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Welcome to Trust University! To help you navigate the Online University, here is a step-by-step guide to register, take courses
and track your training. Please ensure you are using the latest version of one of the following browsers: Mozilla Firefox,

Microsoft Edge, Google Chrome or Safari (Internet Explorer is NOT supported). Your browser must also allow pop-up

windows. (Search how to disable pop-up blockers for your particular browser).

If you experience any difficulty, contact your Trust University Supervisor or email losscontrol@wctrust.com

for more help.

Step 1: Register Yourself

If you had a user name and password for the previous Trust University, go directly to Step 2 as you do not need to create a
new account. Please do not register more than once! To register for Trust University, please follow these instructions:
1. Go to www.wctrust.com in the navy blue Quick Links box on the right, select “Trust University”, the next screen is a

description of Trust University, click on Click here to log into Trust University . Once in Trust University,

Don't have an account? Create one now!

please

select if you have not registered previously.
2. Fill in your registration information including your First and Last Name, Username,
Password (between 8 and 50 characters), Email, Job Title and Policy Number (5 digits).

3. Click Submit.

W(CT Policy Number
is:

Step 2: Access the Site

Once you have registered into the Trust University, you can access the site 24/7 from any device with internet access.

1. Go to www.wctrust.com in the navy blue Quick Links box on the left, select “Trust University”, the next screen is a
description of Trust University, please use the “Click here to log into Trust University” link. Once in Trust University,
enter your User Name and Password.

2. You are now in Trust University, on your home screen which summarizes all of your current courses.

Step 3: Enroll in Courses

1. On the left menu bar, click on to view the full course library listing. There are two ways to search for
courses:
1) Use the ‘= “ box to type in a keyword or course number and press Enter or click on the

magnifying glass n
2) Use the Filters menu on the left side. Search by specific professional and medical boards and professions to find

courses relevant to your field. You can also sort courses alphabetically, by relevance, or date by using the “Sort By”
function under the search bar.

2. Click on m to join the course.

3. Once you have enrolled in the courses you have been assigned, click on on the left to begin your courses.

Step 4: Track Progress

Now that you have taken courses, you can track your progress on the Transcript tab:
Transcript Report — This shows a summary of all tests that have been attempted/completed:

1. Choose the time period you want to see results for by either using the calendar function or entering specific
dates.

2. Select the different ways you want to sort the information by using the drop-down menus.

3. At the bottom of the page, you can click on Print Transcript which creates a pdf that can be printed or saved as

a pdf and emailed.

Step 5: Print Certificate of Completion

Once you have completed courses, you can print your Certificate of Completion for your records through the Transcript tab.
1. Click on the certificate icon next to the class you have completed (if available).


mailto:losscontrol@wctrust.com
http://www.firstnetcampus.com/wctrust3
http://www.firstnetcampus.com/wctrust3

2. In the Certificate, use the Certificate(s) drop down to choose Certificate of Completion for a Relias Course or

Trust University for a Quick Course.

Confirm your information is correct or add it in if needed.

4, Depending upon your organization’s policy (ask your Supervisor), use the Print Certificate, Email Certificate or
Download Certificate to share the results.

Step 6: Manage Your Profile

You can update or change your password, name, email address, or phone number through the Settings Tab in the upper right
corner.

w

1. Click in the upper right corner of the window.
2. Make the necessary changes to your profile. Click Save.

Step 7: Licenses and Certifications

You can earn CE credits towards CE state and national provider licenses and certificates you hold.
2

gl from the left menu.

2. Click . Fill out the form. Click Save.

3. When searching for courses for your license or certificate:

a. From the Assignments tab, click

b. Use the drop-down menu for All Certificates to find your license/certificate to see what courses are
approved for CE’s.

Step 8: Customer Support

Get assistance 24/7 by clicking the o button in the lower right corner of the screen. From there, you can click on
Navigation Help or Relias Connect. Navigation Help is filled with tutorials and product walkthroughs to help you use the
platform.

