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Audience:  This job aid is for use by National Aeronautics and Space Administration (NASA)

personnel with Supervisor access to the System for Administration, Training, and
Educational Resources for NASA (SATERN).

Purpose: This guide is intended help NASA supervisors:

e Set Delegates

e Set Alternate Supervisors

e Assign and Remove Learning
e Approve Training Requests

e View Dashboard

e Run Reports

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

Task A - Logging In, Navigating, and Searching..........cccceeeeucceiiiiirireccnccenn, 2
Logging INto SATERN .....oooiiiiiiiiieee 2
Navigating to the My Employees Page............ccoooviiiiiiiiiiiiiiiiiiieees 2
Searching for My EmMPIOYEES........cooooiiiiieeeeeeeeeeeeeeeeeeeee e 3

Task B — Setting Delegates .........ceveeeiciiiiiiiriiceses e s s e e e e s s e eeees 4
Adding a Delegate ...........oo i 4
Editing a Delegate ..........ooooiiiiiiiiiiiiiiiii 6

Task C — Setting Alternate SUPervisSors .......ccccccccccceiiiiirrrresssse s 7

Task D — Viewing and Taking Actions in an Employee’s Account................ 9
Taking Action in an Employee’s Account..........coooooeiiiiiiiiiiiiieeeeeeeeeen 9
Viewing an Employee’s Profile ............ccoooiiiiiiiiiiii e 9

Task E — Using Supervisor LinKS..........cccooiiimiiieeccciniiirrrececs s e e s eessssssssseenes 10
ASSIgNING LearNing .......cooovuiiiiie e 10
Removing Learning ........cccouviiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeee 12
Approving Internal Training Requests ...........cccoooiiiiiiiiiiiiiiieee, 14
Approving External Training Requests ..., 16
Viewing the Dashboard.............cccooiiiiiiiiiiiiecceeeeeeeee e, 17
RUNNING REPOIMS....coiiiiiiiiiiiiiiieeeee 18
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Task A — Logging In, Navigating, and Searching
Logging Into SATERN

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

SATERN

Resoliress oy Cortasts
‘System for Administration, Training, and Educational Resources for NASA Home  Resources  Key Contacts

Welcome to

SATERN

The System for Administration, Training, and Educational Resourcess

NASA (SATERN) is NASA's Learning Management System (LMS) that prowigie:

You should automatically be signed into SATERN with single sign-on. Your My Learning
(SATERN) page is displayed.

Navigating to the My Employees Page

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.

You can access your employees’ information in the following two ways from the My Learning
(SATERN) page:

e C(lick the My Employees tile:

Figure 2: My Employees Tile

My Employees

. W Overdue (1)
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e C(lick the My Employees link at the top of your screen as shown in the following figure:

Figure 3: My Employees Link

@/ Learning (SATERN) =

My Learning (SATERN) § My Employees

My Learning Assignments

Sort By Date | Priority  Filter My Employed

Kewwordl O ~niree nama e ID Select All

4

All Assiagnment Tvoes

Searching for My Employees

1. From the My Employees page, in the Search field, type the employee’s name, then press
the Enter key. The following screen shows the location of the Search field:

Figure 4: My Employees Page Showing Location of Search Field

@ Learning (SATERN) ~

My Leaming (SATERN) My Employees

Search Learning Plan: Find Learning
Keyword Caurse name or ID Select All - All Assignment Types »
OVERDUE A
41 DAYS OVERDUE |
FY2018
UNCLA

2. If you have multiple employees with similar names, select the employee you would like to
manage.
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Task B — Setting Delegates

A delegate is another user you identify to assist you with completing some supervisory functions.
You can use the Delegates area to add or edit the permissions for a delegate (e.g., if you plan to take
an extended holiday or cannot access the user interface for some reason).

Adding a Delegate
To add a delegate:

1. From the My Learning (SATERN) page, in the Links tile, click the Options and
Settings link as shown in the following figure:

Figure 5: Links Tile Showing Options and Settings Link

Links

2. In the Delegates area, click the Add button as shown in the following figure:

Figure 6: Options and Settings Screen Showing Delegates Add Button

Options and Settings

Your settings determine the formats and standards used to display information to you in the application.

Delegates
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3. In the Search User field, type the name of the user you wish to identify as a delegate for
your records. (If you would like to search using different filter criteria, click the Advanced
Search link, populate the filters as desired, and click the Search button.)

