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INSTRUCTIONS FOR LEARNERS 
The learner role on the Relias platform is available on your training page. It allows you to com-

plete assigned courses and tasks independently. 

 

Login Instructions 
 

To access the Relias platform, enter your organization's specific URL directly into your browser’s 

address bar, for example: 

https://XXX.training.relias.de 
 

Important: Do not use search engines to find the URL. Always type it directly into the browser 

(see Figure 1). 

 

System Requirements Check 
 
Ensure your browser meets the platform's system requirements by clicking "System Require-

ments Overview" below the login field (see Figure 2). This will open a new window with system 

requirements and your current software status. If needed, you can update your software by follo-

wing the provided links (see Figure 3). 

Figure 1 – Entering the direct link in the address bar 
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Figure 3 – Login Window 

 

 
Figure 4 - System Requirements 
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Language Settings 
 

You have two different options to adjust the language of the Relias platform. 

 

Please note: The language setting only affects the platform, not the content (modules). 

 

Option 1: Before Login 
 

Click "Change Website Language" in the bottom left corner of the login screen, select your langu-

age, and return to the login page (see Figures 4 and 5). 

 

 
Figure 4 – Setting the Language 
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Figure 5 – Translated Login Screen 
 

Option 2: After Login 
 

Navigate to "My Account", then click "Sprache der Plattform ändern" or scroll to the language 

drop-down menu below. Select your preferred language and click "Speichern" (see Figures 7–9). 

Figure 6 – Profile Icon "My Account" 
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Figure 7 – Button "Change Platform Language" 
 

 
Figure 8 – Accessing the Drop-down Menu 
 

 
Figure 9 – Language Selection & Save 
 

The Relias platform will then be displayed in your selected operating language. 
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Platform Navigation 
 

Overview 
 

The "Overview" serves as your homepage. 

Your homepage displays tasks due within the next three months.  

To view all tasks, click "View My Tasks" (see Figure 10). 
 

 
 
 

Profile Setup 
 

Update your profile via "My Account". Providing accurate information allows for smooth pass-

word recovery via security questions or an alternate email address (see Figures 11 and 12). 

 
 

 

Figure 11 – My Account 

 

You can edit your profile information to facilitate seamless learning without needing external 

support for login issues. If you forget your password, you can independently request a new one 

by using security questions or a security code. 

 

Figure 10 – Overview – Learners' Homepage 
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Change Password: 

You can change your password 
independently by entering and 
confirming the new password in 
the designated fields. 

 

 

Security Questions: 
 

Relias utilizes security questions 

to enable you to reset your pass-

word independently. After your 

initial login, you will be prompted 

to select and answer security 

questions. These details are used 

to verify your identity when acces-

sing your account. You can update 

your security question answers at 

any time. 

 

 

 

Contact Information: 
 

If you prefer not to set up 
security questions or are 
concerned about forgetting the 
answers, you can provide an 
alternative email address. A 
security code for resetting your 
password will be sent to this 
email. Providing this information 
is optional (see Figure 12).  
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Managing Courses and Tasks 
 

This page is organized into two tabs: "All Modules" and "Training Plans."  

Tasks are listed in descending order by due date. Mandatory tasks are assigned by your organiza-

tion. To ensure timely completion, note the following indicators: 

• Yellow: Assigned courses approaching their due date. 

• Red: Overdue courses. 

•  

To begin a course, click the "Start" button. If you need to pause, use the "Resume" button to con-

tinue where you left off, without starting over (see Figure 13). 

 

 
Figure 13 – Overview of Your Tasks 
 

Course Structure 
 

To start a course, click on the course title and then the green "Start" button (see Figure 14). If apop-

up notification appears, click "Start Course" to proseed (see Figure 15). 
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Figure 15 – Popup Notification / Start Course 
 
The course content is divided into individual lessons and a final exam. After completing the final 

exam, you may be prompted to fill out a feedback form. To print a certificate for your training, 

you must pass the final exam and, if required, complete the feedback form. 
 

Registrations & Certificates 
 

In this section, you can add your licenses and qualifications for personal reference. 