If you need customer support, click on Relias Connect. From there, you can browse the article directory, search for a
topic using the search bar, or you can click on Support at the top of the screen. On the next page, click on

@ chat with us!
in the lower right corner of the screen. Chat support is only available M-F 8am-5pm EST.

NOTE: Learners can only use chat support; phone support is for supervisors and admins only.

If you experience any difficulty, ask your organization’s Trust University Supervisor
or email losscontrol@wctrust.com for more help.
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Log In Often to Stay On Track.

USE THIS URL

https://wctrustuniversity.training.reliaslearning.com/

@ Once |ogged in navigate to the person icon in the upper right corner

of the site then —> | MY ACCOUNT |% | ANSWER SECURITY QUESTIONS

RELIAS

User Name

Password

Forgot your password? Forgot your password?

Request Help

To reset your passwo rd, you will Don’t have an account? Create one now!

There are options! For assistance
click “Forgot your password?”

need toprovide your username
or last name and email.

If you don't receive the security code, or if you
do not have access to email, you can elect to
answer the security questions instead.

STILL HAVING TROUBLE?

Contact '0sscontrol@wctrust.com RELI AS

relias.com


http://www.relias.com

Take your training with you.

Download the free Relias app on your mobile
device for instant access to your courses
anytime, anywhere.

Access your training by going to your

Relias URL and logging in with your credentials.

Your Relias URL is:

https://wctrustuniversity.training.reliaslearning.con

. Google Pla
Relias > 9 Y
View and complete training. 2 Download on the

[ App Store

Assignments

Abuse and Neglect
Due: Jan 12, 2020

Bloodborne Pathogens
Due: April 1, 2020

Cultural Competence
Due: April 1, 2020

Fire Safety
Due: April 1, 2020

Workplace Disasters
Due: Oct 31, 2020

Leadership Fundamentals:
Leading as a Coach

Effective Team Communication

Q L3

Discover Settings

RELIAS

relias.com



Searching for Modules (Learners)

How to Get to Your Module List
As a Learner, this is your dashboard view. Click on Course Library

RELLA Trust University

Lezrner ™

SUERVIE 7 AN

Home * Looking for something?

. Here are some suggestions:
\ssignments:

- Browse courses for continuing education

= View my assignments

- View my completed training

= Can'tfind what you're looking for? Get help here!

Stay up to date with your required training!

0 0 0

overdue! Due within 7 days Due within 30 days Due within 90 days

RESOURCES

Recent Activity

No items in progress

Try starting an assignment or browsing continuing
education courses in the Course Library.

v sssgrmens ()
.

From the Course Library, there are 3 ways to search for modules/courses.
RELIAS Trust University

Lezrner ™

OVERVIEW 4— Back to Assignments Return to Legacy Search

A Home Course Library

Assignments

Showing 1 - 25 of 396 results

I\ Course Library
Filters Working with Difficult Individuals Take Now

F 1

@ 15min = Audio
There are many reasons that it can be difficult working with certain people.

Board Mame ~ N B P
There may be communication breakdowns, personality clashes, or conflicting

RESOURCES

waork habits. You may not like everyone you work with, but you do have to VIEW MORE v

Profession ~ |
Madule Type ~ .
) BARC Fire Safety Training
@ 1h15min = Audio/Video
Language ~
Created By ~ I

Quick Course N ® 30min = Audio/Video

Reset Filters
Ethical Issues of Sexuality and the Older Adult

BARC Dementia & Alzheimer's Training (Day Program) m

@ 1h = Text
Sexuality and intimacy are important parts of a person’s health and well-being.

viality i lifalnme Evnrascing infimaceic 3 hacie himman cight Thi e




Search Option 1: Search Bar

Here you can input your desired search terms. The search function will locate any titles or module courses that contain
your search term. The search function will locate any titles or module codes that contain your search term. For example,
if you are looking for modules on “Fire Safety” it is advisable to search the word fire. The search function will show any
modules that contain the word fire in the title.

