[bookmark: _GoBack]Tutorial for SATERN Learners:
 Welcome to the tutorial for Learners using SATERN. 

Objectives:
This tutorial introduces the basics of the SATERN Learning Management System, or LMS. 

At the end of this course you will be able to:

·  Navigate within the LMS
·  View individual Talent Profiles
·  Browse and search the catalog
·  Assign items to personal Learning Plan
·  Register for scheduled offerings
·  Launch online content
·  View Learning History

Let’s get started.

Navigate within the LMS:
Let’s take a look at how to navigate within the system. 

In this section, we will talk about the various parts of the system including Home Page, Learner Card, Learning Plan, Easy Links and Pods. 
Home Page – Screen Organization:
The Home Page displays four distinct sections: the Learer Card, Learning Plan, Catalog Search Options, and Easy Links and Pods. 

 
The Learner Card shows your name, job title, organization, any alerts that you might need to address, and whether you have been delegated any tasks. Select your name to access your talent profile. 

The Learning Plan represents any training or evaluations needing completion and are grouped by the due date. When you first access the home page, the Learning Plan displays in the list view. Hover on each entry to view a summary card and take actions as appropriate.

 
The catalog can contain: items, curricula, and scheduled offerings. By selecting the Catalog link on the Home Page, SATERN displays the four ways that Learners can search: They are Simple Catalog Search, Advanced Catalog Search, Browse Catalog by Subject Area, and Calendar of Offerings. 

Easy Links and Pods are other ways to access commonly used processes or pages.

Next, let’s take a closer look at the Learning Plan. 

Learning Plan:
By default, the Learning Plan essentially your To-Do list. Learning assigned to you, scheduled offerings you are enrolled in, and course evaluations and are displayed on the Learning Plan.

The Learning Plan provides the title and description of the item, date each item was assigned, the date that it’s due, and all of the other important details needed to complete the assignment. 
 
When you have many entries in your Learning Plan, it can be challenging to find the correct one. However, you can configure your Learning Plan so that it shows what you need the most. For example, you can filter the Learning Plan so that it shows you only a list of your current registrations. 

There are two ways to view the Learning Plan: List View, which is the default setting, and Card View, which displays much more information about the entry. The advantage of the List View is that you can view more things simultaneously. 
 
Card View and List View can be toggled from the Card View and List View icons to the right of the Show selection box.  The advantage of the Card View is that you can see the details of each record and access all the functions for that entry. The disadvantage of the Card View is that it fills more screen area so fewer entries are displayed at one time.

To display details about the item in List View, simply hover your mouse over the title and a summary card will display.
 
In addition to the title, the Learning Plan identifies the item classification. The person icon indicates an instructor-led course; a computer icon indicates an online item; and both icons together indicate a blended learning item. There can also be a document icon, which indicates the item to be completed is outside of SATERN, such as reading a book, manual, or external web material. 

 
The Due by date displays the date after which the item will be considered overdue.
 
Status indicates whether the item is currently available or whether it requires you to complete an action (such as registering for the item). 
 
The Action area lists one or more action buttons that provide options to help you complete the item.

Additional details about an item are available by selecting View Details. 


View Details:
Selecting the item title in the Learning Plan or selecting the View Details button displays the Item Details page. This page lists the item summary and other details, such as assignment information, related subject areas, possible prerequisites and substitutes for the item, competencies, and related documents.


From the Item Details page, you can:
 
·   View additional information about the item
·   Request a scheduled offering be created (if available) 
·   View and self-assign substitute items
·   View and open documents that are associated with the item

Easy Links and Pods:
Easy Links allows access to commonly used processes such as Approvals for approving training, or running reports. Select a link to be taken to the related process.

The Pods allow you to visit pages like your Curriculum Status, Learning History, or IDPs. Selecting a Pod displays the related page.
 
Please note that your home page, easy links and pods may look a little different based on your role within the organization.

Next, we are going to look at your Talent Profile starting with an overview. We will then learn how to view and modify your Talent Profile. 

