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Welcome to Kindred at Home Learning!

e Simple, learner-friendly design
— Kindred at Home Learning — Learning Management System (LMS) — Relias
¢ Additional course offerings through Relias

— Courses developed by Kindred at Home coupled with Relias-
developed courses offer an expanded library of materials to meet
your professional licensure / continuing education needs
(exception: Speech Language Pathologists (SLP))

e Faster, mobile-friendly access to the system
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Welcome to Kindred at Home Learning!

Kindred at Home Learning is powered by the learning management system, Relias, which
offers a simple, learner-friendly design that is easy to navigate. And, whether you hear
Kindred at Home Learning, LMS, or Relias, these terms are used synonymously.

This extensive educational library is fully stocked with courses, job aids, tutorials, and
more! These materials are designed to help meet all of your continuing education needs.
In addition to the courses developed by Kindred at Home, you will also have access to
courses developed by Relias, all of which will be housed in Kindred at Home Learning.



Training Overview

e System Highlights

e User Interface Tour for the Learner and for the Supervisor
— Add a Course
— Taking Courses
— Printing Certificates & Transcripts

e Transition Tips
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This first section of this document will provide a system overview from the learner’s
perspective. Here, key features will be highlighted and the system’s functionality will be
described. In addition, a description of the user interface will be provided.

The second section of this document will provide a tour of key features available to all
Supervisors. This training will also provide some tips to help you successfully transition
from your former learning management system to Kindred at Home Learning.

By the end of this training, you will be able to:
* Add a Course

* Take a Course

* And Print Certificates and Transcripts



Learner Interface Tour
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- Prompt to input recovery email and answer security questions.
- Administrators and Supervisors will no longer be able to view users’ passwords.
- Administrators and Supervisors will instead be able to mimic Log-In as a learner for troubleshooting and assistance
with resetting passwords.

KINDREDATHOMELEARNING.COM —

* Required Field

User Name * Required

Password *

Forgot Your User Name or Password? m

Login Instructions:
If you have not been assigned your username and password please call the Helpdesk at 800-944-
4357.

Required
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To access Kindred at Home Learning, type kindredathomelearning.com into your internet
browser. Upon landing on the Log-in Page, you will be prompted to type in your username
and password. This information will be provided to each employee’s manager via email.

If, for any reason, your manager does not have this information or the information you
have received does not provide access to the system, please contact the Helpdesk. Their
phone number is referenced on the Log-In page and is also provided at the end of this
training guide.

Upon logging in the first time, you will be prompted to provide a recovery email and
answer security questions. This will allow you to reset your own password. Please
note that system administrators and supervisors will no longer be able to view your
password; however, they will be able to walk you through troubleshooting and
assist with resetting your password.



Learner Interface Tour
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@ My Learning

Kindred ¥

*Home

Once you’ve logged in, you will begin at the main page. This page will be different,
depending on your role. The system will automatically log you in at the highest level based
on your role. You will see your default role displayed in the drop-down box in the upper
right corner of the screen.

The majority of our users will be logged in as learners. For those with direct reports, you'll
be logged in as a supervisor. For those with supervisor access, you can change your role to
‘learner’ by simply selecting the Learner role from the drop down box.

More information regarding the Supervisor view in Kindred at Home Learning is provided in
a separate section of this manual.



Learner Interface Tour

Q My Learning
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Included on the main page are additional resources such as job aids, in-service calendars,
clinical decision support tools, home exercise programs, and more. A summary of each
learner’s learning progress is also available, as well as a list of their current, incomplete
training, which is found in the ‘Current Training’ tab. Any completed training can be located
on the learner’s transcript, found in the ‘Transcript’ tab.

Just a quick note, as we work towards completing this transition, we will continue to
migrate resources like job aids to Kindred at Home Learning. Also, the KAH Help Desk
Employee Self Service (ESS) link has been removed for now. Please stay tuned for changes
regarding this feature in future updates.



