Tutorial for SATERN Supervisors
Welcome to the tutorial for Supervisors using SATERN. 
This tutorial is for users who are identified as supervisors in the SATERN Learning Management System, or LMS. This tutorial assumes that the Supervisor has previously completed the SATERN Learner training. 

In this tutorial, you will be given an overview of the My Employees tab, and learn how to manage your employee’s learning record including viewing the dashboard, managing your employee’s Learning Plan, registering employees in scheduled offerings, approving registrations that require approval, viewing your employee’s Learning History, and running reports. These are our objectives.
Let’s get started. 
My Employees - Overview:
Supervisors are users in the LMS who have learners assigned as subordinates. 
If the My Employees option displays in the top menu, then you are a supervisor. Selecting the My Employees tab displays data and allows you to take a number of actions regarding your employees.  
[image: Description: My Employees tab shown on SATERN header.
]
We will first take a look at the My Employees screen and the organization chart. 
My Employees:
Selecting the My Employees tab displays data and allows you to take a number of actions regarding your employees.  
[image: Description: My Employees home screen image. Left column contains employee mini-organizational chart. Center column contains employee learning plan. Right column contains catalog, easy links and pods.
]
From the My Employees Tab, you can view employees who report directly to you as well as those that report to your employees. Information about the employee is available by selecting their name from the list. 
Employees who have employees reporting to them are displayed with a plus sign next to their name. By selecting the plus sign, you can view information about your employees and the employees that report to them. 
[image: Description: My employees home page image with highlight on employee mini-organizational chart in hierarchal view. View expanded to show multiple levels of employees reporting structure.]
The Learning Plan for each employee is available once you have selected a name. Curricula and learning history information about employees are also available on this tab. We will explore the employee Learning Plan later in this course. 
The left pane of the Employees area displays a small organization chart in a hierarchical view. 
[image: Description: Large image of employees hierarchal view mini-organizational chart.]
View employee information by selecting their name from the chart. The section cascades your employees and any employees that report to your employees.
Overdue courses and curricula are highlighted, and selecting this information will take you to the My Employees tab to view the selected employee’s Learning Plan. 
Next, Let’s look at viewing the dashboard. 
Dashboard:
As a supervisor, you can view the status of your employees’ progress on learning. The dashboard provides a quick look at the status of direct reports. To access the dashboard, select the My Employees tab and select Dashboard under Supervisor Links. 
[image: Description: Dashboard image with My Employees tab in upper pane and Supervisor Links in right column highlighted.
]

[image: Description: Supervisor Links image - large excerpt - Dashboard link highlighted]
View Dashboard:
[image: Description: Dashboard Screen image. 
]
From the dashboard, you can view the status of items and curricula for your employees. The default view shows only learners who are overdue; however, you can change the default view from the Due Date drop-down menu to show employees who have items that are due within the next 30 or 60 days.
[image: Description: Large image of Due Date drop down section displaying Overdue; Next 30 days; and next 60 days options.]
You can also filter the view of your dashboard by selecting a Show option from the drop-down menu. 
[image: Description: Large image of Show options from Dashboard displaying Overdue; Next 30 days; and next 60 days options.]
Next, let’s take a look at managing the employee Learning Plan. First, we will look at viewing the employee Learning Plan and then at assigning items to employees. 

View Employee Learning Plan:
You can view your employee’s Learning Plan by selecting his or her name from the My Employees tab.
[image: Description: My Employees screen with employee learning plan details displayed in center column.]
The Learning Plan is a consolidated list of the things that a learner needs to act on, grouped by the due date of the entry listed. The Learning Plan shows one-time and recurring events. 
When you first access the My Employee page, the Learning Plan for the selected employee displays in list view, providing the option to hover on each entry to get more details or access the available functions. The resulting pop-up is referred to as the Summary Card.
[image: Description: Employee learning plan showing pop-up summary card in center column. ]
The Learning Plan lists the items that the employee is required to complete, either on a one-time or recurring basis. All items shown are those the employee has not yet successfully completed.
You can customize the view of your employee’s Learning Plan by making a selection from the Show drop-down menu or toggling between the List and Grid views. 
[image: Description: Employee learning plan - large image - with Show dropdown list and view toggles displayed.]
Assigning Learning:
You can use the Assign Learning tool to assign or remove one or more items to your employees’ Learning Plan. 
[image: Description: My Employees home screen. No highlights.
]
Note: Select and hold the magnifying glass icon to view a larger image. Release the selection to allow the image to return to original size. 
Let's take a look at this process.
Step 1
Select the My Employees tab and select Assign/Remove Learning under Supervisor Links. 
[image: Description: My Employees screen with Assign/Remove Learning link highlighted under Supervisor links in right column.]
Select Assign Learning. If you are removing items, select Remove Assigned Learning. Then select Continue

