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From the NASA SATERN Program Office:
All SATERN administrator training materials must be used alongside the SATERN Rules
and Process Guide for administrators. The Guide identifies areas where SATERN
functionality cannot enforce the Agency-defined usage of the system at NASA and
provide guidance to enable administrator compliance with Agency-defined methods and
procedures.




SATERN

Table of Contents

Course INtrodUCTION .......cii e 1
COoUIrSE ODJECHIVES ...t e e e e 1
Target AUAIENCE ... e e e e e 1
ASSUMPLIONS ...ttt e e e e e e e et e e e e e e e e e e nnnneeeeeaeaeas 2

Browser POp-Up WINGOW ........coooiiiiiiiiiiiieeeee e 2
Administrator Role and WOrkflows............cccciiiiiiiiiee 2
RequIred FIldS. ... 2
USING thiS GUIAE ....eeeeiieeeeeee e e e e 3
AdditioNal RESOUICES......eeeeeiiieieiiee ettt ee e 4

Lesson 1: Access, Navigation, and Searching: General Guidelines ..........cccccceveeenen. 5
(@] o] =1 1) V7= T T PSPPSR 5
SATERN LEAINING -...uteieiiiieeii ettt e e e e e e e e 6
Accessing SATERN LEANING.....ccuuiuuiiiiiiiiiie et 6
Personalize Your Admin Experience - Configurable Homepage ..............o.......... 7

Page LayOUL......oeeeieeeiee e 8
Quick Links from HOMe Page .........ooiiiiiiie e 8
GUIEA MOGE ...t e e e 9
AdMIN SCreEN LaYOUL .......eeiiiiiiieeee e a s 10
TOP MENU Frame ........oemiiiiiieie e 11
Left MenU Frame ... 15
(O] 0] =T a1 B 7= 1o 1= TR 17
Layout of Some Learning RECOIAS ..........oiiiiiiiiiiiiiiiiee e 17
Bookmarks and Recently Accessed Records..........cccoeeeeiieeiiiiieeeeeeeeeeeeeeee, 18
BOOKMAIKS ... 19
Organizing BoOKMaArks.........ooouuiiiiiiiie e 23
Recently Accessed ReCOrds ... 24
Navigating in SATERN LEaArNING ...ccceeeiiiiiiiiiiieee et 25
Cross Entity LINKING ....eeveiiiiii e 27
SBANCNING ettt e e e e e e e e e e ne e e e e e e e e e aas 27

Introduction for SATERN Administration




SATERN

Commonly Used Search ICONS ... 30
Adding/Removing Search FIlters ... 30
Selecting From @ LiSt ... 34
Saving Your Individual Search..........cccevieiiiiiiiiiiiiee e 36
Adjusting the Display of Your Search Results..........cccccoeeiiiiiiiiiiiiiinnnnes 39
Sorting Your Search RESUIS.........euiiiiiiiiiii e 40
Downloading Your Search ReSUIS ...........eeieiiiiiiiiiiiiiieeeeeeee 41
Keyword and Quick Command System Search...........cccooceeveeiiiiiiiiiiiicieee e, 42
Using the Search Bar............eeiiiiiiiii e 42
Quick Command SEarCh..........ccoiiiiiiie e 42
SINGIE SEAICH ... 43
MUIIPIE SEAICK ... 43
Record Layout Consolidation............ooooiiiiiiiiieaeeeeiie e 44
Record Layout Configuration (Personalize Fields)........ccccccevvviiciiiieennnn. 45
Recommended NeXt.......cooo oo 46
(@70 o1 [0 1= o o 1RSSR 47
LeSSON ChECK ... 48
Notes 49
Lesson 2: Learning Needs Management OVerview............cccccccismmmmmnnnennnssssssnssnnnnns 51
Implementing the Learning Needs Management Model...............ccc........ 53
@] o[ 11 <] o o S PRRRR 55
LESSON CRECK. ...t e e e e e s e e e e e e e e eanes 56
Lesson3: Working With Learner Records..........cocccirmmmmmmmiinnnncssmmmnnssssssssscsssmmsnenees 57
(@ o] [=To3 117 PRSP 57
Learner Main CONCEPLS ......uuueiiiiiiiiee ettt 57
Main Areas of the Learner ReCOrd.........ccoovvvviiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieieeeeeeeeeeeeeeee 58
(O] (= N - P 58
Related Area......cooooeiiii e 59
Ao (0] E Y (== SRR 63
(@70 o3 [01=1 o o 1SR OTURRRRR 67
LeSSON ChECK.....cc oo 68

Introduction for SATERN Administration




LOToTE ] TR ST U 1 - 1 70
Notes 71
Appendix A: Running, Saving, and Creating Recurring Reports..........ccceeevvinnninnnnnns 73
Becoming Familiar With the Report Interface ... 73
REPOIS ... 73
SAVEA REPOMS ...eeeeiiiiiiee et 74
REPOIt JODS ... 75
Identifying the Reports SECON ... 75
FOrmMatting......ceeeeeeeiee e 76
(0711 (=1 = L SO UPPPPP PRSP 77
Submit Filter Information as Criteria ..........oouiiiiii e 78
Running Reports in SATERN Learning ......coocueeeeiiiiieieeiiieee e 84
Examples of Commonly Run Reports. ... 86
Class ROStEr REPOI......ccouiiiiiiiiiiiieie e 86
Learning History REPOrt .........oeiiiiiiiiee e 89
Creating Saved REPOMS .......eeeiiiiiiieeee e 92
Create Recurring REPOMS. ... 94
CONCIUSION ...ttt e e e e e e e nneeeeeanns 98
LeSSON ChECK....ccc e 99
Notes 101

Introduction for SATERN Administration Page iii




SATERN

Course Introduction

Through discussion, demonstration, and hands-on computer lab

work, this course teaches the concepts and terminology associated

with SATERN. You will be introduced to searching and navigation

features, the Learning Needs Management model, as well as how to

work with learner records using the step-by-step, hands-on lab

exercises. Additionally, you will gain basic skills on how to use

SATERN reporting features to create, run and save reoccurring

reports.

COURSE OBJECTIVES

Upon completion of this course, you will be able to:

¢

¢

Identify features of SATERN
Navigate and use the search functions

Define specific terminologies associated with the Learning Needs
Management model

View Learner records

Create, run and save reoccurring reports (optional)

TARGET AUDIENCE

All SATERN Administrators.

Introduction for SATERN Administration




SATERN

ASSUMPTIONS

Here are several tips to consider as you go through the labs and
activities in this course book.

Browser Pop-up Window
Do not block pop-up windows in your browser. Please unblock pop-

up windows so that the application may function as designed.

When you first log in to SATERN, the following message banner may
display at the top of your browser window:

Pop-up blocked

If this banner displays, perform the following steps:

1. Click the pop-up blocked message.

A box displays with a few options.

2. Select the Always allow pop-ups from this site option.
3. Click Yes.
4. Once the setting is selected, you will not see the pop-up blocked
warning again.
Administrator Role and Workflows

This training assumes that your SATERN administrator role is
associated with all available workflows in the system. If your role
does not include certain workflows, those tabs and pages will be
grayed out and/or inaccessible.

Required Fields

Your system administrator configured specific fields throughout the
system as required based on your organization’s business rules and

processes. These required fields are indicated with a red asterisk (*).

Introduction for SATERN Administration Page 2
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You must input data in these fields before you are allowed to

progress.

If you are using SATERN for training, the fields displayed and
marked as required may not reflect the settings you will encounter
when accessing your organization’s system. Your system
administrator can provide you with a list of the required fields for your

organization.

USING THIS GUIDE

This classroom guide is designed to be used in conjunction with an
instructor. The guide provides general information that will be
elaborated upon by the instructor. For additional information, refer to
the online help.

Throughout the guide, you will encounter icons that call out various
types of information. The following table illustrates how this guide
uses icons to indicate different types of comments, activities, labs,
etc. that support the text.

Icon Definition

Activity: Indicates an activity for you to complete that helps
reinforce the information you just learned.

Note or Tip: Indicates additional information that is related to the

U | information presented. It also provides helpful hints and tips or
other guidance that further explains the information it
k accompanies.
Lab: Indicates a hands-on computer lab. Follow the step-by-step
process outlined to perform specific tasks in the system.

Warning: Warns against particular actions, or that a particular
condition might indicate a problem.
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ADDITIONAL RESOURCES

There are a number of additional resources that can provide you
more information about SATERN. These resources include:

+ Online SATERN system help

+ Task-specific job aids

Introduction for SATERN Administration Page 4
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Lesson 1:
Access, Navigation, and Searching:
General Guidelines

The goal of this lesson is to provide you with the general guidelines
for accessing, navigating, and searching within SATERN Learning.

OBJECTIVES

Upon completion of this lesson, you will be able to:

+ ldentify administrators (admin) and Learners in SATERN
Learning

+ Navigate within SATERN Learning as an admin

+ Use the keyword/quick command Search function
+ Work with and organize bookmarks and recents

+ Create search filters and search for records

+ Download and view or save search resulis

Introduction for SATERN Administration Page 5
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SATERN LEARNING

SATERN Learning is designed to facilitate tracking of the
comprehensive range of information organizations need to manage
learning programs effectively. SATERN Learning enables its
administrators to make informed decisions about their Learner
population, learning assignments, learning completions, scheduling,

and resources.

a N Ya N

Learner Scheduling & Resource
Assignments Enrollment Management

" ™ = B

Online Tes_ting SuccessFactors | Accessto Online
& Evaluation Learning Content

4

N

Training Record
Keeping

A

Figure 1: SATERN Learning

ACCESSING SATERN LEARNING

The learner and administrator applications are fully integrated into
one common interface. The main menu is now role based: learner,
supervisor, organization owner, and/or admin. Individuals can easily
identify what roles they serve and how to access the information for
each role.

Introduction for SATERN Administration
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An admin is an administrator for
SATERN Learning. An admin can have
Aedville many different types of responsibilities
(Administrator)

including adding or editing Learners,
scheduling training, enrolling learners

I into training events, giving Learners

SuccessFactors

Learning credit for completing training or running

reports.

®& A learner is considered the end user of
1 SATERN Learning. Learners include
supervisors and organization owners.
e Learners log in to the application where
they can register for training sessions,

launch online training, manage their

Learning Plan, and supervise other

learners who report to them.

PERSONALIZE YOUR ADMIN EXPERIENCE - CONFIGURABLE
HOMEPAGE

In the continuing effort to provide an application that meets each
administrator’s unique needs, the administrator Home page is
configurable, including a new page layout option. Quick Links (Figure
2) are now available from the Home page, along with a configurable
Welcome area that can contain any information that needs to be
imparted to administrators.
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Page Layout

Admins can configure the layout for their home page using the

=
u

Choose a different layout icon (iﬂ—') in the upper right to rearrange
the two areas, Welcome and Quick Links (Figure 2).

A E R N Welcome HOWLETT, REBECCA | Sign Out
ST =T ——
T

" & & E =5 @ v @ v

Home  Learners Performance  Leamning  Content  Commerce  System Admin References  Reports
( | search: [Erer Keywords or Corman ] \ | =
‘Welcome

Welcome to SATERN Administration
ATTENTION
Sa)  WHENNOT UNDER THE CONTINUING CONTROL AND
> SUPERVISON OF A PERSON AUTHORIZED ACCESS TO SUCH

MATERIAL, IT MUST BE, AT A MINIMUM, MAINTAINED IN A

CLOSED PASSWORD CONTROLLED SYSTEM.
! WARNING - CRIMINAL PENALTIES !

Disclosure of agency records that contain individually identifiable information is
prohibited. Any officer or employee of the agency, who by virtue of his/her official
position, has possession of, or access to, agency records which contain personal data
subject to the Privacy Act who willfully discloses it in any manner to any person or
agency NOT entitled to receive it, shall be guilty of a misdemeanor and fined not
more than $5,000. {5 U.S.C. 552a(i)(1))

Any person who willfully maintains a system of records without meeting the Notice I Creating a LMS Ontine Bram

Requirements of the Subsection (e){4) of the Privacy Act shall be guilty of a
misdemeanor and fined not more than $5,000. (5 U.5.C. 552a(1)(2))

L« I ]

@ Intemet | Protected Mode: On v R105% ~

Figure 2: Admin Homepage

SATERN Learning provides admins with six different layout
configuration options. Additionally, the slide bar between the two
areas can be moved to adjust the size of each area.

Quick Links from Home Page

Quick Links were traditionally predefined based on commonly used
functions within the system; however, now any command available
from the Search textbox can be configured to display in the Quick

Link area, giving you access to whatever you do most.

Using the Manage Quick Links feature (Home Page > Quick Links
> edit icon (/)), admins can select from a list of Available

commands and add them to the list of Selected commands (Figure
3).
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Select the quick links or group that you want to configure to be shown on your Homepage.

Available Selected

[ewat E3 25 Create Online Course
Add Account Code &= Create Instructor-Led Course
Add administrator Add Item
Add Assessment Process i Add Catalog .
Add Assessment Survey I—/ Add Scheduled Offering
Add Class Add All B Add Assignment Profile
Add Community pimE— DO NOT USE - Record Leari...
Add Curriculum Learner Needs Mgmt
Add Document | 4ia Remove All ‘ = Exam Creation

Add Exam Object
Add Instructor
Add Objective
Add Organization

I ‘ﬁ‘ﬂoveUp II iLHoveDown I

Cancel

Add Organization Group "

Figure 3: Managing Quick Links

The Quick Links can be defined on a global level and then
personalized by every admin, always following any assigned security
permissions. The definition for each selected command is label
driven.