Learner Interface Tour
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While not the official tracking source for licenses and certification, you may add your
professional license and certification information to your Kindred at Home Learning
account. To do so, select the Licenses & Certifications tab located in the navigation bar.



Learner Interface Tour

7= My Licenses & Certifications

+ Add My License or Certification

Mo Lkenses to Disply
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On the My Licenses and Certifications page, click the “Add My License or Certification”
button.




Learner Interface Tour

State & License or Certification

Professional Role *

State *

License/ Certification *

License or Certification Details

Total Hours Required Total Online Hours Accepted

Renewal Period * Reminder

12 months v None

Professional Number * Next Renewal Date *
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Once your professional license or certification information has been properly completed,
the system will display the board name and various CE resources that correspond to your
license or certification.
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To self-enroll in a course, first ensure that you are on the My Learning page and the Current
Training tab and then click on the ‘Browse Elective Courses’ button.
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A new window will open and all courses available to you will be displayed in alphabetical
order.

Kindred at Home Learning makes it easy to search for a specific course using “plain
language” search and/or filtering. Plain language search allows you to enter a term in the
search bar, which will then prompt the system to show you all courses that contain that
term or terms. If a term is referenced somewhere in the course title or description, the
system will display it.

To use this search feature, enter the term into the search field and then select the
magnifying glass icon or hit Enter. The easiest way to ensure that you locate a specific
course is to search by course title or number.
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Browse and Add Courses
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You can also filter the list of courses to find content that matches a specific criteria. There
are a number of filters to choose from, but the two most useful are the “Owner” filter and
the “Certificates” filter.

The owner filter allows you to limit your results to who created the training. For example,
if you are searching for courses only created by Kindred at Home, you can select that
option from the drop-down box.
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Browse and Add Courses

a Aiode Types

i Certhcates

Al Certificates
'AARC - American Assocation or Respiratory Care

AKPT - Alska Board of Physkal Therapy
ALOT - Abama State Board of OXcupational Therapy

e chlanguage
ASWB (RL) - Association of Socil Work Boards (RL)
AZ:PT - Arzon Board of Physical Therapy Examiners
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Another very useful filter is the “Certificates” filter. This filter allows you to see just the
courses that offer continuing education (CE) credit for the board you select. Upon selecting

the desired board from the drop down list, a list of CE courses associated with that board
will display.

It’s worth noting that you will see some boards with Gentiva or KAH listed in parenthesis

after its name. Selecting any of these options will only expand your continuing education
opportunities and is strongly encouraged!

If you need CEs, it is worthwhile to use both of these options.
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Now, let’s take a look at how to enroll in a course. Enrolling is as simple as clicking on the
Enroll button to add the course to your current training.
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Browse and Add Courses

Q) Ferdy (gents

Al Certcates

Course List

Assessment Strategies for OASIS Completion: Part 1 VIRTUAL
REGUO3IVIR
Event

Instructor(s):
Lann

Tuesday, June 28, 2016
(12:00pm - el

Tty anean, g ST
o o o) 2

hitp://gentiva.adobeconnect com/regoo31vir

Instructor(s):
Wednesday,Juy 6,2016 (S

-
s, S e [ s
e '

hitp://gentiva.adobeconnect com/regoo31vir

Instructor(s):  Seats
a

(o <o Boatwril “
» 130p Debr Remaining:
(3:00pm - 4:30pm Eastem) i 40

hitp://gentiva.adobeconnect comregoo31vir
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To enroll in a virtual course, you must select a session to attend.
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The system will display a message confirming that you are now registered for the course
and/or event session. If you would like to enroll in another course that is displayed, or
continue searching, you can still do so from here.