Step 2
Select the Add Items and Curricula radio button.
[image: Description: Manage Learning Activities with Add Items and Curricula radio button highlighted. Left edge of screen.]
Step 3
Select the Select Learner checkbox and then select the Add Checked button.
[image: Description: Manage Learning Activities screen with Select Learner Checkbox to right of user name and Add Checked button at right of screen highlighted.
]
Then select the Next button.
Step 4
Use the check boxes and the text entry field to search for specific learning.
[image: Description: Manage Learning Activities screen with search parameters and Search button highlighted. Search parameters include keyword entry field, and curricula, Instructor-led, Online, Blended, Other and Exact Phrase check boxes. ]
Then select the Search button.
Step 5
Select the check box to the right of the required learning and then select Add Checked.
[image: Description: Search Results screen with check box for required learning checked and highlighted near bottom right corner of screen. ]
Step 6
The selected learning item is displayed. 
[image: Description: Manage Learning Activities screen with Assignment Type Select link to right of Assignment type field highlighted.]
Next, choose the Select link to the right of the Assignment Type data entry field.
Step 7
Use the radio buttons to define the search scope and the description drop down and data entry fields to narrow the criteria. 
[image: Description: Assignment Types screen with Search parameter controls and Search button highlighted. Search All Locations has yes/no radio buttons. Description has Starts with drop down box and data entry field. Search button to right of screen.]
Select the Search button.
Step 8
Choose the Select link to the right of the Description field.
[image: Description: Assignment types screen with Select button highlighted.
]
When all fields are correct, select the Next button.
Step 9
Now select the Date Picker (calendar) icon to the right of the Required Date field to enter the required date.
[image: Description: Manage Learning Activities screen with date picker icon highlighted.
]
Step 10
Use the control arrows or month drop down list to display the correct month, then select the date the training is required.
[image: Description: Manage Learning Activites screen with Date Picker (calendar) overlaying. Arrows and circles indicate controls for date selection by month, year and day. ]
Step 11
Now select the Finish button
[image: Description: Manage Learning Activiites screen showing selected date from date picker (above) and Finish button.]
Step 12
A success message in red text will be display to show the success of your efforts. 
[image: Description: Success message in red text. ]
Select the My Employees tab to return to the My Employees screen.
Step 13
The training item is displayed in the learners Training Plan with a text reminder that the learner must register for the course.
[image: Description: Employee Learning Plan with course just added highlighted. Note below that Learner must be registered. ]

View Employee Learning History:
Once an employee has completed learning events, those events will move to the Learning History section. 
[image: Description: My Employees screen.]
You can view an employee’s Learning History by opening that employee’s record.
To view your employee’s Learning History, access the My Employees page. Select the employee’s name and then select the Learning History pod. 
[image: Description: Learning History Pod. States "No completions int he last 30 days."]
The Learning History table displays a list of items and tasks that the employee has completed in the learner interface. The Learning History table shows learning types, titles, completion statuses, and completion dates. You can also search for a particular event by typing in the Title box. 
[image: Description: Learning History table. Includes completed item with tags, title, status and completion date columns from left to right. ]