GUIDED MODE

Typically, the purpose of using the guided mode is to provide less
experienced administrators with a guided process for completing
routine, multi-step actions. The admin can click the Guide Me icon

() on any group process and access that process from anywhere
within the application (Figure 4). This allows the process to follow the
admin and the icon will only display once a guided mode has been
initiated.
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Home Learners Performance Leamning  Content Commerce  System Admin References Reports.
Search: [ Enter Keywords o Command ] [Gor] ‘ ‘ (%) J
uide Me °
Welcome Quick Links /'
Create Instructor-Led Course @ _
) ) Welcome to SATERN I After creating an Item (course) and
2. Add Curriculum Administration Learner, you can sither assign the
3. Learner Neads Mgmt e course [User Needs Mgt] or go straight
4. Reglermtion Assistant WHEN NOT UNDER THE CONTINUING Create Instructor-Led Course ®

[] Do not show Guided Mode again

Leave Guided Made

CONTROL AND SUPERVISON OF A PERSON

AUTHORIZED ACCESS TO SUCH MATERIAL, IT MUST BE, AT A
MINIMUM, MAINTAINED IN A CLOSED PASSWORD CONTROLLED
SYSTEM.

! WARNING - CRIMINAL PENALTIES !
Disclosure of agency records that contain individually identifiable
information is prohibited. Any officer or employee of the agency,
who by virtue of his/her official position, has possession of, or
access to, agency records which contain personal data subject to
the Privacy Act who willfully discloses it in any manner to any
person or agency NOT entitled to receive it, shall be guilty of a
misdemeanor and fined not more than $5,000. (5 U.S.C. 552a(i)
)

After creating the Learner and the Item
{course), schedule when the course will be
taught (an Offering of the course).
Completion can be marked based on the
Learners that are registered within the.
Offering.

Use Guided Mode

be specified for its execution such a ... =

Figure 4: Example of Guide Me Mode

ADMIN SCREEN LAYOUT

duction for SATERN Administration

There are four main sections of the admin screen (Figure 5):

1. Top menu frame

2.

3.

4.

Left menu frame

Content frame

Bookmarks and Recents Panel

Leaming  Content  Commerce  System Admin

<

Top Menu -
// \.

Welcome HOWLETT, REBECCA | Sign Out

Leamners  Performance -
| TERTIET T e [ feywrss or Commrend | Look] |

@mm|mm

& BusS, STEVEN E
sabliss

5 AED/CPR RESPONDER TRNG/K...
"/ COURSE LARC-AEDCPR (Rew 7/

- INITIAL HR TRATNING FOR NE...
COURSE LARC-NEW-SUPRS (Re.

iyl

i (@%
Bookmarks/

Recents N

| ]
~ siaass

COURSELARGIS4:TEST (Rev. 1 - ..

. RESPIRATOR FITTESTING 5
OTHER LARC-RFT (Rev 1 - 6/8/...

AUTOMATED EXTERNAL DEFIG..

\‘ COURSE LARC-AED (Rev 4/2;

Learners e =
e saved searches @
Assignment Profiles
Job Positions Fesihtion b by =
Job Families.
Positions. ‘Case sensitive search: © ves @ No
Organizations Learner 10: Staris Wi v
Organization Groups Last Name: Starts W S
Regions Fstinie: St W bd =
= P v Frame —
Role ID: ‘Starts Weh o — //
Learner Status: @ petve ) Netactve ) Bom T
LeftMenu_ [\ = s o ol
- &mm Sewe v T /
- —— = |

Figure 5: Admin Screen Layout
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Top Menu Frame

The top menu frame (main menu) contains tabs and buttons to the
main functional areas in SATERN Learning (Figure 6).

OALERN o

slem for Administration.

My Employees

[ T I ) LS e v

Home Learners Performance Leamning Content Commerce  System Admin References  Reports

Figure 6: Top Menu Frame

Select a tab to access the respective SATERN Learning interface
and take specific Learner actions. Select:

+ Home to toggle to and access your learner account (interface)

+ My Employees to toggle to your supervisor interface and manage
your subordinates. This text is only displayed if you have
subordinates.

+ Organization to toggle to your organization owner interface and
explore data (such as view item completions, learning projections,
curriculum status, and registration status for a respective

organization)

+ Admin to toggle to and access your administrator account
(interface)

This guide focuses specifically on the administrator interface. When
the Admin tab is selected, you can click any button in the button bar
to access and take action in the respective functional area.

ww  Note: Your tabs and functional area buttons may differ depending on the
workflows and roles you are associated with.

When a button is selected, its respective available options are
displayed in the left menu frame. In Figure 7, for example, to access
an item you must navigate to Admin > Learning > ltems.

Introduction for SATERN Administration Page 11
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e
References  Reports
Search | AddNew | &)
search Saved searches &
Scheduled Offerings
—— Enter a value for each field that you want to use 1o fiter your search. Some fields allow o 10 Select from a it of values. You can aiso add o
remove search crteria to further refine your search.
Group intances il s ]
Catalogs Case sensitive search: D Yes @ No
Curricula Item Types: Starts With - X
Requirements Item ID: Starts With -
Questionnaire Surveys Revision Date: m
(WM/DD/YYYY)
Communities
Revision Number: Starts With -
Instructors
Item Title: Starts Wah -
Tasks
L @ active O Notactive ©) Both
@ Tools 3
. Item Classification: Starts With - v
R D [7] Has online content
ne @ Internet | Protected Mode: On 9 v ®R105% ~

Figure 7: Admin Menus

Also in this top frame, admins can access references and reports
(Figure 8):

ow'“"

References Reparts

Figure 8: References and Reports

+ The References button is used to manage the referenced fields
that used throughout SATERN Learning, including calendars and
time, geography, and physical resources (Figure 9). This overlay
menu is conveniently accessed from any screen in the application

without having to navigate to a separate screen.
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References Reports

Calendars & Time 4 @
.| Commerce ¥ g

Geography »
Learning ]
2 Performance 4

Physical Resources ]

System Admin ]

Learner Management p

Figure 9: Adding a New Assignment Type Reference within an ltem

+ The Reports button is used to manage reports, including:
e Searching for and running reports.
e Changing the description of reports.

e Importing and exporting reports and libraries for customization
in Report Designer.

e Publishing and unpublishing reports.

Note: The actions that you can take in the reports section are controlled by
report workflows. See “Appendix A: Running, Saving, and Creating

Recurring Reports” for more information reports.

+ The Collapse ( & ) /Expand (' ¥ ) Main Navigation buttons to
collapse or expand the button bar (Figure 10).
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A —I—E R Welcome HOWLETT, RE
System for Administration, Training, and Educational Resources 1or NASA
e wewone S
e ..
wi i — ] - (7] w
Home Leaners Performance Leaming Content Commerce System Admin References  Reports
v | Search: [ Enter Keywords or Command Go b \ £
Expanded
| SATE R N Welcome HOWLETT, REBECCA | Sign Out
Syatem for Administration, Training. and Educational Resources for NASA
Learner My Employees
Home Leamers Performance Learning  Content  Commerce System Admin Refercnces  Reports | ¥
Search: | £nter Keywords or Command. Go > | LE’J

Collapsed
Figure 10: Button Bar Exapnded and Collapsed

+ The Preferences (\EJ) icon to change your locale (language,
date/time format, etc.) and time zone settings.

+ The Sign Out link to end the current session.

Keyword and Quick Command System Search

Use the Search textbox (Figure 11) to perform a keyword or quick
command search. Use the keyword search to locate a record based
on the text that appears in one of the common fields for that record
(for example, the title or description fields of items, curriculum,

scheduled offerings, etc.).

Search: I Enter Kevwords or Cormmand l Go b

Figure 11: Keyword/Command Search Textbox

Use the quick command search to also perform a common action by
typing the action verb (for example, "Add") followed by the record
that you want to act on (for example, "item"). You can also start
typing the name of a tool (for example, "Registration Assistant"). As
you start typing, they system displays the commands that are
available to you (type-ahead search) (Figure 12).
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Add Instructor
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Add ltem

Figure 12: Search Textbox: Quick Command Search

When you see the action that you want to take or the tool that you
want to use, click that item in the list to access the command or tool.
Or finish entering your keyword/command and click Go.

Note: While the system restricts your type-ahead results based on

ettty your workflows, it does not perform a case-sensitive search; therefore,
if you type "Tes", then the system shows "Required Dates Editor" (if

+  you have permissions for that workflow) because the second word of
that tool contains and ends with "tes".

Left Menu Frame

A related set of menu options display in the left menu frame, based
on the button clicked in Top Menu Frame. If a menu item has
subsections within it, a plus (:#/) is displayed (Figure 13).

SA I [ R N Welcome HOWL
Syatem for Training, and For NASA
e e [
Home Leamers Performance Leaming Content Commerce System Admin Referer
¢ Search: [ add i x| [.Gok |
7 S search | @
T . Learners <
(e PP
Assignment Profiles Search saved searches @
Job Positions
Enter a value for each field that you want to use to filter your search. Some fields aliow you to select from a list of values. You can also
Job Families add or remove search criteria to further refine your search
Qrgonizations Case sensitive search: A ves @ No
O ization Gi
rganization Groups it Py =
Regions
Last Name: Starts Witn -
& Tools .
First Name: Starts With -

Figure 13: Left Menu Frame
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Click the up and down arrows in the left menu to see additional left
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menu options (Figure 14).

tems

Scheduled Offerings
Classes

Group Instances
Catalogs

Curricula
Requirements
Questionnaire Sumays
Communities
Instructors

Tasks

Figure 14: Left Menu Up and Down Arrows

Click I#! to expand a menu option. The [# changes to =l and the
expanded menu options are displayed (Figure 15). Only one menu
item can be expanded at a time.

[E=T

Cancel Scheduled Offering
Curriculum Scheduling
Registration Assictant
Required Dates Editor
Scheduled Offering Notificati...

Figure 15: Expanded Left Menu Option
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Content Frame

When a left menu option is selected, the corresponding screen
displays in the content fame. This is the working area where

searches are conducted to retrieve, view and edit records.

There are two features on every page in the content frame:

1 Search Results | Search » Search Results » Edit Questions |

1. Breadcrumbs display at the top-left corner of the content
frame and identify the area, section, subsection (if applicable),
tab, and mode currently open. Breadcrumbs may contain

active links that facilitate navigation to previous screens.

E. Search = Add Mew L2

2. The Help icon displays at the top-right corner of each content
frame. Clicking this icon displays context-sensitive help for
the specific section currently open, and opens the online help
with access to contents, index, search, and the system

glossary.

LAYOUT OF SOME LEARNING RECORDS

The screen layout of some learning records contains three main
areas (Figure 16):

+ Core (red outline at the top left)
+ Related (yellow outline at the bottom half)

+ Actions (green outline at the top right)

Introduction for SATERN Administration
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Figure 16: ltem Record

The core area contains summary information about the record. Click
the View All link to display the Additional Settings page of the
entity record. To edit any field in this area or Additional Settings
page, click in a displayed field and enter text or select a reference
value (depending on the field type).

The Related area contains additional information regarding the entity

record.

The Actions area includes links for you to take additional actions on

the record.

BOOKMARKS AND RECENTLY ACCESSED RECORDS

Introduction for SATERN Administration

Because the Bookmarks and Recents panel share the same space,
you can switch between the two by clicking the Bookmarks link or
the Recents link. When you need more screen space to view the
record that you're working with, the system also allows you to hide
the Bookmarks and Recents panel by clicking the Bookmarks button

(Q) or clicking the Close icon (). Click the Bookmarks button
again if you wish to restore the panel (Figure 17).
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E W | Search: | Enter Keywo
Bookmarks | Recents X
| Q)

£ AddFolder |

=l Communication

Communication Skills for Leaders...
COURSE COMMOO0S (Rev 6.5 - 12...

Communication Skills for Resolvi...
COURSE COMMOO006 [Rev b -12/2...

=l Sales

Sales Reporting
COURSE 15-304 (Rev 1.2 - 5/14/20...

Sales Motivation
COURSE SALEO211 (Rev 4 -12/23/...

Sales Communications Essentials
COURSE SALEO432 (Rev8-12/23/...

__ My Bookmarks

Figure 17: Bookmarks and Recents Panel

Bookmarks

The purpose of the Bookmarks area (Figure 18) in SATERN
Learning is to provide you with a method for organizing the database
records and system entities that you need to access or modify most
frequently. This allows you to skip the step of repeatedly searching

for commonly accessed records.
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LY | Search: | Enter Keywo
Bookmarks |[Recents X
| 3

£ AddFoider |

=l Communication

Communication Skills for Leaders...
COURSE COMMOO0S (Rev 6.5 - 12...

Communication Skills for Resolvi...
COURSE COMMOO006 [Rev 6 -12/2...

= Sales

Sales Reporting
COURSE 15-304 (Rev 1.2 - 5/14/20...

Sales Motivation
COURSE SALEO211 (Rev 4 -12/23/...

Sales Communications Essentials
COURSE SALEO432 (Rev8-12/23/...

| My Bookmarks

Figure 18: Bookmarks

Bookmarks are accessible from any screen within the application.
Entities can be bookmarked based on personal preference. Figure
19 displays the entities that may be bookmarked by Administrators in
SATERN Learning:
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ltems D g | Search: I- Enter Keywords or

Curricula Bookmarks | Recents X

B Administration Basics

. ADMIN_BASICS
Scheduled Offerings E =
== Excelling at Customer Service Simul...
3924
Learner Records @ iii Analytical Thinking Courses
AT
Assigment Profile Created through ...
Catalogs < AP-10
Overview to Effective Business Com...
|E| COURSE ADMD102 (Rev 5 - Aug/4/...
Assignment Profiles IR
o DOMMILLS

Figure 19: Bookmarks

Use the Search Bookmarks textbox to perform a “type ahead” filter
on your current view. That is, when you start typing in this box, and
you have one or more bookmarks that contain the text that you typed,
then the system displays only those entities. The type-ahead filter is
not case sensitive, and can be used to quickly locate the

bookmarked records that you need.

