SATERN

Job Aid: Record Learning Course: Learning Needs Management

Lab 17: Record a Learning Event for Item(s) Completion
Course: Scheduling Management
Lab 9: Record a Learning Event for a Scheduled Offering

Description

The purpose of this job aid is to guide administrators through the step-by-step process of using the
Learning Event Recorder. Related terminology is provided.

Tasks

A. Use Learning Event Recorder to Record Completion of Item

B. Use Learning Event Recorder to Record Completion of Scheduled Offering
C. View Learner Learning History tab

D. Edit Learning Event Using Learning Event Editor

Terminology:
Learning Event: A Learning Event is the record of:

A completed Item
An unsuccessful attempt to complete an Item
A record of the attendance or completion of any external event that is considered important

enough to document but not related directly to learning needs

Types of Learning
Item-Based Events: Items are the primary events found in the list of learning events for Learners.
Learning Events for Items include those created as Scheduled Offerings and those with online
content where the system records the learning Event when the Learner completes the content.
All Items may have a learning Event recorded against them for any Learner, even if the Item was
not a part of his/her Learning Plan.
External Events: A learning activity outside of the organization, such as a college course or a
seminar, for which there is no Item record in SATERN, may be recorded in a Learner’s Learning
History.

Scheduled Offering: An Item or Learning Event with a scheduled date and time.
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Task A.

Use Learning Event Recorder to Record Completion of Item

Verify the Admin tab is
selected.

Navigate to Learners >
Tools > Record Learning
Event.

Step 1: the Recording
Learning wizard
displays.

Select the Item option.
Click Next.

SATER N Welcome MITCHELL, JAMES S | Sign Out
System for Admisiration, Traiiing, and Educational Resources for NASA
Leamer My Employees

~ [ 7 -
- M 4 B o v
Home Learners Performance Learning Content Commerce  System Admin References  Reports
| search: [‘Enter Keyords or Command | [eor] | | %
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Step 1: Select Event Type
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[= Tools

Learning Event Editor
Send Hotifications

Note: This option is usually used when an Item has not been scheduled or is
classified as “Other.”

Step 2 of the Recording
Learning wizard
displays.

Select the Item type
from the drop-down
menu.

Enter the Item ID in the
textbox exactly.

or

Click the select icon

( O*) to search for and
select an Item.

Click Next.

Record Learning Event Heip
»5tep1>5tep2

Step 2: Select Item

sl 7 ]
* = Required Fislds 6

* ltem Type: Q | [] Q
* Item ID: 9

Revision Date:

Title: [

Note: By selecting to search for an Item, all relevant information will be

auto-populated into the fields.




Step 3 of the Recording
Learning wizard
displays.

Fill in all of the required
data fields (*).

Click Next.

Record Learning Event

Step 3: Enter Learning Event Information

= Required Fislds

Item:

Title:

Instructor 10:
Instructor Hame:
Default Grade:

" Default Completion
Status:

" Completion Date:
" Completion Time:

" Time Zone:

Default Price (5):

Currency 1Dz

Total Hours:

COURSE NASA-TRADEV (Rev 1 - 5/3/2012 09:36 AM America/Mew York)

Training Development

| COURSE_COMP [Compisted) - For Credit

=]

{2 [osz02012

12:00 PM

i Eastern Standard Time (AmenrcaMew York)

0.00
| USD (US Dotar)

8.00

Step 4 of the Recording
Learning wizard
displays.

Enter a Learner ID
exactly.

Click Add.

or

Click the add one or
more from list link to
search for and select
one or more Learners.

Record Learning Event

>Step 1 > Step2 - Step 3

=5tep 4

Step 4: Select Learners

= Required Fislds

Add Learners

Enter Leamner 1D or add one or

Learner ID: @

. Edit Selected Learners

There are no Learners in the list. Please add Learners before proceeding.

Help




Once all Learners have
been added, confirm
list.

Click Next.

Record Learning Event Help

=5tep | > Step2 = Step 3 - Step 4

Step 4: Select Learners

= Required Fislds

Add Learners

Enter Leamner ID or add one or more from kst

=T
Learner ID:

*, Edit Selected Learners

Select 4% | Dessiect A%
Learner ID Name « Remove

®@ 0

C-kaclarke CLARKE, KELLY A O

C-pemoreira MOREIRA, PEDRO E O

C-lmmunoz MUNOZ, LINDA M O

C-cjowent OWEN, CHRISTOPHER J O

Select Al / Desclect AR

Step 5 Of the Recording Record Learning Event et
Learning wizard NN W
Step 1 =5tep2 > Step 3 »Step 4 = Step 5

displays.