Talent Profile - Overview:
Selecting your name in the Learner card displays your Talent Profile. 


Three sections are displayed. The Contact information, Employee Information, and Contact Numbers. 


The Catalog:
The catalog is the place to search for training that has not been assigned to you. Courses can be found in several places from the Catalog menu including browse the catalog, simple and advanced catalog searches, and the calendar of offerings. Let’s take a look at how each of these methods can help to find courses that are available through the catalog. 

First, let’s take a look at browsing the catalog. 

Browse Catalog:
Select the Catalog link to browse the catalog.

In the Browse Catalog view, subject areas are listed on the left side of the page. Each subject area displays the number of items that are associated with that subject area. Use the plus and minus icons to expand or collapse sections as necessary. 

To see the items a subject area, select the subject area title. The items are listed on the right.

Once all the items are listed, you can browse the list in the Items section and take a number of actions:

·  Select the Request Schedule button, if available, to send a request to the admin for more information about the item.
·  Select the Add to Learning Plan button to add the item to your Learning Plan.
·  Select the Go to Content button to see the content of an online course.
 
 
If there is a scheduled offering for the item, select the Register button to register for the scheduled offering.

Searching the Catalog:
Other than browsing the catalog, SATERN provides three other ways to search the catalog:

·  Simple Catalog Search
·  Advanced Catalog Search
·  Calendar of Offerings

You can perform a simple catalog search from either the search box above the Easy Links section on your Home page or by selecting the Catalog link. Enter a keyword in the search box and select the Search icon or Go button to perform the search.

You can further customize your search results by selecting the options below the search box on the Simple Catalog Search page. 

The Advanced Catalog Search page searches for specific scheduled offerings, items, and curricula. It differs from the simple search page because it contains all search criteria provided by the system, such as item ID, subject area, delivery method, and source. You can also filter the search to only return items, curricula, or scheduled offerings.

On the Calendar of Offerings page, scheduled offerings display in a calendar view by subject area. Use the functions at the top to change calendar views. To register for an offering, click the description in the calendar entry. 

Catalog – Search Results:
The Search Results page lists the items in SATERN that match the search criteria. For each item listed, the item type, cost, status, and action display. The Status column indicates important details, such as whether the item is already on your Learning Plan or if there are any prerequisites that must be fulfilled.

Many times, items are automatically assigned to you by the system, the SATERN administrator, or your supervisor; however, you can assign items to your own Learning Plan by selecting Add to Learning Plan from the search results page. 

Next, let’s take a look at registering for scheduled offerings.

Self Registration:
Scheduled offerings are items that have been scheduled for delivery to Learners. Scheduled offerings are typically divided into segments with resources assigned to each segment. You can register for scheduled offerings of items from the Learning Plan, from the catalog, and from the calendar of offerings. 

Note: Some training is not open for self-registration.

Items in the search results that have Scheduled Offerings available have an expand arrow next to the title.

Note: If Request Schedule appears next to the title this means there are no Scheduled Offerings for this activity.

Select the expand arrow to display the details of the Scheduled Offerings.

To register for a Scheduled Offering, select the Register button.

If approval is required, a warning screen will display. Select YES to proceed.

Enter any comments into the Comments field and click Confirm.

After self-registering, you will receive an email notification from SATERN that contains registration status and details about the scheduled offering.

Next, we will take a look at launching online content. 

Launching Online Content:
Some items in SATERN are entirely online. You may complete them at your own pace, at any time. A content object may be launched using your browser or other appropriate application on your workstation. 
 
Items can contain multiple content objects. Some examples of content objects are: online courses, web sites, executable files, Microsoft Word documents, Adobe Acrobat documents, and Microsoft PowerPoint presentations.

Items that are completely self-paced and contain only online content are indicated on the Learning Plan with a computer icon next to the title of the course.
 
If you are in List View, hover your mouse over the item record and then select Go to Content. If the online content contains only one piece of content, the item launches immediately.

If the online content contains multiple content objects, the Online Content Structure page displays.

