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SATERN Administrator Job Aid for  
How to Add Civil Service Group Slots to a Scheduled Offering 

Updated March 12, 2018 

Audience: This job aid is for use by National Aeronautics and Space Administration (NASA) 
personnel with Administrator access to the System for Administration, Training, and 
Educational Resources for NASA (SATERN). 

Purpose: This job aid provides instructions for you to add Civil Service Group Slots to a 
scheduled offering. 

Tasks: Click the following link to access the needed instruction: 
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Add Civil Service Group Slots to a 
Scheduled Offering 

Note: Depending on the tiles and 
options available in your My 
Learning (SATERN) page, yours 
may appear in slightly different 
locations than displayed in the 
figures in the SATERN job aids. 

1. Visit https://satern.nasa.gov, and click the 
Launch SATERN button as shown in the 
following figure: 

Figure 1: SATERN Welcome Page Showing 
Launch SATERN Button 

 

2. Do you already know how to add a scheduled 
offering to an item? 

a. If you already know how to add a 
scheduled offering to an item, perform 
that action, and skip to Step 8. 

b. If you do not know how to add a 
scheduled offering, from your My 
Learning (SATERN) page, click the 
Learning (SATERN) drop-down menu 
and select the SATERN Admin option. 

Figure 2: Location of the SATERN Admin Option 

 

3. Select the Learning tab. The Items screen is 
displayed. 

4. In the Item ID field, type the ID of the desired 
Item (course) (e.g., GSFC-SH-CPA), then click 
the Search button. 

5. At the bottom of the screen, select the desired 
Course ID link. 

Figure 3: Screen Showing Steps 3 through 5 

 

6. In the top right corner of the course summary, 
from the Action section, select the Schedule link 
as shown in the following figure: 

Figure 4: Location of the Schedule Link 

 

https://satern.nasa.gov/
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7. Create a new scheduled offering by entering a 
new Start Date (i.e., a date in the future), Start 
Time (HH:MM AM or PM), and any other 
information desired. Then click the Save button. 

Figure 5: Add New Scheduled Offering Screen 
Showing Location of Start Date Field, Start Time 

Field, and Save Button 

 

8. Select the Add Learners icon  drop-down 
menu. 

Figure 6: Location of the Add Learners Icon 

 

9. From the Add Learners menu, select the Add 
Slots option as shown in the following figure: 

Figure 7: Location of the Add Slots Option 

 

10. From the Add Slots window, in the Slots field, 
type any number of desired slots (it is 
recommended to add the maximum registration 
number as civil service slots). 

11. Select the radio button next to the Group ID 
field, type NASA-CIVIL-SERV in the Group ID 
field, and select the Save button. 

Figure 8: Add Slots Window Showing Slots and 
Group ID Fields 

 

You have now created the Civil Service Group Slots 
on your item/scheduled offering. 
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