The status and grade
selected at Step 3: Enter
Learning Event
Information are applied
to all Learners.

Select an option in the
drop-down menu to
adjust a Learner’s
status.

Enter comments
(optional).

Enter or adjust grade
(optional).

Click Next.

Step 5: Edit Learner Event Information

®© O Emm®
Learner Comment® Grade Status 15

et i ol | COURSE_COM® (Compicted) - For Credt |
C-pemoreira (MOREIRA, PEDRO E) |.[‘,OUF{5E_COMP (Completed) - For Credit R
SHer e IOOL BB | COURSE_COMP (Compicted) - For Crest___[v]
C-cjowenl (OWEN, CHRISTOPHER | COURSE_COMP (Completed) - For Cradit :]
Jj

Note: Any comments entered will appear on a Learning History report.
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Step 6 of the Recording
Learning wizard
displays.

Enter any relevant
financial information
about the Learning
Event.

Click Next.

Record Learning Event Heip

Step 5 = Step &

Step 6: Edit Learner Event Financial Information

= @

For each Leamner you may either enter the Price and Cost and Profit Centers or you may enter an order ficket.

Profit
Center
Price Urrency Cost Center Account
Learner 1 Account Codes Codes Order Ticket
Cost Nami Amount
Ckaclarke (CLARKE, | g00 USD (US Dioliar) "|
KELLY A) = =
> Edit
All Costs below are in: | USD (US Dolar) |
Per_Diem
Per_Participant_Cost
Travel
Books_Material_Cost
C-pemoreira 0.00 [usD (Us Doten v [
(MOREIRA, PEDRC = iii— o
3] Edit
All Costs below are in: | USD (US Dofar) |

Note: If you enter a price, you must also enter a cost center account code in
order to proceed.

® 9

Step 7 of the Recording
Learning wizard
displays.

If competencies need to
be assessed as a result
of recording the
Learning Event, select
the Automatically
Assess Related
Competencies
checkbox.

Review Learning Event
information.

Click Finish.

Record Learning Event telp

Step 7: Record Event

BSS 23

Item: COURSE NASA-TRADEV (Rev 1 - 5/3/2012 09:36 AM America/New York)
Item Title: Training Development
Instructor:
Completion Date: 5/30/2012 12:00 PM America/New York Total Hours:  8.00 Default Tuition:  0.00 US Dollar {USD)
Contact Hours: 8.00 CPE: 0.00 Credit Hours: 1.00
Automatically Assess Related Competencies: |:| @
# Learner Status Grade Price Egifzars Erec:'.t'ers QTS(EE;
Cost Name Amount
C-kaclarke {CLARKE, COURSE_COMP 0.00 USD (US Dollar)
KELLY A) {Completed)
Comments:
C-pemoreira COURSE_COMP 0.00 USD (US Dollar)
[MOREIRA, PEDROE)  (Completed)
Comments:

C-lmmunoz (MUNOZ, COURSE_COMP 0.00 USD (US Dollar)

A pop-up may appear
requesting that the page
refresh before you
proceed.

Click OK.

This action rmav take moare than a few seconds. Please wait for the page to bhe refreshed.

24 MR
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The application provides
a status to let you know
that the Learning Event
has been recorded
successfully.

Click Print to print a
completion certificate
report for each Learner
listed.

Click Email... to email a
completion certificate

report to each Learner
listed.

Click Start Over... to
begin the Learning Event
Recorder process again.
This retains all Learners
previously selected.

Finished

Status:

® The learning event has been successtully recarded.

Generate Completion Certificates

Learning event that provide credits have been successfully recorded for the following User(s).

User D
HAARCM
AMLBAISE

Mame
haron, Hank

Baise, Andrew L

i

Note: The Learner whose status was changed to ‘No Credit’ does not appear
in the list of Learners to generate completion certificates.

Task B.

Use Learning Event Recorder to Record Completion of Scheduled Offering

Navigate to Learners >
Tools > Record
Learning.

Step 1: Select Event Type
of the Recording
Learning wizard displays.

Select the Scheduled
Offering option.

Click Next.

Welcome MITCHELL, JAMES S | Sign Out
aining, and e
My Em imin

- & o o

camers  Performance  Learning  Content  Commerce

| search:

System Admin

Enter Keywords or Command

Record Learning Event Hep
Step

Step 1: Select Event Type

O tem O ExermaiBvent  ® Scheduied Offsing

Note: This option is usually used to record completion or attendance for
scheduled event.
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Step 2: Select Scheduled
Offering of the Recording
Learning wizard displays.

