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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 search for employees according to
whether the Supervisor By-pass Flag is set or is not set.

e Set: When an employee’s Supervisor By-pass Flag is set, SATERN will
ignore any updates to the employee’s supervisor that are automatically sent to
SATERN.

e Not Set: When an employee’s Supervisor By-pass Flag is not set, SATERN
will update any changes to the employee’s supervisor that are automatically
sent to SATERN.

The Supervisor By-pass Flag is used to prevent automatic updates to an employee’s
supervisor. The flag is set on an individual employee’s record for a specific purpose.

Tasks: Click the following links to access the needed instruction:

Task A — Logging into the Learning Page.........ccccccovmieeciimieecnimneecnseeeenneeeeenes 2
Task B — Accessing SATERN Admin Page from Your Learning Page .......... 2
Task C — Checking and Setting Filter Criteria to View Supervisor By-pass

[ = T 8 =Y o SO 3
Task D — Searching with Desired Filter Criteria...........ccceeeecceeiiirericcccceneees 5
Task E — Saving and Locating a Saved Search...........ccccocrrrriiiiiiiiiiinennnnennn, 6
Task F — Exporting @ Search ... s e s s s s 7
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Task A — Logging into the Learning
Page

Go to satern.nasa.cov, and click the Launch
SATERN button.

Figure 1: Launch SATERN Button
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Your My Learning (SATERN) page is displayed.
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Task B — Accessing SATERN Admin
Page from Your Learning Page

From the My Learning (SATERN) page, click the
Learning (SATERN) drop-down menu, and select
the SATERN Admin option.

Figure 2: SATERN Admin Option
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Your SATERN Admin page is displayed.

Figure 3: SATERN Admin Homepage
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Task C — Checklng and Settmg Filter Figure 5: Learners Se:rcl?i Screen Showing Filter
. . . . ielas
Criteria to View Supervisor By-pass
Flag Field Learners Search | Add New )
;garn\\ Saved Searches O
1. From your SATERN Admin page Chck the Enter a value for each field that you want to use to filter your search. Some fields allow you to select from a list of values. You
> can also add or remove search criteria to further refine your search.
People drop-down menu. Then click the Search | Saveds | Reset
Learners option. Case sensitive search: O Yes ® No
LearnerID: Starts With v
Figure 4: SATERN Admin Page Showing the People Extemal D Sty -
. Last Name: Starts With v
Drop-down Menu and Learners Option First ame: e
Middle Name: Starts With v
Learning Administration Learner Status: @ Active O Not Active O Both
Security Domains: Starts With M Y
Menu Recents Organizations: Starts With v L4
~ - Employee Types: Starts With v A4
T = Curricula: Starts With o \ 4
Learner - Managers: Starts With v Y
> Manage User Learning UUPIC: Starts With ¥
. L. Company Name: Starts With v
> Learning Activities
Last Email Address: Starts With ~
> Content Center: Starts With ~
People Add/Remove Criteria ©
| Learners H Search | | Save As Reset
Instructors
Organizations a. If the Supervisor By-pass Flag field is
vser Groups displayed, proceed to Task D, Searching with
Cohort: . . . .
UD 0: ] Desired Filter Criteria.
ser Account equests
henge Assigne Mansger b. If the Supervisor By-pass Flag field is not
Merge Learners . .
displayed, at the bottom of the list of filter
2. From the People drop-down menu, in the ﬁelds, ghck the Add/Remove -Cntena arrow
- icon, click to select the Supervisor By-pass
Learners search screen, check to see if the . i
. . Flag option, then click the Select button.
Supervisor By-pass Flag field is displayed.
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Figure 6: Add/Remove Criteria Window Showing

Supervisor By-pass Flag Option and Select Button Note: As with the other search filter

Learners Seach paalien O options, the Supervisor By-pass Flag
field remains visible until you use the

Search Saved Searches @
Enter a value for each field that you want to use to filter your search. Some fields allow you to select from a list of values. You Add/RemOVG Crlterla arrow 1con and
can also add or remove search criteria to further refine your search.
peres N e B o deselect the field.