Otherwise, to start taking your new course, simply click on the ‘Back to My Learning’
button.
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User Interface Tour

@ My Learning

My Learing Summary Current Training | Transcript

Compliance Rate:
Average Grade:

Total Courses:
Taken

Assgned:
Electives:

Announcements & Articles

| A
i
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You will now see the course you self-enrolled in listed in the Current Training tab under

Electives. If you accidentally enroll in a course, simply click the Withdraw link. Doing so
will remove the course from your Current Training.
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Learner Interface Tour

@ My Learning
My Learning Summary Current Training | Transcript

Compliance Rate:
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To take a course, simply click on the ‘Take Now’ button.
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Learner Interface Tour

Anatomy and Physiology of the Vestibular System - Safe Strides Prework SELF-PACED WORKBOOK 1.5 hours ~ + More
Properties
anosssse

Lessons and Exams My Licenses & Certifications

ﬂ Anatomy and Physilogy of the Vestibular System - Safe Strides
Previork SELF-PACED WORKBOOK »

You do not currently have any icense or certficate information stored.

1f you would ke to receive CE credt, please enter your icense or certicae

ﬂ Final Assessment -

Evaluation and Certificates Available Certificates.
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Clicking on the ‘Take Now’ button will navigate you to the course overview screen, where
you can learn more about the course by clicking on the ‘+ More’ link in the upper right-
hand side of the screen.

To begin your course and take your final assessment, click on the ‘Start’ button next to each
option.



User Interface Tour
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To print CE certificates or certificates of completion, simply:

* Navigate to your Transcript page located under the My Learning tab.

-This will display all completed coursework, including the course title, final
exam grade, due date, and completion date.

¢ Locate the certificate icon next to the course title. Clicking this icon will allow you to
print a certificate for that course.

* Complete the course evaluation by clicking on the ‘Complete Evaluation’ button. This
is required if:

- You need to print a certificate for a course that requires a completed course
evaluation and it has not been completed.

- Please note that some courses do require the completion of a course
evaluation in order to obtain a CE certificate or certificate of completion.

If you do not need CE credit for a course or if the course does not offer CE credit, you will
have the option of printing a Certificate of Completion (no CE credit).

Once you have selected the correct certificate you would like to print, click the Print
Certificate button.
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30339
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Cetficate Information »
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If you have previously entered your professional license or certification information, the
Print Certificate page will be pre-populated with information needed to print a CE
certificate for your license or certification.

Kindred ¥

*Home

If you have more than one license or certification entered into Kindred at Home Learning,
you will be able to select the license(s) or certificate(s) you would like to print.



This is to certify that

Example User
; has successfully completed 3
Anatomy and Physiology of the Vestibular Sgslem - Safe Strides Prework SELF-PACED [
WORKBOOK

Completed on: 1/12/2016 Credit Hours: 1.50

Kindred ¥
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Here is an example of a Certificate of Completion.
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Q My Learning
My Learning Summary

Compliance Rate:
Average Grade:
Total Courses
Taken:

Assgned:

Eectives:

Current Training | Transcript

Completed Courses

ATypes

Al Lkenses & Certic v

‘Specy Dates.

Completed

8772015

122014

To print your transcript, simply click on the ‘Print Transcript’ button.
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RN A | ENMAINONTNT 1
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Transcript for User, Example
Ao coac ey S 017201 ® Kecvedviome
Ao nwoducion onleckon 182015 100 00 Relasleamng  Kndeomome
ans otve 1122016 1w w Keontiome
Vestbuin Sy So Sndes
Prowon SELF-PACED
Exics and Camptance 12201 o @ Keveantiome
SELFPACED WORKBOOK
Busness Enice s w220 ® Knrentiame
Documentaton o he Cinan: 4142015 o 1w Keveatiome
e e Pracece Scananos
UPANSELF-PACED 20 © Keveaviome
KBOOK
1CO-10.CM Overvew woas o @ Keveatiome
ricion Gl ome 5207201 ® % Remlemn  KededkHome
Kinred Geoars Comptance  s26201 o Kesontiome
Traeing- 2015
Lt St Seres: Sae Oy 520201 ® % Resmlenng  Keceskame
Prevening Wonplace Vience 5202015 © 0 Relesleamng  Kedresktome
Total Hours: 26.75
I certify that the trainings listed above were completed by me.
StaffName
If you require assistance thatis
ase contact
Staff Sgnature Relias Learming Customer Support by
caling
1-600-381-2321 or emailing

Job Title . O
Kindred
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And the system will generate a learner-specific transcript displaying all completed courses,
completion dates, and grades by course. This concludes the learner view of the training
manual.




