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Uploading Certificates into a Requirements
Tracker in Relias

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

2 Click "Learning tab"
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3 Click "Modules"

4 Click "Module List"
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5 Click drop down menu on Module type

6 Click "Requirements Tracker"
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7 Click the "Search Modules" field.

8 Type the name of the tracker you need for the certificate
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9 Click here on the blue person with the plus sign

10 Click "ENROLLMENT Tab"
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11 Click the "Search" field.

12 Type "First or last name to find the learner and hit enter"
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13 Click this checkbox.

14 Click "Enroll Tab"
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15 Click "CURRENTLY ENROLLED and search for the learners name

16 Click this blue link under file upload.
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17 Click Choose File

18 Click "Upload"
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19 Click this link it shows up blue once a file has been uploaded, this step is to verify
you have the correct file for that learner before you complete.

20 Click "Sample Mandt Certificate.pdf"
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21 Click this checkbox.

22 Click "Mark as Complete"
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23 Click the "Grade" field.

24 Type in what the learner received on the test if there is no test use 100
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25 Click this image "Date Field".

26 Click the DATE training was completed on or signed off on
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27 Click "Mark as Complete"