The system displays a matching list of users, as shown in the following figure:

Figure 7: Add Delegate Search User Field Populated and Showing Matching User

Add Delegate

john testname Advanced Search

JOHN Q TESTNAME
LEAD HUMAN RESOURCES
HUMAN CAPITAL DEVELOPMENT DIVISION

4. Select the user you wish to assign as delegate.

5. In the Add Delegate window, select the level of permissions for the delegate. The following
are the available permissions options:

e Inactive Delegate: disables permissions, but retains the Selected Permissions setting
for future use.

e DPredefined Permissions: grants the delegate the same level of permissions as the
Supervisor.

e Selected Permissions: allows you to select specific permissions to be delegated
from a list of permissions. The following shows the Add Delegate window with
several Selected Permissions options checked:

Figure 8: Add Delegate Window Showing Selected Permissions Options

Add Delegate

JOHN Q TESTNAME O Inactive Delegate

LEAD HUMAN RESOURCES
HUMAN CAPITAL DEVELOPMENT D...

(O Predefined Permissions

) (®) Selected Permissions

Permission to

¥ Act on My Subordinates

] Employee Work Space & Org Chart
[ Learning Plans for Direct Reports

[ Deadline Dashboard for Direct Reports

¥ Acton My R

] Approvals

[ Profile
[ Reports [ Learner Settings
¥ Act on My Leamning

[ Catalog and Assign Leamning
[w] Record Learning Events

[ Learning Items
[ surveys

Cancel

6. Click the Save button. The delegate now has the selected permissions that were assigned.
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Editing a Delegate

1. From the My Learning (SATERN) page, in the Links tile, click the Options and
Settings link as shown in the following figure:

Figure 9: Links Tile Showing Options and Settings Link

2. In the Delegates area, select the delegate.
3. Click the Edit button as shown in the following figure:

Figure 10: Delegates Screen Showing Edit Button

+ Back

Options and Settings

Your setiings determine the formats and standards used to display information o you in the application.

Delegates
JOHHN Q TESTHAME

4. From the Edit Delegate screen, select the appropriate new permissions. The following are
the available permissions options:

e Inactive Delegate: disables permissions, but retains the Selected Permissions setting
for future use.

e Predefined Permissions: grants the delegate the same level of permissions as the
Supervisor.

e Selected Permissions: allows you to select specific permissions to be delegated
from a list of permissions.

5. Click the Save button.
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Task C — Setting Alternate

Supervisors

The Alternate Supervisor feature is a great way to give learning supervisor responsibility to someone
else in your organization on a subordinate-by-subordinate basis. It is best used when an employee is
temporarily joining another team or project that has learning activity involved. The alternate

supervisor should be assigned by the primary supervisor.

To assign an alternate supervisor:

1.

Employees link at the top of your screen.

2.

3.

Click the Manage Alternate Supervisors option.

From the My Learning (SATERN) page, click the My Employees tile or the My

Next to the desired employee’s name, click the More Options Vertical icon.

Figure 11: My Employees Screen Showing More Options Vertical Icon and Manage Alternate

Supervisors Option

My Leaming (SATERN) My Emplo}%
e ——

Search

Record Learning

Employss A TETHE.@ Manage Alternate Su... )

Reports

Profile

Options & Settings

W

4. In the Search field, type the name of the alternate supervisor, select the name, then click the

Save button.

Figure 12: Manage Alternate Supervisors Screen with Alternate Supervisor Selected

Manage Altemate Supervisors

Alternate S
‘You can ider

Supenvisor M Testname
Title or Org 12345

Supenvisor P Testname
Title or Org 67890

e for something, the system routes that materisl (includin

o

for Employee A Testname
mber (:

(200) of shternate supervisors for the direct ar indirect

Supervisor

Subordinates and
Approvals

cancel| (X0
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The subordinate is added to the alternate supervisor’s My Employees screen. The employee(s) with a
green icon under the employee name indicates alternate supervisor relationship with that employee.

Figure 13: My Employees Page Showing Alternate Supervisor Relationship Icon

My Learning (SATERMN) My Employees

Search Learning
Empioyes A Testname Keyy
@ OVER
Employes W Testname

—
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Task D — Viewing and Taking Actions in an Employee’s Account

From the My Employees page, you can view employees who report directly to you as well as those
who report to your employees. Information about the employees is available by selecting the
employee’s name from the list or by searching for the employee.

