
ERMA Policy Survey 
ERMANet Login 

1. You will use your existing ERMANet login if you are responsible for completing the
policy survey:

a. Visit ins.ilearningengines.com/erma
b. Enter Username and Password. Notice: Passwords are case sensitive.
c. Hit the “Login” button.
d. If you have forgotten your Username and/or Password, hit the “Forgot your

password? Click here” link and complete the fields.
e. If the system successfully finds your account, you will receive an email with

instructions to log in and change your password.

2. If you do not have an existing ERMANet login, please contact Yvette Flama at
Yvette.Flama@sedgwick.com



Completing the Survey 

1. Click on the new tab, “Survey” if you are not already there.
2. Click on “Manage Assessments” in the left navigation menu.
3. Locate the policy survey that should be listed and then click the edit icon in the

“Actions” column noted below to begin the survey.

NOTE: If you do not see the above screens, contact Yvette Flama at 
Yvette.Flama@sedgwick.com 

4. You do not have to complete the survey in one sitting. Simply click “Save Draft” or
“Save and Exit” to come back to it later. You can also navigate through the survey by
clicking the category to the right on the web page.

You will also see indicators at the top right of the browser window: 
a. when you begin a survey

b. when you save a draft

If you are offline, the survey will not save so pay special attention to confirmation 
screens and the above indicators.  



5. Uploading documents:
a. Queue your documents first by selecting them or dragging them into the box.

You can remove them from the queue before uploading by clicking the minus
sign in the upper right corner of the document/photo. (Step 1)

b. Once you have your documents queued, click “Start Upload” to upload them.
You will then see them listed to the right. (Step 2)

c. To remove an uploaded document, uncheck the box to the left of the filename.
When you save or submit, they will not be uploaded.

NOTE: Please remove special characters from file names prior to upload (i.e., commas, apostrophes, 
slashes, quotes) and ensure that all files have a valid extension (i.e., .doc, .pdf, .xls). 

6. All questions require a response as indicated by the red asterisk (*).
[Do NOT click “section skipped”]

7. Once your survey is completed, click “Save and Submit” found on the LAST page of
the survey and wait for the confirmation “The form has been saved to the server.”



View Your Completed Survey 

1. You may view/print a web page summary or PDF of your completed survey from the
“Manage Assessments” dashboard.

Create a New User to Take the Survey 

1. Navigate to the “Administration” tab in the horizontal bar at the top of the page
2. Click “Users” from the left navigation menu
3. Click the “add new user” button at the top of the page
4. Create a User ID (must be unique; keep in mind this user may already exist on an ERMA

platform elsewhere on iLearningEngines’s system)
5. Provide first name, last name, email address
6. Create a password that is at least 6 characters long (the user can change this once

logged in for the first time)
7. Click “Continue” to the User Permissions page
8. Choose a profile that provides the user access to the Assessments tab and

permissions as shown below in addition to any other permissions the user needs.
More information on profiles can be found on page 7 of this guide.

9. Scroll to the bottom and click “Save.”

If you have any questions or need assistance, please contact the Help Desk at 
iLearningEngines helpdesk@ins.ilearningengines.com or 800-205-5262. 
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