
Once you’re logged into SLMS, go to Main Menu > Enterprise Learning > HR Administration > Manage 

Internal Learners 

 

 

 

 

 

 

 

 

 

 

 

 



Enter the Learner information 

 

 

 

 

 

 

 

 

 

 

 



 

On the Job Data tab, there will be three new fields: RA for Supervisors, Language Access and RA Public.  

If the Learner is a Supervisor, enter “Y” in the RA for Supervisors field (because all supervisors are 

required to take the Series).  If the Learner is a non-supervisor but required to take RA for the Public, 

enter “Y” in the RA Public field.  If the Learner is a supervisor or non-supervisor required to take 

Language Access, enter “Y” in the Language Access field.  Click Save when completed. 

 

 

 

 

 

 

 

 

 

 

 

 

 



You can view whether the update to the Learner has been successful by then going to Main Menu > 

Enterprise Learning > User Profiles > Internal Learners 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Enter Learner information 

 

 

 

 

 

 

 

 

 

 

 



On the HR Job Data tab, the RA for Supervisors field will show “Yes” if the Learner is a Supervisor, the 

RA Public field will be blank and the Language Access field will show “No” if the Learner does not 

interact with the public. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



The Bulk Learner Load process will be the same as it has been. However, the HR_Template_2015.csv 

template will have the inclusion of three new fields: RA for Supervisors, RA Public, and Language 

Access. First, begin the Bulk Learner Load process by going to Main Menu > Enterprise Learning > HR 

Administration > Bulk Learner Load 

 

 

 

 

 

 

 

 

 

 



Look up the Template ID and then Download HR_Template_2015.csv 

  

 

Save the file to your computer, open the file in Excel and input the Learner information. If the Learner is 

a Supervisor, enter “Y” in the RA for Supervisors field (because all supervisors are required to take the 

Series).  If the Learner is a non-supervisor but required to take RA for the Public, enter “Y” in the RA 

Public field.  If the Learner is a supervisor or non-supervisor required to take Language Access, enter “Y” 

in the Language Access field.  Click Save when completed.  

 

 

 

 

 



 

Proceed with uploading the data file and continuing through Bulk Learner Load process. 

 