Gase sensitive search: O Yes ® No
Learner ID: Starts With Z
External ID: Starts With v
Last Name: Starts With v
First Name: Starts With 2
Middle Name: Starts With 4
Learner Status: ® Active O Not Active O Both
Security Domains: Starts With < T
Organizations: Close
Employee Types: - -

[ competency [ Degree Level Orfacc

Curricula:
[Jcompleted ltems [ Supervisory Level Code  []Organization Title

Managers:
Oitems Need M center
UUPIC:
. [items Requests ompany Name [T Risk Level
Superviser By-pass Flag:
[ Employee Statuses Last Email Address CPnhysical Risk Level
Company Name:
Employee Types Ocotr Oorficial Supervisor
Last Email Address:
Center: [ Job Locations CD[mOccupalmna\ Series [Funding Center
[ Job Codes [ company Org Code Ois Full-Time
AddiRemove Criterid ©
[ atternate Inh. —

. v
9 |_| Reset
Select

After clicking the Select button, you are returned
to the Learners search screen, and the
Supervisor By-pass Flag field is visible.

Figure 7: Learners Search Screen Showing
“Supervisor By-pass Flag” Option

Learners Search | Add New | @

for each field that you want to use to filter your search. Some fiekds allow you to select from a list of values. You
remaove search criteria to further refine your ssarch

Search Save As Reset

Case sensitive search: O Yes @ Mo

Learner ID: Starts With o

External ID: Starts With v

Last Name: Starts With W

First Hame: Starts With e

Middle Name: Starts With v

Learner Status: ® sorve O noracive O o

Security Domains Suars With ) T
Organizations: S With "

Employee Types: o With "

Curricula o With »

Managers: o Wih » T
UUPIC: Starts With V3

Supervisor By-pass Flag Suars With » T
Company Name: Starts With e

Last Email Address Starts With e

Center. Starts With )

Add/Remove Criteria ©

Search Save As Reset
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Task D — Searching with Desired
Filter Criteria

1.

Note: Remember, it is always better
and more accurate to use the filter

icon ( Y) to narrow your search.
For any field with a filter icon, click
the icon, select the desired options,
click the Add to Filter button, then
click the Submit Filter button.

Click the Supervisor By-pass Flag field Filter

icon.

Figure 8: Supervisor By-pass Flag Field Filter
Options Pop-up Window

{X]
Learners
» Filter- 0 Learner Custom. ..
Select from list
‘As you select records to include in your filter, they will appear in the Filter List. Select Submit Filter when ready to submit the filter
and return to your base search criteria
Addto Filter | | Reset
Select Al Desstect Al
D Description Select
No O
3 Yes O
Select Al Desetect Al
AddtoFiter = Reset
v
< >

Do you want to search for learners who have the
Supervisor By-pass Flag set or not set?

a. To search for learners whose Supervisor
By-pass Flag is set (i.e., automatic updates for
the learner’s supervisor are
bypassed/ignored), click the Yes option.

b. To search for learners whose Supervisor
By-pass Flag is not set (i.e., automatic updates
for the learner’s supervisor are accepted), click
the No option.

Click the Add to Filter button then the Submit
Filter button.
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4. From the Learners search screen, use the desired
tields to enter any additional search criteria that
will facilitate your search (e.g., Center or Domain

ID).

Unless you wish to see everyone in a Center or
Domain, use the Employee Types field Filter
icon to select the Civil Service Employee option
or the Contractor option.

Figure 9: Employee Types Field Filter Options
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To remove any inactive records from the search

results, ensure that the Learner Status field is set
to the Active option (this may be your default

setting).

Figure 10: Learner Status Field Showing Active
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Learners

Search

Case sensitive search:
Learner ID:
External ID:
Last Name:
First Name:

Middle Name:

Enter a value for each field that you want to use to filter your search. Some fields allow you to select from a list of values. You
can also add or remove search criteria to further refine your search.