 

Please note: The information you enter is for your record only and does not impact the functio-

nality of the Relias platform. 

 

 

Figure 14 – Start Course 
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To add an entry, click the "+ Add My License or Qualification" button (see Figure 16). 

 
Figure 16 – Add License or Qualification 
 

You can then input details such as the state, license or certification, and specific information about 

your qualification. Once completed, save the entry (see Figure 17). 

 
Figure 17 – Enter Details for License and Qualification 
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Course Library 
 
 

In the elective course catalog, you can browse available courses and enroll in your preferred 

course by clicking the "Enroll" button. Once enrolled, the course will automatically appear in your 

tasks section. Elective courses do not have deadlines and can be completed at your convenience. 

 

Please note: Depending on your organization's settings, access to elective courses may not be 

available. 

 

You can refine your course search using various filters, such as keywords or topics. The keyword 

search will display all courses with the entered term in their title or description. For example, en-

tering "feuer" in the search field will list all fire safety courses. Please ensure keywords are en-

tered in German, as the filter references German course titles (see Figure 18). 

 
Figure 18 – View of Elective Courses / Search for Elective Courses 
**Additional Filters**   
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Additional filter options are available to simplify your search. Use the arrow keys next to the filter 

options to open the drop-down menu and explore more filtering possibilities.   

To enroll in a course, click the "Enroll" button next to the desired course (see Figure 19). 

 
 Figure 19 – Filter Options and Enrollment 

 

Transcript 
 

The "Transcript" menu lists all your completed modules, including online courses and in-person 

sessions (see Figure 20). 

 

In this section, you can: 

 

• Print completion certificates. 
• View a summary of your completed tasks. 
• Access the content of completed courses anytime by clicking on the course title. 
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Figure 20 – Transcript 

 

Printing Certificates 
 

To print a certificate, click the certificate icon in your transcript, located under the title of the 

respective course (see Figure 21). 

 

 
Figure 21 – Certificate Icon 

 

You will be prompted to provide participant information. Apart from your name, no additional 

data is required (see Figure 22). 
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Figure 22 – Personal Information Fields 

 

Please note: To receive a Relias certificate, you will need to complete a feedback form after the 

final exam. This form is anonymous and helps Relias maintain and improve the quality of its e-

learning offerings. The RELIAS team greatly values your feedback and appreciates your support. 

 

Once completed, you can choose to: Print the certificate (formats: Letter or A4), Send it to an 

email address or Download it (see Figure 23). 
 

 

 

 

 

 

 

 

 

 
Figure 23 – Print Certificates 
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My Crest 
 

In this section, you can view your personal crest. Completing courses earns you symbolic coins, 

which you can use in the shop to customize your crest or gift seals to other learners (see Figure 

24). 

 
 

 

Please note: Access to the crest feature may be restricted depending on your organization's set-

tings. 

 

Policies and Procedures 
 

This feature enables internal documents to be shared for information exchange and download 

within a specific time frame. 

To access a document: 

1. Click "+ Show" in the corresponding row. 

2. Click on the document name to open it (see Figure 25). 

Figure 24 – Personal Crest 
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Figure 25 – Folder for Policies and Procedures 

 

Help and Support 

The system provides several options for requesting assistance: 

 

Option 1: Password Reset during Login 
If you forget your password, click the "Forgot your Passowrd?“ link on the login page and follow 

the provided instructions. For additional help, you can: Contact the Relias Support Team or use 

the Chatbot by clicking the „Request“ Help Link (see Figure 26). 

 
Figure 26 – Request Help 
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Option 2: Help Menu 
 

If you are logged into your portal and need assistance, navigate to the "Help" menu and click the 

"Request Help" button. Follow the on-screen instructions to submit your request (see Figures 27 

and 28). 
 

 

Figure 27 – Help Form / Request Support 

 

 

Figure 28 – Help Form / Request Support 
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How to reach Relias Customer Support: 
 

Service Hours:   Monday to Friday, 8:00 AM to 5:00 PM 

Phone:   0800 7234784  

Email:    kundenbetreuung@relias.de  
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