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SLMS HR Administrators

HR administrators will have the ability to change the first name of those learners requesting
the change.

To change the first name, employees should send an email request to their Agency’s
Human Resources Office.

HR Administrators
Main Menu>Enterprise Learning>HR Administration>Maintain Preferred Name

Favorites = Main Menu « > Enterprise Learning» > HR Administration + > Maintain Preferred Name
NEW
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Maintain Preferred Name

Statewide Learning
Management System All ~ Search

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

Find an Existing Value

Search Criteria

Learner ID:

First Name:

Last Name:

EmplID:

(J case Sensitive

Limit the number of results to (up to 500): |500

|

]
Search Clear | Basic Search |2 Save Search Criteria

\

Search Employee Record by First name, last name, or employee 1D

Primary First Name and Last Name are displayed and will remain unchanged.
The current Preferred Name section is editable as shown below.
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(& save

Learner ID 953770
Current Preferred Name

New Preferred Name

Preferred First Name |

Main Menu « Enterprise Learning~ > HR Administration «
Statewide Learning
Management System T r—
Primary First Name test
Preferred not yet setup
ow Preferred Name Name Display

[o" Return toSearch

1 | Previo\s in List

4| Nextin List

b

Maintain Preferred Name

Last Name test2

Hon

/.

\

Enter the Preferred First Name: Click on Show Preferred Name.
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Favorites = Main Menu « > Enterprise Learning» > HRAdministration~ > Maintain Preferred Name
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Learner ID 953770 Primary First Name test Last Name test2
Current Preferred Name

Statewide Learning Hon

Management System

All ~ search

Preferred not yet setup

New Preferred Name

Preferred First Name | TestPreferredFirstName

] Show Preferred Name

Name Display TestPreferredFirstName test2

=l save | |[ah Return to Search

v
Click Save.

Manage Internal Learners:
Main Menu>Enterprise Learning>HR Administration> Manage Internal Learners
Displays both primary and preferred name history [Screenshots below]
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Favorites = Main Menu = > Enterprise Learning + > HR Administration + > Manage Internal Learners
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Manage Internal Users

Statewide Learning
Management System All ~ Search

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

Find an Existing Value

Search Criteria

Use Saved Search:

Learner ID: = v

First Name: TestPreferredFirstName|
Last Name:
Middle Name:
Customer ID:

EmplID:

Correct History U case Sensitiv
Limit the number of results to (up to 500):

=
Search Clear | Basic Searct 2" Save Search Criteria Delete Saved Search

Search using the new Preferred Name.
Search results display both Primary and Preferred Names as below.
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Favorites = Main Menu « > Enterprise Learning + > HR Administration » > Manage Internal Learners

NEW
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Name Contact Information Job Data

Statewide Learning
Management System All

¥ Search

Learner ID: 953770
Name Type Find | View All First (4 10f2 b Last

Type of Name: Preferred
Name History Find | View All First (4 10f1 (» Last

*Effective Date: 6/26/2024  [5]

Format for Country: USA United States
Person Name

Prefix:
*First Name: TestPreferredFirstName Middle Name:

*Last Name: test2 Name Suffix:

Name: test2, TestPreferredFirstName g Refresh the Name Field

[S] save ||[@h Returnto Search | |[=] Notify 2| Update/Display -7 Correct History
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Favorites Main Menu = > Enterprise Learning » > HR Administration » > Manage Internal Learners
Newc | Statewide Learning
FTATE | Management System T —

Name Contact Information Job Data

Learner ID: 953770
Name Type Find | View All First ‘4 20f2 (b Last
Type of Name: Primary
Name History Find | View All First (4 10f1 (» Last
*Effective Date: 01/01/1960 |[3{

Format for Country: USA United States
Person Name

Prefix:
*First Name:  [test Middle Name:
*Last Name:  test2 Name Suffix:
Name: test2 test (2% Refresh the Name Field
|5l save ||[ah Retumn to Search ||[=] Notify 2] Update/Display | 27 Correct History

Employee Self-Service:
After Human Resources has made an update to the first name, it typically takes one day for the
update to reflect across the application.
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Main Menu « > Self Servicew >

Statewide Learning
Management System

My Learning

TestPreferredFirstName|test?2

*View| All Learning, All Status, All Dates, All Types

Learning+« > My Learning
All ~ Search
v || Go

My Learning Classes

You do not have any learning classes.

Search:

All Search functions will use the Preferred First Name if one exists.
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Favorites = Main Menu = > Enterprise Learning + > HR Administration + > Manage Internal Learners
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Manage Internal Users

Statewide Learning
Management System All ~ Search

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

Find an Existing Value

Search Criteria

Use Saved Search:

Learner ID: = v

First Name: TestPreferredFirstName]

Last Name:

Middle Name:

Customer ID: Q
EmplID:

Correct History U case Sensitive
Limit the number of results to (up to 500): 500

=
Search Clear | Basic Search 2" Save Search Criteria Delete Saved Search

Certificates:
Certificates display the Preferred Name if one exists.
All Prior Certificates display the Preferred Name.
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Certificate of Completion

| hereby certify that

TestPreferredFirstName-test

completed the mandatory Comprehensive Ethics Training Course on 2022-11-18;

Query Modifications:
Queries will be modified by respective owners depending on their requirements.

Reports
Reports and queries will display the Preferred Name after the nightly job runs. The
following reports will display the Preferred Name:

Certification Expirations
Worker 2 Qualified Employee
NY OPWDD Report

Transcript by Organization
Learning Component Progress
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Transcript Group By Learner
Course Completion

History by Department
Curriculum Completions

Certification Compliance
Certification Status Review
Rating Report Class
Transcripts Class Roster

Query Report for HR Administrators :

Query report displays learners that have a preferred name and can be run anytime

NY_PREFERRED_NAMES
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