Uploading Certificates into a Requirements Scribe™
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"
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4  Click "Module List"
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5 Click drop down menu on Module type
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6 Click "Requirements Tracker™"
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7  Click the "Search Modules" field.

RE LIAS @ Delaware Health & Social Services
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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

Module List

Q, DDDS Example
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10  Click "ENROLLMENT Tab"

RE LIA @ Delaware Health & Social Services

Jennifer Allel
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OVERVIEW

Customers are expressly prohibited from loading any Protected Health Information or other information which is covered under HIPAA. Relias is not
responsible for any damages you incur due to non-compliance with HIPAA requirements.
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© 2024 Relias LLC, all rights reserved. "Relias" is a trademark of Relias LLC.
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11 Click the "Search" field.

| Instructor Jennifer Allen | + SHOW DETAILS

I already enrolled)

+ Filters = x Clear

1-100 of 5,400 >
| Hierarchy ~ Job Tiles Hire Date
f Res-New Castle County - Howell School Road Direct Support Professional 8/21/2023
Community Systems Inc (CSI) Direct Support Professional 4/25/2023

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

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

14 Click "Enroll Tab"

Module Enroliment: DDDS Example Tracker Upload
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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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15 Click "CURRENTLY ENROLLED and search for the learners name

@ Delaware Health & Social Services Jennifer Allen

Administrator ¥

OVERVIEW + Back to Module List

- Module Enrollment: DDDS Example Tracker Upload
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16  Click this blue link under file upload.
USUNIGES G e ARILSS1y UL 11 USRI IY S A | TG IR IUT 1 U I U Y 1 Y W | . e 19 T

responsible for any damages you incur due to non-compliance with HIPAA requirements.

« Back to Module List

Module Enroliment: DDDS Example Tracker Upload

PROPERTIES

Requirements Tracker | 0.25 Credit Hours | Instructor Jennifer Allen | + SHOW DETAILS
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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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17 Click Choose File

BROWSE

| Chaose Eile ‘ No file chosen

Upload

Customers are expressly prohibited from loading any

Protected Health Information or other information which is
covered 1inder HIPAA Relias i nnt reannnsihle far anv

18 Click "Upload"

BROWSE

‘ Choose File ’ Sample Mandt Certificate.pdf

Upload

Customers are expressly prohibited from loading any
Protected Health Information or other information which is
cnvered 1inder HIPAA Relias is nnf reannnsihle for anv
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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.

+ Back to Module List

PROPERTIES
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SIS QI CARIIDI] I IIIAL ] GG SIELE E I | I AT IGIMTE A I G I 12 A Y A I § T L, e

responsible for any damages you incur due to non-compliance with HIPAA requirements.

Requirements Tracker | 0.2 Credit Hours ‘ Instructor Jennifer Allern | + SHOW DETAILS
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Module Enroliment: DDDS Example Tracker Upload

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

20 Click "Sample Mandt Certificate.pdf"
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Sample Mandt Certificate.pdf
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21 Click this checkbox.
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Do Not Sell My Personal Information | Privacy Policy
® 2024 Relias LLC, all rights reserved. "Relias" is a trademark of Relias LLC.

Shared Completi

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

MARK AS COMPLETE Mark as Complete [ES

Learners marked complete for any accredited course will not receive the accreditation

Grade

Completed *

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".

MARK AS COMPLETE Mark as Complete [JES

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

100

Completed *

26  Click the DATE training was completed on or signed off on

LEdInels Mmalkea Compiete 101 any dacocieaned coulse Wil 1oL receive uie accieandauon
Grade

100

Completed *
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27  Click "Mark as Complete"

MNo problem! To capture guides for o
applications, use Scribe Pro's deskt:

() Don't remind me again.

Get Scribe Pro Dismiss

MARK AS COMPLETE Marik as Complete JEES

Learners marked complete for any accredited course will not receive the accreditation
Grade

100

Completed *

08/23/2024
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