Training Overview

e Supervisor Access
— Dashboard
— Users
— Reporting
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The following section will cover training from the Supervisor’s perspective. Here, an
overview of the Supervisor Dashboard, Users tab, and the Reporting tab has been provided.
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Supervisor Access

— Defined as anyone with direct reports

TRAINING PERFORMANCE Announcements

Course Status Top/Bottom Performers

KAH Help Desk ESS

*Home

As a supervisor, you will automatically see the supervisor dashboard upon logging in. On
the main dashboard page, you will see the training performance of your team displayed.
Please note that your team consists of anyone who reports to you directly.
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Supervisor Access

- Dachhoard
wasy

weoara
—  Snapshot of completion percentages for your direct reports

—  Shows percentages completed on time, completed late, overdue, & not due yet
—  Updated daily

TRAINING PERFORMANCE Announcements

Course Status Top/Bottom Performers

Legend
% Courses Not Complete
W pnd Overdue

% Courses Completed

Late

% Courses Not Complete
W and Not Yet Due

% Courses Completed
T Gn Time

4 = (Courses Completed
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The dashboard provides the Supervisor with useful information such as:

* The percentage of courses completed for your direct reports,
* The percentage of completions done so on time and,

* The percentage of courses that are overdue or not due yet.

This information is updated daily.
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Supervisor Access

. Llsers

— Quick access to the transcripts of all direct reports
—  View/print completed & in-progress training
— Includes grades, due dates, and completion dates

Kindred ¥

*Home

Under the USERS tab, you'll find a list of your direct reports. From here, you can review the
training associated with each of them. To do so, select the book icon to the left of the user
name. This will take you into the transcript view for that user, where you can view the
user’s learning.

28



Supervisor Access

. Llsers

— Quick access to the transcripts of all direct reports
—  View/print completed & in-progress training
— Includes grades, due dates, and completion dates

 Back to User List

Example User's Training

TRANSCRIPT ucensercerTirication | ATTenoance recoro

TRANSCRIPT
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From here, you can view and print a list of the courses that have been completed or are in-
progress by your direct report, which will also include grades, due dates, and completion
dates.



Supervisor Access

Repor
— 20+ reports spanning 6 categories (including Enrollments & Completions)

— Each report offers description and sample use case

— Can filter on multiple criteria (specific classes, dates, complete/incomplete)

— Can be saved for future use

Kindred sr<o

Report Types

Kindred ¥
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For reporting, you will have access to more than 20 reports covering 6 categories to help
you manage and monitor the training that your direct reports engage in, whether required
or elective. Each report provides a description and a sample use case for you to determine
its relevance in your day-to-day. In addition, you can filter these reports as you need to and
save them for future use.



Supervisor Access

« Back to Reports Page
Course Completion History @

RUN REPORT
I SAVE MY REPORT I

nnnnn

- Care Management Division X

FILTER BY COURSES (Al Courses selected by defaull

FILTER BY USER ATTRIBUTES (Optional flers - Al users

Departments User Company

0001 x

Job Titles Employment Types

State User Resides In

User Categories.
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Kindred at Home Learning takes it one step further and allows you to schedule reports to
run and be sent to your email on a weekly or monthly basis. Once you have set up a
report, you will need to save it for future use (if applicable). To do so, click on the Save My
Report Button.
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Supervisor Access

Report Types + Descriptions and Use Cases

COURSE ENROLLMENTS AND COMPLETIONS

Type My Saved Reports _i

D) Coiies ConpMon YD “ | Course Completion History Example

@ Course Enroliments »

i) Course Status »

@ CurrentEnroliment Status »