Approving Learning:
Intro
Some learning items in the LMS may require supervisor approval. Supervisors may be responsible for approving or denying internal and external training requests from direct employees. There are certain triggers that are useful to alert you when items require approval. 
[image: Description: My Employees screen.]
Note: Select and hold the magnifying glass icon to view a larger image. Release the selection to allow the image to return to original size.
Step 1
In this Learning Plan the status for a learning item indicates approval is required.
[image: Description: Learning plan with three learning items. One item status Pending Approval. One Available and one Enrolled/In Progress.]
Step 2
Select the Approvals link in the Supervisor Links section.
[image: Description: Supervisor Links with Approvals highlighted.
]
Step 3
The Pending Reviews and Approvals page displays. Locate the learner from the list. The expand arrow to the left of the learner's name displays more details about the registration request, including any comments the learner may have entered. 
[image: Description: Pending reviews and approvals screen. Training Approvals and Denials screen displayed.
]
Select the Approve radio button in the Action column on the right. Then, select Next.
Step 4
Comments are optional. 
[image: Description: Pending reviews and approvals screen details. Learner and comment fields visible.
]
If you choose to enter comments regarding your decision to approve or deny the registration request, enter it in the Approval Reason field. This comment will be emailed to the learner. Select Next.
Step 5
Confirm your approvals or denials by selecting the Confirm button. 
[image: Description: Reviews and approvals screen. Displays Learner name, course title and price. 
]
If you made a mistake, you can select Previous to return to a previous page to correct the information.
Step 6
A confirmation message is displayed with the success status of the approval.
[image: Description: Confirmation message for approval. "You have successfully completed the employee approval and denial process. E-mail notifications have been sent to affected Learners."
]
Step 7
On the employee learning plan the Pending Approval text has changed to indicate the employee is enrolled.
[image: Description: Employee learning plan with "Enrolled" in approved learning item.]


Delegate Supervisory Tasks:

Supervisors are able to delegate their SATERN responsibilities to another employee.
[image: Description: Supervisors Learner tab. Learner card at top, Learning Plan at left, Catalog, easy links and pods to right. ]

Note: Select and hold the magnifying glass icon to view a larger image. Release the selection to allow the image to return to original size. 
Step 1

From the Supervisor’s own Learner tab, click Options and Settings from the Easy Links section
Step 2

Next, select the Add button to add a delegate.
[image: Description: Options and Settings screen - Add delegate button highlighted.]
Step 3
Enter the delegate’s name into the search field.
When the system finds the delegate, his or her name will display below the search field
Select the person's name.
[image: Description: Add delegate screen with delegates name displayed and highlighted.]
Step4

Three radio buttons will be displayed when the name is selected.
[image: Description: Add Delegate screen with three permission radio buttons highlighted. Top to bottom permissions are Inactive Delegate, Predefined Permissions and Selected Permissions.]

The Predefined Permissions radio button grants the delegate the same level of permissions as the Supervisor

The Selected Permissions radio button allows the supervisor to select only the permissions to be delegated from a list of permissions.

The Inactive Delegate radio button disables permissions, but retains the Selected Permissions settings for future use. 

For this example we chose the Selected Permissions button.
Step 5

A list of delegable tasks is displayed by category. 
[image: Description: Add delegate screen with permissions displayed. Collapse icon is highlighted.]

Use the collapse icons to make a more compact list by category.
Step 6

Under selected permissions, choose the options that you wish to activate.
[image: Description: Add delegate screen with Selected Permissions radio button and described permissions highlighted.
]
For this example we selected the Employee Work Space & Org Chart and the Learning Plans for Direct Reports selection boxes.

Then select the Save button. 
Step 7

The Options and Settings screen is displayed with the newly added person and their permission status.
[image: Description: Options and Settings screen with new delegate and permission description highlighted.
]

Learning notifications and Locale information may be modified at this screen.
Step 8

Select the Apply Changes button to complete the authorization of permissions.
[image: Description: Options and Settings screen with Apply Changes button highlighted.]
Step 9

On our example screen, Meredith would now see a new drop down graphic next to her name labeled Delegators.
[image: Description: Learner tab witih Delegators button, located at left in Learner card, highlighted.]
Step 10

Hovering over or selecting the delegators list displays persons who have delegated supervisory tasks to her. 
[image: Description: Delegators displayed in bubble when Delegators activated. ]

Selecting a person’s name opens a new window that allows Meredith to act on their behalf. 