Click a bookmark record to see its respective details page in the
content frame (Figure 20). The purpose of bookmarks is to provide
you with quick access to the 1) details of the record, 2) common
actions you might take on the record, and 3) other records that are
associated with the current record.
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Communication kil for Leaden... Classifieation: wnarusiosLed * D Husman, 2
COURSE COMMONS [Rev 6.5 - 12... %
Apperorsal Pr... Approval B... Ha Cooy
c’“'““_"j""‘f?:‘f’f"‘:“';”“_""f Aaign. Type: Required §E Crait Hours:  3.50 Revise
View All (3 peady
=) i Sale -
Sabes Repoating Eelated More @ Segments | O -
COURSE 13-30d [Riew 1.2 - 3/14/20 gL Deier... Duration  Delay... LocationT... Actions Oelete
Sl Motivataen O Conteat L Sede...
ODUIRSE SALECQI (Rewd - 1123 Extalogs = Dy 1
'Mhtfl.-.mun.lu_llomlufnlln:h Competenies [ ommmica | 400 “Toto [Sunsrosa | | ¥ | Egup... L]

Corrknula o we

My Bookmarks

Prereaguiile

Suabjet Aress |

Figure 20: Details Page

The details page displays pertinent information for the selected
record. The pages of bookmarked entities can be configured at
System Admin > Configuration > Record Configuration. More
information will be provided in the “System Administration” section on

how to set record configurations.

If you hover your cursor over a bookmarked record, you can perform
the available actions in the hover menu without loading the details
page for that bookmarked record (Figure 21).

B v | seardo Eeoe mreeds o Coreraen | [eer] | )
Boshkmarks Feoents (3] =
Tl Communication Skillk for Lesderzhip COL... 1] = @ Actiong Vit 2
Description: i Asugn
B i Fikses by thés Corse, e will L whal the requiressnts of leadersils e, how 1 .
S commaricate v Wby For the robe, a5 hiw 1o Comsusicite with these
=l Communicalion Usbsesakmark
Communication Skills for Leaders... Clagrification; I tructr Led “Domain:  Feman Beoerten o Honfosion
COURSE OOMSMMO00S [Reew .3 - 12.., He
kilks for Resolving Conflict i
¢ nication tils o I . Communication 5 T i
COURSE pORSAMIO0S (R & - L111
‘b . i peand Getete
= . Sofes COURSE DOMMDO0S [Few & Y
saley Repoiting 1L/ TE0 22: 38 P America/Hew O Unbobmark w
COURSE 15-304 (Rev 1.2 - /14720 York)
&+ FREE, Location T... Actisrs  Delete
St Modhrathon L Sele...
COURSE SALE0I1] (Rev 4 - 12723 —— ST
S Commuiains sanils | Comprtences C e o T
LURIROE el s Se B O Q)i S Corficula e
—. My Bookmarks P eomER e
Subject Aress |
=

Figure 21: Record Hover Menu
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Organizing Bookmarks

Click Add Folder to add a new folder at the top of the existing list of
folders. After you add a folder, you can rename it by hovering over
the folder and clicking Rename Folder or even Delete Folder if
needed (Figure 22). You can only delete an empty folder (i.e., if it

contains no bookmarked records).

E T\ | Search: Enter Keywords or Command

Bookmarks | Recents (] —— =
Communication Skill

= Description: 3

[ Add Folder

= L Communication {:?

Communication

| 4> Remame Folder

Communication Skills for Leaders...
COURSE COMMOOOS5 (Rev 6.5 -12...

| 2 pDelate Folder
Communication Skills for Resolvi... .
COURSE COMMOOO0G (Rev 6 - 12/2..

Wigar A1l i

Figure 22: Rename/Delete Folder Options

Bookmarked records are stored in folders of your choosing, so you
can structure and access the data in a way that makes sense to you.
Upon first login, there is one default folder named My Bookmarks.
You can create new folders as needed, and move bookmarks

between folders.

You can reorganize the folder list by dragging and dropping
bookmarked records or entire folders (including their contents) to a
different position in the list. However, you cannot move a folder so
that it becomes a subfolder. Therefore, to create something like a
subfolder, we recommend you develop a naming scheme (for
example, Curricula_Online Training or Curricula_Instructor-Led

Training) to simulate a subfolder structure.

Introduction for SATERN Administration




SAT

All folders that you create are private and cannot be shared;
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therefore, all records that you bookmark are your bookmarks and
cannot be shared amongst other administrators. If another
administrator changes your workflow permissions (i.e., edit or view
privileges) for a certain record type, then some of your bookmarked
records could disappear from your folders. However, if the
administrator restores your workflow permissions, then the system

returns your previously bookmarked records.

Recently Accessed Records

The Recents panel shows the records that you have accessed most
recently at the top of the list (Figure 23). Finding records that were
recently accessed allows administrators to return to previously
viewed records much faster. Recently accessed records are
available from anywhere and the feature tracks enough data so the

Learner’s activity in recent sessions is just a click or two away.

SAT E R N Welcome HOWLETT, REBECCA | Sign Out
STTt6m for Admitration, Traiing, and Educ.ational Riesources lor NASA
o e S
oo
[ ] [

= - [ e v

Home Learners Performance Learning  Content  Commerce System Admin References  Reports

R [9] | search: [Enter Kepwords or Command ‘ e

Welcome Quick Links /
Cri

Administration

s )
i
600 (Rev. y ATTENTION
4 euss, sTEven WHEN NOT UNDER THE CONTINUING
v
.
.

‘ Welcome to SATERN

CONTROL AND SUPERVISON OF A

PERSON AUTHORIZED ACCESS TO SUCH MATERIAL, IT MUST BE, |=|
AT A MINIMUM, MAINTAINED IN A CLOSED PASSWORD
CONTROLLED SYSTEM.

1 WARNING - CRIMINAL PENALTIES !
Disclosure of agency records that contain individually
identifiable information is prohibited. Any officer or employee
of the agency, who by virtue of his/her official position, has
possession of, or access to, agency records which contain
personal data subject to the Privacy Act who willfully discloses
it in any manner to any person or agency NOT entitled to
receive it, shall be guilty of a misdemeanor and fined not
more than $5,000. (5 U.S.C. 552a(i)(1))

= 64 TESTCLASS
58016

Any person who willfully maintains a system of records without
meeting the Notice Requirements of the Subsection (e)(4) of -
« T »

Figure 23: Recently Accessed Bookmarks

The system places a record that you accessed at the top of the list

when you:
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+ Add a new record
+ View or edit a record from a search result
¢ Access a record from your bookmarks

+ Access a record from the Recents panel

For example, if you directly assign an item to the Learner record
(Learner > Learner > Learning Plan), then the system adds the
learner record (because you're editing that record) and the item

record (because you are associating it with the learner record).

Note: The system only adds records to the Recents panel if you can
% select that record type from the Select a record to configure list
(System Admin > Configuration > Record Configuration). The system
. does not add any configuration settings or records that are in system
admin, reports, or references to the Recents panel.

NAVIGATING IN SATERN LEARNING

Table 1 provides a list of universal controls found throughout
SATERN Learning.

Table 1: Commonly Used Navigation Icons

Icon Description

The Search link opens a search page (more on
how to use the search pages in the next section).
The Add New link can always be found in the top
right corner of the content frame. This link allows
the admin to create new records.

Some records may have more sections than what

can be displayed on the details page. For these
records select the More link to access the
additional tabs.

Click Apply Changes to save new or edited
information in an existing.

B Click Save after editing information on an existing
database record. This button only appears when
a record has information added, removed or
modified. For some records this button will
appear instead of the Apply Changes.
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Cancel

Select the Cancel button to cancel your unsaved
changes.

lﬁj

The Plus button allows you to associate another
record with the entity. For example, within the
Catalogs section of an item, click the Plus button
to add Catalogs to the ltem.

View All &

The View All link is located at the bottom left of
the core area for some records. Click this link to
view the Additional Settings page for the record
(displays additional details about the record).

Click Add to save a new record into the database
once an admin has completed all necessary
fields.

Once an admin has accessed a record in edit
mode, the admin can click Copy to copy the
existing record to a new unique ID.

Delete

Once an admin has accessed a record in edit
mode, the admin can click Delete to remove the
record from SATERN Learning.

add one or maore fram

The add one or more from list link opens a search
window; one or more search criteria can be
entered to locate and retrieve the desired
information.

Records per Page

]

User 1D m
iShah Spr
Shashi I 50

The Records per Page drop-down menu allows
admins to set the number of search result records
displayed on the screen at one time. This setting
holds until the admin logs out of the session. This
setting reverts to the system default upon next
login.

Select All F Deselect Al

e ot [

An admin can navigate through search results
using the Page feature. They can scroll through
the search results page-by-page or jump to a
specific results page.

On a search results page, an admin can use the
Select All / Deselect All links to select all, or
deselect all, results.

[
i

The View icon accesses a record as read-only.

The Edit icon accesses a record and allows an
admin to make updates.

The Star icon represents that the entity can be
bookmarked. Administrators can click the star to
add the record to their own personal bookmarks
from the search results or can add it to their
bookmarks from within the record.

COURSE ADMO102 {Rev 5 - B/4/2
America/New York

Accessing records that can be bookmarked is
done with a single click. For example, if the
administrator has view and edit rights selecting
the record will take you into a consolidated
Edit/View mode.

=N
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Job Aid: Navigation

Cross Entity Linking

When accessing any record, Learners frequently see related
associations that they would like to investigate more fully. Cross
entity linking makes each association a hyperlink and takes the
Learner to the record in question. This means less searching and
more efficient use of time. For example, within a curriculum’s
Contents tab from the Related area, an admin has the ability to
select an item title and go directly to that item’s record (Figure 24).

1., First Responder EH5-100 1] A Actions
Description: i@ Bokmark
Al the kesrning companents reguired to qualify a student for First Responder. Assign
'Sa;.-n-dllobﬂ-ubm'r
Creation Date: 7/29/2011 *Domain: Emdronmental Hes Coiry
Curriculum Type: Health and 5 Active: Yes Detete
Force Incomplete: et
View All &
Related Contents Ii.l ]
Assipnment Profiles %p--" ';ﬁﬁi‘: m: l
Catalops
[ comteme Respiratory Protectio
Docments Emerpency P:nnnim%
job Codes Emergency Response
Fitness for Duty

Figure 24: Cross Entity Linking

SEARCHING

The search feature is critical to most workflows in the system,
including viewing records and using wizards. Each menu option
selected on the left page will open up a search page. Use the search
feature to:
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+ Create and delete a search filter

+ Add and remove criteria from your search filter
+ Adjust the display of your search results

+ Save your search to use later

+ Sort your search result

+ Download search results to Microsoft Excel

Note: You can also use the Viewable Domains filter found under your
Preferences section to further refine the results of your search. Your
selected user-viewable domains are listed in the domains drop-down
menu.

Searches are filtered criterion-based queries to locate and access
data within SATERN Learning. By entering search criteria,
administrators can search for different types of results. On each
search page, you will most likely see the following terms in the drop-

down menu associated with most entities in your search criteria

(Figure 25).
Starts With
Contains
Does Mot Contain
Is Empty
Figure 25: Search Criteria
Select:

+ Exact if you know the precise ID of the record. Enter the exact
record ID and click Search. Only 1 value can be entered into the
search field.
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+ Any to use multiple exact ID’s or descriptions of the record. Enter

one or more criterion separated by a comma and click Search.
For example, if searching for all Learner records containing the
last name Smith or Smithfield, enter the exact first names
separated by a comma, select Any from the drop-down menu,
and click Search.

Last Name: Any ¥ Smith, Smithfield

+ Starts With if you know the first part of an ID or description. Type
the first few letters or numbers of the record and click Search.

+ Contains if you know any part of the record ID or description.
Enter the part of the ID/description you know and click Search.

+ Does Not Contain if you know the ID or description does not
contain a certain letter or number. Enter that text in the textbox
and click Search.

+ Is Empty to return all records where the specified field is empty.
For example, if searching for all items without a title, select Is
Empty for the item title criteria and click Search. This operator is
only available in non required fields.

Item Title: s Empty -

You can choose whether or not you want your search to be case
sensitive by setting the Case sensitive search option. To do a non-
case-sensitive search, select No (if that is not the default setting).

Please note that a non-case-sensitive search may take longer.

Case sensitive search: @ vez ) Mo
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You can also choose whether or not you want your search to include

all available locales. When enabled, the search includes all locales in

the keyword search for all data that has been localized.

Search All Locales: ) ves @ Mo

Commonly Used Search Icons

Table 2 lists the icons and their descriptions of the most commonly

used search functions in SATERN Learning.

Table 2: Commonly Used Search Icons

Icon Description

2 The Select Date icon is associated with the date field. Use it to
select and populate the corresponding date field.

Use the Filter by criteria icon to find and select a corresponding
entity to include in your search filter.

Use the Clear Filter icon to clear the content of your corresponding

search filter.

Use the Select from list icon to find and select a corresponding
entity to include in your search criteria.

Use the Clear Filter icon to clear the list of filters of selected entities
in your search filter.

Use the Search Picker icon to select from a list or find and select
the corresponding entity using a filter.