After clicking the employee’s name, the right panel of the screen shows the employee’s Learning
Plan. If you click the More Options Vertical icon, the employee’s available action options are
displayed as shown in the following figure:

Figure 14: My Employees Screen Showing More Options Vertical Icon

@ Learning (SATERN) ~

My Learning (SATERN) My Employees

John Q Testname

John Q Testname
Record Learning

John Q Testname * Learning Plan ltems Manage Alternate Su... i

Owverdue (1)
* Cumricula Incomplete (1)
Reports
Profile

Options & Settings U R
N T UNCLASSIFIED INFOR
TRAINING

Taking Action in an Employee’s Account

From the employee’s More Options screen, you have access to the following:
e Record Learning
e Manage Alternate Supervisors
e Reports

Viewing an Employee’s Profile

From the employee’s More Options screen, click the Profile link to access the employee’s personal
information.
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Task E — Using Supervisor Links

To make changes to an employee’s account, use the following Supervisor Links:
e Assign/Remove Learning
e Approvals
e Dashboard

e Reports
The following screen shows the Supervisor Links tile:

Figure 15: Supervisor Links Tile

Supervisor Links

Assigning Learning
To assign items or curricula:
1. From the Supervisor Links tile, click the Assign/Remove Learning link.

Figure 16: Supervisor Links Tile Showing Location of Assign/Remove Learning Link

Supervisor Links
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2. Click the Add Items and Cutrricula radio button.

Figure 17: Location of the Add Items and Curricula Option

Manage Learning Activities @ Help
Select Management Action

This menu option is available to supervisors. It provides features to manage the learning Activities of your subordinates. The Learning Activities wizard is used to add
items and remove items, and assign cumiculum to your subordinates.

Next

Select Management Action

I © Add ltems and Curricula I O Remove Items.

Note: The Remove ltems option will not remove items assigned to a Learner through a curriculum or by an administrator.

3. C(lick the Next button.

4. Place a checkmark in the Select Learner column to choose the employee(s) you want to
manage, then click the Add Checked button.

Figure 18: Manage Learning Activities Screen Showing Select Learner Column and Add
Checked Button

Manage Learning Activities @ Help

— Select Learners.

Select Learners

Leamer Name Select Leamer §§ Include Subordinates
» Testname, John Q O O
» TestnameZ, Mari L O O
» Testname3, Rodger X O O
Belect All f Desslect All

List of Selected Learners

Leamer Name Remove
Select All / Deselect Al
Remove Checked

5. Click the Next button.

6. In the Keywords field, type the item or curriculum you want to add to the employee’s
learning plan.

7. Click the Search button.

8. Place a “checkmark” in the Add column next to the item you want to add to the employee’s
learning plan.

9. C(lick the Add Checked button.

Note: To add multiple items, repeat the search steps and add additional courses

to the list.

10. Once you have selected all the items you want to add, click the Next button.
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11. You can add a required date, if desired.

12. Click the Finish button. To verify your items have been successfully added to the
employee’s learning plan, the following Success information is displayed:

Figure 19: Success Status Message for Adding Items to Specified Learners

Success
Status:

* Successfully added the items andior curricula to the specified
Learners. Only those curricula that are not previously assigned are
added.

Removing Learning
To remove items or curricula:
1. From the Supervisor Links tile, click the Assign/Remove Learning link.

Figure 20: Supervisor Links Tile Showing Location of Assign/Remove Learning Link

Supervisor Links

2. Click the Remove Items radio button.

Figure 21: Location of the Remove Items Radio Button

Manage Learning Activities @ Help
Select Management Action

This menu option is available to supervisors. It provides features to manage the leaming Activities of your subordinates. The Learning Activities wizard is used fo add
items and remove items, and assign curriculum to your subordinates.

Next

Select Management Action

O Add tems and Curricula I O Remove Items I

Note: The Remove Iltems option will not remove items assigned to a Learner through a curriculum or by an administrator.

3. C(lick the Next button.
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4. Place a “checkmark” in the Select Learner column to choose the employee(s) you want to
manage, then click the Add Checked button.