This is the method to act as a delegate for another supervisor.
Running Reports:
SATERN generates reports based on the data in the system. 
[image: Description: My Employees tab with Reports link highlighted in Supervisor Links pane at right.]
To see a list of all available reports, select Reports from the Supervisor Links. Select the Plus icon to open the category listing and display the detailed report list for that category. 

[image: Description: Reports screen, category list expanded and highlighted.]
Select the report title to select a report from the list

All reports have the same control options. The top section contains common report fields. These fields control the format of the report.
[image: Description: Reports screen with top section (controls) highlighted. ]
The bottom section contains report-specific fields, which control the data that the report generates. 
[image: Reports screen with lower section (data) highlighted.]
The Completion Status drop down list displays all available completion statuses.
[image: Description: Completion status drop down list - partial list displayed wtih numerous statuses.
]
After selecting a completion status, a waiting screen is displayed. 
[image: Description: Waiting screen. Displays report title and status.]
Finally, the report information is displayed. 
[image: Description: Report results. In this example, no data to display.]
The report is generated based on the destination and format you selected. In this case, there is no data to report. 


Complete the Knowledge Check:
Note: Key to Knowledge check is positioned after the summary (next slide)
1. SATERN is… (Select all that apply) 
a. A LMS (Learning Management System
b. Our consolidated learning system 
c. None of these
d. Not available to NASA users
e. A planet in the same solar system as earth

2. Supervisors may assign learning items to their employees.
a. True
b. False

3. Supervisors may approve learning for subordinates if the learning requires approval.
a. True
b. False



4. Supervisors may assign, register, schedule, and monitor employee training.
a. True
b. False

5. A supervisor can manage all of her employee learning from the… 
a. Admin tab
b. Supervisors have no access to employees learning
c. Learner tab
d. My employees tab 
e. None of these

6. Supervisors are LMs users who have learners assigned as subordinates
a. True
b. False

7. The mini-organizational chart on the My Employees tab allows the supervisor to view... (Select all correct responses)
a. Every employee in NASA
b. Their direct reports
c. Employees listed as their subordinates
d. The Hubble telescope
e. Indirect reports

8. The dashboard… 
a. Defaults to show only learners who have over due learning items
b. Lets the supervisor view the status of items and curricula for their employees
c. Can be customized by selecting the Due Date drop down list and selecting the 30 or 60 day due date range
d. All of these

9. The Learning History displays learning items that are in progress and those completed by the learner.
a. True
b. False



10. SATERN reports…
a. Are only generated by the Information Technology staff
b. Cannot be printed to help save paper and keep NASA green
c. Are available based on data in the LMS
d. Are automatically routed to supervisors without request, but only in electronic format

Summary:
You’ve completed the “Managing My Employees in SATERN” tutorial. 
You should now be able to:

·  Describe the My Employees tab in the LMS
·  View the Dashboard
·  Manage employee Learning Plan
·  Register employees in scheduled offerings
·  Approve registrations
·  View employee Completed Work
·  Run reports
· 
This lesson is complete; you may now close the window.



Knowledge Check: Key
Only the correct answers are displayed in this key.

1. SATERN is… (Select all that apply) 
a) A LMS (Learning Management System
b) Our consolidated learning system 
2. Supervisors may assign learning items to their employees.
a) True
3. Supervisors may approve learning for subordinates if the learning requires approval.
a) True
4. Supervisors may assign, register, schedule, and monitor employee training.
b) False
5. A supervisor can manage all of her employee learning from the… 
Answer d. My employees tab 
6. Supervisors are LMs users who have learners assigned as subordinates
a) True
7. [bookmark: _GoBack]The mini-organizational chart on the My Employees tab allows the supervisor to view... (Select all correct responses)

Answers b, c, and d.
Their direct reports
	Employees listed as their subordinates
	Indirect reports

8. The dashboard… 
Answer d. All of these
9. The Learning History displays learning items that are in progress and those completed by the learner.
Answer b. False
10. SATERN reports…
Answer c. Are available based on data in the LMS
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