The Online Content Structure displays each content object. Completed content objects are indicated with a green checkmark and a completion date and time.

Your Learning Plan may be full of assigned items among other things that need action. But where does it go when you’ve completed each item? When you complete an item, a learning event is recorded and stored in the Learning History. Sometimes an administrator records the learning events, and other times, the system can record them automatically. 
 
Next, let’s take a look at how to view items that you have completed. 
Learning History:
Learning History is located in the Pods section of the home page. After selecting the pod, you will be directed to your Learning History table. 

The Learning History table displays a list of items and historical activities and tasks that you have completed. 

Column width and sorting options of the Learning History table are customizable. Drag the column divider to set the width of each column. To sort alphabetically from A to Z, select the column header; to sort alphabetically from Z to A, select the column header a second time.

The Learning History shows the titles, completion dates, completion statuses, and actions. You can also search by using the Title box and sort by status with the status drop down box. 

To see more details about the learning event, select the item title.
 
For all of the items successfully completed, hover over the item record and select Print Certificate to print a certificate of completion.

Completed online content is recorded as learning events and stored in your Learning History table. 

If enabled, you can return to content objects to review its information directly from the Learning History. Hover over the item record and then select Review Content to access the content object.


Knowledge Check:
Complete the Knowledge Check:

Note: Key to Knowledge check is positioned after the summary (next slide)

1. The home page for Learners display four distinct sections. They are... (Select all that apply)
a) Easy Links and Pods
b) The Learner Card
c) Learning Plan
d) Messages from your supervisor
e) Catalog Search Options
f) Job postings
g) Personal web links

2. The Learning Catalog has four search methods for all Learners
a) True
b) False

3. The Learning Plan show…
a) A consolidated list of training to complete
b) All NASA policies
c) Links to personal web sites 
d) Captain Jack Sparrow’s personal cell phone numbers

4. The Due by date is the date after which the item is considered overdue.
a) True
b) False

5. The most common ways to view the learning plan are… (select all that apply)
a) Card View
b) Sanskirit view 
c) Random Order 
d) List View

6. The Talent Profile has three Learner editable sections that include the Contact Information, Spousal Information, and Contact Numbers fi the employee is working outside the United States.
a) True
b) False

7. The Learning Catalog is the place to search for office supplies, miscellaneous items, and items priced less than $250.00.
a) True
b) False

8. This link should be selected to browse the Learning Catalog.
a) Catalog
b) None of these
c) Contact Information
d) My Employees

9. Items may be assigned (added) to your learning plan by … (select all that apply)
a) All of these
b) Your Supervisor
c) You
d) None of these

10. All training at NASA is open for self registration without approval
a) True
b) False


Summary:
You have now completed the tutorial for Learners using SATERN. 

You should now be able to:

·  Navigate within SATERN 
·  View your Talent Profile
·  Browse and search the catalog
·  Assign items to your Learning Plan
·  Register for scheduled offerings
·  Launch online content 
·  View your Learning History

This training is complete, you may now close the window.


Knowledge Check: Key

Only the correct answers are displayed in this key.

1. The home page for Learners display four distinct sections. They are... (Select all that apply)
Answers a, b, c, and e.
Easy Links and Pods
The Learner Card
Learning Plan
Catalog Search Options

2. The Learning Catalog has four search methods for all Learners
a) True

3. The Learning Plan shows…
a) A consolidated list of training to complete

4. The Due by date is the date after which the item is considered overdue.
a) True

5. The most common ways to view the learning plan are… (select all that apply)
Answers a and c.
Card View
List View

6. The Talent Profile has three Learner editable sections that include the Contact Information, Spousal Information, and Contact Numbers fi the employee is working outside the United States.
Answer b. 
False

7. The Learning Catalog is the place to search for office supplies, miscellaneous items, and items priced less than $250.00.
Answer b.
False

8. This link should be selected to browse the Learning Catalog.
a) Catalog

9. Items may be assigned (added) to your learning plan by … (select all that apply)
a) All of these

10. All training at NASA is open for self registration without approval
Answer b.
False
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