O] O @

T

ﬂ Job Aid: Searching

Adding/Removing Search Filters

Each entity in SATERN has multiple attributes and you may find that
some of the attributes are more useful than others in conducting
searches. SATERN gives you many search criteria filters to
determine the attributes of the entity that you would like to use for

your search.
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The search filter determines the contents of your results by listing

=N

only entities that satisfy all the criteria specified by your filter. For
example, you may want to list only Learners who are part of a
specific organization. You must specify the organization in a filter
and apply that filter to the search criteria to see only those Learners
that relate to the selected organization. This is beneficial for
administrators to search by various attributes of specific criteria when

exact ID is not known.

To add or remove the org organization search filter:

1. Navigate to Learners > Learners .

2. If necessary, click Add/Remove Criteria (©) to add the
Organizations search criteria to the search screen.

Note: search criteria displaying on your screen will be persistent to your

login.

The Search Criteria pop-up window displays (Figure 26).
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Assignment Profiles

|
|
| Entera value for each fie that you want o use to fiter your search. Some fiekls alow you to select from a fist of values. You can also add
Job Positions | or remove search criteria to further rsfine your ssarch

e
Job Families |

Positions { Case sensitive search: f:‘ Yes 'é) No
|
s L D =
Organizations | earner St
o Last Name: =
QOrganization Groups | S
7 FastNune: Starts With -
Regions |
| Esamergizhe: @ Actve © NotActve © Both
Tools |
 Domains: Starts With = h 4
Organizations: Starts With - h 4
Employee Types: Starts With - k:
Job Locations: Starts With - b ¢
Job Positions: Starts With = T
Supervisors: Close
[C] Profie Status [Cl curricuia [7] Occupational Series Code -
AddiRemove Criteria [7] Hire: Date After Supervisors [7] Gompany Qrg Gode
[Cl Hire Date Before [ Ciasses [=E -
[ Domains [CReiated Instructor 20
Elcity [F]sF182 Pay-Pian [WEN 3
[ state [sF182 Pay-Grade [ a0 g
[Z] Gountry [C] auip Elso
[ Region Fuupic Heo
Organizations [T puty Status Elvo U

Figure 26: Search Criteria Pop-up Window
3. Click the Organizations checkbox.

4. Click Select.

The Organizations search query displays (Figure 27).

SATE R N Welcome HOWLETT, REBECCA | Sign Out
S7atem for Administration, Training, and Educational Resources for NASA
o o
o
2 &

D i B m @ & o v/

Home Leamers Performance Learning Content Commerce System Admin References  Reports

»

| [3 (2] ‘ Search: [ Enter Keywords or Command ] ‘ ‘ @1

Learners search.| @ r
Search savea searches @
Assignment Profiles |
Job Positions | remove search criteria to further refine your search. e
Job Families |
Positions | Case sensitive search: @ ves @ no
Organizations | Learner Ip: R
Organization Groups | Last Name: sertswin v
Regions | Firsthame: Satswtn v
= [ GEHE =
| Do Starts Win - b
Organization Group: Starts With - b
Employee Statuses: setswtn v kg
Employee Types: SatsWih v b, 4 F
Job Locations: ‘Starts With - w
NASA Class Code: Starts With i ]
Pay Plan/Grade: Sebwn v ¥

Figure 27: Selected Search Query Displays
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5. To create the filter on the criteria, click the Organizations Filter

by criteria icon (T ).

6. If you don’t know the ID for the organization you are looking for,
type in the search box for the attribute or Organizations on the

screen.

7. Click Search.

Your search results are displayed (Figure 28).

Domains Filter For Learners [x]

|

Learners

} Filter: 0 Domains

Select Domains from List

As you select records to inciude in your fiter, they will appear in the Fiter List. Select Submit Filter when ready to submit the fiter and return to
your base search criteria

m

=< Search Again

e
-1{! v. 1 E
Records per Page Page: 1 2 1 «Pravious Hext- (30 total records) Page 1 of 2. |
Select AR/ Desslact AR e I
Include |
Top Level Sub
1> Description Levels Only Domains
LARC Langley Research Center 1 ] IF]
LARC-A OFFICE OF DIRECTOR Z El
LARC-A1 SCIEMCE SUPPORT OFFICE 2 ]
LARC-AZ WIND TUNMEL FACILITY GROUP OFFICE 2 ]
LARC-A3Z AVIATION SAFETY & SECURITY PROGRAM OFFFICE 2 ] s

Figure 28: Search Results
8. Click the checkbox(es) to select your choice(s).

9. Click Add to Filter.

You're selected criteria will be displayed in the Filter (Figure 29).
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€
|

Learners

TR e —

Select Domains from List OFFICE OF DIRECTOR{LARC-A) [

As you select records to include in your fiter, they will appear in the Fiter List. slaa SCIENCE SUPPORT OFFICE(LARC-AT) @
your base search criteria WIND TUNNEL FACILITY GROUP OFFICE @)
=% Search Again tLARC_AZ]

AVIATION SAFETY & SECURITY PROGRAM. @
OFFFICE(LARC-A3)

Page: 1 2 3 <Previous MNexts (30 total records) EXPLORATION TECHNOLOGY DEVEL PROG e
OFFICE{LARC-A4)

EARTH SYSTEM SCIENCE PATHFINDER °
o Description FROGRAM OFFICE:LARC-AEI]
[ LARC Langley Research Center

1

Records per Page 10w

LARC-A OFFICE OF DIRECTOR.
LARC-A1 SCIENCE SUPPORT OFFICE
LARC-AZ WIND TUNMEL FACILITY GROUP OFFICE

LR S L
B EEEQA

LARC-A3 AVIATION SAFETY & SECURITY PROGRAM OFFFICE

Figure 29: Search Filter Screen

10. Confirm your selection(s) are correct.
11.Click Submit Filter.
You are returned to your original search screen. You see that the

organization search attribute has three (3) criteria selected for this
filter (Figure 30).

Domains: [6 Seiected] T

Figure 30: Search Filter Criteria

12.You can modify this filter by clicking the Filter by criteria icon (7 ),

or you can clear the filter by clicking the Clear Filter icon ().

Selecting From a List

SATERN has a number of reference lists that you can select from
without creating and submitting a filter. You must review the list, and
check the objects you want to use in your search filter.
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To narrow our search to show only Learners who are a particular
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employee type, such as Civil Servant.

—

Navigate to Learners > Learners.

2. If necessary, add Employee Types search criteria.

3. Click the employee types Filter by criteria icon (T ).

4. If you don’t know the exact employee type ID, enter search
criteria in the Search Employee Types section of the screen.

5. Click Search.

You see a list from which you can select one or more objects to
populate the related field (Figure 31).

Learners 9 B

b Filter: 0 Employee Types

o i —
¥

FrTg

As you select records to include in your fiter, they will appear in the Fiter List. Select Submit Filter when ready to submit the fiter and return to
your base search criteria

Select Employee Types from list

I << Search Again

= -
ek bae 10~ lmird ieniE) Select Al / Desslect AR
Employee Type ID Description Select
1 le Service Employee [
! 2 Contractor [}
I 3 Civil Service Employee (other than MASA) |:|
g
4 Contractor {other than MNASA) E
i Other F] —
Hisvinch it 0 - {5 Fotal recards) Select All f Deselect AR
e

Figure 31: Create Filter Results List

6. Check the box for the record(s) you wish to select.

7. Click Add to Filter.

The selection is added to the search filter (Figure 32).
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Learners L]

+ Filter: 1 Employee Types

y | [x]

Select Employee Types from list

Civil Sernvice Employee(1)
) =
As you select records to include in your fiter, they will appear in the Fiter List. Select Submit Filter when ready o submit the fiter and return to
your base search criteria

I =« Search Again

| I -
Recordsper Page 10 ¥ (5 total records) Select AR/ Deselect AL
Employee Type ID Description Select
1 Civil Service Employee |E|
2 Contractor =]
3 Civil Service Employee (other than NASA) |:|
4 Contractor {other than NASA) E
5 Other IFl —

Records per Page 10 7 (5 total records) Select A/ Deselact AL

Figure 32: Criteria Added to Filter
8. Review the filter for accuracy.
9. Click Submit Filter.
You are returned to your original search screen and see the

employee types search attribute has one (1) criteria selected for this
filter (Figure 33).

Employee Types: [1 Selected) T

Figure 33: Search Criteria Selected

10.To clear the list of selected entities, click the Clear Filter icon (V).

Saving Your Individual Search

You can save a search filter and reuse the criteria specified in the
search filter. The search filter is individual-based and available only

to you.

To save the search we just defined for employee types:
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11.Click Save As at the bottom of the screen (Figure 34).
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Figure 34: Search Screen

The system prompts you for an ID for your saved search and a brief
description of the search (Figure 35).

Saved Searches Search &

» Sparch » Save Search

Save Search

* = Required Flelds

* Saved Search 1Dz Q EMPTYPE_Chvilan
Description: Empioryes type i chvillan

Figure 35: Save Search

12.Enter an ID with a description that is intuitive to make referencing
it in the future easier. A Description is also strongly
recommended.

13.Click Submit.

To access your saved searches:

1. Click Saved Searches at the upper right corner of the content
frame (Figure 36).
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Learners Search | &

Search saved searches &
Saved Searches
Enter a value for each field that you want to use to filter your search. Some fields allow you to select frd Name Remove
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remowve search criteria to further refine your search. —
EMPTYPE_Givilian ]
{Employee type is civilan}
Case sensitive search: ) Yes @ No
Learner ID: g,—gwﬁ‘ ; ]
Last Name: Starts With -
First Hame: Starts With 2
Middle Initial: Starts With -
Domains: Starts With - |
‘Organization Group: Starts With - T
Employee Statuses: Starts With - Y
Employee Types: ;tarts With - Y
Job Locations: Starts With - Ik 4
HASA Class Code: Starts With - i

Figure 36: Search Screen: Saved Searches

2. Click to select the search you wish to conduct.

The selected search screen displays (Figure 37). The saved search
ID and description are displayed at the top.

Users Search | Add hew Y]
Search Saved Saarches 0
Saved Search ID: EMPTYFE_Chvilan

Description: Emplryse type is chakan

Enber o vaiue for each fieid tat you want 1o use 1o fter your search. Some feids alow you b0 select from a kst of values. You con piso sdd

OF remowe Seanch crivena 1o further refine your search

Case sengithve search: vas B Mo

User 1Dz Starts With -

Last Hame: Starts With -

First Hame: Starts With -

Middle Initial: Starts With -

Rale 1D: Starts With -

User Status: @ Actioe Mot Acsue Bath

Domasns: Starts With - b d
Employes Types: [1 Setected) T

Supervisors: Starts With - T

Figure 37: Selected Saved Search Screen
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Adjusting the Display of Your Search Results

Your search result is the set of related entities that fit the search
criteria you specified. You may, however, choose to review the
results by specific fields not based on all of the attributes of the
search result.

To adjust the display of your search results:

1. In the search results section, click Field Chooser.

The Field Chooser pop-up window displays. Use this window to
determine which attributes of the listed entities to display in the
search results and in which column. The first column (1) always
displays the record’s ID and is non-editable. For some entities, the
second column is non-editable as well. You can add and/or remove
other columns (Figure 38).

Field Chooser &3 Close [\0ad Search Results 2
Field Chooser s Send Motification
1 Learner |D Job Position Supenisor e U]
Records per page 1] 2 Leamer Name Crrganization IO Teminated s i H
Learner ID | 3 Hire Date Active Has Access lomain ID  Notify
i 4 Emal Address Address Locked HEE [l
5 Domain D City Region |D
Emp Status State / Province Roie ID
kbakerl 2 RC-B4 |
Emp Type Postal Code Profie Status =
loab | mmmdbime F i Dimmibime 1T 2
cbcannen m - RC-B4 £l
112:00 AM
AmericalNew
| York |
grcherry CHERRY, GAMALIEL R 1/24/2005 noemail@nasa.gav ELARC-BAl O
12:00 AM
AmericalNew
York |

Figure 38: Field Chooser

2. Select the attributes you want to display. In this example, we
want to show the Job Location field in the third column and the
Email Address in the fourth column.
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3. Enter the number of the column from the left in which you want to

=N

see the data. (Note that the column number you enter is
sequential (i.e., 1, 2, 3, 4, etc.)

4. Click Submit to see your search results (Figure 39).

Records per Page 10 ¥ Page: | 1 3 <Previous et (28 total records) Page 1 of3.
Learner ID Learner Name a Job Position Email Address Domain ID  Notify
lzalliss ALLISS, LOIS G LaRC-PDN- |noemail@nasa.gov LARC-B4 |}
B4050-
1016187-
om
kbaker1 BAKER, KATHLYN LaRC-PDN- |noemail@nasa.gov |LARC-B4 |}
B4010-
1003454-
om
cbcannon CANMNOM, CHARLOTTE B LaRC-PDN- | noemail@nasa.gov LARC-B4 (|
E4050-
1009441-
om
grcherry CHERRY, GAMALIEL R LaRC-PDN-  |noemail@nasa.gov |LARC-B4 [}
B4020-
1020876-
0o
rbcone COME, RAMDY B LaRC-PDN- | noemail@nasa.gov LARC-B4 ]
B4030-
1003254-
om

Figure 39: Search Results Display

Sorting Your Search Results

Once you have the results you are looking for, you can sort it based
on key columns on your list (except the Description and Employee
Status column/field).