4— Backto Azsignments Return to Legacy Search
Course Library
ﬂrel @
fire
Showing 1 - 12 of 12 results for "fire" firear
irearms -
fires

Filters Fire Safety

@ 20min  m Audio/Video
Maybe most of you have never experienced a fire in the workplace or at home,

Board Name
N but that does not mean they don't happen. Each year there are thousands and
iras M=z ara < i H L
. thousands of fires. Many are small and can be contained guickly, however, far VIEW MORE v
Profession ~
Maodule Type ~ , , .
Fire Safety - California
® 1h = Audio
Language ~ : . I g :
The purpose of this course is to familiarize the learner with fire safety and
emergency preparedness in the community care setting. The course engages
Created By rmers i ing bacic fire =3 racticac fir . - -
=d by . learners in learning basic fire safety practices, fire emergency response VIEW MORE
Quick Course ~
Fire Safety: The Basics m
Reset Filters © 30min =« Audio/Video

The goal of this course is to provide all employees with easy-to-remember
steps and information about respending to and preventing fires.

Search Option 2: Filters

Use the drop down filters on the left to sort courses by medical and professional boards, profession, module type,
language, creator, or quick course.

Filters

Board Name “
Profession ~
Madule Type ~
Language ~
Creatsd By ~
Quick Course “

Reset Filters



Search Option 3: ‘Sort By’ Menu

Use the drop-down Sort By menu to sort courses by Relevance, Newest, Oldest, or Alphabetical.

:ple. Alphabetica
flicting



CONNECT RESOURCE

Quick Start Guide for the Relias
Platform

Everything you need to know about the Learner role.

ACCESSING YOUR ACCOUNT
To assess your Relias Platform Training account, go to your organization’s training website by typing the

URL (site address) into the address bar of your web browser.
https://wctrustuniversity.training.reliaslearning.com/

You can also login in on the universal log in page: https://login.reliaslearning.com. You may be asked for

your Organization URL or Organization ID here, to route you to the correct profile. If you do not know the

organization URL, please click “Don’t know organization URL?” to access the username and password

page.

If you are not familiar with the log in process, or need further assistance, there are several resources

available in the How-to-Manual.

You may read our login help article, or the reset your

password article in the Getting Started in Your Learner Role I z I ' LI'A S

section.

User Name
The Relias Platform is designed to work on any Windows
Operating System. Relias officially supports Microsoft Edge

Password

and Google Chrome. Earlier version of Google Chrome or

Microsoft Edge may work well for general function but are not
Request Help

officially supported. Google Chrome is recommended for

optimal performance.

To see if your installed software meets Relias Platform’s

system requirements, click on the +View System

Requirements link below the Log In box to view Change Site Language View System Requirements

Recommended v. Supported software. To upgrade your

software, click on the link in the Supported column. RE LIAS

relias.com


https://yourorgname.training.reliaslearning.com/
https://login.reliaslearning.com/

System Requirements

Status Supported Detected

Web Browser Edge, Chrome Edge 96

Adobe Reader Version 9+ Chrome PDF Viewer v

v Willworkin all situations

@ Notofficially supported

© May cause problems on certain features

The Learner Role is the role you will use to complete all course assignments. Everyone has a Learner role,

even if you are a Supervisor, Instructor, or Administrator in the Relias Platform.

Once you have successfully logged into your Relias training site, the Relias Platform will apply the highest
permissions you have. In other words, if you are a Supervisor, you will default to your Supervisor role
immediately upon log in.

To access your Learner role, you will simply

Relias Administrator [ WON®)
Administrator v

toggle using the drop down at the top right

of your Relias site, next to the person icon.
Sites Administrator

Administrator

Instructor

Supervisor

Competency Tracker Reporter
Observer

Data Entry

Learner ("“]
Nt

RELIAS
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UNDERSTANDING THE INTERFACE

Home

The Home page highlights relevant information and links to help you stay in compliance with your
training. Once logged in, you will see a personalized welcome message in the Home page along with a few

helpful features.

Stay up to date with your required training by seeing the number of assignments that are overdue or
coming due soon with the Due Date Widget. Clicking on one of the tiles will open the Assignments page
filtered to the modules within that due date range. The Recent Activity Widget allows you to resume
modules you have already started. Click the arrow to scroll through the widget and click View More to go

the Assignments page.