Enter the Scheduled
Offering ID in the textbox
exactly.

or

Click the select icon

( O*) to search for
scheduled offering.

Click Next.

Record Learning Event Help
=5tep 12 5tep 2

Step 2: Select Scheduled Offering

= Required F'e\.:e

Scheduled Q
Offering ID:

mmm O

Note: If you search for a Scheduled Offering, the search screen defaults to
search for all offerings prior to today’s date.

Step 3: Enter Learning
Event Information of the
Recording Learning
wizard displays.

Fill in all of the required
data fields (*).
Additional information
such as total hours, or
credit hours, can be
entered as well.

Click Next.

™. Default Grade:

Record Learning Event Help
> Step 1> Step 2 » Step 3

Step 3: Enter Learning Event information

= Required Fields
Item: COURSE SCR-COM-107 (Rev 1 - 5/9/2012 09:48 AM Americas/Hew York)
Item Title: COMMUNICATIONS
Instructor ID: Q

Instructor Name:

Default Completion
Status:

[EoURSE COoWE (Caongeled - ForCredi. | v

Completion Date: 5i26/2012 05:30 PM Amenca/New York

Default Price:

000
Currency ID: EUSD (US Doliar) :vf
Total Hours:
16.00
Credit Hours:
0.00
Contact Hours:
16.00
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Review list of selected
Learners (all Learners
already registered into
the offering).
Remove/add Learners
from this list.

To remove a Learner,
check the Remove
checkbox.

Click Apply Changes.

To add Learners, enter a
Learner ID exactly.

Record Learning Event

#5tep | =>Step? - Step 3 = Step 4

Step 4: Select Learners

= Required Fislds

Add Learners @

Enter Leamner ID or 2dd one or more from kst

Learner ID: @

Edit Selected Learners

Help

@ 9 0 o

Learner |D Name « Remowe
Cl]Ck Add. C-kaclarke CLARKE, KELLY A O
C-pemoreira MOREIRA, PECRO E | @
or C-lmmunoz MUNOZ, LINDA M IF]
Cl]Ck add one or more C-cjowenl OWEN, CHRISTOPHER J |
from list to search for T
and select Learners.
Click Next.
Step 5: Ed’t Learner Record Learning Event Hep

Event Information of the
Recording Learning
wizard displays.

Select an option in the
drop-down menu to

adjust a Learner’s status.

Enter comments
(optional).

Enter or adjust grade
(optional).

Click Next.

Step 1> 5tep 2 = Step 3 > Step 4 » Step 5

Step 5: Edit Learner Event Information

Learner Comments

C-kaclarke (CLARKE, KELLY A)
C-pemoreira (MOREIRA, PEDRO E)
C-lmmunoz (MUNOZ, LINDA M)

C-cjowen1 (OWEN, CHRISTOPHER
J)

@Q

COURSE_COMP (Completed) - For Credit |
| COURSE_COMP (Completed) - For Credit -v:
COURSE_COMP (Compieted) - For Credit |

| COURSE_COMP (Completed) - For Credit -v:

Note: Any comments entered will appear on a Learning History report.
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Step 6: Edit Learner
Event Financial
Information of the
Recording Learning
wizard displays.

Record Learning Event Heip

Step 6: Edit Learner Event Financial Information

For each Learner you may either enter the Pnce and Cost and Profit Centers or you may enter an order ticket:

Profit

Enter any relevant Price / Eurrencu@ Cost Center (Ai:notslr'vt
financial informat‘ion Learner L ::Z::ELDdES Codes Order Ticket
about the Learning e oo [l
Edit
Event. E All Costs below are in: GEDTUS DOSE; - _"‘:I
Note: If there is no financial Pertien
information to enter click fentumenes b
Next to proceed. Travel
Books_Material Cost
Click Next. Lok s [sowsoomn  [v] |
. 3} Edit
Note: If you enter a price, e R~
you must also enter a cost
center account code in order
to proceed.
Step 7: Record Event of e LR
the Recording Learning > 5tep 1> 5tep2 > Step 3> Step 4 » 5tep 5 > Step 6= 5tep 7
wizard displays. @
Step 7: Record Event
If competencies need to @
be assessed as a result of ttem: COLIRSE NASA-TRADEV (Rev 1 - 5/3/2012 09:36 AM America/New Yark)
recording the Learning iowevsiiiiei -
Event Se lect the Completion Date: 5/30/2012 12:00 PM America/New York To@ 8.00 Default Tuition:  0.00 US Dollar (USD)
) N Contact Hours: 8.00 CPE: 0.00 Credit Hours: 0.00
AUtomatlcally Assess Automatically Assess Related Competencies: D
Related Competencies ; : ot o
4 3 Status rade Tice gfﬁ:ers C;c:':;érs _"rc EEZ:
CheCkbOX. e ;;sil‘-lame Sm:um : E -
C-kaclarke {CLARKE,  COURSE_COMP 0.00 USD (US Dollar)