To sort the list by an entity, find the column and click the header: an
up arrow head indicates ascending order, A>Z; and a down arrow
head indicates descending order, Z>A (Figure 40).
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Recordsper Page 10 ¥ Page: ! 2 3 -Previcus Next- (28 total records) Page ! of 3. I

Learner ID l Learner Name » I Job Position Email Address Domain ID  Notify

| tgalliss IALLISS, LOIS G LaRC-PDN- | noemail®nasa.gov LARCB4 | [
B4050-
1016187-
m1 |
|kbaker1 BAKER, KATHLYN LaRC-PDN- |noemail@nasa.gov |LARC-B4 |  []
|B4010-
i1m3454-
| {001 _
|cbeannon | CANNON, CHARLOTTE B LaRC-PDN- | noemail@nasa.gov [LARC-B4 | [ ]
B4050-
1009441-
| | 001 .
|ercherry CHERRY, GAMALIEL R |LaRC-PDN- | noemail@nasa.gov |LARC-B4 F]
|B4020-
1020876-
| 001
[rbcone |CONE, RANDY B LaRC-PDN- | noemail@nasa.gov | LARC-B4 0

B4030-

1003254-
| 001

=N

Figure 40: Sort Search Results
Downloading Your Search Results

Once you have the results you are looking for, you can download the
search results to an Excel file:

1. Click Download Search Results (Figure 41).

Field Chooser &) Download Search Results &
Send Notification

Select AR J Deselect AL

Recordsper Page 'O ¥ Page:1 2 3 «Previous Mext= (28 total records) Page 1 of 3.

Learner ID Learner Name o Job Position Email Address DomainID Notify
lgalliss |ALLISS, LOIS G [LaRC-PDN-  |noemail@nasa.gov [LARC-B4 | []
!54050- [
11016187-
|0t | . ;
kbaker1 BAKER, KATHLYN iLaRC-PDN- noemail®@nasa.gov |LARC-B4 El
|B4010-
|1003454-
{001
|cbcannon |CANNON, CHARLOTTE B LaRC-PDN-  noemail@nasa.gov LARC-B4 [ Fl
B4050-
1009441-
oo1 !

Figure 41: Download Search Results
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2. Select whether to open or save the file in the dialog box (Figure
42).

Do you want to open or save this file?

Mame: SearchResult Student.csv
Type: Microsoft Office Excel Comma Separated Values File
From: satern64test.gpehosting.com

Open ] l Save ] [ Cancel

While files from the Internet can be useful, some files can potentially harm
your computer. If you do nottrustthe source, do not open or save this file.
What's the risk?

Figure 42: Open or Save Search Results

3. If selecting to Save the save dialog window opens. Save file to

specified location.

KEYWORD AND QUICK COMMAND SYSTEM SEARCH

Using the Search Bar
Use the Search textbox to perform:
+ Quick command searches
+ Single searches

+ Multiples searches

Quick Command Search

Enter a command to access that menu item; commands can return
things such as: ‘Add entity’, tools, and wizards. Executing the
command takes the user to the area in the application where the
command is found in the menus. Type-ahead is also available so
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typing the word ‘learn’ will find Record Learning and Learning Editor

among others. Reference and Report areas are not included in the

command search.

Single Search
Entering an entity name highlights the ‘reserved’ word to show the
admin that SATERN Learning has recognized it, for example ltem.
Adding more terms enables a search on the entity. Press Enter or
click Go to activate the search.

Multiple Search

Entering non-entity names or commands executes a multiple entity
search. The search, once activated, loops through entities in the
system and searches them all for the entered value. You can pause
and resume the search at any time during the entities being
searched. The entities are searched in a specific order. Changing the
order must be done through the back end. Each search response
shows the entity where the record was found. Search results are
limited to common fields across all entities (IDs,
name/title/description). Workflows and domains still control access to
commands and search results. Search results can be filtered with the
header and typing in your filter or selecting from the drop-down menu.

P
search: [mansger *] L}L} | =

_—
Search Results (__Pause ) Searching in Learners for matches... anllll
All(3) ke (5) -
Entity Type  Entity 1D Title Damain Duseription

| Atitems | v |

Items COURSE NSSC-TST-ASCLAF (...  ALIGNING STRATEGY, LEADERSHIP Al NASA Use for SF-182 MTM process.
Items COURSE NSSC-TEST-01 (Rev ALIGNING STRATEGY, LEADERSHIP Al NASA Use for SF-182 MTM process.
Items BOOK LMD-BOOK-ELEMENTS, THE ELEMENTS OF POWER: LESSONS  NASA Filled with revealing case stories, insightful examples, and practical tips and tec

Items COURSE JSC-LD-WST (Rev 1 WORKING AT THE SPEED OF TRUST (I JSC Communicate transparently with peers and managers.

Figure 43: Using Search Bar
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The header area of the search shows live results, which record types

(items, Learners, assignment profiles, etc.) the system is searching,
and the number of records found. The system groups these results
by entity type: the first column in the table (Figure 43). You can use
the drop-down menu to further define your search. Because the
system updates the results in real time, you can click Stop to stop
the search whenever you think you have identified the record that
you're looking for. When you click Download Search Results, the
system converts the search results into a .CSV file. Use one, some,
or all of the textboxes at the top of columns to perform a "type
ahead" filter on your current view. The results area of the search
displays all of the records containing the string that you enter into the
search textbox, even if the records are different types of records
(items, Learners, assignment profiles, etc.). Once the search is
conducted the Admin can sort the order of results by clicking the field
headings at the top of the table. Depending on the Administrator’s
role he or she may have access to access the record in either view
or edit mode.

RECORD LAYOUT CONSOLIDATION

Commonly used record types can be accessed in a consolidated
format to view and edit. This allows better access to the information
with commonly used information more obvious, and data accessed
less frequently more recessed, to make the entire experience more
intuitive. Information about how to globally configure records will be
provided in the “System Administration” section (Figure ?7?).

Figure 53. ltem Record Layout — need new
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In addition to the basic record layout being architected to bring the

most useful information to the forefront, each record is configurable

to allow the administrator to tailor this layout. Click the Personalize

Fields button () to define the summary fields and set to required if

= ]

desired, so that the information that is necessary within the customer

business process is now mandatory.

In the Personalize pop-up window, select one or more available
fields from the left column. Click the Add or Add All button in the
middle to add the selected fields to the Display column on the right.

All fields listed in the right column will be displayed in the core area

of the record. Click the Required checkbox to the left of fields you

want to configure as mandatory (Figure 44).

£ -
Personalize

The fields configured in this section will be displayed in the Summary section of the enhanced record view. (%)

3 Available

Display

i
Active
Audience
Budget Line Item
CPE Hours
Category Code
Comments
Contact Hours
Creation Date
i Direct Cost Code
Do Auto Competency
Enable Learner Requests

Enable Learners to Waitlist

[
Required

=

Add All g

dm e led

¢ Remove All

M

Metrics That Matter (MTM)
Funding Organization
Academic Credit Code
Classification

Enable Orders

Domain

Approval Process
Approval Required

Assign. Type

54

I Restore Defaults || Cancel I

Figure 44: Personalize Fields Pop-up

In addition, the various associations themselves can be turned off to

simplify the layout and remove unneeded fields and data from the

interface.
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RECOMMENDED NEXT

Once a record that can be bookmarked has been added, the system
will provide a few choices for what can be done to make the record
more usable. This allows new administrators to understand what can
and should be done to make this record and the system more
functional overall. When you click the Recommended Next button
(), the system shows all of the actions that you might want to take
next. The recommended next steps are intelligent and will disappear
once the action shown has been completed (Figure 45).

Home My Employees Organization

a0 a Q
ce Compensation Learning Content Commerce System Admin References Reports
z | Manager e ¥ " &

[ Recommended Next: [ Add Catalogs (=] Add Subject Areas [Z] Assien ta Users [X]
\ .

usiness Communication COURSE ADMO1011 (... [E] = & Actions View All
ours: 6.00 Active: Yes Assign
Type: Required (REQ) CPE Hours: 0.00 Schedule
ition: Instructor-Led #Domain:  Human Resources (HR) Bookmark
cess: Approval Required: No Send Notification
ours: 6.00 Copy

Figure 45: Recommended Next Pop-up
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CONCLUSION

In this lesson, you were introduced to the general guidelines for
accessing, navigating, and searching within SATERN Learning.

You should now be able to:

+ Identify admins and learners in SATERN Learning

+ Navigate within SATERN Learning as an admin

+ Use the keyword/quick command Search function

+ Work with and organize bookmarks

+ Create search filters and search for records in SATERN Learning

+ Download and view or save search results
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LESSON CHECK

Use what you learned in this lesson to answer the following
questions.

1. What is the difference between an admin and a learner of the
SATERN Learning system?

Admin:

Learner :

2. Scenario: You’re conducting a search for a learner record.
Unfortunately, you only know that this learner’s last name starts
with the letter R. On the learners search screen, which are the
best search criteria to select from the drop-down menu to return
all learners whose last name begins with the letter R?

a) Any
b) Starts With
C) Contains

d) Is Empty
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NOTES
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Lesson 2: Learning Needs
Management Overview

The goal of this lesson is to introduce you to the Learning Needs
Management Model and how it is implemented in SATERN Learning.
You will also learn the terms and their definitions as they are used in
the model.

OBJECTIVES

Upon completion of this lesson, you will be able to:

+ Describe the Learning Needs Management Model
+ Explain the process of implementing the model

+ Identify and define the terms associated with the model
LEARNING NEEDS MANAGEMENT MODEL

By implementing SATERN'’s enterprise-wide Learning system, your
organization can easily track and report on the current training status
of your Learner population. The system can help determine who
needs training, make training assignments, schedule offerings, track
offering registrants, and track which Learners have
attempted/completed their training requirements.

In order to begin understanding the Learning Needs Management
Model, it is important to learn some key terms and definitions that are
associated with the model (Table 3).
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Table 3 : Learning Needs Management Model Terms and Definitionsl

Term
Learner

ltem

Curriculum

Learning Event

Learning History
(Completed Work
on Learner side of
application)

Definition

Any person for whom a database record has been
created, including employees, contractors, and others for
whom you wish to maintain learning records and to
register in courses.

An assignable unit whose assignment and completion can
be tracked. It may be a learning or non-learning item.

A group of one or more Items that can be assigned to
Learners and have its completion status tracked as a

group.
List of items assigned to a Learner that must be

completed. It also contains the date by which each item
should be completed.

A Learner’s participation in the completion of an item or
external event. For items, this record contains completion
status, date, and other information.

A record of all recorded learning events for the Learner.

The Learning Needs Management Model (Figure 46) outlines the

basic workflows surrounding the grouping of items, assigning items

to a Learner’s Learning Plan, and recording a completed learning

event to be listed in the Learner’s Completed Work (Learning

History).

= ]
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4
i

Curriculum

ltem I Item ltem |

Learning Plan

I

}

Record Learning
Event

!

Completed Work

Figure 46 : Learning Needs Management Model
Implementing the Learning Needs Management Model

The following steps should be followed to successfully implement the

Learning Needs Management Model:

1. ldentify learning needs (outside SATERN Learning).
2. Add items in SATERN Learning.

3. Add curricula in SATERN Learning.

4. Assign learning needs to Learners.

5. Record learning events.

Figure 47depicts the process required to implement the Learning

Needs Management model.
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Identify Associate Needs Add ltem JAudd Curricula
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bgod Sofware? |:> - I3 Canieg? E:‘ - S Curnicuda?
Assaciae . fnsiructor Led? tem Cefrtion  « Prerequisies? Jeb Sumcuhim

hoed a Room - Substintes?

Reed malanals? < Dubgect Areat
- Pro-riquissns? - Risquired? Qpaonal?
- Maming Comverbions
= Departments | Groups?

One Time Setup

4 5 6

Add a scheduled offering Agsign Learning Meeds & Learning Event
j% {fer Instructar Led) - Asgign Curficua | Reans ResrdLanming
- Degarrnine Diatas £ Times
(Sirgmarts] - Enicd
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Acd attachments ChANGA SHOMErEs
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Toois Manu

On-Going Process

Reparting
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- Cornplation

« Laarning Habory

= fizhon Lists
Certhcates

Reporting - Anatps

Figure 47: Implementing the Learning Needs Management Model

=

* Job Aid: Introduction to Learning Needs Management
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CONCLUSION

In this lesson, you were introduced to the Learning Needs
Management Model and how it is implemented in SATERN Learning.
You also learned the terms and their definitions as they are used in
the model.

You should now be able to:

+ Describe the Learning Needs Management Model
+ ldentify and define the terms associated with the model

+ Explain the process of implementing the Learning Needs
Management Model
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LESSON CHECK

Use what you learned in this lesson to answer the following
questions.

1. Match the term in column A with its definition in Column B.

Colum A Colum B

Learner A. A group of one or more ltems that can be assigned to
Learners and have its completion status tracked as a
group.

ltem B. Avrecord of all recorded learning events for the
Learner.

Curriculum C. Alist of items assigned to a Learner that must be

completed. It also contains the date by which each
item should be completed.

Learning Plan D. A Learner’s participation in the completion of an item or
external event. For items, this record contains
completion status, date, and other information.

Learning Event E. An assignable unit whose assignment and completion
can be tracked. It may be a learning or non-learning

item.
Learning History | F.  Any person for whom a database record has been
(Completed created, including employees, contractors, and others
Work) for whom you wish to maintain learning records and to

register in courses.

2. Put the following steps in order to successfully implement the
Learning Needs Management Model in SATERN Learning.

_ Add curricula to SATERN Learning.
_ Assign learning needs to Learners.
_ Additems to SATERN Learning.
_ Record learning events.

