SATERN

Job Aid: Edit Instructor-Led Items Course: Learning Needs Management

Lab 2: Adding Information to an Item’s Core Area
Lab 3: Working with Item Default Segments

Lab 4: Adding an Item to a Catalog

Lab 5: Adding Subject Areas to an Item

Description

The purpose of this job aid is to guide Administrators through the step-by-step process of editing an
instructor-led item. Related terminology is provided.

Tasks

A. Review Core Information

B. Configure Item: Default Segments (Related Area)
C. Configure Item: Catalogs (Related Area)

D. Configure Item: Subject Areas (Related Area)

E. Configure Item: Notifications (Related Area > More)

Terminology:
Related Area:

Segments Tab: A segment is used to establish schedule timeframes and identifies location types,
materials, and types of equipment for scheduling an instructor-led course.

Catalog Tab: A catalog is used to make items that are not a part of the Learning Plan viewable to
Learners. Access to one or more catalogs is based on assignment profiles. In order for a Learner to view
an item that is not in his/her Learning Plan, the admin must add the item to a catalog. An item may
reside in multiple catalogs and have a different price associated in each. In order for a Learner to self-
assign an item or self-register in a scheduled offering of an item, the item must reside in a catalog.

Subject Area Tab: Learners have the ability to browse catalog/s by subject area. An item can be
associated with one or more subject areas.

Related Area (More):

Notification Tab: Learners have the ability to change the message within the notification associated
with an item and to attach additional documents to the notification such as pre-reading or work.
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Task A. Review Core Information

Verify the Admin tab is
selected.

Navigate to Learning >
Items.

Enter search criteria for an
item to edit.
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SATERN 6.4 Upgrade - Train the Trainer

The top of the record
displays the items title, ID,
description, and item key.

Verify Classification is
either Instructor-Led or
Blended.

Note: To edit any field in this
area, click in the field and enter
text or select a reference value
(depending on the field type).

View additional information
by clicking View All.

4) Search Results

SATERN 6.4 Upgrade - Train the Triinere

Description: @

COURSE NASASAT-12-T3 (Rev 1 - 4/3... [E] & @

Through lecture, activities, and hands on computer lab work, the Train the Trainer (T2) course provides participants with a complete overview of SATERN 6.4. Emphasis is placed on
key differences between SATERN 5.8.5 and SATERN 6.4 and participants will be able to teach other Administrators and Users back at their centers.

*Training Vendor (ORG ID):  SUCCESS FACTORS
Funding Organization:
*Type of Training Sub-Code:

01-05 (Human Resources)

*Source: Internal (INTERNAL)
¥Direct Cost Code: 0 (No Direct Cost)
*Audience: | SATERN Administrator Leads

Classification:
Item Goals:
Approval Required:  No

“Contact’s Email:

view All @ @

james.s.mitchell@nasa.eov

Instructor-Led e

Metrics That Matter (MTM):

*Training Credit Type Code:

*Academic Credit Code: 05 (N/A)
N (NO)
*Source of Training: 03 {Non-government)
#Indirect Cost Code: 0 (No Indirect Cost)
*Contact Hours: 25.00
04 {Not Applicable)
“Domain:  NASA (NASA)
Approval Process:
Assign. Type:

Credit Hours:

Highly Recommended (RECOMMENDED

Note: All required fields are marked with a red asterisk.




Task B. Configure Item: Default Segments (Related Area)

Verify the Admin tab is
selected.

RH 6.4 Upgrade - Train the Trainer

5.0.5 and 5

Using the same item record g Vedor O8G0 510

Funding Organization:

as above, select the T T
Segments tab in the e
Related section of the

record.

Click the arrow icon (&) to o —
expand the Related M

section.
Note: Click the arrow icon (¥)

again to collapse the Related
section.

C

Highly Recommended (RECOMMENDEL

Location Type Actions Delete

Computer Equipp

The item displays with
segments.

SATERN 6.4 Upgrade - Train the Trainer
. i =2 €
Enter a description for

each existing segment.

Change the duration for
each segment as necessary.

Select a Location Type
from the drop-down menu.

Click the Equipment link to
associate equipment with
the segment.

Click Copy to All link to
apply that segment
configuration to all
segments (use only if you
expect all segments to be
identical).

Click Save.

Click (=) to add a new
segment.