RELIAS Relias Adminsrator

. Looking for something?

A Home

Here are some suggestions:

- Browse courses for continuing education
- View my assignments

- View my completed training

.
welcome, Rel'a > - Can't find what you're looking for? Get help here!

Stay up to date with your required training!

Sl 5 2

Overdue! Due within 7 days Due within 30 days Due within 90 days
RESOURCES
Recent Activity VIEW ALL
Special Diets and Disease Management An Introduction to Financial Manageme... HIV/AIDS Training for the Care Provider Death with
Course & Course Course >
® 1h [ Aug4, 2023 ® 2h [ Aug4, 2023 ®z2 A

©

Assignments

The Assignments page is the main screen you will use for accessing training within the Relias Platform.

RELIAS

relias.com



RELLAS Relias Administrator

Learner v

OVERVIEW

Assign ments Return to Legacy Assignments Page | + Add External Training
A Home
&) Assignments All Modules Training Plans
o Overdue Due within 7 days Due within 30 days Due within 90 days No due date @ Print Assignments
]
Showing 23 of 23 assignments Sort By | Due Date - Q, search Assignment
Creating a Competency Evaluation Due Jul 13, 2023
{8 Competency Evaluation = Text
SOLUTIONS
Add to Calendar v
RESOURCES Accident Prevention and Management Due Jul 14, 2023
Add to Calendar v
VIEW MORE v
An Introduction to Financial Management Due Jul 14, 2023

All Modules: This view contains assigned and elective coursework that have not been completed yet. You

can filter your assignments by selecting one of the following options.
o All
e Overdue
e  Due within 7 days
e Due within 30 days
e  Due within 90 days
e Noduedate

In addition, the Sort By drop-down will order your assignments by earliest due date or alphabetical by
title, and a Search bar will help you find assignments by title or key words. You can use the Print

Assignments button to save or print a copy of your assignments list.

Adding your assignments to your digital calendar can be a great way to keep track of due dates. You can
use the Add to Calendar menu below each assignment to add a reminder to your Apple, Google, Outlook,

or other digital calendar.

If your company has enabled External Training, you can add external training records at the top of the

Assignments or Transcript pages.

RELIAS
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Training Plans: This view

OVERVIEW

contains incomplete Aieoe

&) Assignments

assigned coursework
grouped by training plans.
Training Plans are groups of
trainings that have been
assigned to you by your
organization. You can
navigate through the
courses of training plans by
expanding and collapsing

plans.

Assignments

All Modules

Showing 2 of 2 training plans

HIV/AIDS Training for the Care Provider

M course @ 4h = Audio

An Introduction to Financial Management

Course (D 2h ®k Audio/Video

Searching & Enrolling in Elective Coursework

If you wish to take an online course or live training that is not assigned to you, click Course Library from

the navigation menu.

24 Hour CEU Package - NAB Approved (6 modules)

Expand All

+ Add External Training

Collapse All

© puejui31,2023

Add to Calendar v

VIEW MORE v

© Dpuejui31,2023

Add to Calendar v

VIEW MORE v

Important: If you do not have Course Library on your navigation menu the Browse Course Library option,

it means your organization has disabled that feature. Please contact your organization’s Relias

Administrator.

OVERVIEW € Back o Assignments

Course Library

Showing 1 - 25 of 949 results

M\ course Library N

Filters
F 1a
@ Rewards My Licenses & Certifications v
Stosces Board Name v
D Help Profession v
Module Type v

Reset Filters

Sort By
Respecting Cultural Diversity in Persons with IDD
® 1h
This introductory course on cultural diversity in persons with IDD will provide

an overview of cultural diversity and discusses various dimensions and

ssues

of diversity. This course is not exhaustive; however, it will provide you with the

