How to look up the requirements trackers Scribe
under a learners profile in Relias.

1 Click the "User Name" field.

@ Delaware Health & Social Services

User Name
Password

Forgot your password?

Request Help

2  Type "your email"
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3 Click the enter your password

| lennirer allen

Password

Forgot your password?

Request Help

4  Click the "Search" field.

Jennifer Allen [
Administrator =

Search Q
# Filters | X Clear
m 1-100 of 5,403 >
I Hierarchy ‘ Role | Active ghaed
| ‘ User
Residential: Res-New Castle County - Howell School Road v
DDDS - Community Services: Community Systems Inc (CSI) v
DDDS - Community Services: Community Systems Inc (CSI) v
DDDS - Community Services: Shared Learners_ALL v ~

5  Typethe name of the learner and hit enter
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6 Click on the blue book next to the learner's name

RE LIAS @ Delaware Health & Social Services
. B2

OVERVIEW USER LIST IMPORT USERS » | EXPORT USERS »

Dashboard Filter By A-Z  w | | Active " @

SOLUTIONS

User Hierarchy

Last Mame, First Name
Example123

@ Leaming

== Delaware Health & Social Services (DHSS): DDDS -

MANAGE

Unique Active Users: 5405

-

poy Users

Active Users: 5405 (Contract Limit: 5350)

User List Restricted Users: 0 (Contract Limit: ()

Shared User List

Hierarch

7 Click this dropdown and select the requirements trackers

« Back to User List

First Name Last Name's Training

TRANSCRIPT ASSIGNMENT DETAILS LICENSE/CERTIFICATION ATTENDANCE RECORD

TRANSCRIPT EDIT USER » DD EXTERNAL RSE » EXPORT » FRINT TRANSCRIFT »
Filter By [ All Types v | | IShow Al Trainings Completed on R v All Certificates v
Specify Dates v I - Apply | Clear

Leamers marked complete for any accredited course will not receive the accreditation.

Title

m'l;\,rpe [ Grade | Lat
User List
DDDS Example Tracker Upload R
e equirements
L . 100%
h O 198 hrrre | TR Tracker >
Ty 0.25 hours | [}
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8 Click the blue paper clip to view the file, if the paperclip is not blue there is no file

uploaded into the tracker.

SOLUTIONS

Leamers marked complete for any accredited course will not receive the accreditation.

@ Leamning

MANAGE

Fe} Users
User List
Shared User List
Hierarchy

Licenses &
Certifications

€ Reports

9  Click "Fleet 1 example.pdf"

BROWSE

Title

DDDS Example Tracker Upload

9 F~

° _

0.25 hours | (W]

DDDS LLAM Medication Pass Observation Upload (2024)
@ 1650891 .

0.25 hours |[N]

DDDS MANDT Initial/Recertification Certificate Upload (2024)

DDDS UKERU Certificate Upload (2024)

Type

Requirements
Tracker

Requirements
Tracker

Requirements
Tracker

Requirements
Tracker

Requirements
Tracker

Name

Fleet 1 example.pdf

Fleet 2 Example.pdf
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100%

100%

100%

100%

100%
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10 Click the blue paper clip to view the file, if the paperclip is not blue there is no file

uploaded into the tracker.

Title
DDDS

fs% Users

User List

Shared User List

Hierarchy

Example Tracker Upload

Type

Requirements
Tracker

Requirements
Tracker

Requirements
Tracker

Requirements
Tracker

Requirements

Tracker
@ Reports
L} settings ?:gqc‘;:‘:mems
11  Click "LLAM Exemaple Cert.pdf"
BROWSE CANCEL
File
Name <
Size
588

LLAM Exemaple Cert.pdf
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Grade

100%

100%

100%

100%

100%

100%
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12

uploaded into the tracker.

rey Users
User List
Shared User List

Hierarchy

€4 Reports
L} Ssettings

RESOURCES

@) Help

13

UL | ISEL VETILS APPIUYdL WETUNLAUS UPIUAU [£UL5H )

DDDS LLAM Initial/Renewal Certificate Upload (2024)

& hf

DDDS MANDT Initial/Recertification Certificate Upload (2024)

o.f. €

DDDS UKERU Certificate Upload (2024)

Requirements
Tracker

Requirements
Tracker

Requirements
Tracker

Requirements
Tracker

Requirements

O .:' 5 - Tracker
Do Not Sell My Personal Information | Privacy Policy
Click "Sample Mandt Certificate.pdf"
BROWSE CANCEL
File
Name R
Size

Sample Mandt Certificate pdf
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249

Click the blue paper clip to view the file, if the paperclip is not blue there is no file
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14 Click the blue paper clip to view the file, if the paperclip is not blue there is no file

uploaded into the tracker.

User List
Shared User List

Hierarchy

€4 Reports

DDDS LLAM Initial/Renewal Certificate Upload (2024)

o :55“

Requirements
Tracker

Requirements
Tracker

Requirements
Tracker

DDDS UKERU Certificate Upload (2024) i
SR {EEUNES Requirements
L} Settings ® 76530 _ ey
0. 22 hourg [ |
RESOURCES
@ Help
Do Not Sell My Personal Information | Privacy Policy
© 2024 Relias LLC, all rights reserved. "Relias" is a trademark of Relias LLC.
15 Click "Ukeru Page 1.pdf"
BROWSE CANCEL
File
Name R
Size

Ukeru Page 1. pdf

Ukeru Page 2 pdf
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16  the completed column is the date it was completed by.
Jennifer Allen _._ @ @
Administrator «
'mWAIITrainings“v_' .Completed on R___- v- -Ali Certificates [ v- -BrainSparks Opt.__. v- 4+ Filters ® Clear

I - [¥ | Apply | Clear

d course will not receive the accreditation.

iange Due Date Mark as Complete

1-6 of 6

Type ‘ Grade ] LastAccess | Available | Due Date | Cor&plehd )| BrainSparks
id

P AR | (aliae 81232024

Tracker
Certificate Upload (2024) A N

SNBSS | 1009 812312024

Tracker
‘ertificate Upload (2024) "

Requiements’ | .o 82312024

Tracker

Observation Upload (2024)
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