklist

Skills Checklist

Skills Checklist

Skills Checklist

e Date B Email Leamners

Hierarchy

Shared Learners_ALL

Shared Leamers_ALL

© 2024 Relias LLC, all rights reserved. "Relias" is a trademark of Relias LLC.

Grade

Certificate
All Certificates -
Approved % Enrolled %
v 7 \ [
v 4 &
v 0 &+
v 0 &+
v o & ||

Jennifer Al

Supervisor

Module Enroliment: DDDS Authorized Providers-New Employee Orientation Checklist

+ Filter

Exam Reset | Completed Availabiity Date i Due|
11712024
21712024



7  Click the "Search" field.

e Jennifer Allen M () ()

Supervisor ¥

< Back to Module List

Module Enrollment: DDDS Authorized Providers-New Employee Orientation Checklist

PROPERTIES

Skilis Checkfist | + SHOW DETAILS

CURRENTLY ENROLLED ENROLLMENT

Due Date: Assign date to all  »

Available Learmer(s) (Leamers NOT already enrolied)

Filter By A-Z v + Filters | x Clear

Shared Learner. -

1-100 of 882 >
| Name & Usemame | Hierarchy | Jdob Titles | Hire Date
Abasa-Addo, Fauster
BB o pasarddo@merakeyorg Shared Leamers_ ALL DSP 812412015
Abbey, Henrietta
i
M| = R et Shared Leamers_ALL Direct Support Professional 12/9/2019
Abdo, Radah
Ll Radah Abdo@csi-de org Shared Learners_ALL Employee 7/24/2019
Abegunde, Kayode 8 2
[-] 9 i) Shared Learners_ALL Service Director 32272010
Kabegunde@keystonehumanservices.org
Abegunde, Morchunmubo Christiana
= o Shared Learners_ALL 121412017

muboabequnde@amail.com

8  Type "Name of your learner".

Made with Scribe - https://scribehow.com



9  Click this checkbox.

Due Date: Assign datetoall

Module List

BrainSparks Management

Filter By A-Z v
Course Updates
Shared Learner v
Shared Completions
Policies & Procedures Name & Username Hierarchy
Allen, Jennifer
Crosswalk Library == P Shared Learners AL

External Training
Templates

Career Paths & Enrollment

Do Not Sell My Personal Information | Privacy Policy

M ANAGE © 2024 Relias LLC, all rights reserved. "Relias" is a trademark of Relias LLC.

roy Users

10 Click "Enroll"

Modules

Due Date: Assigndatetoall

Module List

BrainSparks Management

Filter By A-Z v
Course Updates
Shared Learner v

Shared Completions

v Enroll
Policies & Procedures T TR Hierarchy

Allen, Jennifi
v ==100 <] i e Shared Learners_AL

Crosswalk Library Jjennifer allen

External Training
Templates

Career Paths & Enrollment

Do Not Sell My Personal Information | Privacy Policy
© 2024 Relias LLC, all rights reserved. "Relias" is a trademark of Relias LLC.
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11  Click "Supervisor"

JenniferAllen ‘ @ @

Supervisor v
S~

Iments are completed within a few minutes. You may continue working in the system while enroliments are being processed.

zed Providers-New Employee Orientation Checklist

12 Click "Observer"

Jennifer Allen ‘ @ @

Supervisor ¥
. Administrator

Iments are completed within a few minutes. You may continue working in the system whil  |nstructor

Supervisor

Competency Tracker Reporter

zed Providers-New Employee Orientation Check ( )
Observer
N

Data Entry

Learner

Made with Scribe - https://scribehow.com



13

@ Delaware Health & Social Services

Click "DDDS Authorized Providers-New Employee Orientation Checklist"

1563344

Do Not Sell My Personal Information | Privacy Policy

14 Click this checkbox.

RESOURCES

@) Help

Filter By A-Z

LEARNERS ENROLLED

© 2024 Relias LLC, all rights reserved. "Relias” is a trademark of Relias LLC.

EXPORT LEARNERS »

B Email Learners

MODULE LIST EXPORT MODULES » Search Q
Filter By All Owners v All Ceriificates v Approved v + Filters % Clear
1-10f 1
Title Approved i Enrolled i
DDDS Authorized Providers-New Employee Orientation Checklist 2 1
i v 17 -

Skills Checklist | + SHOW DETAILS

<}

D

Made with Scribe - https://scribehow.com

= B

= (®

= Q@

= [

Name & Username

Allen, Jennifer
Jennifer allen

Baldeh, Buba
Baldeh_buba@yahoo.com

Deshommes Jean Julien, Diolene
diolenedeshommes@gmail.com

Dodd, Mary
naacdodd@yahoo.com

Gray, Darnesha
damesha. gray@delaware_ gov

Johnson, Valerie
valerie.johnsoni@bancroft. org

Hierarchy

Shared Learners_#2

Nursing

Delaware Mentor

Summit

DDDS - Stockley C

Bancroft



15 Click "Record Observation"

Dashboard

PROPERTIES

RESOURCES

@ Help

Skills Checktist | + SHOW DETAILS

LEARNERS ENROLLED EXPORT LEARNERS »