Search | Add New | &

Saved Searches &)

Search | SaveAs = Reset

O Yes ® No
Starts With v
Starts With v

Starts With v
Starts With v

Starts With v

Learner Status:
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Organizations:
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Managers:

UUPIC:

Gompany Name:
Last Email Address:
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Add/Remove Criteria ©

Starts With v T
StrtsWith v Y
Startswith |v

StrtsWith v
Starts With < Y
Starts With v
StrtsWith v
Starts With v

Starts With v

Search Save As Reset
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After selecting all the desired search criteria, click
the Search button at the bottom of the screen.

If there are results, you can save this search to
make it repeatable, and you can export the results
to a .csv file (Refer to Task E, Saving a Search,
and Task F, Exporting a Search).
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Task E — Saving and Locating a
Saved Search

1. To save the search, click the Save As button.

Figure 11: Learners Search Results Screen Showing
Save As Button

Learners Search | Add New | i)
Search Saved Searches &
Enter a value for each field that you want fo use to filter your search. Some fields allow you to select from a list of values. You
can also add or remove search criteria to further refine your search
Search | SaveAs Reset
Case sensitive search: O Yes @ No
Learner ID: Starts With 4
External ID: Starts With b7
Last Name: Starts With hd
First Name: Starts With &2
Middle Name: Starts With i
Learner Status: @® Active O NotActive O Both
Security Domains: Starts With 5 T
Organizations: Starts With & Y
Employee Types: [1 Selected] ¥ 57
curricula: Starts With & T
Managers: Starts With B Y
UUPIC: Starts With v
Supervisor By-pass Flag: [1 Selected] ¥ 5/
Company Name: Starts With v
Last Email Address: Starts With v
Center: Starts With v
Add/Remove Criteria ©
Search Save As Reset

2. From the Saved Searches screen, in the Saved
Search ID field, type a name for the search that
clearly describes the search. You may also type a
description of the search in the Description field.
Then click the Submit button.

3. From the Learners Search screen, click the Save
button.

4. After you have saved a search, a new link is
displayed, allowing you to use that search in the
future. From the Learners Search screen, click
the Saved Searches drop-down arrow, then
select the desired saved search.
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Figure 12: Learners Search Screen Showing Saved
Searches Drop-down Arrow

Leamers Search | Add Mew 3
Search

Enter 2 valua for each fiehd that you want 1o use to filter your search. Some fields aliow you to select from 2 list of values. “ou can
also add or remove search critenia to further refine your search.

Search Save As Reset

(Case sensifive search: O Yes @ Mo

Leamer ID: Starts With [v]
External ID: Starts With ~]
Laxst Name: Starts With [v]

Task F — Exporting a Search
1. To export a search to a .csv file

2. From the search results page, click the Download
Search Results link

Figure 13: Learners Search Results Screen Showing
the Download Search Results Link

Learners Search | AddNew | @)

Search » Search Resuts Saved Searches @
Saved Search ID:

Description:

Enter avalue for each field that you want to use ta filter your search. Some fields allow you to select from a list of values. You
can also add or remave search criteria to further refine your search

Search Save Save As Reset

Case sensitive search: O Yes ® No

Learner ID: Starts With v

External ID: Starts With v

Last Hame: Starts With v

First Hame: Starts With v

Middle Name: Starts With v

Learner Status: ® active O NotActive O Both

Security Domains: Starts With o T
Organizations: Starts With > T
Employee Types: [1Selected ¥ 7

Curricula: Starts With > T
Managers: Starts With > T
UUPIC: Starts With v

Supervisor By-pass Flag: [1 Selected] ¥ 37

Company Name: Starts With v

Last Email Address: Starts With v

Center: Starts With v

AddRemove Criteria ©

Search Save Save As Reset

Field Chooser & Download Search Results &

Send Email Notification

3. After downloading, depending on your browser
settings, you may need to click to open the report,
or it may automatically open. Save the
downloaded report to the desired location with a
file name that describes the file better than the
default name.
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