Best Practice for Interviewing the Patient

® 1h = Text

The patient interview is the most import part of your exam. Gaining the

patient’s perspective and learning mo; tis

sues important t m can

guide you in developing patient-specific care plans. This course will discuss

Imitation and Joint Attention - U
® 1h = Audio/Video
Imitation and joint attention skills provide the foundation for learning. The

view of imitation and joint

purpose of this course is to provide an o

attention and its importance in learning for individual utism. Strategies

Preventive Care: Screening and Immunizations for Adults

Relevance v

VIEW MORE v

VIEW MORE v

VIEW MORE v

RELIAS
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You may search by any combination of course filters including Keywords, Licenses & Certifications, Board
Name, Profession, Module Type, Created By, and any custom search filters your organization has created.
The Keyword search will return all courses that contain the entered keyword(s) in either the course title

or description. All search filter options are available under the Filters section.

If you have previously entered your professional license or certification information into the Licenses &
Certifications tab in the Relias Platform, you will be able to filter and search for Continuing Education (CE)
courses according to the license or certification you entered. The My Licenses & Certifications filter will
provide your entries and allow you to search for courses based on your professional license or

certification.

If you have not entered in your professional license or certification, you are still able to search for CE

courses by choosing an accrediting body under the Board Name section.

OVERVIEW 1 :
Filters AIRS: Inclusions and Exclusions

@ 1h = Text

Who's in and who's out? These are the questions regularly asked of
database curators who are responsible for the maintenance of human
Registered Nurse - North services databases in accordance with the AIRS Standards for Professional
s - Carolina

My Licenses & Certifications

VIEW MORE v

Certification:

=] Registered Nurse (RN) -

Course Library Florida

Pennsylvania Child Abuse Recognition and Reporting

® 3h = Text

The goal of this continuing education module is to provide social workers,
athletic trainers, audiologists, certified medical assistants, certified nursing
assistants, dietitians, EMTs/paramedics, health educators, massage

Filter by Renewal Topl

Board Name VIEW MORE v

z The Legal Aspects of Documentation
ACA - American Correctional

Association @ 1h15min = Text

As a healthcare professional, you have often heard the adage that says, “If
you didn't document something, you didn't do it." It is no longer true that
you can be exempt from malpractice or negligence claims because you

ACCME - Accreditation Council
for Continuing Medical
Eddcation VIEW MORE v
ACE - American Council on
Exercise

Prevention, Identification, and Reporting of Dependent Adult Abuse

ACSM - American College of
Sports Medicine @ 1h = Text
Dependent adults are a population vulnerable to abuse from someone they
know. such as familv memhers. service nroviders. care nraviders. and

RELIAS
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To enroll in your

€— Back to Assignments

chosen elective :
Course Library

training, click the

" ”
Enroll” button. Showing 1 - 25 of 262 results

Elective coursework

will appear at the Filtess

bottom of your

My Licenses & Certifications 1
Assignments page. Registered Nurse - North
Carolina
Elective trainings do [ Registered Nurse (RN) -
Florida
not have due dates .
Filter by Renewal Topic:
and may be completed
at any time. Board Name v
Profession v
Module Type v
Created By v
Nursing courses v
Transcript

Return to Legacy Search

Search Course Library

Sort By | Relevance

Managing the Patient with Thoracic Trauma

® 1h = Text

In this course, you will learn about types of thoracic trauma and how to
identify and care for those with thoracic trauma within the framework of
the trauma nursing process. The goal of this course is to help you

VIEW MORE v

Managing the Patient After Transplant with Co-Morbidities

® 1h = Text

The goal of this course is to provide information about transplants and
current best practices when caring for transplant recipients. This course
provides general information about organ transplant, the associated

VIEW MORE v

Tuberculosis Overview

® 1h = Text

Fever, loss of appetite, chills, night sweats, and a persistent cough are
symptoms that could indicate the potential presence of tuberculosis
(TB). When these symptoms are present it is important to seek medical

VIEW MORE v

Chest Pain in the Emergencv Debartment

From the Transcript page, you can access your completed assignment information directly and will have

the same options to search for course titles, filter your transcript, access certificates or files, or print your

transcript. On this page, the Add External Training and Print Transcript buttons are in the top right.