COURSE NASA-SAT-12-T3 Rev 1 - 4/3... [T0 W Actions

3
@
DelayStart  Location T Actions Delete
6 e [ Setect All
uipp 3

Enter a Day, Description,
Duration, Delay Start and iDaj  Descripiidn ATt

Add New Segment

Location Type

Location Type, as 5 Mid-day I
necessary.

Click Save.

X |

| Computer Equipped Classroom (CLASS-PC) 7|

m‘ Save ‘I cancel |
_ i
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The new segment has been

) Search Results

SATERN 6.4 Upgrade - Train the Trainer

COURSE NASA-SAT-12-T3 Rev 1 - 4/3... [E] = @& Actions View
added . Related More @ Segments \i‘ 9
Description Duration Delaystart || Location Tyse Rticss Delete
: Online Content ] setect
Click (=) to copy segments. |
o Iorning [(4.00 1 [ | Computer Equipp | v |  Equipment L]
Copy To All
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Aftermoon w00 .00 [ Computer Equipp | v |
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Morning (400 ] [ | Computer Equipp |+ |
(e 0 & ] (comsitter Enve v}
= Day 4
[ morning [4.00 | [ | | Computer Equipp | v |
Copy To All
Hid-day (.00 | (0.0 Computer Equipp | v | Equipment [
Copy To All
Enter the number of times
Copy Segments for Selected Day X
to copy the set of
Segments. Day Description Duration Delay Start Location Type

Click Copy.

5 Mid-day

*Number of Times to Copy:

1 0 CLASS-PC

Cancel |

The previous segment(s)
have now been copied and
added to a new day.

Note: To remove one or more

segments, select the Delete
checkbox, and click Save.

Description Duration Delay Start Location Type Actions
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Capy To All
[z Day &
| mig-gax 1 2.00 1] Computer Equipp | v | Eauioment
Save.

Delete
[7] Select All

]

£
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Task C.

Configure Item: Catalogs (Related Area)

Using the same item record

4 Search Results

SATERN 6.4 Upgrade - Train the Trainer COURSE NASA-SAT-12-T3 (Rev ... [E] = & Actions
aS above’ SeleCt the Related More @ Catalogs &) | Change CatalogPrices z
Catalogs tab in the Related | = = _ == @3 Fhiste S
Sect‘ion Of the record. NASA Headquarters Flag: . v unrlm. m:\ 0.00 US Dotlar (UsD) [
If the item is associated
with a catalog already, the s
catalog(s) will be listed. ’
@ Click (2)) to associate the
item with a new catalog.
e Enter a keyword. Catalogs 0
@ Click Search. o
Note: To use additional search e e
criteria, click the Add/Remove SRR )
Criteria button.
e Select the Add Schedules Catalogs
and Add checkboxes. AL I To CARAIGRS <
O Click Add. o
Records per Page 10 ™ Page: 1 2 cPreviess rexrs (12 wtal records) Page 1 uflE
Adrur‘:' e
Catalog ID Description Schedules.  Add
HO_C_CATALOG HOLC_CATALOG 7 7
GRC-CODE C GRC-CODE C CATALOG [ e
NEST-HMY NEST CIVIE SFRVANTS
@ | To modify catalog options,
C“Ck the Flag drop-down Rel:t::ERN G-Zszg:d:i-t:l:: t‘he,-:m::;eecmmgprices | — —
ng and selec't one of the Desciption i ma e Price e
d]sp[ayed options. RO GATALOG R (e < [ o GO B O

®@ 600

Enter an Until date.
Enter a Reason.

Enter an expiration date (if
desired).

Click Save.

NASA Headquarters

Notes:

jres: [ ooy | ]
ntil: ooy [ o (uso)

Item Flag: A flag that appears with the item in the catalog.
Until: The date that the flag no longer appears with the item in the

catalog.

Reason: What the Learner sees for why they should be interested in this
item when viewed on their home page or in the catalog.

Expires: The date at which the item is automatically removed from the
catalog. It is automatically removed after this date from the catalog by

the purged expired catalog APM.




SA

J
—

Task D.