Filter By A-Z v
Record Observation
Name & Username Hierarchy
1 —, Allen, Jennifer
v <] L) ¢ i Shared Leamners_ALL

Jjennifer allen

o —~ Baldeh, Buba Nursing
Baldeh_buba@yahoo.com
Deshommes Jean Julien, Diolene

= :

@ diolenedeshommes@gmail.com Delawarementor
= Dodd, Mary it

naacdodd@yahoo.com

Cravu Narmacha

16 DDDS Authorized Providers New Employment Orientations Checklist

DDDS AUTHORIZED PROVIDERS-NEW EMPLOYEE ORIENTATION CHECKLIST Record Observation [ES

By marking these learners complete, you are certifying thal the observer noted below has observed a demanstration of this skill and has

determined that each leamerJisted below has met all requirements o successfully perform this skill

Learner I
Name & Usemname Job Titles Hierarchy | Location

Jennifer AH&“r‘ Shared Learners_ALL

Observer * Observation Date *

Checklist Tasks: 1-50f5
Met Not Met Title & Description ~ Rationale

y Orientation (check when completed)

Safety/ Emergency Pre

Inc

Made with Scribe - https://scribehow.com



17 Click observation date and enter date.

DDDS AUTHORIZED PROVIDERS-NEW EMPLOYEE ORIENTATION CHECKLIST

By marking these learners complete, you are certifying that the observer noted below has observed a demonstration of this skill and ha
determined that each learner listed below has met all requirements to successfully perform this skill

Learner 11
Name & Username Job Titles Hierarchy = Location
g Shared Leamers_ALL
Jjennifer allen =
Observer ™ Observation Date =
. . 15
Checklist Tasks: es
Met Not Met le & Description Ration
il 2 3
6 T 8 9
13 14 15 16 A7 General
d Federal

20 21 22

27 28 29

ng (as appicanie; Lom:

Safety/ Emergency Procedures Review (check when completed)

System Emerg Preparedness (per community/work-

nt Reporting Emerg

rocedures) ssing Person Procedures

18 Click met/not button buttons for each question.

DDDS AUTHORIZED PROVIDERS-NEW EMPLOYEE ORIENTATION CHECKLIST

Checklist Tasks: 1-60f5

Met Not Met Title & Description ~ Rationale

Tex

Made with Scribe - https://scribehow.com



19  Click Enter observations notes and enter notes if applicable.

Orientation

Observation Notes

Enter notes here

DDDS Authorized Providers-New Emplayee Orientation Checklist Requirements Met
DDDS Authorized Providers-New Employee Orientation Checklist Requirements NOT Met

| attest that I, Jennifer Allen, have observed all of the above listed leamers demonstrating all tasks associated with DDDS Authorized
Providers-New Employee Orientation Checklist on the date indicated above. | report that this leamer Did/ Did not meet all requirements
outlined in this skills checklist as documented above

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.

20

DDDS Authorized Pi

Observation Notes

Enter notes here

*) DDDS Authorized Providers-New Employee Orientation Checklist Requirements Met
DDDS Authorized Providers-New Employee Orientation Checklist Requirements NOT Met

| attest that |, Jennifer Allen, 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. | report that this leamer Did/ Did not meet all requirements
outlined in this skills checklist as documented above

Made with Scribe - https://scribehow.com



21 Click "Record Observation"

DDDS AUTHORIZED PROVIDERS-NEW EMPLOYEE ORIENTATION CHECKLIST

- c 7 ystem Emergency Freparedness (per co

Technology Orientation ien completed)
Electronic Record Web-bas nt Repor feb-based L eaming Management System

DDDS Authorized Providers-New Employee Orientation Checklist Signatures

Observation Notes

Enter notes here
=) DDDS Authorized Providers-New Employee Orientation Checklist Requirements Met
DDDS Authorized Providers-New Employee Orientation Checkdist Requirements NOT Met

¥/ | attest that |, Jennifer Allen, have observed all of the abowe listed leamers demonstrating all tasks associated with DDDS Authorized
Providers-New Employee Orientation Checklist on the date indicated above. | report that this leamer Did/ Did not meet all requirements
outlined in this skills checklist as documented above.