OVERVIEW

Transcript

A Home

Fitter by [[SFileR) | clear
e _— Date Type
Al Types v Completed on Range
&P Transcript
Date Range e
L 4 d Specify Dates ¥

RESOURCES

ursing Home Adk

BrainSparks

+ Add External Training Print Transcrpt
Certificates
v @ AllLicenses & Centficates v
To
Grade Due Date Completed

4232021

412212021

5732021

9  RELLAS
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Rewards e m_— — My News

A Home 3

-

If your organization has s

enabled gamification, you 2

i cour

will see your crest with total =
& Transcript

coins earned under

@ Rewards

Rewards. You can also

access your Store to redeem

Level 11

[ )

Only 1 more course until next levell

your coins and gift others.

The My News section will

allow learners to see T

updates made by fellow
Relias Demo Site

colleagues and share

Rank 1 9

Comnoliance Rate

achievements. Team

Leaderboard will also be visible here if enabled.

Licenses & Certifications

It is important to add your professional license or certification to your Relias Platform account.
Adding your license information to your profile is important for the following reasons:
1. It allows you to search for CE courses according to your professional license or certification

2. It ensures you will be able to filter your completions in the Transcript tab and access the correct

certificate of completion for your completed CE training

3. Relias does assist with reporting CE completions to certain accrediting bodies. To take advantage of
direct reporting, your professional license or certification information, including professional license

number and renewal date, must be entered into the system correctly at the time of your course

completion.

Adding Your License or Certification

To add your professional license or certification into your Relias Platform account, select the Licenses &
Certifications tab located in the left navigation bar. On the My Licenses and Certifications page, click the
“+ Add My License or Certification” button and fill out the required fields. Once your professional license

or certification information has been selected and properly filled out, the Relias Platform will display the

RELIAS

relias.com

board name and various CEU resources at the bottom of that page.



If you do not have a professional license or certification, please select ‘General Staff / Other’ in the

Professional Role dropdown.

State & License or Certification X

Professional Role *

Nursing Professionals v
State/Province *

Norn Carolina v
LicenssCenification *

Registered Nurse v

License or Certification Details

Total Hours Requsred Tetat Online Hours Accegted
24 2
Renewal Period * Reminder
24 months. v B wesks v

Professional Number
(LICRNSECOMCaton Membarshg)
» ezt Renewal Date *

RN1234567 12312022 -]

= Board Name: North Caroing Board of Nursing.
« Accepted CEU Approval: ANCC - Amercans Nurses Credentaing Cevter
« Board Website: H M H20a com’

« CEU Regulations: hios.iwim nchan. 2 g
CORPRRACS-BQUIBTENLS

e

These displayed CE resources correspond to your license or certification and can be accessed at any time
in the future as well. You can view the Board Name, Accepted CEU Approval, Board’s Website, and links to
the Board’s CE Regulation site. To display this information again later, click “edit” to display the details for

the license or certification entry.

My Licenses & Cerifications

SeProvinge Type Humber Renawal Renewal Pericd L Rermurer
Florida Regisiered Murse (RN} LPH13345 1232 12 monihs) 4 Weeis Eet
MO Caniing Regsiannd Murss RMT2MGET a2 24 monih el 24.00 B Weaks Edit

RELIAS
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Navigating Through an Online Course

To access an online course, click on the green ‘Start’” button or click on the course title from your

Assignments tab.

Assignments

All Modules Training Plans

o Overdue Due within 7 days Due within 30 days Due within 90 days

Return to Legacy Assignments Page | + Add External Training

@ Print Assignments

Showing 23 of 23 assignments Sort By | Due Date

v ] { Q, Search Assignments l

Autism Spectrum Disorder Across the Lifespan

Course (O 2h =k« Audio/Video

Due Jul 10, 2023

Start

Add to Calendar v

VIEW MORE v

Death with Dignity: Medical Aid-in-Dying and Death with Dignity Laws

Course (9 2h mk Audio/Video

Due Jul 10, 2023

[ Add to Calendar v ]

VIEW MORE v

Next, you will be presented with the course content which is broken down into a lesson, exam, and an

evaluation. There may be multiples of each.