Identify learning needs (outside SATERN Learning).
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Lesson3: Working With Learner
Records

SATERN Learning is centered on the Learner and gives an admin
the ability to identify the training that Learners have successfully
accomplished, need to accomplish, or are in the process of
completing. The goal of this lesson is to familiarize you with the
attributes found in the Learner record.

OBJECTIVES

Upon completion of this lesson, you will be able to:

+ |dentify the characteristics of a Learner record
+ Identify and describe the main tabs of the Learner record
+ Access an existing Learner record

+ Add and modify a Learner record

LEARNER MAIN CONCEPTS

A Learner is any person in an organization for whom past, present,
and future learning records must be tracked. A Learner may be an
employee or a contractor. He/she has access to SATERN Learning
from the SATERN Learning application to view his/her training
information and, if identified as a supervisor, may view subordinate

training information.
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MAIN AREAS OF THE LEARNER RECORD

The Learner record is divided into three main areas (Figure 48):

+ Core (red outline at the top left)
+ Related (yellow outline at the bottom half)

+ Actions (green outline at the top right)

J#Tyndsey E Abel
First Name: Lyndsey Mz E
Last Name:  Abel Job Code: Director of Human Resources (-
Position: Email Address:
#*Domain: Human Resources (HR) Organization: Automotive (AUTO)
Primary Supervisor: Related Admin:
Plateau Talent Gateway Access: No
view All ®

MOre @ LEal g rlan | W Trew | nesus v suiwy | ew - o

Item Title Assigned By Learning Information Remove
L select All
Care Fire Protection Basics Jonathan Grandey Requi... | May/2/2011 | [F] Assign... | Required
Competency Profiles Days... 13
Competendies
Curri... EH5-102
Performance Review
e Origin: ~ Curriculum Assign... Apr/2/2011
i Piniics Fire Extinguisher Jonathan Grandey Requi... [Mav/2/2011 | [B] Assign... | Required
Days... 119 Compl...

| %

Figure 48: Learner Record

Core Area

The core area contains the basic information of the Learner record,
including the Learner’'s name, position, email, organization,
supervisor, and job code. To edit any field in this area, click in a
displayed field and enter text or select a reference value (depending
on the field type). You can also view and enter additional information
by clicking View All () located at the bottom left of the core area.
Once expanded, the screen displays the following sections where
updates can be made:

+ Summary: Name, Position, Domain, Supervisor, Job Position,
Email Address, Organization, Primary Supervisor, Related Admin,
Plateau Talent Gateway Access
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+ Extended Summary: Active, Coach, Role, SF 182 Pay-Plan,
UUPIC, AUID, Duty Status, Company Name, Last Email Address,
Supervisor By-Pass Flag, COTR, Company Org. Code

+ Employment: Employment Status, Employment Type, Hired, Job
Location, Job Title, Region, Prior Years of Service, Prior Months
of Service Related Instructor, Resume

+ Reset Password: New Password, Verify Password

Related Area

The Related area of the Learner record contains additional
information regarding the Learner (Figure 49).

Related More @ Learning Plan |&|  View | Nesds v | SortBy | Iten v @ 2
Item Title Assigned By Learning Information Remove
Learning History [] Select All
Curricula Core Fire Protection Basics Jonathan Grandey Requi... Mav/2/2011 .] Assign... | Required
Competency Profiles Days... 119 Compl...
Competencies
Curri...  EHS-102 Failur...
Performance Review
Etornil Romidats Origin:  Curriculum Assign...  Apr/2/2011
Assignment Profiles Fire Extinguisher Jonathan Grandey Requi... | May/2/2011 | [ Assign... _Pequired i
Days .. -119 Compl...

Figure 49: User Record > Related Area

The related area displays a list of items that administrators use most
frequently when interacting with the Learner record. Select a Related
tab on the left (i.e., Learning Plan) to display the details on the right.
Click More to see additional Related tabs. The More link displays a
list of items that administrators need but use less frequently. (The
Related and More displays are configured in System Admin >
Configuration > Record Configuration.)

Table 4 provides a list of and descriptions of the default Related tab.

Table 4 : Related Tab Descriptions

Option Description
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Learning History

Curricula

Competency Profiles

Competencies

not shown under Related
tab

External Requests (SF-
182)

Assignment Profiles

Available under More >
Phone Numbers

Registration

Requests

Online Status

Assessments

Commerce

Account Code

Introduction for SATERN Administration
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The Learning Plan tab is used to assign items to a
Learner's learning plan and manage a Learner's
assigned items.

The Learning History tab is a transcript of all the
items a Learner has ever taken.

The Curricula tab is used to assign curricula as
well as manage all of the curricula that is assigned
to the Learner, regardless of how the curricula was
assigned.

The Competency Profiles tab is used to associate
a Learner with one or more competency profiles.
When you associate a Learner with a competency
profile, the system adds all of the competencies
that are associated with that competency profile to
the Learner's Competencies tab.

The Competencies tab is a list of all assigned
competencies, regardless of how they were
assigned (through a competency profile or as free-
floating competencies).

The Performance Review tab is used to manage
the Learner's performance reviews (create, cancel,
reroute, view status, approve/deny).

The External Requests tab is used to add, edit,
approve, and withdraw the Learner's External
Requests (a form used when Learners want to
attend a training event that is not managed by
SATERN Learning).

You can use the Assignment Profiles tab to review
all of the assignment profiles that a Learner
belongs to.

The Phone Numbers tab is used to create or
manage the different phone numbers that are
associated with a Learner.

The Registration tab is used to view the Learner's
scheduled offering registrations.

The Requests tab is used to view the requests that
a Learner made from the Learner interface for
instructor-led or blended items.

The Online Status tab is used to review any of the
items that 1) are assigned to the Learner's learning
plan and 2) have online content.

The Assessments tab is used to track a Learner's
progress and statistics regarding his or her
competencies.

The Commerce tab is used to edit the Learner's
shopping account, billing, and shipping information.

The Account Code tab is used to select an
authorized account code to associate with a
Learner so that the Learner can purchase items




Catalog Preview

Preferences

Approval Role

Approvals

Organization Dashboard

Organization Initiatives

Succession Planning

Alternate Job Codes

Surveys

Skills Inventory

Learning Plan Tab

e | ERN

that have a price using the chargeback payment
method.

The Catalog Preview tab lists all the catalogs that a
Learner can access.

The Preferences tab is used to set or change a
Learner's time zone, currency, locale, and locale
format options.

The Approval Role tab is used to associate the
Learner with an approval role so that an
administrator can assign the role to the Learner for
an approval process.

Some items require that Learners receive approval
before they gain access to the item. In these
situations, Learners must request approvals, which
administrators can review from the Approvals tab.

The Organization Dashboard tab is used to
manage a Learner's ownership privileges for
dashboards.

You can view, add, or remove a Learner's
ownership privileges for initiatives by using the
Organization Initiatives tab.

The Succession Planning tab is used to manage a
Learner's ownership privileges for succession
planning and talent searches.

The Alternate Job Code tab is used to add and edit
alternative job codes (also called secondary job
codes) that are associated with a Learner; you can
find a Learner's primary job code in the Job Code
box on the Summary tab (Core area).

The Surveys tab is used to view information about
surveys associated with the Learner and details for
the items that are associated with each survey.
When a Learner completes an item that is
associated with a survey, SATERN Administration
adds the survey to this tab. When a Learner
completes the survey, SATERN Administration
removes the survey from this tab.

You can use the Skills Inventory tab to manage the
skills (and their ratings) that are associated with a
Learner.

The Learning Plan tab (Figure 50) displays items assigned to the

Learner individually or as part of a curriculum. The Learning Plan

shows items not yet completed, and items completed but are part of

a curriculum and need to be completed again. Admins can view the
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assignment type and required completion date for each assigned
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item.

& Lyndsey E Abel LYEABEL [E] w3 @ Actions View All
Related More ® Learning Plan | @ View | Needs w | SortBy | Required Dats - @ \F
Item Title Assigned... Learning Information Remave
Learning History [ Select All
. e =
Curricu la Core Fire Protection Basics Jonathan ...  Required ... | Maw/2/2011 | ] Assignmen... | Reguired
Let Cey BiiiRes DaysRem:  -119 ComplDats:
Competencies
Curriculum:  EHS-102 Failure Date:
Performance Review
e Renas Origin: Curriculum Assigned: Apriz/2011
— =
P Fire Extinguisher Workshop Jonathan ...  Required... | Mav/2/2011 | [#] Assignmen... | Required | v
Days Rem: 18 Compl Date:
Curriculum:  EHS-102 Failure Date:
Origin: Curriculum Assigned: Apri2/2011
r— =
Fire Extinguisher Jonathan ...  Required... | May/2/2011 [ Assignmen... Required
Days Rem: 18 Compl Date:
Curriculum:  EHS-102 Failure Date:
Origin: Curriculum Assigned: Apri2/2011

Figure 50 : User Record: Learning Plan Tab
Learning History Tab

The Learning History tab (Figure 51) displays the list of items
completed by the Learner. It also displays external events (learning
completed for training that is not identified as an item in SATERN,
such as a college course or seminar outside of the organization).
Each Learning History record includes the completion status (For
Credit and Not for Credit), completion date/time, and any other
detalils (i.e., instructor, credit hours, and comments) entered when
the learning event was recorded, as well as file attachments

associated with the learning event.

& Lyndsey E Abel LYEABEL @ @ Actions View All
Related More & Learning History @ =
Learning Plan Item Title Status Completion Date Details
Learning History
Curricula Management Policies and Procedures Attended Event ar Activity Aug/20/2003 View Details
Competency Profiles ABC Laws and Regulations Attended Event or Actiity Jan/5/2007 View Details
G t i
aIpeicnes Effective Administrative Support Professional Simul...  Attended Event or Activity Feb/26/2007 View Details

Performance Review

Using Effective Business Communication Attended Event ar Activity Jan/7/2008 View Details
External Requests

Behaviar: Putting Your Best Foot Forward Attended Event ar Activity Feb/20/2007 View Details

Assignment Profiles

Figure 51: Learning History Tab
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Curricula Tab

The Curricula tab (Figure 52) lists each curriculum that has been
assigned to the Learner. Admins can view the status and item details
of each assigned curriculum, including individual item completion
status and curriculum requirements, if any. Admins can also assign a

curriculum to a Learner through this tab.

& Lyndsey E Abel LYEABEL [E] =3 @  Actions  View All

Related More @ Curricula M | Attach Job Related Curricula o \¥

Learning Plan Title Status Expiration Next Action Assign Date Add User  Details Remove

Learning History 1a [] Select All
CPR Incomplete  N/A May/2/2011 [aorr2s2011 | [E]  jdg,Grand.. Details [}

Competency Profiles
Competendies
Performance Review

External Requests

Assignment Prafiles

Figure 52: User Record: Curricula Tab
Actions Area

The Actions area of the Learner record contains links to additional
actions that can be taken on the Learner record, including (Figure
53):

+ Bookmark (add the Learner to the admin bookmarks)

+ Reqgistration Assistant (initiates the Registration Assistant tool)

+ Assign Learning Needs (initiates the Learner Needs Management
tool to enable you to batch assign items and curricula to one or
more Learners)

+ Send Notification (initiates the ad hoc notification wizard)
+ Launch Proxy (initiates proxy feature)

+ Manage Alternate Supervisor (allows you to identify alternate

supervisor for Learner)

+ Reset Learner Pin (resets the Learner’s pin)
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Actions Close

Reset Learner Pin

Figure 53: Actions Area of User Record
""" Note: Many of these actions are covered in either the Learning Needs
. Management course and/or the Scheduling Management course.
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Lab 1.Locate and View a Learner Record

Step

1. Navigate to Learners > Learners.

2. Enter your search criteria in the appropriate textboxes.
3. Click Search.

4. Locate your Learner from the search results list.

5. Click a Learner ID to open the record.

1]
Q Job Aid: Add and Edit Learner Records
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CONCLUSION

In this lesson, you were introduced to Learner records along with the
key information contained within each record. Step-by-step
instructions were provided for viewing and adding a Learner record
to SATERN Learning. Additionally, the instructor demonstrated how
to create the supervisor-subordinate relationship.

You should now be able to:

+ ldentify the characteristics of a Learner record
+ Identify and describe the main sections of the Learner record

+ Access an existing Learner record
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LESSON CHECK

Use what you learned in this lesson to answer the following
questions.

1. Which of the following is not a required field in the Learner record?
a) LearnerID
b) Email address
c) Domain
d) Role
e) None of the above

2. What information is found on the Learning Plan tab?

3. True or false:

The Learning History tab displays those items a Learner has
completed including the date those items were completed.
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Course Summary

|1

Through discussion, demonstration, and hands-on computer lab
work, this course taught you the concepts and terminology
associated with SATERN Learning. You were introduced to
searching and navigation, and adding and modifying Learners in
SATERN Learning. You also gained basic skills on how to create
and modify Learner records using the step-by-step, hands-on lab
exercises.

You should now be able to:

+ Navigate and use the search functions within SATERN Learning
+ Define specific terminologies associated with SATERN Learning

+ View Learner records
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NOTES
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Appendix A: Running, Saving, and
Creating Recurring Reports

A priority for many administrators (admins) is to be able to run
detailed reports. The overall goal of the Reports lesson is to provide
you with the knowledge needed to use the SATERN Learning report

interface to run, save, and create recurring report jobs.