Figure 22: Manage Learning Activities Screen Showing Select Learner Column and Add
Checked Button

Manage Learning Activities @ Help
— Select Learners

Select Learners

Leamer Name Select Leamer § Include Subordinates

» Testname, John Q O O
» Testname2, Mari L [} O
» Testname3, Rodger X O [m}

Felect All f Deselect All

List of Selected Learners
Leamer Name Remove
Select All / Desslect All

Remove Checked

5. Click the Next button.

o

In the Keywords field, type the item or curriculum you want to remove from the employee’s
learning plan.

7. Click the Search button.

8. Place a “checkmark” in the Add column next to the item you want to remove from the
employee’s learning plan.

9. C(lick the Add Checked button.

Note: To remove multiple items, repeat the search steps and add additional

courses to the list.

10. Once you have selected all the items you want to remove, click the Next button.

11. In the Remove Item Confirmation screen, click the Finish button.

Important: Supervisors will not be able to remove items or curricula that are
assigned by an administrator. Supervisors can remove items that are self-

assigned only.
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Approving Internal Training Requests

Some SATERN learning items may require your approval. You may be responsible for approving or
denying internal training requests from direct-report employees.

To approve an internal training request:

1. From the My Learning (SATERN) page, if you have pending approval requests, you will

see a message below the Keyword field as shown in the following figure:

Figure 23: Location of Pending Approval Requests Message

@ Learning (SATERN) »

My Learning (SATERN} My Employees

My Learning Assignments

My Employees

Find Leaming
Keyword| O Course name or ID Select All - Al ent Types ~ Gy
I = . W Overdue (2) ouvani o e o | ([
You have pending approval requests
DUE LATER i —
My Curricula ~ Links
. W Due Later (8)
63012018 | REQUIREL Learning History
r o
——
c
B Part of A ANA TS : S) CURRIC
11312019 | FEDERALLY MANDATED - - No learning events were
I I recorded in last 30 days.

2. From either the Links tile or the Supervisor Links tile, click the Approvals link.
3. Click the scheduled offering Title link to review the course description.

Figure 24: Pending Approvals Screen Showing Scheduled Offering Title Link

— Back

Pending Approvals

& Help
This view shows you all of the review and approval actions you have been asked to perform. It is divided into two primary sections: reviews and approvals for
performance management Activities, such as c 1cy assessments (only if and approvals for training requests. You may switch between sections by
clicking on the appropriate section header. Within each section you will find a list of specific reviews or approvals you are being asked to perform, categorized by action
type

Learning
¥ Internal Training (1)

M Enter Reasons for Approvals or Denials

® Al O Direct Reports Only Next
Learner Name « Title Price Type Action [Approve All/Deny All]
» TESTNAME, JOHN POSITION MANAGEMENT, CLASSIFICATION 0.00 US Dollar (USD) Registration 'e) 'e) ® ski
Q AND HIRING PROCESS -/ Approve L Deny & Skip
w SF-182 (External Training) (0)

@ Al O Direct Reports Only
No items were found using this search criteria.

¥ Account Requests (0)

No items were found using this search criteria.
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4. Review the scheduled offering to determine if the course is appropriate for the learner. The
following figure shows a sample scheduled offering:

Figure 25: Scheduled Offering Details Screen

+ Back

Scheduled Offering Details

Scheduled Offering of POSITION MANAGEMENT, CLASSIFICATION AND HIRING PROCESS

SUMMARY INFORMATION

POSITION MANAGEMENT, CLASSIFICATION AND HIRING PROCESS
Description: No Description
Scheduled Offering ID: 91817

Item Description: “Supervisors play a key role in the management of human resources. This 8 hour session
by members of the Human Capital Consultant Division, Office of Human Capital Management, will pravide an
overview of federal human resource management, position management, classification, pay, hiring and
staffing. It is designed to give new supervisors the knowledge and tools needed to understand how these
programs work so they can successfully execute their responsibilities.”

SEGMENT DETAILS

Segment Start End Facility & Location Instructor
1 5/10/2018 08:30 AM 5/10/2018 12:00 PM GRC-Building 15 -
America/New York America/New York Building 15-Small
Dining Room
2 5/10/2018 01:00 PM 5/10/2018 04:30 PM GRC-Building 15 -
America/New York America/New York Building 15-Small
Dining Room

5. Click the Back link.

6. Decide whether to approve, deny, or skip. Click the radio button next to the action you
would like to take.

7. Click the Next button.
8. Enter an Approval Reason (optional).
9. Click the Next button.

10. Click the Confirm button. To verity your decision was completed, the following Success
message 1s displayed:

Figure 26: Success Message

+— Back
Pending Approvals @ Help
A e or Deny — Approval Reasons — Denial Reasons — Col n — Success
Start Over
Success
You have successfully leted the | approval and denial process. E-mail notifications have been sent to all affected Learners.
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Approving External Training Requests

Some SATERN learning items may require your approval. You may be responsible for approving or
denying external training requests from direct-report employees.