To access a course lesson, select the Start (or Continue) button to launch the course content. Once you

have finished a lesson, you may proceed to the next section until you have completed all parts of the

course. There are many courses that are programmed to have the exam unlock only after the lesson has

been completed in full.

RELIAS
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Autism Spectrum Disorder Across the Lifespan  2hours -+ Mare Proparties

REL-AAC--ASDAL

Lessons and Examy My Licenses & Corlilicabionn
Shate Type Wumber Renewa
Start Auitsm Spectrum Disordar Across B Lifespan (GA) -
FL Regisiered Murse [RH| LPHIZ3E
NC FRegisiemed Nurse RN1ZAGET L LFL e,
Enber a3diliongl loerss of osrtificalian informsalion of adil sasling infonmaton hede

Evaluation and Gurmslicaies

Aivalable Ceritficates

To print a certificate, you must successfully complete the final exam and course evaluation. Completing

and passing the final exam may qualify your course as “complete” but will not allow you to print the

completion certificate.

Printing Continuing Education Certificates & Certificates of Completion
There are common conditions that will need to be met in order to print the certificate:

1. The course evaluation must be complete for all Relias owned courses and/or courses carrying
accreditation (in some cases, courses developed by your organization may not require an

evaluation).

2. Upon selecting the module’s certificate icon from your transcript page, the “Certificate

Information” section must be filled out, even for a generic or “NO CE” certificate of completion.

3.  You will be required to enter any professional credentials, including Professional
Role/State/License or Certification into the Licenses & Certifications tab. Applicants or currently

licensed individuals must complete this step to match any certificates carrying accreditation.
4. To populate the certificate on your screen for printing, you must disable your pop- up blocker

To begin the selection for your certificate, click on Transcript from the menu on the left-hand navigation
bar. From your Transcript, you can see all completed coursework, including the course title, final exam

grade, due date, and completed date. The certificate icon located beside the course title allows you to

print a certificate for that course.

RELIAS
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n Search Completed Assignments

Filter by | *#Filter || Clear

Type Date Type Certificates

All Types v Completed on Range v @ AllLicenses & Certificates v
Date Range From To

Specity Dates... v

o Title BrainSparks Grade Due Date Completed

A Day in the Life of Henry: A Dementia Experience
0.25 hours — N/A 100% 412312021

ABA in Schools: Ethics and Supervision

1 hour —— N/A 100% 4/30/2021 412212021
Assistto Chair  [22]
le=] N/A Met 311972021 5/3/2021

If you need to print a certificate for a course and have not completed the course evaluation, you will see a
“Complete Evaluation” button that will take you to the course evaluation. Please note that Relias requires

you to complete a course evaluation to obtain any type of completion certificate (CE or No CE).

Caregivers Core Values and Teamwork
1 hour

N/A 100% 123112019 112212020
Complete Evaluation

If you do not have your professional credentials added to your Relias profile, you are encouraged to click

the “Manage License(s)/ Certifications” link and fill out required license or certification information.

Print Certificate

Certificate Information Manage License(s)/Certification(s) . »
Print Certificate

License(s)/Certification(s)

Click here to select your applicable license(s)/certification(s). Szl

Download Certificate

Certificate(s) *

Click here to select which certificate(s) to print. Cancel
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Next, click into the License(s)/Certification(s) field.

Print Certificate

Certificate Information Manage License(s)/Certification(s)

License(s)/Certification(s)

Nursing Prof 5 « Registered Nurse (RN) - Florida « LPN12345
Nursing Professionals - Registered Nurse = North Carolina - RN1234567

Click here to select which certificate(s) to print

Print Certificate

Email Certificate

Download Certificate

Cancel

If the module carries any CE or Certificate approvals that are applicable to the professional credentials

you have added to your account (under the Licenses & Certifications tab), any matching certificates will

populate into the drop- down box. You will be able to select one or more available license(s) or

certificate(s) from this list to release the attached certificates.