BECOMING FAMILIAR WITH THE REPORT INTERFACE

SATERN Learning is accessed either as an admin or as a Learner.
Admins are able to run reports on Learners they have access to
which is determined by the domain restrictions applied to their admin
accounts. Learners, on the other hand, are only able to run reports
on themselves; however, if the Learner is listed as a supervisor in
SATERN Learning, that Learner is able to run a report on him/herself
and any of his/her direct or indirect subordinates. The SATERN
report interface is broken down into three main tabs:

+ Saved Reports
+ Reports

+ Report Jobs

Reports

The most common use of the Reports tab (Figure 54) is to run
available reports within the system. To find the desired report,
browse the provided list under the Reports tab or use the Search
textbox and Browse By options on the left side of the report interface
to search for reports by the title or description. To further assist in the
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search for a desired report, narrow the search results by checking
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the corresponding checkbox in the left hand corner to select very

specific categories of reports.

wig  Note: If you do not see a report you think you should have access to,
check to see if anything in the left Search or Browse by areas is
“ narrowing the list foo much.

| Help | -
‘ > ‘ i ‘
Browse By Learner Management. Learner Management,
—_— Apoinit:Data Certifi i
Category (Admin only] e = —
The Account Data report returns; for each user; account-related The Certificate of Completion report prints the certificates of
information; such as user 1D; contact informat...mare completion for users by learning item.
Learning Learniny 2
[ system Admin Class Data Class Location
] iscetan The Class Data report describes a class; including the learning items; The Class Location report returns the locations associated with a
o curricula; and offerings associated vt...more class; such as thelocation of scheduled off..more

Publication Status

Published
Hrpuizhed Class Progress
The Class Progress report returns the progress of users in a class

Application toward complstion of the class's learning.
Admin
[0 Learner
Learner Mana gement Learner Management
Submit P it DB Chtin PN i

Figure 54: Reports Tab

Saved Reports

Once you create a saved report, you can access the report and run it
without reentering filtering options. Saved reports are located under
the Saved Reports tab (Figure 55), and are specific to your admin
account, meaning that saved reports are not shared among admins
in the system. A saved report is very similar to a saved search in
SATERN Learning — only the admin who created the saved report is

able to see it.
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I Hep |

Saved Reports

[ o

2 5aved Reparts.

(none; (none; (none;

{none;

Content. ITS-GAM-UESAl Learner Exam Data (C5V) User Exam 3A Intermediate &

Learning ITS-ITEM-DATA Item Data (C5V) Item data for 2 courses B

7] Learner Management

[T performance

[T miscetianeous

Figure 55: Saved Reports Tab
Report Jobs

The Report Jobs tab lists the current background report jobs which
are automatically running in the background (Figure 56). Jobs are
created under this tab when you schedule the report to occur on a
recurring basis. On this tab, you can delete jobs from recurring or
edit the schedule of when the report should run.

Note: Reports that are scheduled to run only once display under System
Admin > Background Jobs, not here.

| Help |

| savedReparts || Reports Report Jobs
eport Jobs
I - <Trite prm—

Browse By

41872012 12:52 PM EST Item Evaluation (CSV) Item Evaluation (CSV) Edit Schedule Delste

Category
[T] Learner Management
[ Performance
] Learnin 2
[ content
[ system Admin
[T miscelaneous

Job Type

[E] one Time
[C] Recurring

Figure 56: Report Jobs Tab

IDENTIFYING THE REPORTS SECTION

Each report is divided into two main sections: formatting and criteria.
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Formatting

The top section of the Run Report screen contains the following

formatting options (Figure 57):

+ Modify the report title, header, and footer.

+ Determine the report destination (the location where the report
engine returns the data). You can return the data to the browser
or to a local file. When you select Browser, the report is
displayed in the internet browser window. When Local File is

selected, you should save the report to a local drive before you

open it.

+ Determine the report format. Table 5 lists the available report
formats and their usage.

Learning History Browse  Help

» Run Report

Run Learning History

Report Title: Learning History
Report Header:

Report Footer:

Report Destination: Bromser | )
Report Format: HTML [=]

Figure 57: Run Report Screen: Formatting Options

Table 5 Available Report Formats and Usage

Format Usage
XML —rarely used Import the data into a database and for
(May not be available for all troubleshooting a report. Used by the NSSC.
reports)
CSV Open the data in a spreadsheet format, in an

application like Microsoft Excel, or import data
into a database, such as Microsoft Access.
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HTML View results quickly in a browser window.

PDF Print, save, and email the report.

Criteria

The selected report dictates the criteria displayed at the bottom of
the Run Report screen. This section provides all the tools and
functionality from searching. Report pages filter the data that the
report returns using specific search fields. However, many reports
also contain the following controls for filtering the data that you want

to return:

+ Mask User IDs: For security reasons, SATERN can mask the
user IDs so it displays as a series of asterisks. Check the
checkbox to hide user IDs.

+ Case Sensitive Search: You can choose to perform a case-
sensitive search or a case-insensitive search. Case-sensitive
searches return data elements only when the characters and
case match. Case-sensitive reports run faster than case-

insensitive searches.

+ Page Break Between Records: For longer reports, there is an
option to insert page breaks between records.

+ Filter by Criteria: Some fields in the report pages contain a
Filter by Criteria link. When you click the filter icon, a page
opens that contains multiple search fields in which you can select
a set of data rather than a single data element. For example, you
can return the set of Learners who are in the job location
Washington, DC rather than entering multiple Learners in the
search field (Figure 58).
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Mask Learner |IDs
Case sensitive search: @ Yes (O No

Page Break Between Records
Learner: Ewact T
LearnenStatus: @ Active ) Not Active () Both

Completed Date From: E’j

(MM DO

Completed Date To: I°:§

(MM DD 1

Report Type: @ Summary ©) Detad

Include: ) ltem Events () External Events @ Both
Print Comments: @ ves ) No

Sort Iltems: @ Complefion Date ) Item ID

Run Fepﬂrt Schedule Job | Save Ilepnr't

Figure 58: Run Report Screen: Criteria Optoins

SuBMIT FILTER INFORMATION AS CRITERIA

If you are saving a report to be run at a later time or scheduling a
report to run on a recurring basis you may want the report to
dynamically update the search filters. In this situation, you must save
the criteria of the search instead of selecting results.

For example, Chase wants to run a report on all of Dennis Conrad’s
subordinates. Chase filters the Learner search using Dennis Conrad
as the supervisor, and then selects all of his subordinate IDs to the

filter. By doing this, Chase is selecting actual Learners to include on

the report.

What happens if Dennis is assigned another subordinate next week?
Chase would have to search again and add the new subordinate to
the filter in order to include him/her on the report. An easier method,

and one especially useful if you are going to save the report and run
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it later or set the report to recur, would be to submit Dennis Conrad’s

=N

information as criteria.

Creating search filters in reports determines the contents of your
results by listing only entities that satisfy all the criteria specified by
the filter(s) created. For example, in this case we want to run a
Learning History Report for all Learners who report to Dennis Conrad.
You must specify the supervisor(s) in the Learner filter and apply that
filter as criteria in order for the report to be dynamic.

To submit a supervisor as criteria:
1. Access the Learning History Report.
2. Click the Filter by criteria icon (7 ) next to the Learner criteria.

3. If necessary, click Add/Remove Criteria to add the supervisor
search filter to the search screen.

The Search Criteria pop-up window displays (Figure 59).

Learners Filter For Learning History

Learners Filter For Learning History

Create the fiter using the search befow. The search is case ittve by default. You ch casei
criteria typed in. Be aware of case insensitive search could take long fime.

Search Learners

Case sensitive search:
Search Criteria

Learner ID:
[7] Last Hame [7] yob Locatons [T supendsory Level Code
Last Name: = -
First Name: [71 Job Pesitions Sm]er\isorﬂy{oass Flag
First Name: [ Aternate Job

[ widdle Inital

Cm\pany Name

Learner Status:

[ roe 1D [7] assignment Profies  [¥] Last Email Address
Domains:

Leamer Status || Competency Profies (7| COTR
Company Hame:
[ Profie Status Curricula [l occupational Series Code

|71 Hire Date after Supervisors [F] company Org Code

Add!RemcweCriten‘e it el s Em L

Last Email Address:

Figure 59: Search Criteria Pop-up Window
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4. Click the Supervisors checkbox.

5. Click Select.

The Supervisor search query displays (Figure 60).

Learners Filter For Learning History [x]

Learners Filter For Learning History -

Create the fiter using the search below. The search is case sensitive by default. You can choose case insensitive search which applies to
criteria typed in. Be aware of case insensitive search coukd take kong time.

Search Learners =
Case sensitive search: ) ves @ No

Learner D .-Startg With -

Last Name: Starts With -

First Hame: Starts With - =
Learner Status: @ Active () Not Active ) Both

Domains: Starts With i E 4

Supervisors: Starts With = ik 4

Company Hame: 51;1_5 With -

Add/Remove Criteria ©

Figure 60: Selected Search Query Displays

6. To create the filter, click the Filter by criteria icon (T ).

The Create Filter by Supervisor screen displays (Figure 61).
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Learners Filter For Learners [

Learning History [*] B

» Filter: 0 Learners W‘

Learners Filter For Learners

Create the fiter using the search below. The search is case sensitive by default. You can choose case insensitive search which applies to
critena typed in. Be aware of case insensitive search could take long tme.

Search Learners

m

Subrit Crer

Case sensitive search: ) Yes @ No

Learner |D: Starts With =

Last Name: Starts With -

First Hame: Starts With - =
LEanner S @ Active (0 Not Active ©) Both

Domains: Starts With 4} T

Cunarvicnre: PR

Figure 61: Create Filter Screen

7. If you don’t know the supervisor’s Learner ID, enter search
criteria in the Last Name and First Name textboxes.

8. Click Search.

Your search results are displayed (Figure 62).
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Learners Filter For Learners [x]

»

Learning History L2 b

l b Filter: 0 Learners Wl
1 |

Select Learners from list

As you select records to include in your fiter, they will appear in the Fiter List. Select Submit Filter when ready to submit the fiter and
return to your base search criteria

m

<= Search Again

Add to Filter

Recorteparpaed| 50~ \(Btecsl recneets) Select All £ Desslect All
Learner ID Learner Name lob Location Organization ID  Select
C-ccconrad CONRAD, CATHY C JSC-DO511 JSC-DO511 |
C-cwconrad COMRAD, CHESTER W JSC-DT121 JSC-DT121 [}
C-cjconrad CONRAD, CHRIS J GRC-DDPO GRC-Z000 F A
deconrad CONRAD, DENNIS C GRC-CFDO GRC-CFDO
C-lbconrad CONRAD, LINDA B ARC-VE ARC-VE =
C-mdconrad CONRAD, MICHAEL D [}

Figure 62: Search Results
9. Click the checkbox(es) to select your choice(s).

10.Click Add to Filter.

The criteria are added to the filter (Figure 63).

Learners Filter For Learners [x]

Learning History (2] m

w Filter: 1 Learners Submit Filter

Select Learners from list COMRAD, DENNIS C{dcconrad) @

As you select records to include in wour fiter, they will appear in the Fiter List. Select Submit Filter when ready to submit the fiter and
return to your base search criteria

m

<z Search Again

Add to Filter

Hecorckper Page: "0 ™ U8 tatal records) Select Al / Deselect All
Learner ID Learner Name lob Location Organization ID  Select
C-ccconrad COMNRAD, CATHY C JSC-DO511 JSC-DO511 El
C-cwconrad COMNRAD, CHESTER W JSC-DT121 JSC-DT121 ]
C-cjconrad CONRAD, CHRIS J GRC-DDPO GRC-Z000 [l m
dcconrad CONRAD, DEMMIS C GRC-CFDO GRC-CFDO
C-lbconrad CONRAD, LINDA B ARCVE ARC-VE [
C-mdconrad COMNRAD, MICHAEL D ]

Figure 63: Criteria added to filter
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11.Click Submit Filter. (Now located at the top of the add filter page.)

You are returned to your original search screen. The supervisor

search attribute has one (1) criteria selected for this filter (Figure 64).

Learners Filter For Learning History [x]

Learners Filter For Learning History -

Create the fiter using the search below. The search is case sensitive by default. You can choose case insensitive search which applies to
criteria typed in. Be aware of case insensitive search could take long time.

Search Learners =

Case sensitive search: ) Yes @ Mo

Learner ID: Starts With g

Last Name: Siarts wm-, -

First Hame: Starts With - =
Fodnonstates @ actve @ Notactive ©) Botn

Domains: Starts With - T

Supervisars: 1 Selected] T 7

Company Hame: Siarts with -

Add/Remove Criteria &

Figure 64: Search Filter Criteria Selection

12.You can modify this filter by clicking the Filter by criteria icon
(Y ), or you can clear the filter by clicking the Clear Filter icon
().

13.Click Submit Criteria to submit Dennis Conrad as criteria making
the search dynamic.

You are returned to the original report screen, with a supervisor
submitted as criteria (Figure 65). Now, if the subordinate assignment
changes, the system automatically updates the search filter of this
report, and runs a Learning History report on all Learners who report
to Dennis Conrad at the time the report is ran, especially if the report
is saved or scheduled to recur.
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Report Destination: Browser -

Report Format: HTHML v

!E Mask Leamner |IDs
Case sensitive search: @ ves ) Ne

™ Page Break Between Records
Learner: [Criteria Spectied] T
Learner Status: @ active () Not Active ) Both

Completed Date From: B g

[MM/DD YY)
Completed Date To: e

(MM/DDATYT)

Report Type: @ summary © Detad

Bl ) Item Events (0 External Events @ Bath
Print Comments: @ ves ) No

Sort ltems: @ Completion Date () Item ID

o | st

Figure 65: Report Criteria Specified

RUNNING REPORTS IN SATERN LEARNING

Once logged into SATERN Learning, navigate to the Reports menu
then select the Reports tab. Access the report you wish to run by
clicking the report title. You should notice that the titles of reports are
links. Each report is different based on the data it is requesting, and

returns different data elements.