@ Employee Training Summary »

i) Exception Report »

i) LeamerStatus »

i Training Hours »
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Once the report has been generated, go back to your Report Types screen, where the
report will now be displayed. To set up automatic emails, click on the ‘envelope’ icon next
to the report, now housed under ‘My Saved Reports’.
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Supervisor Access

« Back to Reports Page
Course Completion History Example

SCHEDULE

® Montly O Weeky
CANCEL
Day of Month * _

File Format *

Frequency

RECIPIENTS
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Doing so will display a scheduling change, from which you can specify the frequency in

which you’d like to receive this report, the day of the month you’d like to receive it, as well
as the file format.
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Prior Achievement Records

¢ Legacy Kindred employees will have access to previous
achievements via Knect.
— Completed courses will not be transferred to Kindred
at Home Learning.
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For those with prior access to SumTotal, please note that while your completed courses will
not transfer into Kindred at Home Learning, you will still have access to a report of all of
your previous achievements via Knect. You can do so by using the following path to submit
a request:

Knect > Global> Learning Management System > LMS Reporting

If you do not have access to Knect, you may contact the Help Desk to request your
achievement report.
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New Hires & Contractors

¢ New hires will automatically feed into Relias when they
are active employees in SAP

¢ When contractors are keyed correctly into Security
Master they will feed into the application

— Note: Not all contractors require new hire training.
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New hires will be automatically feed into Relias as soon as they are active in SAP, our HR
Information System. New hires should not be entered into Relias manually.

Also, contractor employees will also feed into Relias; however, they, too, must be keyed
correctly into Security Master, our SAP equivalent, before they are fed into the application.

No help desk tickets are required for this process as long as the HR system is functioning as
intended. Also, please note, that, depending on the employee’s job code, they may not
have any training required.
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Technical Support — Relias

KlndredY Supervisor w | Welcome & CJ

|l Dashboard

& Users 2] Reports «§ Relias Connect

TRAINING PERFORMANCE

Patient Education
Posted 3/16/2016

Course Status Top/Bottom Performers

Legend
o G Comin
- ki o % Courses Completed
Late
FEFFF P o G o Conpit
- éncmuwm
=
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For general inquiries in navigating the system (i.e. enrolling learners into courses), click on
the Question Mark icon in the upper right-hand side of your screen. Doing so will navigate
you to the Relias Support Page.

Welcome to Kindred at Home
Learning!
Posted 172972016

g

Job Aids
Posted 10/14/2015

KAH Resources
Posted 10/12/2015

Course Status %
¥ 3 8 8




Technical Support — Relias Connect

RELIAS |[CONNECT

Home Industries~

@ I‘Reil‘a; Support

PPRODUCT RELEASE INFORMATION (Can't find what you're looking for? Ask &t here or start a chat below! SUPPORT CALENDAR
- uay 2o —
o it Webinar Series: May Releas
oo I woomcEvnTs
o 7 webex

ACCESS THE KNOWLEDGE BASE

B RS ks

-

*’ﬁ]

T e QI O e i1 Wi, £ YR O
oo Ry Ny PR
Mhi'rrrve-us 14 1Y t‘i‘r Tﬁ'ﬁ‘n‘ tl'T

i

MOST VISITED KNOWLEDGE BASE ARTICLES
~ Dashboard

B Understanding the Dashboard.

. e
Business Hours: 8 AM 10 8 PM Eastem - M - F Major U S. hoidays exc
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From here, you can search for answers using the ‘Search / Ask Relias Support’ feature, visit
commonly referenced Knowledge Base articles, chat with Relias Support, or register for
upcoming webinars. Relias support is available Monday — Friday from 8 AM to 8 PM EST.
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Technical Support

e For assistance while in the application please reach out to
the Help Desk

— Password resets

— Help adding courses

— How-to inquiries
e For assistance logging in please call: 1-800-944-4357
e For general system inquiries

— Email: IS-LearningManagementSystem@Kindred.com

*Home

For technical support such as password resets, adding courses, and other how-to
knowledge, please contact our Help Desk via phone or email.
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