To show any applicable provider or approval number on your certificate, you must choose the correct

professional License/Certification, and then corresponding Certificate fields as shown

If you do not have the required matching credentials, or if the course is not a qualifying CEU, you will not

be able to print the CEU certificate.

Please Note: If you have been manually marked complete for a course, you will not be able to print out

any certificates that carry eligible accreditation.

Print Certificate

Certificate Information Manage License(s)/Certification(s)

License(s)/Certification(s)

Click here to select your applicable license(s)certification(s)

Certificate(s) *

Click here to select which certificate(s) to print

Note: You were marked compiete for this course by Rellas Administrator so you are unable to print accredited certificates if applicable

Note: The certificate will appear in a pop-up window. Please disabie any popup blockers before proceeding or hold down the CTRL key
while clicking the Print Certificate button to bypass any blockers.

Print Certificate

Download Cerlificate

Email Certificate

Cancel
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Why won’t my certificate print out?

There are many reasons why a CE certificate may not be available. The module may not carry any
accreditations related to your professional license or certification or may not hold any accreditations at
all; the course may be assigned as part of your employment requirements or may be part of federal or
regulatory training assignment; or the module may have been manually marked complete by an
Administrator. In any of these cases, a “Certificate of Completion (No CE credit)” certificate is available as

documentation that you completed the assignment.

Certificate Information Manage License(s)/Certification(s)

License(s)/Certification(s)

| Nursing Professionals « Registered Nurse (RN) « Florida » RN1234567 x |

Certificate(s) ™

| Certificate of Completion (no CE credit) % | | American Nurses Credentialing Center x || Florida Board of Nursing x |

Please note that you will only be able to print certificates approved for this module and your selected license(s)/certification(s).

Below the Certificate Information section, the Learner Information section will need filled out with the
Learners home residence and email information. This is required by most accrediting bodies for Relias to

release the CE or other qualifying accredited certificate.

The Learner will only be required to manually fill in this section once. Future access to this page will
prompt the Relias Platform to auto-populate these fields with the last information entered. Any residence

or email changes in the future can be updated by typing any new information into the applicable field(s).

RELIAS

relias.com



Learner Information
Please verify that all information is correct.
Name *

Relias Administrator

Mailing Address
123 Street Ln.
City ~
Morrisville

State/Province ©

NORTH CAROLINA

Zip/Postal Code *

12345

Phone Number *

9191234567

Email

reliasadministrator@companyemail.com

Once the Certificate and Learner Information has been completed, the certificate can be selected for

Print, Email, Or Download.

e  The Print Certificate and Email Certificate functions require the pop-up blocker is turned off

from your browser.

e The Download Certificate function does not require you disable pop-ups and will simply save

the certificate to the file of your choice on your device.

Print Certificate

Certificate Information

License(s)/Certification(s)

Click here to select your applicable license(s)/certification(s)

Certificate(s) *

Click here to select which certificate(s) to print.

Manage License(s)/Certification(s)

Print Certificate
Email Certificate

Download Certificate

Cancel
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Emailing a certificate of completion will require a valid email address is entered in to the *Email field.
The Learner’s email may populate by default but can be overridden by typing an alternate email address
in its place. In addition, multiple emails can be entered with a semicolon ( ; ) separating each address.

Click send when complete.

Please Note: The Relias Platform emails are sent by automation from noreply@alerts.reliaslearning.com.

If the email is not received in the inbox within a few minutes, the receiver is encouraged to check

their spam or clutter folders.

Due to the heightened security features of some networks, it is recommended the Learner try a personal

email address rather than a work email address if the certificate is still not received.

Email Certificate Cancel

This form will allow you to send yourself a certificate for this course.
Email *

reliasadministrator@companyemail.com
Subject ”

A First Look Into Integrated Care for Primary Care Staff - RLMS Certificate
License(s)/Certification(s)

Nursing Professionals » Registered Nurse (RN) - Florida - LPN12345

Certificate(s)

Certificate of Completion (no CE credit)
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