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Instructions on How to Update your Learner Profile

Before reqistering for any training, it is important that all employees verify and update
the following under their Profile and Regional Settings:

O ORGANIZATION FIELD — Review the How do | Update my Organization? section of this
handout for detailed instructions.

O SUPERVISOR FIELD — Review the How do | Verify my Supervisor? section of this handout for
detailed instructions.

O EMAIL ADDRESS - Review the How do | Verify my Email Address? section of this handout for
detailed instructions.

O TELEPHONE NUMBER - Review the How do | Update/add my Telephone Number? section
of this handout for detailed instructions.

Here's what to do
STEP 1: Log into SATERN.
STEP 2: From the Learner tab Home Page, click on your name from the Learner Card.
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Contact the talent profile administrator if you need to change information in a section that you cannot edit.

2 of 3 sections completed. 1 required section is still incomplete
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& Help

— Contact Information

JAMES S MITCHELL
noemail@nasa.gov

1] —Contact Numbers —

~— Employee Information

Learner ID:
Employee Type:

Number of Direct Reports:

Hired on
Length of Service:
Domain:

No Information

0

10/2/2011
7 months

More Employee Information

Use the icons as described below to view information in your profile:

Icon
|'— Expand icon: Click to expand the section to see additional information. The icon turns into a
f— minus sign icon.
|_— Minus icon: Click the minus sign icon to return to default view.
& Edit icon: Click this icon to edit the information. Only information with this icon can be edited by
the user; all other data can be updated by sending an email to your SAL.
+ Add icon: Click this icon to add additional information for that section.
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»How do | Update my Organization?

Contractors, Military Personnel, and Non-NASA Civil Servants Employees must verify that the
Organization ID is correct in your profile. This information is needed to assist with the course registration
process. If the organization listed is incorrect or blank, click on the Picker icon next to the Organization
field then search for and select your proper organization.

Here's what to do

STEP 1: Click on the Edit icon (l- =) next to Employee Information section.

- Employee Information < (7 );

Learner ID:

Employee Type: Civil Service Employee
Employee Status: FULL-TIME
Supervisor:

Number of Direct Reports: 1

Hired on 10/2/2011

More Employee Information

STEP 2: On the Edit Employee Information box, click on the Picker icon (O,.,) to get to the Search
Organization window, then follow directions to refine your search.

Edit Employee Information
* Required Field(s)
Resume Location
Supenisor
Organization
Coach

Summary Statement

3990 characters remaining
Date of Birth ]

Supervisor By-pass FIag:  ves (v) -

STEP 3: To save your changes, click on the Save button.

»How do | Verify my Supervisor?

Note: A nightly IDMS/FPPS feed will overwrite any updates made by Civil Servant Employees to their
Organization, Office Telephone Number, and Supervisor fields. To overwrite the Supervisor field, Civil
Servant Employees must set the Supervisor By-Pass flag to ‘Yes.’

Contractors, Military Personnel, and Non-NASA Civil Servants Employees must verify that the Supervisor
field lists your government Technical Representative (TR).
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Here's what to do

»
STEP 1: Click on the Edit icon ([z) next to Employee Information section.

— Employee Information ) =|
Learner ID: -
Employee Type: Civil Service Employee
Employee Status: FULL-TIME
Supervisor: o m—— W
Number of Direct Reports: 1
Hired on 10/2/2011

More Employee Information

STEP 2: Click on the Picker icon (Q.) next to Supervisor field to get to the Search Learner window,
then follow directions to refine your search.
Edit Employee Information
* Required Field(s)

Resume Location

Supernvisor

Organization Q
Coach Q
Summary Statement

3990 characters remaining
Date of Birth =

Supenvisor By-pass Flag:  ves (v) -

STEP 3: To save your changes, click on the Save button.

»How do | Verify my Email Address?
Here's what to do

. - & . . . .
STEP 1: Click on the Edit icon ([:) next to Contact Information section. Edit Contact Information
screen displays.
Profile & © Hep
Contact the talent profile administrator if you need to change information in a section that you cannot edit.

2 of 3 sections completed. 1 required section is still incomplete

- Contact Information (&

JAMES S MITCHELL
noemail@nasa.gov




SATERN

Login to SATERN at https://satern.nasa.gov

STEP 2: Verify your email address in the Email Address prompt and change as appropriate.

Edit Contact Information

* Required Field(s)

* Learner First Name JAMES

* Learner Middle Initial 3

* Learner Last Name MICHELL

@Address noemail@nasa.gov )

Save Cancel

STEP 3: To save your changes, click on the Save button.

»How do | Update my Contact Number Information?

Here's what to do

5
STEP 1: Click on the Edit icon ([z) next to the number you wish to update.

ok

- Contact Numbers

202-358-0867

STEP 2: In the Edit Contact Numbers screen, update the appropriate information.

Edit Contact Numbers

* Required Field(s)

* Contact Number 202-358-0867

Contact Description C )

i

STEP 3: To save your changes, click on the Save button.

»How do | add new Contact Number?

Here's what to do

+ k
STEP 1: Click on the Add icon ( """) next to Contact Numbers section.
-5-
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- Contact Numbers g

o 202-358-0867

STEP 2: Inthe Add Contact Numbers screen, enter the appropriate information.

Add Contact Numbers

* Required Field(s)

* Contact Number

Contact Description

STEP 3: To save your changes, click on the Save button.






