SATERN

Job Aid: Managing Employees (Supervisors)

Purpose

The purpose of this job aid is to guide Supervisor through the step-by-step process of managing
Employees within SATERN.
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Task A. Open and View an Employee’s Record

@  From the Home page, @ SATEEN. €D
select the My Employees m—
tab.

earning Plan

Overdue

16 days overdue ' METHODS FOR TESTING SURVEY QUESTIONS

15 days overdue

>> I Learning History
3 P 5 items completed in the

20 dave (11




The My Employees
section is designed to
provide Supervisors with
the resources they need
to monitor and manage
the Learning Activities of
their direct and indirect
reports.

Use the employee tree to
view the Learning Plan of
direct and indirect
reports.

Note: If you hover over a
Emplyee’s Card, you can
perform the available actions
without loading the Learner's
Learning Plan.

When you click an
Employee Card, the
system shows that
employee’s Learning
Plan, which functions
exactly like your Learning
Plan, but for the selected
Employee.

Perform a simple catalog
search, for example, to
find an item to add to
your Learning Plan or the
Learning Plan of an
Employee.

The Supervisor Links area
is designed so that you
can access parts of the
application quickly and
easily. The Status Pods in
the Supervisor area are
specific to the Employee
who is selected in the
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Due within a month

5/31/2012 %@ 2011 SATERN ADMINISTRATOR SUMMIT
Must be registered
U@ Training Development
Must be registered
I UNIFORMED SERVICES EMPLOYMENT AND REEMPLOYMENT ...
Available
6/15/2012 M 1L v3 Foundation Syllabus v4.2: Service Strategy Processes

Available

No due date

e METHODS FOR TESTING SURVEY QUESTIONS
Enrolled / In progress
I@ Training Development 3

Enrolled

Assign/Remove Learning

Approvals
Dashboard
Organization Chart

Reports

Curricula »
W Overdue (0)

Due in 30 days (1)
B Due Later (0)

Learning History »

No completions in the
last 30 days.




Task B.

Approve or Deny Training Requests

From the Home Page,
click the You have
pending approval
requests link in the
Alerts box.

SALERIN

Overdue

The Pending Reviews
and Approvals page
displays and opens to the
pending approval.

Click the expand icon
(™) next to the Learner’s
name and/or click the
Title link for additional
information.

Select the Enter Reasons
for Approvals or Denials
checkbox to allow for
comments.

Select the Approve (or
Deny/Skip) radio button.

Click Next.

Pending Reviews and Approvals

© Help

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

action type.

[ Performance Management (0) '\ / Training (1) e
Training
rnal Training (1) 6
Y| Enter Reasons for Approvals or Denials o au Direct Reports Only Next
User Name a Title Price Type Action [Approve All/Deny All]
P Fahey, Brian 4 Writing Effective Business 0.00 US Dollar (USD) ONLINE COMPONEreo Approve ) Deny ) Skip
Documents

» External Training (0)

» E-Signature Verification (0)

Enter reasons for
approval/denial, if
applicable.

Click Next.

Pending Reviews and Approvals
Approve or Deny - Approval Reasons

Enter a reason for approving your employee's training request below.

Approval Reasons

User Name and Schedule Approval Reason (optional)

Fahey, Brian &

Writing Effective Business Documents

© Help

Previous = Next

Click Confirm.

Notifications are sent to
the affected Learners.

Pending Reviews and Approvals

Approve or Deny - Approval Reasons - Confirm

Approve

User Name Title

Fahey, Brian A Writing Effective Business Documents

© Help

Previous = Confirm

Price
0.00 US Dollar {USD)
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Task C.  Run Reports

From your own Learner
tab on the Home Page,
click the Reports Easy

Link.

SATERN Welcome James Mitchell | Sign Out

System for Administration, Training, and Educational Resources for NASA

James S Mitchell

g Plan

Overdue Advanced Catalog Search Learner Profile

16 days overdue &l METHODS FOR TESTING SURVEY QUESTIONS Approvals Options and Settings

Calendar of Scheduled Offerings  Record Learning,
External Requests (SF-182) Reports
Individual Development Plan(s) SATERN Guides &

Furricula > | Learning History »]
B Overdue (0) 2
e 20 s (11 IL 2 5 s compietednthe

Enrolled / In progress

15 days overdue [ Testing the Survey for GSFC-ADVANCED CRYOGENIC ENGIN...

Start Course Survey

9 days overdue M Addressing and Resolving Poor Performance

Click a Report Name to
open the report.

Note: Available reports will
vary depending on your role.

Reports © Help

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

Report Name o

EJ Active Goals
Close-Fit Jobs

£ Competency assessment Comparison
Competency Assessment Trend

£3 Curriculum Status
Employee/Supervisor Gap
Initiative Alignment
Initiatives

£ item Requests

£J Item Status

(4} Learning History

£3 Learning Hours

| Learning Needs

£3 Learning Plan
Multi-Rater Peer Vs User
My Alignment
Performance Review Comparison
Performance Review Exceptions
Performance Review History Trend

£J Performance Review Question Response
Performance Review Status
Performance Review Team History

Plan
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Enter the report criteria.

Note: Available criterion will
vary depending on the report.

Click Run Report.
or

Click the Back to Browse
Reports link to return to
the list of reports.

Reports @ Help
« Back to Browse Reports
Run Learning History
9 User: © celf Direct Subordinates All Subordinates All

Report Title: Learning History

Report Header:

Report Footer:

Report Destination: Browser E
Report Format: HTML E]
Y| Mhask User IDs
[V] Page Break Between Records
Completed Date From: :”j
(MMM /d fyyyy )
Completed Date To: m
(MMM /d fyyyy )
Report Type: 9 Summary Detail
Include: Item Events External Events @ Both
Print Comments: Yes @ No
Sort Items: 9 Completion Date Item ID e
Run Report Reset