Review Learning Event
information.

Click Finish.

KELLY A) (Completed)

Comments:
C-pemoreira

COURSE_COMP 0.00 UsD {US Dollar)

(MOREIRA, PEDRO E) (Completed)
Comments:
0.00 USD {US Dollar)

C-lmmunoz (MUNOZ, COURSE_COMP

A pop-up may appear
requesting that the page
refresh before you
proceed.

Click OK.

This action may take more than a few seconds. Please wait for the page to be refreshed.

D o |
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The status is displayed.

€| Click Print to print a
completion certificate
report for each Learner
listed.

@ Click Email to email a
completion certificate
report to each Learner
listed.

@ | Click Start Over to begin
the Learning Event
Recorder process again.
This retains all Learners
previously selected.

Finished

Status:

® The learning ewent has heen successfully recarded.

28

Start Over...

Generate Completion Certificates

Learning event that provide credits have been successfully recorded for the following Useriz).

User|D Mame
HAARON haron, Hank
AMLEAISE  Balse, Andrew L

9

Note: The Learner whose status was changed to ‘No Credit’ does not
appear in the list of Learners to generate completion certificates.

Task C.

View Learner Learning History tab

Navigate to Learners >
Learners.

Enter search criteria to
find one of the Learners
for whom you just

recorded a completion.

® | Click Search.

SALERN,

for Administration, Training, and Educations! Resources for MASA

o s
-~ ve o [
(B =4 W = - -
HEs Lownds Pofowans Tedriie  COMGR  CHGEINS  yaishv AR
| search: [Enter Keywords or Command | [Gor] |

Learners Search | @

Searc o
Il-earners—e‘. T saved Searches @

Assignment Profiles
Enter a vaiue for each fieki that you want to use to fiter your search. Some fisids allow you 10 Seleg

Job Positions or remove search critena to further refine your search,

Job Families

Positions Careisanstini H O ves & o
Organizations el -5 With "i
 poremrrr— e |
Organization Groups Hstine il |
= First Name: [‘starts watn [v]
Regions — =
Learner Stat @ active O Notactve O Both
[# Tools -~ -
Domains: | starts with !,1 T
T o & v
Employee Types: [serswin  [v] X
Job Locations: [Starts with = T
e Cl]Ck the Learner ID l]nk Field Chocserc) Download Search Results 2
to select the Learner
record in edit mode.
= AR f Des &
Records per Pagef 0 _;)'_Page:' 11 4 5 <Praviciz Hexts (901 total records) Page 1 or ot [
Learner ID Learner Name » Motify
C-ammian MIAN, ARSHAD M ]
rimiani MIANI, REBECCA L 8|
Cinmiaoulis MIADULIS, I0ANNIS N [E]

-10 -




Click Learning History
from the Related area.

View Learning History.

Click the View Details
link.

4) Search Results

& REBECCA L MIANI

‘Comments:

Last Name:
First Name:
Position:
*Domain:

Primary Supervisor:

MIANI
REBECCA

RESOURCE MANAGEMENT OFFICI

BOUR, LAVONNE A {labour)

Plateau Talent Gateway Access: No

View All &
Related More @ Learning History
Learning Plan m Title
Learning History
Curricula Sensitive But Unclassified Awareness Training
Competency Profiles
Competencies CFOU PROCUREMENT 340

External Requests (SF-182)

Assignment Profiles

NASA DFRC SECURITY AWARENESS REFRESHER

MI:

Job Position:

Email Address:

E(D Organization:

Related Admin:

Status

Completad

Completed

Completed

rimiani [£] = @ Actions

L
RESOURCES MANAGEMENT SPECIALL

rebecea.Lmiani@nasa.gov

RESOLIRCE MANAGEMENT OFFICE (D

Reset Learner Pin

®

Completion Date  Details

w0 Gmw Detaits
Object Details

31072011 View Details
9/8/2009 View Details
Obiert Netails

Additional information on
the Learning Event
displays in a separate
pop-up window.