22 Click "Observer"

@ Delaware Health & Social Services Jennifér Allen

Observer «

« Back to Dashboard

Module Enrollment: DDDS Authorized Providers-New Employee Orientation Checklist

PROPERTIES
Skills Checkdist | + SHOW DETAILS

LEARNERS ENROLLED

Searct Q
Filter By A-Z v + Fiters = x Clear
d Observatio Email Leamers 14T of 17
Name & Usemame: Hierarchy Exam Reset | Availabilily Date i Due Date
Baldeh, Bub:
= T Nursing 2115/2024
hommes Jean Jul oler
= @ Desr hommes Jean Jkl\en Diolene Dalswara Manior 13172024
diole; les com
Dodd, Man ]
B Qe Summit 113012024
Gray, Damesha
= @ Jamesha.q DDDS - Stockley Center 1/24/2024
Johnson, Val
m Q [Tmeen e Bancroft 212172024
[ Shared Leamers_ALL 11712024
L4 DDDS - Stockley Center 1/18/2024
m e et Community Intenrater Servicas (IS 11APNZ4

Made with Scribe - https://scribehow.com
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23  Click "Supervisor"

@ Delaware Health & Social Services Jennifer Allen

Observer v

Administrator
« Back to Dashboard

Module Enrollment: DDDS Authorized Providers-New Employee Orientation Che¢ 7

Supervisor
PROPERTIES Competency Tracker Reporter
Skills Checkfist | + SHOW DETAILS
Observer
Data Entry
LEARNERS ENROLLED EXPORT Learner Q
Filter By A-Z .

+ Fiters = x Clear

Email Learners 117 of 17

Name & Usemame Hierarchy Exam Resel | Availabiliy Date i Due Date
. Bal b
m :i:’f” E ) Nursing 211512024
mes Jear
= Deshommes Jean Julien, Delaware Mentor 11312024
Dodd, Man
B Q. Summit 112012024
Gray, Damesh:
= @ ..;"B,Y,\.’:ﬂes 2 DDDS - Stockley Center 1/24/2024
Johnson, Val
[ Lo s i NRETS Bancroft 212172024
[ Shared Leamers_ALL 11772024
= DDDS - Stockley Center 11812024
- e} Mckenzie, Morgan Cammunity Intenrated Sanvires (CIS)Y 1MRIN74
H n "
24  Click "Users
OVERVIEW TRAINING PERFORMANCE

[E2] Dashboard
Course Status Top/Bottom Performers

SOLUTIONS 100+ r_ L i
% Courses Not Complete
- Overdue
[ ) Learning 80 I'-'. Courses Completed
ate
% Courses Not Complete
< 60 W 2nd Not Yet Due
MANAGE ;’:u - snc_ﬂl;;es Completed
g 40
Users 3 a
204
Reports
0

RESOURCES

Complation % =(Courses Compieted
)/ (Courses Assigned) On Time + Courses Completed.

Note: The data presented is updated daily and represents the Top and Boffom 5 pes ers hierarchies. The chart includes all assigned courses due between 1/1/2024
12:00:00 AM - 3/31/2024 12:00:00 AR

LEADERBOARD EXPORT LEADE

Made with Scribe - https://scribehow.com




25 Click "User List"

Course Status Top/Bottom Performers

SOLUTIONS

® Lecaming

MANAGE

Foy Users

Course Status %

User List

Shared User List

Hierarchy

Compliance
Licenses & Certifications On Time)/ (C

(Courses Complated Completion % = (Courses Cor
rzes Assigres) On Time + Courses Comple!

Note: The data presented is updated daily and represents the Top and Bottom 5 performers hierarchies. The chart imi
“ Reports 12:00:00 AM - 3/31/2024 12:00:00 AM.

P A e ————— -

26 Click the "Search" field.

»

Jennifer Allen

Supervisor ¥

Search 0\

+ Filters = x Clear

I 1-100 of 883 >
Hierarchy Role Active Shared User
DDDS - Community Services: Shared Learners_ALL v v
DDDS - Community Services: Shared Leamners_ALL v
DDDS - Community Services: Shared Learners_ALL v
DDDS - Community Services: Shared Learners_ALL ‘.. v

Made with Scribe - https://scribehow.com 13



27 Type "name of your learner"

28  Click this dropdown, select the All Hierarchy

I{E LIA @ Delaware Health & Social Services

OVERVIEW USER LIST

Filter By

SOLUTIONS
2 Learning

2]
MANAGE

55

_ = =]

User List

R
Shared User List

52
Hierarchy
Licenses & Certifications

Made with Scribe - https://scribehow.com

A-Z v Active v

Shared Learner v
s + New User
User

B /ibgsarAddc Fauster
FAbasaAddo@merakey.org

= A\)D.ey. He.ﬂnella
habbey@keystonehumanservices.org

= Abdo, Radah
Radah. Abdo@csi-de.org

= Abegunde, Kayode
Kabegunde@keystonehumanservices.org

- Abegunde, Morohunmubo Christiana

— muboabegunde@gmail com

= Aboagye, Karyn-Lisa
abc k@libertyarc.org

= Acheampong, Joseph
jacheampong@

== Achira, Purity

Hierarchy

DDDS - Community Services

DDDS -

DDDS -

DDDS -

DDDS

DDDS -

DDDS -

Community Services:

Community Services:

Community Services:

Community Services:

Community Services:

Community Services:

Shared Leamners_ALL

Shared Leamners_ALL

Shared Learners_ALL

Shared Learners_ALL

Shared Learners_ALL

Shared Learners_ALL

Shared Leamers_ALL

14



29

OVERVIEW

DERIET]

SOLUTIONS

® Lecaming

MANAGE

foy Users
User List
Shared User List

Hierarchy

30

Click this link, transcript of the learner.

USER LIST EXPORT USERS »
Filter By A-Z v Active

All Hierarchy Fol... =

User

Allen, Jennifer
Jennifer allen

Unique Active Users: 5096
Active Users: 5096 (Contract Limit: 5100)

Restricted Users: 0 (Contract Limit: 0)

Click this dropdown, and select skills checklist.

« Back to User List
Jennifer Allen's Training

INSTRUCTOR

TRANSCRIPT EDITUSER »

Filter By

—
B

OBSERVER TRANSCRIPT

All Types v i

Specify Dates. .. v

ADD EXTERNAL COURSE »

Show All Trainings

Hierarchy

DDDS - Community Services: Shared Learners

ASSIGNMENT DETAILS

EXPORT »
Completed on R

Leamners markpY e =dited course will not receive the accreditation.

Made with Scribe - https://scribehow.com

Courses
Live Events

External Trainings

LICENSE/CERTIFICATI

v All Certificates

Apply || Clear

Requirements Tracker
Pro-on-the-Go
Skills Checklist
Competency Reviews
Learning Assessments
Personalized Learning

19 and Drinking

Type

Course

15



31 Click this link.

SOLUTIONS

® Leaming

MANAGE

User List

Shared User List

Hierarchy

Licenses & Certifications

Reports

RESOURCES

Filter By

TRANSCRIPT EDIT USER » ADD EXTERNAL COUR: EXPORT » PRINT TRANSCRIPT »
Skills Checklist A Show All Trainings ¥ Completed on R All Certificates v BrainSparks Opt v
Specify Dates. v E - Apply Clear
Leamners marked complete for any accredited course will not receive the accreditation
Title Type Grade Last Access |
DDDS Autherzed Providers-New Employee Orientation Checklist i
1563344 3 / /221
O P Met 2/2212024
Oholyrs |5
DDDS Authorized Providers-New Employee Orientation Checklist )
@ 1563344 e Met
Ohours  [%:] Checklist
® Relias Administrative Mastery Program (RAMP) Training
=l Plan

32 Click "Print"

Do Not Sell My Personal Information | Privacy Policy
© 2024 Relias LLC, all rights reserved. "Relias" is a trademark of Relias LLC.

DDDS Authorized Providers-New Employee Orientation Checklist

4N of1 PPl 4 |

ind | Next

CRE

DDDS Authorized Providers-New Employee Orientation Checklist

Description:

The New Employee Orientation Checklist needs to be completed within 30 days of staff's hire

date.

Not Met
(m]

Rationale

Title Description

Personnal
Mattars/Agency
Orientation (check
when completed)

Completion of a Background Check
Center (BCC) background
examination (includes)

Adult Abuse Registry. Certiied
Nursing Assistant Registry, Sex
Offander Registry, Office of the
Inspactor General Registry. Child
Protection Registry, Division of
Professional Regulation Registry.
State and Federal Criminal
background Checks, Drug Screening
Senvice Latters from prior employers

Job Descripion
Valid Driver's License & Insurance

Pra-sarvics DDDS policy raview (In

Print Checklist

Made with Scribe - https://scribehow.com
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33 Printout is optional for paper copy.

DDDS Authorized Providers-New Employee Orientation Checklist

WAL Jora b M Find | Next bl v (&

DDDS Authorized Providers-New Employee Orientation Checklist
Description:

The New Employee Orientation Checklist needs to be completed within 30 days of staff's hire
date.

Title: Description Rationale

Persannel Completion of a Background Check

Matters/Agency Center (BCC) background

Orientation (check  examination (includes):

when completed) Adult Abuse Registry, Cantfied
Nursing Assistant Reglstry, Sex
Ofiender Registry, Office of the
Inspector General Registry, Child
Protection Registry, Division of
Professional Regulation Registry,
State and Faderal Criminal
background Checks, Drug Screening.
Sarvice Leters from prior employers.

Job Description
Valid Driver's License & Insurance

Pre-service DDDS policy review (In

Print Checklist

Made with Scribe - https://scribehow.com