To run a report:

1. Find the report you want to run. Use the Search textbox to look
for reports by title or description, or browse the reports in the
provided list. Select the proper category to narrow your search
results. Read the provided report descriptions to verify it is the

report you want to run.
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2. If the report is a member of a report group (reports that run the

same query but whose results are grouped differently), click the
Expand icon (&) to the left of the report title to expand the group

and see the reports that are part of the group.

3. When you find the report that you wish to run, click its title to
open the Run Report form.

4. Complete the Run Report form to provide the report with the
information that it needs to return the data you wish to display.

5. After formatting and criteria options have been determined, click
Run Report to run the report immediately in the format you
choose. If you selected Browser, the report displays in a
separate browser window. If Local File was selected, you must

first save the file to a local drive before you are able to open it.

6. Administrators need to be aware that if you leave all filtering
options blank, you could overburden the system. If the admin
leaves all criteria blank, the admin receives a warning message
(Figure 66), informing the admin that it may be better to schedule
the non-filtered report to be run in the background or return the
admin to the filter screen to apply one or more filters to the report.

Warning

Warning Details:

You have not selected any criteria; it you choose to continue this report may take a long time to run.
Itis recommended that you schedule this report to run in the background, or select one or maore
criteria

Do you wish to proceed?

Lo Ter

Figure 66: Warning Details

7. Depending on your account settings as an admin, you may not
see all of the following buttons (Figure 67). Click:
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— Run Report to run the report immediately.
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— Save Report to save the report to be run later at any desired
time.

— Schedule Job to schedule the report to run in one of three
ways: as a background job to be run immediately, once at a
future time, or on a recurring basis.

Scheduled Offering Roster Browse | Help

= Fun Raport

Run Scheduled Offering Roster

Report Title: Schedued Offering Ri

Report Header:

Report Footer: _

Report Destination: Browser =]

Report Format: HTML E]

e S .

V] Mask User IDs

T e

Figure 67: Report Parameters

EXAMPLES OF COMMONLY RUN REPORTS

Some of the most commonly run reports in SATERN include:

+ Class Roster report

+ Learning History report
This section provides the details on how to run these two reports.

Class Roster Report

One report that many admins run is the Class Roster report. The
Class Roster report returns: scheduled offering details including item
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title, segment dates/times, instructor, location, and Learners with
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confirmed enrollments.

To run the Class Roster report:

1. Navigate to Reports.
2. Enter Roster in the Search textbox.

3. Check the Miscellaneous category checkbox (Figure 68).

I Helg |

Browse By Hiscellaneous

Category (Admin only)
[T] Learner Management
[ performance os Risstat e taile
O Learning NSSC versions of Class Roster
[E Content
[E1 system Admin
Miscelansous
Publication Status
Published
[21 unpublished
Application
Admin
] Learner

Figure 68: Reports Tab
4. Click Submit.

5. Click the report title link (i.e., click Scheduled Offering Roster).

The Run Reports screen displays (Figure 69).
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Class Roster Browse | Help

> Run Report

Run Class Roster

Report Title: Class Roster

Report Header:

Report Footer:
Report Destination: Browser
Report Format: HTML v
Scheduled Offering: = £
Exact T
(1000) h

Mask Leamer |Ds

Run Report || Schedule Job | Save Report

Figure 69: Class Roster Run Report Screen

6. Enter the title of the Class Roster report in the Report Title
textbox.

7. Make the desired changes to the formatting section (report

header, footer, destination, and format).

8. Click the scheduled offering Create Filter icon (7 ).

9. Search for or enter the scheduled offering ID to search for the

scheduled offering to run the report for.

10.Click Run Report.

The Class Roster report displays (Figure 70).
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Schedule
Scheduled Offering ID 53742
Title SATERM IDP TRAINING
Item COURSE GRC-4C02382 {Rev 4/7/2008 02:47 AM EST)
Segment Start Date/Time End Date/Time Instructor Location
1 Marning 41472011 07:30 AM - 4/14/2011 10:30 AWM CONRAD, DENNIS C GRC-Building 142-
EST Bl Room 160C
Learner Name Email Address  Phone Loc-Org Supervisor Signature Date
““““““ BAUMARN, noemail@nasa.goy (216) 433-3704 GRC-BRED ***#tasrs POLANSKY,
BEMNJAMIN T BETH A
********* GOLIAT, noemail@nasa.goy (216) 433-6259 GRC-FTDO whesenses KELLY, REGINA
STANLEY B
““““““ HE, ZHUOHUI J  noemail@nasa.goy 7048306249 GRC-RTBO **##raers LEE, CHI-MING
********* HIRT, STEFAMNIE noemail@nasa.gov (216) 433-6782 GRC-RTED *ttarasts LONG-DAVIS,
M MARY J
********* YOHE, THOMAS  noemail@nasa.goy (216) 433-8960 GRC-FDOO =reeeases LAUDERDALE,
(] DALLAS

Apr1g, 2012 4:03 PM

Figure 70: Class Roster Report
Learning History Report

A need for most organizations is the ability to run reports on the
items that Learners have completed successfully or made
unsuccessful attempts at completing. The Learning History report
returns the learning events for each Learner recorded during the
date range specified in the filtering options. The report can be sorted
by completion date or by item ID. You can choose to run a detailed
or summary report as well as display item events, external events, or
both. If the date range is not specified, the report contains all
learning events recorded for the selected Learners regardless of the
date.

w9 Note: SATERN strongly recommends entering a date range when running
this report as to not impact system performance.

To run the Learning History report:

1. Navigate to Reports.
2. Enter History in the Search textbox.

3. Check the Learner Management category checkbox (Figure 71).
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1 Hep |

Search
Browse By

Category (Admin only)

Publication Status

Published

[C] unpublished
Application

Admin

[ Learner

4. Click Submit.

story (CSV/

The Learning History report returns users learning histary (iearning
items and curricula they have finished) ...more

Figure 71: Reports Tab

5. Click the report title link (i.e., click Learning History).

The Learning History Run Report screen displays (Figure 72).

Case sensitive search:

Learner:

Learner Status:

Completed Date From:

(MMIDDYY)

Completed Date To:
(MWSDDSYY)

Report Type:
Include:
Print Comments:

Sort ltems:

Mask Learner IDs

@ ves () No

Page Break Between Records
[1 Selected] ¥

@ Astve () Mot Active () Both

® Summary ©) Detal
() Item Events (O} External Events @ Both
@ ves () No

@ Completion Date ) ltem ID

Run Report | Schedule Job | Save Report

Figure 72: Learning History Run Report Screen

6. Enter the title of the Learning History report in the Report Title

textbox.

=N
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7. Make the desired changes to the formatting section (report

= ]

|

header, footer, destination, and format).

8. You can select the Learners from a list by clicking the Create

Filter icon (7 ) to filter the search or by entering the ID into the
Learner ID textbox.

9. Click Submit Filter to return to the Learning History Run Report
screen. (Now located at the top right of the Add to filter page.)

10. Specify completion date range as desired for the report. Notice in
Figure 83, the date range has been configured to display only the
events that the Learners participated in after January 1, 2009.

11.Select the Summary or Detail radio button to determine the
amount of detail displayed on the report.

12.Select the radio button to specify the event type to include in the
report: Item Events, External Events, or Both item and external

events.

13.1In the Print Comments section, specify whether you want to
include comments that were entered for the Learner when the

learning event was recorded.

14. Specify the field by which you want to sort the entries in the
report: sort by Completion Date or Item ID (Figure 72).

15.Click Run Report to generate the report (Figure 73).
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Figure 73: Learning History Report

CREATING SAVED REPORTS

Saving a report is similar to saving a search. SATERN Learning
prompts for a saved report ID and description when the Saved
Report button is clicked. Saved reports are only available to the
admin who created it (Figure 74).

Save Report Browse  Help

» Run Report » Save Report

Save Report

* » Required Fialds

* Saved Report ID: Q
Description:

Figure 74: Reports: Saving a Report

When you save a report, you save the report parameters you enter
on the Run Report page; therefore, it may be beneficial to submit
criteria as filter options. Saved reports are stored on the Saved
Reports tab of the Reports interface. To run a saved report, navigate
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click the Run (%) button (Figure 75).

ITS-GAM-UESAl Learner Exam Data (C5V) User Exam SA Intermediate B

IT5-ITEM DATA Item Data (C5V) Item data for 2 courses B
[7] Learner Management

[ performance
[T Learning
[ content

[ system Agmin
[ miscellaneous

Figure 75: Saved Reports Tab

To sort the saved reports, click the ascending or descending buttons
in the column headings. To filter the saved reports list, enter the
filtering text in the textbox in the column headings.

To remove a saved report, click the Run (E>) button and then click
Remove at the bottom of the Report screen (Figure 76).
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Saved Report ID: ITS-GAM-UESAI
Description: |User Exam SA Intermediate

Run Learner Exam Data (C5V)

Report Destination: Lccal Fl& -

Report Format: -CSV -

Mask Leamer IDs

Case sensitive search: @ yes 0 No
Learner: .Ex.act - T
Exam Name: [1 Selected] T

Completed Date From: s
(MWSDDOCY)

Completed Date To: s
(MWD

Status: 7 Finished ) Incomplete @ Both

Run Report | Schedule Job | Save Report m

Figure 76: Removing a Saved Report

CREATE RECURRING REPORTS

Any report can be scheduled to run one time in the future or recur on
a daily, weekly, or monthly interval. Scheduling a report can be
especially useful in the following conditions:

+ You want to run a report that will return a large volume of records:
by scheduling the report to run once at a later time during low
usage, you reduce the report's strain on the system.

+ You need to run a report periodically: this can easily be achieved
by scheduling the report to run on a recurring basis

On the Run Report screen, schedule a report by clicking the
Schedule Job button (Figure 77).
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Run Learner Item Status (CSV)

Report Destination: L{,..;-ﬂj Fiz

Report Format: Ccsy -

Mask Learner 1Dz

Case sensitive search: ) Yes @ No

Learner: Exact « B 4
Item: [7 Selected] T

Completion Status: Exact v by

Completed Date From: e
A
[MMSDDYY)

Completed Date To: 9
i
(MW DDOY) ﬁ

Run Report | Schedule Job | Save Report

Figure 77: Reports: Schedule Job

Once the Schedule Job button is clicked, you see the following

scheduling options:

+ Run the job immediately: This is the same as clicking the Run

Report button on the previous page
+ Schedule the job to be ran once in the future

+ Schedule the job to recur: daily, weekly, or monthly (Figure 78)

To be notified by email that the report has run, check the Notify via
email upon completion checkbox and specify an email address. If
you would like the report to be sent to you or another recipient
through email, specify an email address and check the Email the
Report checkbox. The report can also be downloaded once the
report has run from the Report Jobs tab of the report interface.
Remember, reports that are only scheduled to run once displays
under System Admin > Background Jobs.
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Schedule Background Job

You have opled to schedule this report to run in the background. Please comglate the folowing information if you want
this action to run al a specific date and time, If you choose 1o be notified by emal upon completion, please salect “Notify
vt emad upon completion” checkbox and specify an emal address. If you wish, the report e can be emaded bo you
when it has been generated, or you can download the report file once the report is complets from the Baclground
Repon Jobs module or, if the repon has been scheduled as a recurming job, you can downioad the repon from the
Recurring Report Jobs modube.

Run this job immediatety, if allowable.

Schedule this job to be executed on: View Available Time Slots

Date:
divyyy ) m

Flatary

Time Tone: Eastern Standand Tme (Amencaew York) -

& Schedube this job lo recur as Tolows:

© Daity
@) Weskdy Day: Sunday b
) Monthty Date: -
hsatgon i 12:00 AM
Time Zone: Eastern Standard Time (Amenca/New York) -
Job Description: Learming History

[+ Hotify via email upon completion
Email: cwinters@successiacions.com
Email the Report [+

Figure 78: Scheduling Background Report Options

In this example (Figure 78), the report runs every Sunday at 12 AM,
EST and sends a copy of the reports to Chase Winters.

Admins can only schedule reports to run during predetermined
available time slots. Click the View Available Time Slots link to
display the list of allowed days, dates, and times (Figure 79).
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Background Jobs

» SChedule Background Job > View alowable thmes

Allowable Dates/Times For Background Jobs

* Timeframe 0 7
o Hour(s) bebween 0 and 5
2 Monday

* Timeframe 1:
3 Hour(s) bebwyesn 0 and §
2 Tuesday

s Timeframe #:
2 Hour(s) bebween 0 and 5

SRk =l

oore ' 4 T (R -

Figure 79: Reports: View Available Time Slots Link
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CONCLUSION

SATERN Learning offers many different reporting options. Admins
can specify format, report file type, and viewing destination. Reports
can be saved, scheduled on a recurring basis, and emailed. Finally,
filters are saved using the Submit Criteria button to dynamically

update search criteria for saved and recurring reports.
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LESSON CHECK

Use what you learned in this lesson to answer the following
questions.

1. Create a learning plan report that filters on a supervisor.
2. Save the report.

3. Run the report and verify the results.

4. Add another subordinate to the supervisor.

5. Run the report again.

6. Did the report reflect the changes you made? Why or why not?

7. True or false:

Administrators can share saved reports with one another.
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Activity

You need to know who did not complete a particular curriculum. Your
boss wants you to report this information to her every Monday
morning at 8 AM. Set up the solution in SATERN.

Job Aid: Run Reports: Basic Tasks

[

Job Aid: Run Reports: Advanced Tasks
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NOTES
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