Note: Any additional

attached documents can be
viewed here.

Click Close.

Learning History Details

Item: COURSE HQ-005-06 (Rev 03 - 10/24/ 2008 12:00 FM America/New York)

Title: Sensitive But Unclassified Awareness Training

Scheduled Offering
1D:

Instructor:

Completion Date: 4/12/2010 11:14 AM America/New York

Completion Status: COURSE_COMP (Completed)

Total Hours: 1.00

CPE Hours: 0.00

Percentage Grade:
Comments:

67*' File Attachments (0)

Contact 0.00

Credit

Hours:

Hours: 0.00

]

-11 -




Task D.

Edit Learning Event Using Learning Event Editor

Navigate to Learners >
Tools > Learning Event
Editor.

Enter search criteria to
find Learning Event (for
example, search by
Learner ID or between
dates).

Click Search.

Syatem for Admivatration, Training, and Edueational Resources for NASA
Learner My Employees
o [ 29
i ' ) [ ]
Home Learners Performance Learning Content Commerce  System Admin
Search: | Enter Keywords or Command
Learning Event Editor
Learners

Assignment Profiles
Job Positions

Job Families

Search

Search

AddHew | &

searches @

Enter a vaiue for each field that you want to use to fiter your search. Some fields alliow you to select from a list of values. You can also add

‘or remove search criteria to further refine your search

Case sensitive search: © Yes @ No

PaSitione Search All Locales: O ves ®
— Learner ID: [Swrswmn |
Organizations |y |
e item Description: [ Starts with Ta]
Organization Groups _
Completed Date After: e
Regions (MMIDDIYTYY) ;
4
= Completed Date Before: g -
@iliools p [ (5172012

Record Learning Event
DO NOT USE - Record Learin~— .

Learning Event Editor l

Learner Needs Mgmt

(MM/DDIYYYY)

¥pearicainmng treal @ ttems © External Events O Both

items: [Exact[w] Type:|

10

Add/Remove Criteria ‘©

Click the edit icon (1)
to select the Learning
Event record.

Field Chooser &

‘ Records per Page | 25 |Z| Page: 1 2 3 4 B sPrevious Plexts (8951 total records)

Download $earch Results &

or 51, [ |

Faga 1

User ID User Hame tem Description

HaaRON 20 [ | Aaren, Hank COURSE HR-101 | Company
[Rev 1 - Benefits
5/14/2003 12:00 | Orientation
i
dmercalMew

Q York)

HaaroM  [2 [ | Aaron, Hank COURSE Mhanaging and
COMMD160 (Rev | Warking with
1.5 - 12/23/2004 | Difficult People
02:38 Py Simulation
dmercalMew
York)

HasRON 20 [ | #aron, Hank COURSE Project
PROJO493 (Rev 5 | Quantitative Risk
- 1272372004 Analysis
02:39 Py
AmericadMew
York)

Com pletion Date

&/10/2003 0400
P,
AmericalMew
York

341442008 0400
P,
AmericalMew
York

341572005 03:00
P,
Americal/Mew
York

Com pletion Status

Attended Event
ar Activity

Attended Event
ar Activity

Attended Event
or Activity

-12 -
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Review the Learning
Event details.

On the Summary tab,
details such as the
instructor, grade,
completion status,
completion date and
time can be edited.

Click Apply Changes to
save any edits made to
the Learning Event
record.

Click the File
Attachments link to
attach any external files
to the Learning Event
record.

Note: Attachment types and
size are limited to your
system’s configuration.
Contact your Administrator
for details. Attachments are
available to the Learner via
Completed Work.

Click Continue.

User: HAARON (Aaron, Hank )
Scheduled Offering: 133

Item:

Item Title: Company Benefits Orientation

Completion Date: £/10/2003 04:00 PM AmericaMew York

Completion Status:

w Financjal

Edit the Learning Event

CRE-ATMND (Attended Event or Activity)

User Costs

Instructor ID: @

Instructor Name:

COURSE HR-101 (Rev 1 - 571472003 12:00 &4 Americafbew Tark)

#File dttachments (0]

Grade:
Completion Status: CRS-ATHND (&ftended Evert or Activity) - For Credit [+]
Total Hours: 5.00
CPE: 3.00

Learning Event Updated

The learning event has been successfully updated.

-13 -