Configure Item: Subject Areas (Related Area)

Using the same item record

as above, Se[ect the Re:::EM 6.1?:21«.‘.:“-‘:'::::'::?&:?: COURSE NASA-SAT-12-T3 Rev 1 - 4i... [ Actions -
Subject Area tab in the Thie I o
Related section of the m u
record.
If the item is associated
with a subject area .
already, the subject area(s)
will be listed.
Click (2)) to associate one
@ or more subject areas with
the item.
@ | Check the Add checkbox to | = subject Aress B
add a Ssu bJ eCt alrea. Add Subject Areas To ltem "
O | Click Add. o
Records per Page: 10 ¥ Page:| 203 4 5 Previous Mext~ {4,219 total records) Page 1 of412.ﬂ
Select Al / Dessisct Al
|8} Description Leveis Add
o Business Management/Administration 1] |}
ik Computer and Information Technology i) ]
ik Engineering a
04 Executive, Management, Leadership, and Supervisory 0 =
05 Ervironmental, Medical, Health, Safety and Mission 1]
Assurance
06 NEACC 0 [}
o7 IT Security 0 F
08 Mathematics and Statistics o E
(i) Organizational Development 0
10 Personal/Professional Development i)
RecordsperPage 10 ¥ Page:] 1 3 4 5 <Previous Mext- (4,219 total records) Pag= 1
Verify the subject area(s)

added appear on the
screen.

SATERN 6.4 Upgrade - Train the Trainer

Related More &

subject Areas [0

Title

Note: Learners can search for items based on subject area.

COURSE NASA SAT-12:T3 (Rev 1 - 4/... [0

Subject Area ID
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Task E.

Configure Item: Notifications (Related Area > More)

Using the same item record
as above, select the More
link in the Related section
of the record.

4) search Results

SATERN 6.4 Upgrade - Train the Trainer COURSE NASA-SAT-12-T3 (Rev
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9 Select the Notifications Evaluations
Instructors Edit Item Notifications

Sections that cannot be edited are not accessible. Access all sections in view mode.
Notifications.

L Override Learning Expiration Notification Defaults
Objectives

Requests

Email Recipients: [J]Learner [¥] Supervisor

Profit Centers 2 B [ Supe |
Threshold:

Cost Calculation 1000

Documents Reminder Period:
Grading Options
Edit the Scheduled Offering C. ion for the Item
Materials
Learner: dabel key="notfication ScheduleCancelatio
Pricing
Supervisor:  <sabel key="noffication. ScheduleCancefation. SupervisorSt
Request Reasons
Instructor:  abel key="noffficaton ScheduieCancetation InstructorSul
Tasks
Other:  aabel key="nofification. ScheduleCancelation OthersSubje.
Body: [<him> -

<head>
<title>SATERN Scheduled Offering Canceliation Notification=/titie>
</head>

<body bgoclor="#fffT" link="#336699" alink="#cco000" vink="#666699">

In the section Override
Learning Expiration
Notification Defaults,
select the email recipients,
threshold, and reminder
period.

Edit Item Notifications
Sections that cannot be edited are not accessible. Access all sections in view mode.

Override Learning Expiration Notification Defaults

‘Restore Defaults | Apply Changes

Email Recipients: [ User [v Supervisor

Threshold: e
Reminder Period:

Note: After you add a new item, you can change these default values
and selections. When the automatic process executes, the system uses
the values and settings of the item.
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This page allows you to
review and change the
content of notifications
sent to Learners,
Instructors, Supervisors,
and others regarding this
item.

The following notifications
are available:

- Scheduled Offering

Cancellation
- Registration
- Withdraw
- Waitlist
- Waitlist Removal

- Pending

Make necessary edits to the
notification subject line
and body.

Click Preview to view a
sample of the notification.

Click Apply Changes.

To add an attachment,
click Browse... to search for
and add a file.

Click Apply Changes once
the correct path to the
attachment displays.

Edit the Scheduled Offering Cancellation Notification for the Item

User: |<iane4 key="notification.ScheduleCanceliation. StudentSubje

Supervisor: |<!abev key="notification.ScheduleCanceliation.SupervisorS

Instructor:

eOthe T

Body:

|<!abe1 key="notification.ScheduleCancellation.InstructorSul

]<labe\ key="nofification.ScheduleCanceliation. OthersSubje

<LOOP>
<iabel key="
</LOOP>
<LOOP>

P
.ScheduleC: .-,MessageTexﬂ’e'><&RDLLUP_MESG>j

<label key="notffication. ScheduleCanceliation MessageText2" :]
< [ ]
O i
Attachment for Scheduled Offering Cancellation Notification G
Current Attachment:
New Attachment: | Browse... a
(g ] Appiy Changes | reset | ciear the Atachment

Note: For examples about the use of Notification Template and building
messages using syntax tags, click the Help link.