To approve an external training request (Standard Form (SF) 182):

1. From the My Learning (SATERN) page, if you have pending approval requests, you will
see a message below the Keyword field as shown in the following figure:

Figure 27: Location of Pending Approval Requests Message

@ Learning (SATERN) ~

My Learning (SATERN) My Employees

My Learning Assignments IB iE sonayoae My Employees Find Learning

. W Overdue (2)

B/31/2018 | FEDERALLY MANDATED = My Curricula « Links

. W Due Later (8)

Learning History

oo =

Select All > | AnAssignment Types «

DUE LATER o

I_I 11312019 | FEDERALLY MANDATED - No learning events were

recorded in last 30 days.

2. From either the Links tile or the Supervisor Links tile, click the Approvals link.
3. On the Pending Approvals page, locate the request to approve.

4. Click the Approve radio button.

5. Click the Next button.

6. Enter an Approval Reason (optional), if necessary.

7. Click the Next button.

8. Review the displayed information, and click the Confirm button to complete the process.
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Viewing the Dashboard

As a supervisor, you can view the status of your employees’ learning progress. The dashboard
provides a quick look at the status of direct reports. To access the dashboard:

1. From the Supervisor Links tile, click the Dashboard link as shown in the following figure:

Figure 28: Supervisor Links Tile Showing Location of Dashboard Link

Supervisor Links

Assign/Remove Lea

2. To view upcoming or overdue actions for all your direct reports, use the following sort and
filter options:

® You can sort the list by using the Due Date drop-down menu:
o Overdue items
o Items due in the Next 30 Days
o Items due in the Next 60 Days
e You can further sort the list by using the Show drop-down menu:
o Allitems
o Learning

o Cutricula

Note: Past due items are identified by a red caution symbol in the Due Date

column.
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The following figure shows the Dashboard screen with the filters and Due Date column
warnings:

Figure 29: Dashboard Screen Showing Locations of Fields and Due Date Warnings

+— Back
Dashboard g Help
g
! . snaow: [ Al L4 Due Date: | Mext 60 Days. ¥
W Employee Learning Plan
Employee = Type Title Status
TESTNAME, JOHN Q Curriculum NO-FEAR ACT TRAINING 2017-CURRICULA Incomplete
Lesming T Availsble
TESTNAMEZ, MARI L Curriculum NO-FEAR ACT TRAINING 2017-CURRICULA Incomplate
Lesming NO FEAR ACT TRAINING 2017 Availsble
Curriculum NO-FEAR ACT TRAINING 2017-CURRICULA Incomplete
TESTNAMES, RODGER X Lesming NO FEAR ACT TRAINING 2017 Availsble
TESTNAME4, REGINAR 7 Curriculum ) ECURITY ANWAREMNESS FOR ALL Incomplete
! Learning GRC 2017 ANNUAL SECURITY AWARENESS TRAINING Available
Curriculum NO-FEAR ACT TRAINING 2017-CURRICULA Incomplete
Learning NO FEAR ACT TRAINING 2017 Ayailable

Running Reports
SATERN generates reports based on the data in the system.

To run reports:

1. From the Supervisor Links tile or the Links tile, click the Reports link. The Reports
screen is displayed as shown in the following figure:

Figure 30: Reports Screen

Reports (7]

Select a Report from the list below to run a report for yourself or your subordinates.
Report Name

Curriculum Status

Item Requests

Item Status

Learning History
Leaming Hours

Learning Needs

Learning Plan

Tuition

The figure is provided as an example, but your options may differ from those shown. The
reports available to you are based on your workflows and permissions.

2. Click the Expand icon next to the category you would like to view. (If your screen does not
show the Expand icons, please try using a different browser.)

3. Click the report you would like to run.
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4. Enter the appropriate report criteria.

Note: Supervisors may choose to run reports for Self, Direct Subordinates, All
Subordinates, or All (everyone including themselves). The report title indicates if
it is run as a CSV file and opens in Excel. Others will open in a browser or other
option available in the Report Destination field.

5. Click the Run Report button.
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