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

Internal Learners
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Enter the Learner information
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Enter any information you have and click Search. Leave fields blank for a list of all values.
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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.

Job Type: Primary Seniority Date: El
Full/Part Time: Fyll-Time Site Manager: |
Learning Environment 1D 1089
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Attorey 1D: “Active: [Y @,  shift
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Section/Unit: Excluded: N @,
Manager: @,
Staff Category: RA for Supervisors:
Discipline:

Language Access:

RA Public:
Hire Date: 10/22/2007 Eﬂ



You can view whether the update to the Learner has been successful by then going to Main Menu >
Enterprise Learning > User Profiles > Internal Learners
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Enter Learner information
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= | Search

&Em Leaming Management System Al

Internal Learners

Enter any information you have and click Search. Leave fields blank for a list of all values.
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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.

Learner ID:
Name:
*__earning Environment: [office of Info Tech Services % @,
HR/Job Information Find | Wiew Al First'4' 1 of 1'*/ Last
Effective Date: 03£31/2015 Empl Record Number: 0
Hire Date: 102272007 Job Type: Primary
Learner Status: Active
Excluded: No RA for Supervisors:  Yes
Company Description: Mew York State Language Access: MNo

Organizational Relationship: EMP RA Public:

Department Name: Office of Information TechnO™eg Services



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
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Look up the Template ID and then Download HR_Template_2015.csv

Look Up Template ID

Search by: [LeamerFilelD ]|
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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.

HR_Template_2015 - Excel
RT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

T AT A WER gy e F

- . B
‘able  Pictures Online aMyhpps .~ Recommended fﬂ .& b PivotChart = Power Line Column Win/ Slicer Timeline  Hyperl
Pictures @ Charts 7B~ L~ . View Loss
Tlustrations Apps Charts L Reports Sparklines Filters Link

v k|
Q R s T u v W xﬁ z AA

lon-State Mon-State Seniority | Site Supet Discipline Staffing  Shift Exclufled RA for Supervisors Language Access RA Public




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

File Import
Bulk Learner Load

Instructions:

Lookup a template below & download template as .csv file

. Fill out the template with your data

Save file as .csv

Click Update Data File button to upload your template

Click "Stage” to Stage your data. **

. Click "Validata” to Validate your Data™

If any errors appears, click "Fix Errors” to correct any mistakes
Click "Copy” to Final Staging Table™

. Click "Load" to load your data into SLMS**

W0 N

** You will receive a warning. Click ok to continue
Click Process Monitor to check the status of your process.
Mote: Please be patient while your file is being uploaded.

For more detailed instructions, please click the following link for the learming module: Bulk Learmer Load

Please download the new HR template. Your bulk load will fail unless you are using
the new template. Thank you.

Tempiate ID: 1249)@, HR_Template_2014.csv

Download Template Download Instructions

I Upload Data fle 1




